USER MANUAL FOR
SUBMISSION OF APPLICATION FOR VISA ELECTRONICALLY
(SAVE)

FOR

IMMIGRATION & CHECKPOINTS AUTHORITY

(AUTHORISED VISA AGENT/STRATEGIC PARTNER -
INDIVIDUAL )



SAVE — Authorised Visa Agent/Strategic Partner — Imlividual Module
User Manual

Table of Contents

1. N RO 510 Lo 11\ T 3
T R O 1V = N 3
O AN =T 10 I 2 TS Y 6 7 3
R I NIy W (0] T A = 0= TN 4
I 0] A V7 = N T N T 4
1.5 SUPPORTEDPAYMENT IMODES.....uuiiuuiitiiiiitieieetee e ee et e et s st e et et b s et s et e sbe s st e st esaes st seennsssneens 4

2 [T (O I 10 ]\ £ 5.
2 O @ 1 | 5.
2.2 AUTHORISEDVISA AGENT/STRATEGIC PARTNER MAIN MENU ...cevuiiiiiiieieeieeie et seeeeer e 10
2.3 CHANGE PASSWORND.......ciitiiiit e i ee e et e et e et e e et e e e et e e e e e e et e e eaa e e saa e s ssaseenasssssanesenneeransees 11
2 S 1@ YT 11 12

3 VISA APPLICATION — INDIVIDUAL VISA APPLICATION (FOR M 14A) ...ttt 13
3.1 SUBMISSION OFAPPLICATION—PARTICULARS OFAPPLICANT ... ..cutiiiiiiiitiiiii et sris s 14
3.2 SUBMISSION OFAPPLICATION— OTHER DETAILS OF APPLICANT ...ccciiiiiiiiiie ettt ann e 16
IR T o107 - I Oro) N Yo B B ] = Y| ST 18
3.4 UPLOAD APPLICANT PHOTO . ..u it e et ea et e e b e s s e b e st rea e et e nans 22
3.5 APPLICATION PREVIEW ....itiiitiiii ittt iei ettt e ettt et et e e s s e e s aa s e s e s b e s st e e b e s b s eaa s et e enasat s esbssnaansas 23
3.6 PAYMENT FOR APPLICATION ..ttuituiittittnettettettsstestssaesssesansssssessestssssnssaettstssstseetesssssanssnssssnsees 26
3.7 PRINT ACKNOWLEDGEMENT FORV ISA APPLICATION ...utttiitittiitietiietttsitiesnessnirsnsssnssnsnessesseranssneeans 29
3.8 PRINTING OFVISA APPLICATIONFORM LAA . ...t s e s e e aaees 30

4 APPLICATION ENQUIRY — APPLICATION STATUS ...t it eeeeaee 32
4.1 APPLICATION ENQUIRY — ENQUIRY BY APPLICATION REFERENCENO ......ovvviiiiiieiiieeeee e e 32
4.2  APPLICATION ENQUIRY — ENQUIRY BY APPLICANT .. cvtuieitteeeteeetteeeetneeetaeeetnesessasessansestnssesnesenneeeenns 49

5. FREQUENTLY ASKED QUESTIONS ... sttt s e e s e e e e e e e e e eeeneens 51

Version 8.1 Page 2 ob4



SAVE — Authorised Visa Agent/Strategic Partner — Imlividual Module
User Manual

1. INTRODUCTION

1.1 Overview

The Authorised Visa Agent/Strategic Partner — Iiilal module is a web-based
application to allow Authorised Visa Agent/Stratefartners to apply Entry Visa into
Singapore. There is a hyperlink from the existinGAl web site (URL:
http://www.ica.gov.sg/) or the Government's eCitizen Portal (URL
http://www.ecitizen.gov.9g to this front-end Internet application.

1.2 About This Manual

The objective of this document is to explain thepdby-step guidelines on how to use
the Authorised Visa Agent/Strategic Partner-Indidatdmodule for Authorised Visa
Agent/Strategic Partners.

The users of Authorised Visa Agent/Strategic Partnidividual module should have
basic knowledge of using a web browser such asneteExplorer (IE), navigating
from one page to another.

