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SECTION A - VISA SYSTEM

1. OVERVIEW

Online Visa Application Overview

Ghana High

Commission
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Submission
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Collection

a) Applicants apply on the internet from various locations

b) Datais stored in the database which is accessed by the mission.

c) The applicants submit their passports and supporting documents to the mission’s office.
d) Mission processes applications.

e) Applicants collect passports from the mission’s office and the process is completed.
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2. APPLICANT/AGENT
2.1. Complete Online Application

2.1.1. Logon to website

GHANA HIGH COMMISSION WEBSITE

1. http://www.ghanahighcommission.co.za/

2. The Home page

— -

—————
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a) Logon to the website by typing the web address above in your browser.

b) Note that the use of the Internet explorer browser is discouraged as it may limit the use of the
system.

c) Access the Online application from the home page.
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2.1.2. Access Online Application

access the

application
form

Access the application form from one of three points.
a) From the Navigation bar.
b)  From the Side bar on the right.

c) Select Visa Application under The Consulate tab in the Navigation bar.

2.1.3. Read terms and conditions

VISA APPLICATION Ts & Cs

GHANA HIGH COMMISSION WEBSITE

access the
application
form

BEc e _ N 0L se oo N
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Please read carefully, the terms and conditions under which a VISA permit for Ghana is granted.
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VISA APPLICATION Ts & Cs
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Application
instructions

Optional SMS

notification
service
benefits

Click to
download the
Instruction

manual
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a) Please read carefully, the instructions on how to complete a visa application form online.
b)  You may download a step-by-step instruction manual in pdf format on how to complete the online application.

¢) You are reminded that any information stated on the application form and subsequently found to be false may
render the visa permit, even if issued, null and void

TERMS AND CONDITIONS - DISAGREE

Disagree takes
you back to home
page

N
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Read the terms and conditions. If you DISAGREE you will be returned to the homepage.

I
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TERMS AND CONDITIONS - AGREE
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AGREE to the terms and conditions to proceed.

2.1.4. Complete application form
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BLANK ONLINE APPLICATION FORM

1.Use
BROWSE to
select

photograph

e ]
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a) Read carefully, the instructions on the form before completing it.

b) Use BROWSE to select photograph.

c) Click UPLOAD to bring photograph into the form.

2.Qick
UPLOAD to
bring
photograph
into the form
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COMPLETE AND SUBMIT FORM

Only Submit
button

a) Complete all the required fields and submit.

b) Note that you will not be able to submit the application until all required fields are duly completed.

APPLICATION PROCESS OUTCOMES

(1. Submission Confirmation)
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Selectto

receive SMS
notifications on
the status of
your
application
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a) On successful completion of the form, a submission confirmation will appear on the screen.
b) Select ™ ™ toreceive SMS notifications on the status of your application

c) Note your visa reference number for further communication.

d)  You may also print a copy of the submission confirmation for your records.

I
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2.1.5. Print and sign the completed application form

APPLICATION PROCESS OUTCOMES
(1. Submission Confirmation)

[l

mANA =IO COMMSION. PRETOMA - ONLUIVE VISA APPUCATION | Tow Ref Namber V31208101124
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Click on the link provided to open and print a copy of the completed form for submission.

APPLICATION PROCESS OUTCOMES
(2. Printed Completed Form)

GIMANA 10GH COMMBIION - CONBULAR BLCTION

Print a copy of the completed form.
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APPLICATION PROCESS OUTCOMES
(3. Signed Form)

GIMANA 10GH COMMBIION - CONBULAR BLCTION

ML VI APPLICATION

Sign and date
printed form
for submission

Sign and date the form for submission together with the necessary support documentation to the Ghana High Commission
in Pretoria.

FINISH APPLICATION PROCESS

Click to finish
and return to
home page
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Click on the bottom link provided to return to the homepage (as seen on page 4 of the manual).
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2.2. Notifications

APPLICATION PROCESS OUTCOMES
(4. Notifications)

2 Notification

End of Online
Visa Application

a) On successful submission of the application, you will receive an email notification from the Ghana High Commission
acknowledging receipt of your application.

b) If you opted for the optional SMS notification service, you will also receive an SMS notification with your visa
reference number.

2.3. Reprint Application

In the event that you are unable to print a copy of your application form as described in 2.1.5 above, this section will
provide a once off opportunity to print the application form. You will need both your visa reference number and email
address provided in your application to access the application form.

REPRINT APPLICATION 1(10)

1. hup://www.ghanahighcommission.co.za

2B Ghana High Commission (Pretor...| #
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2. The Home page
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Logon to the Ghana High Commission website (as described on page 4 of the manual).
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REPRINT APPLICATION 2(10)
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a) Atthe homepage, locate the Visa Application tab on the Side bar on the right.

b) Click on the Track Visa Status link under the Visa Application tab.

REPRINT APPLICATION 3(10)

New - - . .

Application SRR 2]

Form Reprint - -
/Visa Tracking

Enter Visa
Reference No. &
Email address

Bice R ocvennoowdd and click GO,

a) The Visa Application Tracking window will open in the News section of the home page.

b) Enter your Visa Reference Number and the email address provided in the application and click on Track.
c) Note that the visa reference number has to be entered in full (starting with VS and ending with ZA)
d) Also note that the email address must be what was provided during the application.

e) For security reasons, you will not be able to access the application form without satisfying BOTH points c)
and d) above.
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REPRINT APPLICATION 4(10)

Visa Reference No

“‘ u - . TO0 . m ul E 53 m - does not exist.

If there is no correct match between your Visa Reference Number and the email address provided, the message Sorry,
no VISA APPLICATION matches the reference number and email address specified will appear in the window.

REPR
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.

INT APPLICATION 5(10)
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Visa Status: New
Application
(View)
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a) If there is a match between your Visa Reference Number and the email address provided, the following information
will be displayed in the window.

i. Visa reference number
i Name of applicant
i Visa status
iv. Date last updated and
V. Application date and time.

b) The Visa status will read: New Application (View).
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REPRINT APPLICATION 6(10)
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GHANA HIGH COMMSSION - CONSULAR SECTON

&

MG V4 APPUCATION

Application form S
opens ina new tab — 1

a) Click on the link View to open the application.
b)  The form will open in a new window.

c) Note that the application will open in a view mode and you will not be able to make any changes.

REPRINT APPLICATION 7(10)
e
Print application ' —— “‘ = -~
for submission. : ’-'1'_ - :, _' . m'!'_'»'!_l!“_l_llllllll
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a) Print the form.

b) Sign and date the form for submission.
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REPRINT APPLICATION 8(10)
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HIGH COMMSSION - CONSULAR SECTION

ONUING VISA APPLICATION

a) Close the window to return to visa tracking window.
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R

Close Visa
tracking window
to return to home
page

End of
application

reprint : )
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a) Close the Visa Application Tracking window to return to the homepage (as seen on page 4 of the manual).

b) Note that this option to print the application online will only be available until the application is received at
the Ghana High Commission.

¢) Once the application is submitted, you will not be able to access the completed form online again.
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2.4. Submit passport and support documentation

Submission of the signed and dated application form together with the passport and support documentation to the Ghana

High Commission is a manual process and cannot be demonstrated here.

It is, however, important to note that, an online application will be automatically deleted from the system if the
signed and dated application form together with the passport and support documentation are not received by

the High Commission within 10 days of the online submission.

2.5. Collect passport

Collection of the passport from the Ghana High Commission is also a manual process and cannot be demonstrated

here. However, applicants are advised to only go to the High Commission if they receive notification for collection.
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