
Making a Letters of Administration application online  - Solicitor 

 
The online portal can be used to make applications for probate in most standard applications for 
Grant of Probate or Grant of Letters of Administration provided that: 

• The deceased was domiciled in Northern Ireland 

• all acting applicants have an email address and mobile telephone number (to facilitate the 
signing of the statement of truth)  

• All acting applicants can make their own decisions 

 

The online portal cannot currrently be used to make applications where: 

• The executor is a Company or Trust Corporation 

• A power of Attorney has been appointed to act on behalf of an applicant 

• The intestacy entitlement is below sibling  

• A Will exists, but no named executors or substitue executors are acting in the application 

• The applicant is not the next of kin in an application for grant of letters of administration 

• The deceased got married or entered into a civil partnership after signing the Will 

 

You can access the portal on nidirect using the link below: 

https://www.nidirect.gov.uk/services/apply-probate 

 

https://www.nidirect.gov.uk/services/apply-probate


 

 

 



 



 

 

 

 

 

When you click the link above it takes 
you to this nidirect account page. If you 
have an account you can log in here. If 
not you will need to create an account 
to access the Probate online application 

Enter the ICOS account number and 
associated Pin of the firm that you are 
working for and click the green ‘Submit’ 
button. 

When you click the green ‘Apply for 
probate’ button above it takes you to 
this page. Select ‘Yes’ if you are making 
this application on behalf of a client, 
then click the green ‘continue’ button. 



 

 

 

 

 

 

 

 

 

 

 

 

Once you have logged in your account  
will be associated to the Solicitor firm 
and you will see this view of ‘my 
applications’ this will show any previous 
applications that you have made and is 
where you will be able to see the status 
of your application once submitted or 
review the details of previously 
submitted applications. 

To create a new application click ‘create 
application’. 

Applications will be deleted from the 
portal approximately one month after 
the issue of a Grant of Probate or letters 
of administration and incomplete 
applications will also be deleted if not 
completed within six months. 

This question determines the type 
of application you are making. If 
‘Yes’ then you are making a Grant 
of Probate application. If ‘No’ 
then you are making an 
application for Letters of 
Administration. Then click the 
green ‘Save and continue’ button. 



 

  

 

  

This is the summary screen and 
shows the steps required to 
complete the application. To 
begin, click on the green ‘Start’ 
button in section 1 to enter the 
details of the person who has 
died. 

You must complete each section 
before you can move on to the 
next section. You will be given the 
opportunity to review and amend 
the answers you have provided 
once the section is complete. 

Enter the name of the person 
who has died, as it appears on the 
death certificate, in the boxes 
provided. Then click the green 
‘Save and continue’ button. 



  

  

 

 

Type the person’s date of birth in 
the format shown (DD MM YYYY), 
then click the green ‘Save and 
continue’ button. 

Type the person’s date of death 
in the format shown (DD MM 
YYYY), then click the green ‘Save 
and continue’ button. 

If the person lived in or intended 
to return to Northern Ireland, 
click ‘Yes’, then click the green 
‘Save and continue’ button. If not, 
then click ‘No’ and then click the 
green ‘Save and continue’ button 
– though you will be unable to 
complete the online application  if 
you answer no to this question 
and will be redirected to use a 
downloadable form to be printed 
and completed on paper. 



 

 

 

 

Type the address of the person 
who died. If the address is in 
Northern Ireland you can use a 
find address lookup by entering 
the postcode and then selecting 
the address from the dropdown 
list. If this address does not match 
the exact address of the person 
you can manually update it.    If 
the address is outside Northern 
Ireland or cannot be found in the 
find address function, you will 
need to manually enter the 
address, then click the green 
‘Save and continue’ button.  

Type the place of death as printed 
on the death certificate, then click 
the green ‘Save and continue’ 
button.  



  

 

 

 

 

 

Type the former occupation of 
the person who died, then click 
the green ‘Save and continue’ 
button.  

Select which type of IHT form was 
completed. Then click the green 
‘Save and continue’ button.  

Once you have selected which 
type of IHT form was completed 
you will have to complete the 
amounts of the gross and net 
estate as completed in the form.    
You will be informed which box to 
take the information from the IHT 
form. Then click the green ‘Save 
and continue’ button.  

Select the inheritance tax form 
that was filled in for HMRC. Then 
click the green ‘Save and 
continue’ button.  



 

 

 

Upload a copy of the inheritance 
tax form. Click on the ‘Choose file’ 
button to browse for the 
document or to take a photo of it.  
Next click the ‘Upload button to 
upload the death certificate to 
the application. Then click the 
green ‘Save and continue’ button.   
All pages of the document must 
be uploaded and more than one 
document or photo can be 
uploaded. 

If the person who has died had 
property, shares or accounts in 
another name, click ‘Yes’ to 
record these so that they appear 
on the Letters of Administration. 
If not, click ‘No’. Then click the 
green ‘Save and continue’ button.  

Enter the other names used by 
the person who has died. If there 
are more than one, click the ‘Add 
another name’ button to add 
each additional name. Once all 
names have been entered, click 
the green ‘Save and continue’ 
button.  



  

 

 

 

 

Section 1 is complete and you can 
click the green ‘Start’ button at 
section 2 to enter your client’s 
details.  