The chapters in this manual are organized in acédunctional manner, and not
necessary in the order that the users would noyma# the system.

A reader can go through this User Manual in anyeoraccording to the specific
function that he/she encountered or is interested i

The functionality for the Authorised Visa Agent/&wgic Partner — Individual module
includes application of individual Visa, printingofn 14A, enquiry of Visa
application and allows users to change password.
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1.3 Installation/Setup

The user will require the following:

Basic PC setup with Modem or Broadband

Supported Browsers:

Internet Explorer (IE) version 10.0, 11.0, Firefox 0, 28.0, and Safari 6.1,
7.0, Chrome 34.0, 35.0, Opera 19, 20

The user needs to configure the settings of hesmet browser before he launches
SAVE website by following the steps in the lihikps://save.ica.gov.sg/save-
public/xhtml/common/Settings.xhtml

If you are using a pop-up blocker, please add dtleviing as your allowed sites.
Otherwise, the relevant transaction pages frombtgks may not be displayed, or
your transaction request may not be complete.

www.enets.com.sg
www.enets.sg
WWW.PSi.goVv.Sg

1.4 Convention

This manual uses the following conventions:

“*" next to a field to show that the field is a mandafeeld.

[BUTTON NAME | to show it is a button.

[Proceed]button indicates that the system will be displgyamother application
page after the current page.

[Save]or [Submit] button indicates that the system will update serrecords in
the database and display the acknowledgment page

[Print] button displays the print dialog box on the browse

[Back] button will return to the previous page whereuker came from.

[Clear] button will clear all fields and reset all dropvdolists.

The following format is used by the SAVE system:
DD/MM/YYYY as a Date Format
HH24:MI:SS as a Time Format
1.5 Supported Payment Modes

This manual uses the following payment modes:

VISA Credit/Debit Card
MasterCard Credit/Debit Card
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2 FUNCTIONS

2.1 Login

Go to the Authorised Visa Agent/Strategic Partnerindividual module at
https://save.ica.gov.sg/save-publicThe SAVE main page will be displayed as
follows:

Submission of Application for Visa \
Electronically (SAVE) ot

Welcome to SAVE

This facility allows you to submit a visa application online through the authorised visa agents of the overseas missions, strategic partners
n Singapore or your local contact.

Submission through Authorised Visa Agent/Strategic Partner
You may submit your application through the authorised visa agents and strategic partners.

Please consult the respective overseas missions and ICA for more information about the authorised visa agents/sirategic pariners.

Submission through your Local Contact

You can also submit your application through your local contact if he/she is a Singapore Citizen/Singapore Permanent Resident who is
at least 21 years old and has a SingPass account. Please submit the visa application within 30 days prior to arrival in Singapore.
Your local contact is required to furnish hisfher passport details in SAVE.

For Authorised Visa Agent/Strategic Partner:
Please click here to download the user manual for submission of application for Collective Gratis Visa (English).
Please click here to download the user manual for submission of application for Individual Visa (English)

For Local Contact:
Fleasze click here to download the user manual for submission of application for Individual Visa (English)

Status Enquiry
You can check the status of your visa application online using the "Status Enquiry™ function in SAVE at hitp2/fwww.ica.gov.sq.

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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Important Notes

To apply for Visa online as a local contact, you will need a SingPass account. To apply for a SingPass, please visit
hitp:fwww 5ingpass.qov.sq.
For payment online, you will need a VISA or Mastercard Credit'Debit Card. For eNETS payment, Java Version 6 Update 2 is
required for your browser. Please verify your Java installation here.
You will require Adobe Acrobat Reader to view the supplementary forms. You can download the Acrobat Reader at
hitpfwww adobe.com.
Ifyou are using a pop-up blocker, please add the following as your allowed sites. Otherwise, the relevant fransaction pages
from the banks may not be displayed, or your fransaction request may not be complete. Please refer to Help for more details.
o WWW.psi.gov.sg
o WWW. enets.com.sg
You are advised to add the following to enable cookies. Flease refer to Help for more details.
o WWW.psi.gov.sg

