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To learn about how to access the app, please refer to the Access and Connection user guide.  
 

1.  NAVIGATION 

1.1. MY TASKS 

Once connected you will land in your active tasks window by default. 
 

 
 
Click on  to access your personal data collection task.  
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1.2. SAVE AND SUBMIT 

On each tab (1~8) don't forget to check the box that confirms you have given all the correct and necessary information before 
filling in the next tab. 
 
 
 
At the bottom of the screen are these three buttons: 
 

 
 

Allows you to save your advancement, quit, and come back later. 
 

 
Once you validate your data collection task, your file is sent to the next step in your hiring process (data control) and your temporary access revoked. You should validate only 
if you have fully completed the task.  
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2. HOW TO FILL IN YOUR PERSONNAL INFORMATION 

2.1. PRATCICAL INFORMATION 

This tab contains your person of contact details. It is the person you can refer to if you have any questions during this process. 
 

 
  

You can add a comment for your contact person at any time, on each of the 8 tabs. 
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2.2. PERSONAL INFORMATION 

This tab contains all your information in regard of nationality/ies, family status, retiring identification, etc. 
 

 
  

If you chose "Yes”, you need to follow the 
instruction on the AVS number format (with 
periods). 

The * signs identify mandatory fields.  

When clicking , you will get additional 
information on the field you need to fill in.  
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2.3. ADDRESS 

 
 

/!\ If you encounter problems with the address when you want to submit your form, try removing all address information, save and enter the task again. Fill in your home address without a 
secondary address.    

Please refer the  for more information on 
the fields you need to fill in. 

Please make sure to follow the proper phone 
number format indicated (with space). 
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2.4. PERMIT 

This tab partially varies depending on the information filled in on the Personal Information tab. If you are of Swiss nationality, just check the box " I guarantee the accuracy of my working / 
residency permit information / I'm a Swiss citizen" at the bottom of the tab. 
 

 
 

 
  

Please refer the  for more information on 
the fields you need to fill in. 
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2.5. EMPLOYMENTS 

 
  

Please refer the  for more information on 
the fields you need to fill in. 
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2.6. BANKING/POSTAL DETAILS 

 
 

 
 

2.7. SPOUSE/PARTNER 

This tab needs to be filled in only if your family status implies a need for more information (married, separated, etc.).  
 

 
  

Please refer the  for more information on 
the fields you need to fill in. 

Please refer the  for more information on 
the fields you need to fill in. 
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2.8. CHILDREN 

You will need to list your children in this tab. Click on the  icon and fill in the details on the new window. Repeat this step for each child.  
 

 
 
  

Please refer the  for more information 
on the fields you need to fill in. 
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2.9. DOCUMENTS 

This tab is where you will upload all the requested documents. The list of documents requested depends on all the information gathered from the previous tabs. It is necessary to upload all 
the requested documents to validate your task and send your hiring file to the next step. All documents must be saved as a PDF (pdf). 
                                                                         

 
 

 
 

Each document must be under 5 MB 

Add a document 
Preview the document 

Delete the document 

Find your document locally 
 

List of all the documents that can be uploaded 
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