
Manual Online Dossier 
Your notary has sent you documents through Online Dossier. This is a secure
environment where you can receive or send documents and fill out questionnaires.

In this manual you can read how to use the environment and check your documents.

Your account 

Your notary office will create an account for you. They will do this based on your e-
mail address and mobile phone number.

They will send you a link to log in. Does your notary have a personalised page? Then
you can also request a new access link yourself. You can find Online Dossier on your
notary's website.

Logging in to your Online Dossier 

Click the link in the e-mail to open your personal login page.

By default, the page will be in Dutch. To switch to the English
page, click the flag icon at the top right of the page. Here,
select "English".

First we will verify your identity. Enter
the last 4 digits of the mobile phone
number you registered with your
notary. You can see the last two digits
to make it easier to recognise which
phone number you need.

Next, click "Send code" to receive a
single-use code by text message. Enter
the code on the next screen to log in.

You will now arrive on either a front page, or directly at your list of documents. This
depends on the settings your notary office uses. The colours of the page may also be
different than in this manual.

Navigating your account 

In the left-hand menu you can choose
from three options:
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• Documents: Here you can view
documents which you and your
notary have exchanged.

• Your questionnaires: Here you
can answer questions that your
notary needs for your dossier.

• My Profile: Here you can set which
verification we use when you log
in.

If you have unread documents or open questionnaires, you will see a number
indicator. This shows how many new items are available.

Are you using Online Dossier on a mobile device? Then the menu folds open from the
button with three lines at the top left of the page.

Handling documents 

Through Online Dossier you can safely
exchange documents with your notary.
Use the page "Documents" to do so.
You can both send and receive
documents. Your documents are saved per dossier and will remain available for you
to check at any time.

In front of the name of each document is an icon showing who added the document.
An up-arrow indicates you added the file, and a down-arrow is a file from your
notary.

Viewing and downloading documents 

Click the button "Download" to directly download the document to your device.

You can also remove documents that you added yourself.

Uploading a document 

You can always send documents to
your notary. Your notary can also
request that you send in a document.
For example, an identification
document like a passport. In this case
you will see a red exclamation point
under the header "Upload required".
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Click the "Upload" button next to the
dossier you want to upload the
document to. You can see the upload screen to the right.

Choose the file you want to send and fill in the description.

Are you sending an identification document? Check the box to mark the document
as one. We will handle these extra securely.

Click "Send" to send the document to
your notary.

Approving a document 

Your notary can also ask you to check
and approve a document. For
example, a concept version of a deed.
You will see a "Yes/No" button under
the header "Agree".

Download the document first to review
it. Then click "Yes/No" to approve or
reject the document.

Choose "Yes" or "No" to indicate your choice. Confirm your choice with the button
"Send". Your notary will receive your decision.

Questionnaires 

Your notary can send you a
questionnaire. You will receive an e-
mail from your notary with a link to
your Online Dossier account.

In the left-hand menu next to "Your questionnaires" you will now see a number. Click
"Your questionnaires" to view it.

Like on the documents page, you will see an overview per dossier.

Answering a questionnaire 

On the right-hand side under the header "Actions" you will find the button "Fill in". Click
this button to start the questionnaire.

In each questionnaire you will first fill out your personal details. Do you have a
partner? Then the notary may request that you fill out your partner's details as well.
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After checking your personal information you can answer the notary's questions. The
notary may ask you to add documents in the questionnaire. That question will have a
"Browse" button to select and upload the document you need.

On the last page click the "Verify" button. You can now review your answers.

Are you done filling out the questionnaire? Next you can
choose to immediately send the questionnaire back to
your notary with "Send", or to first save it to your account with "Back to overview."

Editing your answers 

You can edit your answers until you
send the questionnaire to your notary.

In your overview the button "Fill out" has changed to "Verify". Click this button to review
your answers.

For each page of questions there is a
pencil at its top right. Click this to go to that page and change your answers.

When you are ready, click though to the final page and click "Verify". You will now see
the same buttons to either send the questionnaire to the notary or return to the
overview.

Reviewing a sent questionnaire 

When you send a questionnaire back to the notary, you cannot change it anymore.
The button under the Actions header changes to "View". Click this to view your sent
answers.

Your profile 

Under "My profile" you can see your information as it is registered with your notary.
Your notary can change this for you.
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Below this you can choose your verification method to login to your Online Dossier.
The default option is text message.

You can choose from the following options:

• Text message
• Password
• Password + text message

For security of your personal information we recommend using an option with text
messages.

Your password must meet the following requirements:

• At least 14 characters long
• At least 1 uppercase and 1 lowercase letter
• At least 1 number
• At least 1 special character from this list: @$!%*?&
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