
Visa Application Form Platform 
User Guideline 

➢ Register Account 
1. Click To Register Button or Signup Button and it will show a form with input fields like 

1. RL Name English 

2. RL Name Arabic 

3. RL Number 

4. Office Address 

5. Email Address 

6. Password 

7. Confirm Password 

8.  fill all required information And Register your Account. 

 

➢ Login To Account 

2. After Register Your Account Successfully, You have to login in your account with Credentials you 

have provided in Registration Form. Like 

1. Email 

2. Password 

     3. You Can also reset your forgotten Password by Clicking Forgot Password  Button. 

                   

 



Visa Application Form Platform 
User Guideline 

 

 

 

➢ Dashboard 

After Login to Your Account Successfully, You will redirect to your Dashboard. Where you will 

see A table of your Inserted Candidate Information. 

1. Click Add Candidate Button to Add Candidates Passport Information. 

2. Click Create Embassy List button to Create your embassy list by selecting your 

passport that you have added from add Candidate. 

3. Click Visa button to add your Visa Information to an in individual Candidate 

4. Click Edit button to Edit All information of a Candidate or where you need to edit. 

5. After Adding Visa you Can Print Your KSA 4 Page Form with automated generated 

QR codes. 
6. You Can See your Profile Information by clicking User Icon on top right Corner of The 

Navbar. And can set your Embassy Man Information. 
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➢ Add Candidate Information 

You have to fill this form information without any wrong info. These are- 

1. Candidate Name 

2. Passport Number 

3. Passport Issue and Expire Date 

4. Date of Birth 

5. Place of Birth 

6. Fathers And Mothers Name 

7. Religion 

8. Gender 

9. Marital Statas 

10. Medical Center Name 

11. Medical Issue And Expire Date 

12. Driver license Number 

13. Police Clearence Number and you can search if this number is valid or not by clicking 

search button 
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➢ Add Candidate Visa 

You have to fill this form information without any wrong info. These are- 

1. Visa Number 

2. Sponsor ID 

3. Visa Date (Hijri) 

4. Salary 

5. Profession (Arabic) 

6. Profession (English) You Have to translate from google and past here. 

7. Sponsor Name (Arabic) 

8. Application (MOFA) Number 

9. Application (MOFA) Date 

10. Wakalah Number 

11. Musaned Number 

After Fill All the input field Correctly you have to click the Add visa button to Submit the 

form. 
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Change Any Information what you need to change  

1. If you want to change the passport number you have to delete the candidate first and and 

Re-enter the Candidate from Add Candidate option. 

1. If You want to change anything of personal info you have to click the Edit Candidate 

Passport Button to Submit changed value. 

2. If You want to change anything of Visa info you have to click the Edit Candidate Visa Button 

to Submit changed value of Visa. 
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➢  Create Embassy List 

    
1. You have to search your candidate by passport or id or name 

2. You must be select new candidate first and which has been selected by default. 

3. After selecting new candidates, you can switch to cancelation by select the 

cancelation button. 

4. You cannot select New Candidates after selecting the Cancelation Candidates. 

5. You can select total 30 candidates form both new and cancelation. 

6. You can customize the date by clicking on date and type your suitable date you need. 

7. After Selecting All Candidates, you can print the Embassy List by click print button. 

 

➢ Print Form 4 Page 

You Can Print Your KSA 4 Page Form by Clicking print Button from Your dashboard After fill 

All of Required Information like Candidate Passport Information and Candidate Visa 

Information  

QR Code will Auto Generate and show on forms like bellow 

 

 

 