Main Menu

Submission of Application
Local Contact

Authorised Visa Agent/Sirateqic Pariner

Enquiry on Application

Status Enguiry

To proceed to login into the Authorised Visa Ag8itategic Partner module

Click the ‘Authorised Visa Agent/ Strategic Partrigrk

If the user is a Strategic Partner in Singaporecséhe first ‘click here’ option to
login

If the user is an Authorised Visa Agent not in Sipgre, select the second ‘click
here’ option to login

Main Menu

Please read the Terms and Conditions carefully before clicking on the "Login’ button. By accessing or using this site, you shall be
deemed to have accepted to the Terms of Use, conditions and all applicable laws.

Far Strategic Partners in Singapore, please click here

For Authorised Visa Agents in overseas, please click here to login

Caution:

Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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For Strategic Partners, the page will be rediretiethoose to login using either
SingPass or CorpPass.

Main Menu

Please read the Terms and Conditions carefully before clicking on the "Login’ button. By accessing or using this site, you shall be
deemed to have accepted to the Terms of Use, conditions and all applicable laws.

P

ease click here to login with a SingPass

Flease click here to login with a CorpPass

To login using SingPass, click on the firgick here] and key in the SingPass ID
and password.

Singapore Government
Singapore Personal Access Integrity - Service - Excellence

SyngPass a

A- A A+ B, ContactUs | Feedback | Sitemay
(=] I I p

FAQ About Us Video Guides Counter Locations News

Announcement for Upcoming Scheduled Maintenance
SingPass will be undergoing scheduled maintenance from 12am to 8am on 13 Nov, and will not be available during this period. Thank You. [Note: Your SingPass
account contains a lot of personal data. Please do notshare your SingPass username and password with others]

Received your PIN mailer yet? Use it to activate your 2FA!
From 5 July 2016, you'll need 2FA to view your CPF statements, file taxes etc.To LDgin
geta new PIN mailer, SMS: Resend pin mailer<space=NRIC<space=Postal

) SingPass 1D @ Password g
Code to 78111. E.g. Resend pin mailer $1234567A 098765
Security Advisory
Use strong passwords that are alphanumeric and contain Gzl
8-24 characters Forgot SingPass D or Password?
Change your passwords regularly
Don't have a SingPass ID? Register Now

Gettips from the GoSafeOnlir
yourself against cyber threats

website on how to protect
Received an SMS about 2FA auto-registration? Find Out More

Last updated on 05 July 2015

Privacy Statement | Terms of Use | Rate This Website © 2015 Government of Singapore

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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To login using CorpPass, click on the secfidk here] and key in the
UEN/Entity ID, CorpPass ID and password.

Siogapore Corpcrne Access Singapore Government

CO I)’.')Pa Integrity - Service - Excellence

a A B FAQ | Feedback | Sitemap

Log in with CorpPass

Remember Entity 1D [63)

Forgot Entity / CorpPass ID or Password

Don't have a CorpPass Account?
Get Started

For both Strategic Partners and Authorised Visaige
Enter User ID
Enter Password
Click on the[L oGIN] button

Note:

« All fields are mandatory

Authorised Visa Agent/Strategic Partner Login Page

Please read the Terms and Conditions carefully before clicking on the "Login’ button. By accessing or using this site, you shall be
deemed to have accepied to the Terms of Use, condifions and all applicable laws.

User ID
Password

Login Return to Homepage

For first time users or when the password exptresy will be prompted to change their
password. Otherwise, the Authorised Visa Agentt&tjia Partner Main Menu Page
will be displayed if they have entered their Ud2rand Password correctly.

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.

Version 8.1 Page 8 ob4



SAVE — Authorised Visa Agent/Strategic Partner — Imlividual Module
User Manual

If the user account is revoked,
Enter a valid User ID
Click on the[HERE] hyperlink below
An acknowledgement page will be displayed.

Authorised Visa Agent Login Page

Please read the Terms and Conditions carefully before clicking on the 'Login’ button. By accessing or using this site, you shall be
deemed to have accepted to the Terms of Use, conditions and all applicable laws.

