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User Panel

1. Creating User Account

@ Online Recommendation Letter For Visa Extension

Steps to apply Online Recommendation Letter
For Visa Extension Signin

Step 1 - Create your account by clicking Sign Up.

Step 2 - Verify your account by clicking the link sent to your email.
Step 3 - Login to the portal by using Email and Password. Email
Step 4 - Fill up & upload documents of the company according to our

guidance and proceed to submit.

Step 5 - Fill up & upload documents of the applicant/dependant and

submit the application. Password o4

Step 6 — Monitor the notifications for your application.
Please use one account for one company.

The attachments should be in jpgjpeg.pngpdf.docx.doc formats.
The results of the processed documents will be announced on LOGIN
httpsy//www.dicagov.mm/mm/taxonomy/term/3830 within 10 working

days.

Figl.1 Log in Page



Step1: Click Sign up to create a new account

Create Account

Figl.2 Sign Up Page
Step2: Fill the user information
1. Enter CompaniD(registered in MyCO)
2.Company Name(When you fill the compdrfyom MyCo company name is auto
display)
Enter Name
Enter Email
Enter Phone Number
Enter Password
Enter Confirm Password
Click SIGN UP

©ONO O W

New account for Visa Extension Application is created.



In case of creating new account for the sammmpany,the userneed towait
DICA to approve new account.

2. Log in to the Recommendation Letter For Visa Extension

@ Online Recommendation Letter For Visa Extension DICA

Steps to apply Online Recommendation Letter
For Visa Extension Signin

Step 1 - Create your account by clicking Sign Up.

Step 2 - Verify your account by clicking the link sent to your email.
Step 3 - Login to the portal by using Email and Password. Email
Step 4 - Fill up & upload documents of the company according to our

guidance and proceed to submit.

Step 5 — Fill up & upload documents of the applicant/dependant and

submit the application. Password

Step 6 — Monitor the notifications for your application.
Please use one account for one company.

The attachments should be in jpgjpeg,png,pdf.docxdoc formats.
The resulits of the processed documents will be announced on LOGIN
httpsy//www.dicagov.mm/mm/taxonomy/term/3830 within 10 working

days.

Figl.3 Log in Page

Step: Enter Login Information
1. Enter email

2. Enter Password

3. Click LOGIN button

The User can log in to tkgstem and can useommendation letter for visa extension service.



3. How to apply Recommendation letter for Visa Extension(User Panel)

Step 1.Fill the company information

=  Online Recommendati etter For Visa Extens|

O Apg
Company Applicant Dependant

History

Directorate of Investment and Company Administration
& Change Password
Visa Form | for for Visa

# Edit Profile

@ Logout

1. Company Name (Registered in Myanmar Companies Online MyCO)

Company Name in English: Company Registration Number

MYANMAR DIGITAL IT SOLUTIONS COMPANY | 124287529

Company Principal Activity or Current Activities

Number of Employee(s) in Company

Foreigner Local Employees

o 0

2. Name and Address of an Officer of the Company

Full Name in English: Gender

Male - Female

Designation

Office Address in MyCO (Specify in English)

Street Number and Street Name Unit, Level, etc (if applicable)
Quarter/City/Township State/Region
Telephone Number Email

Checklist

The following must accompany this application form

Li from Agency, Business Contract with Other Related Organization (if Any)

Choose File No file chosen

| certify that the information in this form and any document attached to this form are true and correct.
o480 maodamaocdst giogonifen ergndosondigpiannd gionde@Eimodendoop

Save

Directorate of Investment and Company Administration

Contact Us Address

01-658105, 01-657891, 01-657714, 01-658103 ex-103,104,10 No. 1, Thitsar Road, Yankin Township, Yangon

dica.visa govE@gmail com




. EnteName of the Company in Hisip
. EnterRegistration Number of the company
.EntelCompanyds principal activity or current ac
. EnteNumbers of Employees in company for foreigner and local person
. Enter Full Name in English for officer of the company
. Choose Gendef the officer of the company
. Choose Designation of the officer of the company
. Enter the address of the office that are specified in MyCO
-Street number and Street name
-Unit level etc.(if applicable)
-QuartefCity/Township
-State/Region
9. EnterTelephone Number and Email
10 Uploadfile for License/Permit/Evidence from Government Agency, Business Contract with
other Related Organizationg(fy
11 ClickSaveButton

O~NOOOITPA,WN P

The company informationssiccessfully registered.



