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Subject Access Request Portal Guide 

How to create, login in and manage your account and requests 

 

Introduction 

This guide is to enable users within the Subject Access Request Portal 

https://mtw.ams-sar.com/ to: 

 Create a new account, login and navigate the portal 

 Submit and manage requests 

 View the disclosure 
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1. How to create an account 

Step Description Image 

1 Click “Don’t have an account? Sign 
up” 

 
2 Enter in your email address and 

confirm 
 
Click “Register Now!” 

 
3 Confirmation will appear on your 

screen 

 

https://mtw.ams-sar.com/
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Step Description Image 

4 Login to your email account 
 
Open the email from “Sars No 
Reply” 
 
Within the email, click “Login” 
  

 
5 This will open the SAR Portal 

 
Enter a password and confirm 
 
Click “Set Password” 

 
6 A registration completed page will 

appear 
 
Click “Login to your account” 
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2. How to log into your created account  

Step Description Image 

1 Click “Login” 

 
2 Enter your email address and 

password that you created for your 
account 
 
Click “Sign in” 

 
3 This is your homepage 

 
From here you can: 

 Submit a new request 
 Manage and view existing 

requests 
 Manage your profile 

 

 

3. How to manage your profile 

This page allows you to configure settings regarding your account. 

Step Description Image 

1 Click “My profile” either in the blue 
banner or on your home page  

 

 
2 Click “Password” to change your 

password 

 
3 Click “Two Factor” to enable a 

second level of authentication when 
logging into the SAR web portal  
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4. How to submit a new subject access request 

Step Description Image 

1 Click “New Request” on your home 
page 

 
 
 

2 Click on the application relevant to 
your request 
 

 
3 Complete each field listed, fields 

marked with a red * is mandatory 

 
4 Click “Continue” at the end of each 

step 

 
5 To upload documents, click the 

square to browse your computer, 
and select the relevant document(s) 

 
6 Once you have completed your 

application, a confirmation box will 
appear and will include your 
reference number  

7 Click “Finish” 

 
8 You will receive an email confirming 

your application and reference 
number 

 



 

How to create, login and manage your account and requests 
V1 
Feb 2021  Page 5 of 7 
 

5. How to answer questions regarding my request 

The Trust will contact you via the portal if further information or clarity regarding 

your request is required. Please answer asap so not to delay your request. 

Step Description Image 

1 You will receive an email if the Trust 
has asked you a question regarding 
your request 
 
Open the email from “Sars No 
Reply” 
 
Within the email, click “Login” 
 

 
2 Enter your email address and 

password that you created for your 
account 
 
Click “Sign in” 

 
3 An alert will appear, stating there is 

a question that needs your attention 
 
Click “Click here”   

4 A question will be displayed at the 
bottom of the page. 
 
Click on the question 

 

5 If a document is required, a square 
will appear, click the square to 
browse your computer, and select 
the relevant document(s) 
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Step Description Image 

6 Type your answer in the box below 

 
7 Click “Save” 

 
The message will be sent to the 
Trust 

 

 

6. How to manage your documents after disclosure 

When the Trust has completed your request, you will receive an email. 

Step Description Image 

1 You will receive an email when the 
Trust has completed your request 
 
Open the email from “Sars No 
Reply” 
 
Within the email, click “Login” 
 

 
2 Enter your email address and 

password that you created for your 
account 
 
Click “Sign in” 

 
3 An alert will appear, stating your 

request has been completed 
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Step Description Image 

4 A message will be displayed at the 
bottom of the page 
 
Click the message 

 

5 The message will provide you with 
details regarding your request and 
any files that are attached. 

 
6 To download the files individually, 

click “Download” 
 

7 To download the files in a zip, click 
“Download all files in a Zip” 

 
8 The Trust advises that you download, save and store locally within 1 month.  

 