UseriD :
Password

| Login | | Return to Homepage |

Click on the buttons or links once only.
Do not use the Back or Forward button on your browser as this may end your transaction.

If you have forgetien your password or if your account has been revoked, please enter your "User ID" and click here

The new password will be sent to the Authorisedh\Agent/Strategic Partner’s
registered email address.

SAVE Login

Your request to reset your password is registered successfully! The new password will be sent by email to your company's
registered email address shortly.

Please note that:

1. You will be prompted to change the password once you first log into SAVE with the new password

2. Password is case-sensitive.

3. Some mail services may filter out the password mail or send it to the bulkfjunk folder. If you do not receive your password
email, please check your bulk/junk mail folder.

Home

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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2.2 Authorised Visa Agent/Strategic Partner Main Menu

Logout

Date Last Login: 091072014 12:28:00
MAIN MENU
VISA APPLICATION APPLICATION ENQUIRY

ADMINISTRATION

Upon successful login, the main menu page willispldyed as shown above
To submit individual application
Click on the[l NDIVIDUAL APPLICATION | hyperlink

To enquire the application status of an existirggvndividual application

Click on the[APPLICATION STATUS] hyperlink

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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2.3 Change Password

Step 1 of 2: Change Password

Note:

» All fields are mandatory.
» This service may take 1 minute to complete.

Current password
MWew password
Re-enter new password

Save Back

This function allows Authorised Visa Agent/Strated?artner user to change the
password. This screen will be displayed automdyicélthe user’'s password has

expired or if it is the first time the user logstmthe system. This screen will also be
displayed when the user’s password has been reset.

The user can also change his password at any efoecht expires. To do that:

Click on the[CHANGE PAsswoRD| hyperlink at the Main Menu
The screen above will be displayed.

To change password

Enter the Old Password and New Password
Re-enter the New Password
Click on the[SAavE] button

To reset the fields which have been filled, clicktbe[CLEAR] button.
To return to main menu, click on tfeAck ] button.

The users are reminded that new passwords are fealal period of 90 days. It must
be eight characters and should be different frorstiexy (Old) password and the two
previous ones.

Note: The password is case sensitive and must be alpienic.

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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2.4 Logout

To logout from Authorised Visa Agent/Strategic Rartmodule, click on the

[L oGouT] hyperlink.

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or

dead is merely coincidental.
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3 Visa Application — Individual Visa Application (Form 14A)

This function allows the Authorised Visa Agent/$gc Partner to apply for an
Individual Visa.

Note:

If Authorised Visa Agent is from China, the fielagention below will be defaulted:

Country of Birth: CHINA

Race: CHINESE

Nationality: CHINESE

Type of Travel Document Held: INTERNATIONAL PASSPOR
Country of Issue: CHINA

Type of visa: MULTIPLE JOURNEY

OR

If Authorised Visa Agent is from Bangladesh, trelds mention below will be
defaulted:

Country of Birth: BANGLADESH

Race: BANGLADESHI

Nationality: BANGLADESHI

Type of Travel Document Held: INTERNATIONAL PASSPOR
Country of Issue: BANGLADESH

Type of visa: SINGLE JOURNEY

OR

If Authorised Visa Agent is from INDIA, the fieldaention below will be defaulted:

Country of Birth: INDIA

Race: INDIAN

Nationality: INDIAN

Type of Travel Document Held: INTERNATIONAL PASSPOR
Country of Issue: INDIA

Type of visa: MULTIPLE JOURNEY

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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3.1 Submission of Application — Particulars of Applicart

Visa Application Application Enquiry

Step 1 of 6: Form Entry

Note:

» Field(s) with * is/fare mandatory field(s).
« All entries must be in English and only the following Easic Latin characters will be accepted.
« The application should be submitted within 15 minutes. Otherwise, the session will timeout.

