
 

 

 

 

 

 

 

 

 

Booking an 

appointment with 

TLScontact guidance  
  

Lancashire Refugee Integration Team  

This document aims to help customers with booking an appointment with 

TLScontact. 

This is technical guidance for navigating the website and is not to be used or 

interpreted as immigration advice. 

This Guide was prepared by Lancashire County Council

and shared in Leicestershire with their permission.
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If you have been advised you need to provide your fingerprints and confirm your identity at the 
visa application centre, this guide will help you to book your appointment with TLScontact – 
UKVI's commercial partner.  

Booking your appointment with UKVCAS 
1. Click "Get started" 

 

2. Create a password, tick the boxes for "Mandatory Terms and Conditions" and 
"Marketing & Communications from TLS" (optional). Click "Register" 
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3. You will be sent a link to activate your account.  
Check your mailbox and select "I confirm that I want to active my account". You 
will need to enter your UAN and your password. You can find your UAN in the email 
you have received from TLS contact. 
Then click "Login" 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Select your centre by entering your city name. When you have selected it, click 
"Continue" 
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It is easier to do it via List View tab. 

 

 

 

 

 

 

 

 

 

 

5. Select a relevant service depending on your needs. 

 

You will see the earliest appointment slot at the selected centre. Click "Book an 
appointment" 

 

6. Select the date and time for your appointment. Click "Confirm" 
You will have to pay fees if you want to book Prime Time Appointment (orange 
slots) 
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7. Review the details of your appointment and click "Confirm". 
Please note you won't be able to change your appointment location once you 
click "Confirm" 

 

Uploading supporting documents 
Your passport is a mandatory document you must provide if you have one. UKVI might contact 
you asking to provide additional documents if needed. 

You can upload any other documents/evidence (e.g. tenancy agreement, employment contact 
etc) you find relevant depending on your circumstance.  

8. Click "Upload documents" 

 

9. Click "Upload now" 
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If you want to upload your supporting documents later, click "Upload later" 

 

10. You will see your details you have entered when submitting the application. Select 
"Click to Upload" 

 

11. Check the requirements for the document upload. Click on plus button. 

 

12. Click on "Category" and select the relevant option for the uploaded document. 
Then click "Continue to summary" 
Click on Bin icon if you want to delete the document. 
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13. Click "Submit Documents". 
If you want to upload other supporting documents, click "Add File". 
 
Please note that you won't be able to upload any more documents yourself after 
you click Submit documents. 

 

Your documents have been submitted.  

14. Click "Back" to see the details of your appointment where you can check your 
application status, cancel your appointment etc. 
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