Step 2.Fill the applicant information

= line Recommendation Letter For Visa Extensi

© Apply

Company Applicant Dependant

& Change Password
# Edit Profile . -
Name, Address and Other Information for Each Applicant

® Logout
Full Name in English (Name Mentioned in Passport)i) Photo

Choose File Mo file chosen

Nationality Passport Number Visa Number

v eg: AA 012345678 eg: E 012345678

Applicant's Designation in the Company Gender

Male © Female

Current Visa Status

Visa Expiry Date Number of Visa Extensions From DICA

Duration to Extend the Visa Type of Visa

(3 months/6 months/1 Year) (Single/Multiple/Stay Permit Only)
Checklist

The following must accompany the application form

Copy of Passport First Page, Latest Page and Visa Stamp Page with (E-Visa)

Choose File |No file chosen

Contract/Certificate

Choose File No file chosen (Provide only if you are not a director or a shareholder)

[ Tax Payment Slip ~

| certify that the information in this form and any document attached to this form are true and correct.

gﬁééuﬂ\ :m;uﬂgasmrﬁfé nﬁ:cémé@c:u’) Gl’)a(ém]ml;:i—p_p::l}é ?ém‘%G@aE:mﬂgcmELdméH

Add Applicant

Contact Us Address

01658105, 01-857891, 01-657714, 01-658103 ex-103,104,105 No. 1, Thitsar Road, Yankin Township, Yangon

dica visa.gov@:

Copyright DICA 20;

1. Full name in English(Name Mentioned in Passport)
2. Upload photo for the applicant

Figl.5 Applicant Register Page
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Choose Nationality

EnterPassport Number

EnterVisa Number

Enter Applicant's Designation in the Company

Choose Gender for the applicant

ChooseVisa Expiry Date

. ChooseNumber of times of Visa Extension From DICA

10. ChooseDuration to Extend the Visa

11.ChooseType of Visa

12. Upload file forCopy of Passport Latest and VISA stamp page Wilis@E company seal &
officer's seal & signature(for each applicant)

13. Upload file forContract/ Certificate

14. Click Tax payment Slip to choose type of tax

Tax Payment Slip ~

Family, Director, Shareholders, Other

©CONO O AW

Employee

Add Applicant

Figl.6 Tax Payment Slip Selection

If the applicant iEamily, Directorer Shareholder, chooBamily Director,Sharehodexs
upload Company Tax.

Tax Payment Slip ~

Company Tax: Choose File |No file chosen

Figl.7 Company Tax file upload
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If the applicant is Employesoose Employee to upload the personal tax

Tax Payment Slip ¥ ’

Personal Tax: Choose File No file chosen

Figl.8 Persondkx file upload

15. Click Add applicant button to add more applicant form.
16 Click Submit tton to submit the application.
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Step3.Fill the dependent Information

Online Recommendation Letter For Visa Extension

Company Applicant Dependant

History
& Change Password
# Edit Profile

Name, Address and Other Information for Each Applicant

& Logout
Full Name in English (Name Mentioned in Passport)e) Photo

Choose File No file chosen

Nationality Passport Number Visa Number

v eg: AA 012345678 eg: E 012345678

Applicant's Designation in the Company Gender

Male - Female

Current Visa Status

Visa Expiry Date Number of Visa Extensions From DICA

Duration to Extend the Visa Type of Visa

(3 months/6 months/1 Year) (Single/Multiple/Stay Permit Only)
Checklist

The following must accompany the application form

Copy of Passport First Page, Lalest Page and Visa Stamp Page with (E-Visa)
Choose File |No file chosen

Contract/Certificate

Choose File |No file chosen (Provide only if you are not a director or a shareholder)

[ Tax Payment Slip ~

| certify that the information in this form and any document attached to this form are true and correct.