PARTICULARS OF APPLICANT

*Name

Alias

*Date Of Birth

*Marital Status

MNationality of Spouse

Spouse's NRIC No

*Country of Birth
*State / Province of Birth

*Race

*Religion

Religious Denomination

Administration

Logout

(Full name as appeared in the passportitravel document, and in the same sequence of
appearance) (Please click here for Name FAQs)

(Leave blank if not applicable)

(DDMMY YY)
Substitute DDMM with "0000"
if there is no day or month

Select Here =

Singapore Citizen

Others (Please Specify)

Select Hare
Select Hare =

Select Hare =

Select Hare -

gL Select Here | -

Singapore Permanent Resident

*Nationality Select Here -

PRC ID No

(For PRC Nationals only}

If others, please
specify

Caution:

Click on the buttons or links once only.

Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or

dead is merely coincidental.
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*Type of Travel Document . INTERNATIONAL PASSPORT -
Held y NATTON A3 <
*Travel Document Mo

(Please omit spaces)
Machine Readable Zone ID

(For PRC Nationals only)
(Please click here for sample of the MRZ 1D)

*Travel Document
Issue Date . *Expiry Date

(DDMMY Y YY) (DDMMYYYY)

O v of |55 . .
Country of Issue © Salect Hare =

*Place of Issue

Address in Country of Origin

*Country of Origin " | Select Here -

Division/Province/State of
Origin
Prefecture of Origin

County/Disfrict of Origin

*Address

Save Proceed Clear Cancel

To save the current Individual Visa application

Click on the[SavE] button
A confirmation message “The application has beerdawill be displayed

To cancel the current Individual Visa application

Click on the[CANCEL ] button
A confirmation dialog box will be displayed

To reset the values entered for the current Indalid/isa application

Click on the[Clear] button
Fields which have been filled will be cleared

To proceed with the Individual Visa application

Enter the mandatory fields
Click on the[Proceed]button

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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3.2 Submission of Application — Other Details of Appliant

Visa Application Application Enquiry Administration

Step 2 of 6: Form Entry

Note:

Field(s) with * isfare mandatory field(s).

All entries must be in English and only the following Basic Latin characters will be accepted.
The application should be submitted within 15 minutes. Otherwise, the session will timeout.
Please submit the visa application 30 days prior to arrival in Singapore.

Logout

Some email services may filter out the acknowledgement email or send it to the bulk/junk mail folder due to their spam policy.

Please ensurs that the setting of your email account will not delete any email instantly from your junk folder. Please check your

bulk/junk mail folder if you do not receive the acknowledgement email.

OTHER DETAILS OF APPLICANT
“Occupation Select Here >
*Highest Academic / Professional Select Here -

Qualifications Attained

*Type Grou
w0 K Social Business

“Type Of Visa Select Here A

*Date of Intended Arrival in Singapore

(DDMMYYYY)

*How long do you intend to stay in :
smgawg? . - Kol Less than 30 days '__ More than 30 days

*Purpose Of Visit

Address in Singapore

*“Where will you be staying in ! | Select Here = If others,
Singapore? please
specify
Block/House No : Floor No : Unit No
Street Namea 1 Postal
Code
Building Name ] Tel No

*Did you reside in other countries, other than your country of origin, for one year or more during the last 5
years?
(if yes, please furnish details)

ANTECEDENT OF APPLICANT

Please choose in the box where appropriate against the following:

*Have you ever been refused entry into or deported from any country, including Singapore?
“Hawe you ever been convicted in a court of law in any country, including Singapore?
*Hawe you ever been prehibited from entering Singapore?

*Have you ever entered Singapore using a different passport or name?