 

 

If you pick any option below Spose or civil partner, you will have to 
clear off any options above you in the entitlement, e.g. if you are a 
parent, you will be asked: 

 

Enter the name of the applicant 
(your client) in the relevant 
boxes. Then click the green ‘Save 
and continue’ button  

Select the relationship of your 
client to the person who has died. 
Then click the green ‘Save and 
continue’ button  



 

 

 

 

Enter the applicant’s mobile 
telephone number and email 
address (these will be used to 
contact them to ask them to 
check and digitally sign the 
statement of truth later in this 
application). Then click the green 
‘Save and continue’ button  



 

 

 

 

Enter the applicant’s occupation. 
Then click the green ‘Save and 
continue’ button  

Enter the applicant’s address 
details. Then click the green ‘Save 
and continue’ button  



 

 

 

Section 2 is now complete and 
you can click the green ‘Start’ 
button to begin section 3. 

If there are other applicants click 
‘Yes’. Then click the green ‘Save 
and continue’ button to complete 
details of the other applicants.  



 

 

  

 

Click the ‘Add another applicant‘ 
button.  

Enter the name of the additional 
applicant. Then click the green 
‘Save and continue’ button  



 

 

 

 

  

You can now choose to add 
another applicant, or if all 
applicants have been entered, 
click the green ‘Save and 
continue’ button  

Enter the applicant’s email 
address, mobile number and 
occupation. The email address 
and mobile number are required 
to allow the applicant to digitally 
sign the statement of truth.  Then 
click the green ‘Save and 
continue’ button  



  

 

Enter the executor’s address. 
Then click the green ‘Save and 
continue’ button  

Again, if there are more 
applicants, click Add another 
applicant, if not, click the green 
‘Save and continue’ button  



 

You have now completed 
section 3 and can begin section 
4 by clicking the green ‘Start’ 
button  



 

 

 

Check the answers you have 
added and if there are any errors, 
click the word ‘change’ beside the 
entry to amend the answer. If 
everything is correct, click the 
green ‘Save and continue’ button  



  

 

This is the statement of truth and 
is the basis of the application. You 
must carefully check the details 
on this page to ensure that it is 
correct. If content, tick the box to 
confirm and digitally sign the 
statement of truth, then click the 
green ‘Save and continue’ button  



  

 

You now need to notify all the 
applicants who are participating 
in the application to review and 
sign the statement of truth.  

There is also an option to allow 
you to include your file reference 
to the application for ease of 
future correspondence. To do 
that, click on the word change 
beside the ‘Solicitor contact 
details’ section and update 
accordingly. 

Once complete, click the green 
‘Notify the executors who are 
applying’ button and this will 
automatically generate emails to 
the email addresses provided 
previously asking them to read 
and sign the statement of truth to 
progress the application. 



  

 

 

You can’t go any further with the 
application at this stage until the 
other executors have signed the 
statement of truth. You will get 
an email to alert you when the 
last executor has signed and you 
can then log back into the 
application and progress to order 
additional copies, paying and 
submitting it to the Probate 
Office. 

If there is an issue and one or 
more of the other executors 
contact you to ask you to amend 
or regenerate the link to the 
statement of truth for them, you 
can do that using the green 
‘Regenerate declaration’ button 
this will then require both 
yourself and all the other 
executors to resign the statement 
of truth. 

This is an example of the email 
sent to the executors.  



 

  

This is the screen that will be 
displayed to the other executor 
when they click on the link in the 
email.  They must firstly click the 
‘Generate pass code’ button to 
generate a SMS message with the 
pass code to their mobile phone. 
Once received, they enter the 
code and click the green ‘Submit 
pass code’ button  



  

The executor needs to check the 
statement of truth and, if 
content, click the box to digitally 
sign it and then click the green 
‘Save and continue’ button  



 

 

 

 

 

Once the executor has signed the 
statement of truth the 
Declaration complete screen will 
display and the executor can 
close the application.   At this 
time an email will be sent to the 
lead executor informing them 
that the executor has signed the 
statement of truth 

This is an example of the email 
that you (the solicitor) will receive 
to alert them that the final 
executor has been asked to sign 
the statement of truth. If you 
have entered a reference in the 
application, this will be quoted in 
the email for ease of 
identification.  

Once all executors have signed 
the statement of truth, you will 
receive an email like this to 
confirm that the final person has 
signed. You can now log back into 
the application and progress to 
pay and submit the application to 
the Probate office. 



 

 

Click on the green ‘Start’ button 
to begin section 5.  

Enter the number of copies you 
require (or put 0 in the box if no 
copies are required). If you want 
to use the copies for official use 
i.e. to access bank accounts etc. 
you will need certified copies. 
Then click the green ‘Save and 
continue’ button.     The fees for 
any requested copies will be 
added in to section 7 Pay and 
Submit  



 

Section 5 is complete and you can 
click the green ‘Start’ button to 
complete section 6  



 

 

Check that you have uploaded all 
required documents. Then click 
the green ‘Save and continue’ 
button.    It is necessary to upload 
all the required documents at this 
stage, if they haven’t previously 
been uploaded. 



 

 

 

Section 6 is complete and you can 
click the green ‘Start’ button to 
complete section 7  

This is a summary of the payment 
due, click the green ‘Continue to 
payment’ button.   You should 
check that you have ordered the 
correct number and type of 
copies before proceeding.    If you 
need to order copies after this 
stage you can do so by contacting 
the Probate Office. 



 

 

 

Enter your payment details and 
once complete, the ‘Make 
payment’ button will turn green. 
You can then click this to 
complete your payment. 

Your payment is complete, this is 
your payment reference. Click the 
green ‘Continue to receipt’ 
button  



 

 

 

You will receive and email to 
confirm that the application has 
been submitted.   This is an 
example of the email.  The 
application will be sent to the 
Probate Office to be processed 
during normal office working 
hours.  

This is an example of the payment 
receipt. You can print or 
download a copy of this receipt 
for your records by clicking the 
relevant buttons on this page  