@Qélﬂ aeangaac\m%.?é lfiDéG’)E@GD\)’J c:g{ﬁmmén{px:ﬂé ﬁ.m%s@:&wo‘ism@l&wéu

Directorate of Investment and Company Administration

Contact Us Address
01-658105, 01-657861, 01-657714, 01-658103 ex-103,104,105 No. 1, Thitsar Read, Yankin Township, Yangon

dica.visa. gov@gmail.com

right DICA 2020, d by MDITS

1. Fullname irEnglish Name Mentioned in Pgsort)
2.Uploadphoto for thedependent
3.ChooseNationality

Figl.9 Dependent Form
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4.EnterPassport Number

5.EnterVisa Number

6. Enter Applicant's Relationship with the Responsible Person in the Company
7.ChooseGender for the applicant

8.ChooseVisa Expiry Date

9. ChoseNumber of times of Visa Extension From DICA

10.ChooseDuration to Extend the Visa

11.ChooseType of Visa

12.Uploadfile for Copy of Passport Latest and VISA stamp page wifisglEcompany seal &
officer's seal &ignaturef¢r each applicant)

13.Uploadfile for Company Tax

15. Click Add applicant button to add naependentorm.

16 Click Submit button to submit the application.
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3. How to seeresult for Recommendation Letter For Visa Extension (User
Panel)

Step1.Click History on side bar to see the result.

— Online Recommendation Letter For Visa Extension

O Apply History
= History .
Show |10 v entries Search: |
& Change Password . Form Visa
No Type Company Name Nationality Passport No Designati Relationship Status
# Edit Profile
1 Applicant  MYANMAR Robert Bangladesh AA0495859 E9847794  Supervisor - Pending
® Logout DIGITALIT  Jung
SOLUTIONS
COMPANY
LIMITED
Showing 1 to 1 of 1 entries Previous | 1 | Next
I

Directorate of Investment and Company Administration

Contact Us Address
01-658105, 01-657891, 01-657714, 01-658103 ex-103,104,105 No. 1, Thitsar Road, Yankin Township, Yangon

dica.visa.gov@gmail.com

© Copyright DICA 2020. Developed by MDITS

Figl.D Initial page for user panel



15

Step2.Checking the result and reapply

= Online Recommendation Letter For Visa Extension

History
Show 10 r entries Search:
. Form

No Type Company Name Nationality Passport Visa No Designation Relationship Status Action

1 Applicant MYANMAR Robert Bangladesh AAD495859 E9847794 Supervisor - Processed Reapply
DIGITAL IT Jung
SOLUTIONS
COMPANY
LIMITED

2 Dependant  MYANMAR Emily Bangladesh AA9480978 E0994848 - Wife Rejected Reapply
DIGITALIT Dawson
SOLUTIONS
COMPANY
LIMITED

3 Applicant MYANMAR Kim Austria BB947509834 E08344009 Manager - Rejected Reapply
DIGITALIT Seok Jin
SOLUTIONS
COMPANY
LIMITED

Showing 1 to 3 of 3 entries

Previous 1 Next

Directorate of Investment and Company Administration

Address
No. 1, Thitsar Road, Yankin Township, Yangon

Contact Us
01-658105, 01-657891, 01-657714, 01-658103 ex-103,104,105

dica.visa.gov@gmail.com

yright DICA 2020. Developed by MDITS

Figl.11 History Page
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The status of the application process can be checked in history page.

Processedstatus means the documents for the applicant or dependent are $yiccessful
processed by the DICA.

Pending status means the document for the applicant or dependent are being processed(in
progress)by the DICA.

Rejectedstatus means the applicatiorejsctecand need to be reapplied again by clicking
reapply button.



