Yes

Yes

Yes

Yes

Yes

No

No

No

No

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or

dead is merely coincidental.
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f any of the answer is "'YES', please furnish details balow

MISCELLANEQUS

Remarks

Save Proceed Clear Cancel

To add row for the details of the countries thatalpplicant has resided in before

Click on the[ADD Row] button
You can add up to a maximum of 3 rows

To delete row for the details of the countries thatapplicant has resided in before
Click on the[DELETE Row] button
To save the current Individual Visa application

Click on the[SAVE] button
A confirmation message “The application has beeedawill be displayed

To cancel the current Individual Visa application

Click on the[CANCEL ] button
A confirmation dialog box will be displayed

To reset the values entered for the current Indaid/isa application

Click on the[Clear] button
Fields which have been filled will be cleared

To proceed with the Individual Visa application

Enter the mandatory fields
Click on the[Proceed]button

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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3.3 Local Contact Details

Note: You are required to fill in the local contaettail for the applicant as shown

below if you meet ALL the conditions as below:
You are an Authorised Visa Agent
Your applicant is an Assessment Level 2 national
Your applicant Visa Type Group iSOCIAL’

PARTICULARS OF LOCAL CONTACT

If your local contact is an Individual

Relationship of Applicant to i i . Ifothers, please
Local Contact S — specify

Name

NRIC Number

Address

Contact No

If your local contact is a Company

Relationship of Applicantto Local Select Here - | [fothers,
Contact :: please
specify

Name of Company/Firm

Unique Entity Number (UEN) of
Company/Firm
(Please click here for more information on UEN)

Address

Contact No

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or

dead is merely coincidental.
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Person acting on behalf of the Company/Firm
MName z

NRIC Number/FIN
Designation/Capacity

For LOl issued by applicant's Embassy/MFA or if applicant is unable to furnish a LOI, please provide details of the TPN,
confirmed airline/hotel reservations etc

Save | | Proceed | | Clear | ] Cancel [

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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Please take note: You are required to fill in theal contact detail for the applicant as shown
below if you meet ALL the conditions as below:

You are not an Authorised Visa Agent/Strategic ikarfrom Singapore

Your applicant is an Assessment Level 2 national

Your applicant Visa Type Group iBUSINESS

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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To cancel the current Individual Visa application

Click on the[caNCEL] button
A confirmation box will appear. Click on th®K] button
The Authorised Visa Agent/Strategic Partner MaimMevill be displayed

To apply for Individual Visa

Enter the mandatory fields
Click on the[PROCEED] button
The Individual Visa Applicant’s Details Preview @agill be displayed

Please take note: If local contact is filled inyitl be shown in the preview page

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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3.4 Upload Applicant Photo

To cancel the current Individual Visa application

Click on the[CANCEL ] button
A confirmation dialog box will be displayed

To proceed with the Individual Visa application

Enter the mandatory fields
Click on the[Proceed]button

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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3.5 Application Preview

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or

dead is merely coincidental.
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To cancel the current Individual Visa application

Click on the[CANCEL ] button
A confirmation dialog box will be displayed

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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To amend the Individual Visa application

Click on the[AMEND] button
Make the necessary amendments and cliclPorceed] button
The Application Preview page will be displayed

To submit the Individual Visa application

Select the checkbox to declare that the informdtionished are true and correct
Click on the[Submit] button to confirm the application
The Make Payment page will be displayed

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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3.6 Payment for Application

Check onMastercard / Visa] and click on théProceed]button to proceed to the
next step.
(This system supports VISA Credit/Debit Card andsdeCard Credit/Debit Card

only)
To cancel the transaction, click on {@xNCEL PAYMENT | button

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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To submit the credit/debit card payment
Enter the credit/debit card details
Click on the[Submit] button to confirm the payment
The Tax invoice/receipt will be displayed

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or

dead is merely coincidental.
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Click on the[CTRL-P] to print the Tax Invoice/Receipt

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or

dead is merely coincidental.
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3.7 Print Acknowledgement for Visa Application

Upon successful application and payment of Indiglddisa, the acknowledgement
page will be displayed.

To print the acknowledgement page, click on [fRRINT ACKNOWLEDGEMENT |
button. You will need the visa reference number figure references or for
application enquiry.

To print the Form 14A, click on th€LICK HERE TO PRINT ELECTRONIC FORM
14A] hyperlink

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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3.8 Printing of Visa Application Form 14A

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or

dead is merely coincidental.
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To print Form 14A, click on thEPRINT FORM 14A] button
To go back to Acknowledgement page, click on[Bwck ] button

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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4  Application Enquiry — Application Status

4.1 Application Enquiry — Enquiry by Application Refere nce No

This function allows the Authorised Visa Agent/$@gic Partner user to enquire on
an Individual Visa application submitted by its Aatised Visa Agent/Strategic
Partner by Visa reference number or by applicgrdisiculars.

