
 

 1  

 
 

Visa Portal User’s Manual 
Online Visa Module 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 2  

 

Table of Contents 

Introduction......................................................................................................................................................3 

Home Page......................................................................................................................................................4 

Online services .............................................................................................................................................4 

Apply for a tourist visa ......................................................................................................................................5 

Step 1: Visa Application Form ........................................................................................................................5 

Step 2: Additional procedures ........................................................................................................................6 

Step 3: Conf irm payment method ...................................................................................................................6 

Step 4: Application Summary .........................................................................................................................7 

Verify your visa ................................................................................................................................................8 

 

 

 

 

 

  



 

 3  

Introduction 

Welcome to the User’s Manual of  our online visa application.  This document has been created to provide you with 

all the information you need to get the most out of  our platform ef ficiently and securely.  

In this manual, you will f ind detailed instructions, helpful tips and step -by-step guides to help you navigate the 

application easily.  

As you explore this manual, we encourage you to familiarize yourself  with the dif ferent sections and use it as a handy 
reference.  If  at any time any questions arise or you need additional assistance, please do not hesitate to contact 

our support team, who will be happy to help you. 
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Home Page 

The welcome screen is the f irst screen you will see when accessing the site.  You will f ind information about the 
procedure, the necessary requirements and some social networks where you can obtain more information.  You 

can also choose the language in which to view the application.  

 
 

Online services 

The services provided by the portal are shown in the form of  cards, with a brief  explanation:  

1. Apply for a tourist visa. 

2. Verify the visa. 
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Apply for a tourist visa 

You can apply for a tourist visa directly at our consulates.  Upon completion of  your application, 
you will receive  an email with your visa information.  

When you enter the form you will be asked to specify the country and consulate where you will apply.  The application 

will show you the cost of  the service and the contact information at that consulate.  

You will need to specify the payment method to be used f rom those available on the website.  

 

Step 1: Visa Application Form 

 Fill out the form with the requested 

information: 

• - Nationality 

• - Passport 

• - First name 

• - Middle name (optional) 

• - First surname 

• - Second last name (optional) 

• - Date of  birth (day, month and 
year) 

• - E-mail address 

• - Sex or Gender 

• - Phone number (optional) 
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Step 2: Additional procedures 

You can add other procedures to your application, up to a maximum of  10.   This gives you the possibility of not 

having to repeat the application process in case you require extra visas for f riends or relati ves. 

Please note that these extra procedures will be linked to your application and specif ied email address, so the 

information and visa delivery will be sent to that email address.  

Press the Add another button and a form will appear asking for the application data and with which you will be able 
to add other procedures to your initial application. 
 

Once you have added an extra procedure you will also be able to remove it in case of  error.  
 

 
 

Step 3: Confirm payment method 

In this step, in addition to redisplaying the information of  the consulate where your application will be registered, it 

also allows you to conf irm the method of  payment to be used.  Each consulate has dif ferent payment methods. 
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Step 4: Application Summary 

This is the last step before submitting the application and where you will be able to review all the application data.  

 

At any time you can go back to a previous step if  you need to correct any data.  To do this you must use the step 

menu at the top of  the form. 

 

Once you have specif ied the Captcha and validated that you agree with the data submitted and the amount to be 

paid, you can conclude the application by clicking on the SEND button.  

 

You will receive an email notifying that your application was successful and once approved by the consulate, you 

will receive another email with the details of  your application and the codes of  the visas requested.  
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Verify your visa 

You must provide the e-mail address you used to complete your application and once the information is complete, 

the information will be sent to you. 

 