To enquire orApproved, Pending, Rejected, Documents Submittedr Withdrawn
the Individual Visa application/ appeal detailsApplication:

Enter the Visa application reference number

To reset the values, click on tf@ EAR| button.

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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If the Individual Visa application isRpproved with e-Visa", the enquiry result page is
as follows:

To download and print the paper e-Visa, click om[HheRE] hyperlink.

Click on thePDF DocumMENT to open the PDF document in your computer.

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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The format of the paper e-Visa will appear as shbelow:

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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If the Individual Visa application ig\pproved without e-Visa", the enquiry result page
is as follows:

To print Form 14A
Click on the[PRINT FORM 14A] button
To go back to the applicant result page, clickl@{sAck] button

To print the paper Approval Letter, click on fiERE] hyperlink.

Click on thePDF DocumMENT to open the PDF document in your computer.

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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The format of the paper Approval Letter will appaarshown below:

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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If the Individual Visa application isPending”, the enquiry result page is as follows:

To print Form 14A

Click on the[PRINT FORM 14] button
To print the notification slip, click on tHERINT NOTIFICATION SLIP] button
To go back to the applicant result page, clickle@{sAck] button

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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If the Individual Visa application isRejected"”, the enquiry result page is as follows:

To print Form 14A

Click on the[PRINT FORM 14A] button
To go back to the applicant result page, clickl@{sAck] button

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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If the Individual Visa application isWithdrawn" , the enquiry result page is as
follows:

To view Form 14A
Click on the[VIEwW FOrRM 14A] button
The Form 14A Print page will be displayed
To print the Form 14A, click on tH&RINT] button
To go back to the applicant result page, clickl@{BAcK] button

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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If ICA hasreceived the documents requestefbr the Individual Visa application, the
enquiry result page is as follows:

To print notification slip

Click on the[PRINT NOTIFICATION SLIP] button
To print the Form 14A, click on tH®RINT FORM 14A] button
To go back to the applicant result page, clickl@{sAck] button

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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If the Individual Visa appeal isApproved with e-Visa", the enquiry result page is as
follows:

To download and print the paper e-Visa, click om[HheRE] hyperlink.

Click on thePDF DOCUMENT to open the PDF document in your computer.

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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The format of the paper e-Visa will appear as shbelow:

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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If the Individual Visa appeal i&\pproved without e-Visa", the enquiry result page is as
follows:

To print Form 14A
Click on the[PRINT FORM 14A] button
To go back to the application enquiry page, cliokle[BACK] button

To print the Approval Letter, click on theere] hyperlink.

Click on thePDF DocumMENT to open the PDF document in your computer.

Caution:
Click on the buttons or links once only.
Do not use the Back or Forward button on your browsehis may end your transaction.

Disclaimer: The applicant in the example quoted inhis document is fictitious. Any similarity to any person living or
dead is merely coincidental.
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The format of the paper Approval Letter will appaarshown below:
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If the Individual Visa appeal iPending”, the enquiry result page is as follows:

To print Form 14A

Click on the[PRINT FORM 14] button
To print the notification slip, click on tH®RINT NOTIFICATION SLIP] button
To go back to the applicant result page, clickle@{sAck] button
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If the Individual Visa appeal iRejected", the enquiry result page is as follows:

To print Form 14A

Click on the[PRINT FORM 14A] button
To go back to the application enquiry page, cliokle[BACK] button
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If the Individual Visa application isWithdrawn" , the enquiry result page is as
follows:

To print Form 14A
Click on the[PRINT FORM 14A] button
The Form 14A Print page will be displayed
To print the Form 14A, click on tH&®RINT] button
To go back to the application enquiry page, cliokle[BAck] button
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If ICA has received the documents requestedor the Individual Visa appeal, the
enquiry result page is as follows:

To print notification slip, click on thEPRINT NOTIFICATION SLIP] button
To print the Form 14A, click on tH®RINT FORM 14A] button
To go back to the application enquiry page, cliokle[BACK] button
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4.2 Application Enquiry — Enquiry by Applicant

To enquire on Approved, Pending, Rejected, Documents Submitted or
Withdrawn Individual Visa application/ appeal details by Aipant Detail:

Enter the Name, or

Enter the Date of Birth, or

Enter Travel Document No., or

Period of submission of Visa application with ariyle above three

Click on thefPROCEED] button

Upon successful enquiry of Individual Visa, the eingresult page will be
dlsplayed Note that the result page will diffezpending on the application status and
enquiry inputs.

To reset the values, click on tf@ EAR| button.
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If enquiry is based on th&pplicant Details, the applicant enquiry result page is as
follows:

To go back to the Visa Application Enquiry pagésicbn the[BACK] button.

To view Form 14A

1. Click on the hyperlinked Name

2. The Form 14A will be displayed

3. To print the Form 14A, click on tHeRrRINT] button

4. To go back to the applicant result page, clicklm{sAck] button

To enquire on the Individual Visa Application Désai

5. Click on the hyperlinked Visa Reference No.

6. To view the Form 14A, click on tHelEw FORM 14A] button

7. To go back to the applicant result page, clicklme{BACK] button
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5. Frequently Asked Questions

1) Why | cannot log on to the system?
You may check that the user id and password thahwvye keyed in is correct. Please
note that password is Case Sensitive. Pleaserconfith ICA System Administrator
that the account for Authorised Visa Agent/Strategartner Programme has been
approved and created.

2) Why my account was revoked? How do | reset my passnd?
Your account is being revoked as you have excettgeedumber of 3 tries for your
login. Please follow the steps below and the eowitaining the password will be
sent to your Authorised Visa Agent/Strategic Paftnegistered email address
shortly:
1) If you have received several password emails, pldatete all password emails
you have receive earlier to avoid confusion.
2) Go to the link at https://save.ica.gov.sg/save-publ
3) Click on the button that says 'Authorised Visa Agetmategic Partner'
4) Enter your user id at the login page
5) Click on the link "here", near the bottom of theyedo reset your password
6) Check your registered email address for the paskwor

If you cannot find any password in your email, geedouble check your Authorised
Visa Agent/Strategic Partner’s registered emairesislwith the Singapore
Consulate/Embassy/High Commission in your respedtigation

The system will prompt you to change your passwdrdn you login for the first time
using the password you received in the mail. Please that the "Old Password"
refers to the password in the email given to yoemwou reset your password and the
password is case-sensitive.

3) Why do | get the message “Internal Error” even whenl have logged into the
system.
If the user has logged in to the SAVE system calyethis occurs because the
application is unable to detect the current sesasotihe session has been lost. Close
the browser and log in again.

4) Why do | get the message “Invalid e-Service State”?

- Do not click on thdBACK, FORWARD or REFRESH button when using SAVE
At any part of the application, please do not cbickthe button for more than one
time
The system may need some time to process yourcagiph, please be patience.
The system will auto generate an error messageipagg problem occurred
during the application.

You are reminded that the session will expire &plage remains idle for 15
minutes, even though you may be filling up details on {bage. You may try to
login again and resubmit your application.
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5) How can | adjust my photograph to the correct spedication?
Below are the specifications for the required pgodph:

1) Image file must be JPEG file format.
2) Image file size must be less than 60Kbytes.
3) Image dimension must be 400 x 514 pixels

You may want to use the photo editor, Paint, wizieines with windows OS to adjust
the dimensions of the photographs in the futures May wish to follow the steps
using, Paint, below to adjust the dimensions.

1) To open the photograph using MS paint

2) To use the attribute under Image in Menu to sesibeto 400x514 pixels
3) To press the button Ctrl and button 'A’ on the keyH to select the image.
4) To stretch the image to the required dimension

5) To save it under JPG format finally.

6) Basic latin character FAQ
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7) Name FAQ

8) MRZ ID FAQ
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9) Photo FAQ
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