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1. Introduction 
 

The Travel, Transport and Visa Services Unit (TTVSU) is one of the units that is under the Conference 
Management Services Section of the Division of Administration. The Unit provides support services to 
the commission’s various programmes of work, such as air travel management, administering and 
managing local movement of service personnel and facilitates acquisition of entry visas for official 
mission outside Ethiopia.   
 
The Visa unit is responsible in the management of all the commission’s travel activities such as official 
travel of staff, dependents, meeting participants and all others on official travel status to ECA.  It also 
conducts needs assessment for conferences, meetings/workshops and advises management on the 
requirements of each regarding travel arrangement. 
 

 
Role Description 

Requestor Is responsible for raising an official/personal visa request 

Visa Officer Is responsible for reviewing and confirming all required documents 
are available and then generate the supporting documents 

Visa Request Manager Is responsible for reassigning requests to other visa officers and/or 
also sending back requests to the pool 

Visa Unit Approver Is responsible for signing the printed out supporting documents. 

 

2. How to Access 

Step 1. To access the Visa Sservices application, open any browser and type in 
"https://protocol.uneca.org" in the address bar. The main landing page of the application will 

be displayed as shown in Error! Reference source not found.. 

 
 

Figure 1 : ECA Protocol & Visa Services System page 
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Step 2. From the available sections, click UNECA Visa Services as indicated in the figure 1 above. 
Step 3. You will be redirected to the Visa Services login page as indicated below. Please login using 

your credentials. 

 
 

Step 4.  You will be redirected to the Visa Services page as indicated in Figure 3 below. 

 

 
Step 5. As indicated in figure 3 above, you can use the available menus on the left to check the status 

of all previous requests and any pending visa requests you have initiated so far.  

 

Figure 2 : Login page to Visa Services 

Figure 3 : Visa Services main page 
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3. Requestor/Staff 

A requestor is a staff that has permission to initiate a visa request. He/she is responsible for 
creating the request and submitting it to the visa officer. 

 

3.1  How to create a Visa Request 

Step 1. Once you have successfully logged in the application, you will see the screen displayed in 
Figure 3 above. 

Step 2. From Figure 3 above, please click the Create Visa Request menu. The Create New Visa 
Request window will be displayed as shown in Figure 4 below.  
 

 
Step 3. In the top section the staff information will automatically be populated. You will only be 

required to choose your nationality from the drop-down. 
Step 4. The second section is for visa information. You are required to choose your request type. 
Step 5. Based on what you have selected you can follow the steps outlined below. Please refer 

to the sections on How to create an Official Visa Request or How to create a Personal  
Visa Request  

 
 
 
 
 
 
 

 

 

Figure 4 : Creating a Visa Request  
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How to create an Official Visa Request 
When an official request is created, the visa unit will process the staff member travel on behalf of 
the commission to attend meeting, seminars and so on. 
 

Step 1. To create an official visa request from figure 4 above select Official Visa.  
Step 2. As indicated in Figure 5 below required fields for official visa request will be displayed.   

 

 
Step 3. In figure 5 above there are four different sections 

 
• Staff Information: Displays the staff information.  

• Visa Information: This section requires you to fill in the details for the visa request. 

• Country Visa Requirements: Each country has different requirements for visa requests, 

this section will display a list of requirements and forms to be filled based on your 

selection.   

• Documents: Use this section to attach the required documents 

 

 

Figure 5 : Creating a New Official Visa Request 
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Step 3.1 When you select a specific country, as indicated the country requirements will be 
listed. For this scenario Angola is selected and in the Country Visa Requirements you 
can see the list of required documents for the selected country.  

 

 
Step 3.2 From the list of criteria’s, if there is a form or pdf file you have to download it first 

then fill in the required information.  
Step 3.3 Once you fill in the required information on the file, please upload the form and other 

required documents by clicking the Add attachment.  
 

Step 4. Lastly to submit the visa request to the Visa Unit, click the button Save and Submit 
found at the top right corner of the screen indicated in figure 5 above. 

Step 5. You will be prompted for confirmation, click Yes to continue. 
Step 6. When your request has been submitted, it will be sent to the visa unit and the status will 

display as Awaiting Approval 

  
Step 7. In the case where there are missing information’s or missing documents the request will 

be sent back to the staff. When returned the staff will receive a notification and the 
status will show us Awaiting Staff Revision. 

 

Step 8. When the visa request has been approved and the supporting document/letter is signed 
and ready, the staff will receive an email notification to physical go and pick up the letter. 

Figure 6 : The list of required documents for a selected country 

Figure 7 : Awaiting Approval - Status of a submitted official visa request 

Figure 8 : Awaiting Staff Revision - Status of a returned official visa request 
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How to create a Personal Visa Request 
When a personal visa request is requested, the visa unit provide a support letter to the staff 
member after the staff member submitted required documents and forms.  

 

Step 1. To create a personal visa from figure 4 above select Personal Visa.  
Step 2. As indicated in Figure 9 below required fields for personal visa request will be displayed.   

 

 
Step 3. In figure 9 above there are five different sections 

 
• Staff Information: Displays the staff information.  

• Visa Information: This section requires you to fill in the details for the visa request. 

• Dependent Information: This section requires you to add the list of your dependents. 

• Stopover Information: This section requires you to type in details of stopover if there is 

any during your travel.  

• Documents: Use this section to attach the required documents 

Figure 9 : Creating a New Personal Visa Request 
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Step 4. Lastly to submit the personal visa request to the Visa Unit, click the button Save and Submit 
found at the top right corner of the screen indicated in figure 9 above. 

Step 5. You will be prompted for confirmation, click Yes to continue. 
Step 6. When your request has been submitted, it will be sent to the visa unit and the status will 

display Awaiting Approval 

 

Step 7. In the case where there are missing information’s or missing documents the request will be 
sent back to the staff. When returned the staff will receive a notification and the status will 
show us Awaiting Staff Revision 

 

 
 

Step 8. When the visa request has been approved and the supporting document/letter is signed and 
ready, the staff will receive an email notification to physical go and pick up the letter. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Figure 10 : Awaiting Approval - Status of a submitted personal visa request 

Figure 11 : Awaiting Staff Revision - Status of a returned personal visa request 
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4. Visa Unit 

4.1 Visa Unit Officer 

The visa unit officer is responsible for reviewing the information submitted by the staff and 
providing with the support letter. 

 
Step 1. Log in to the visa request system.  
Step 2. As indicated in Figure 12 below, the list of submitted visa requests will be displayed.  

 

Step 3. To open one of the requests, please click the reference number of the request. 
Step 4. You will be redirected to the Edit Visa Request screen. As the visa officer you will have to 

assign the request to yourself by clicking the Assign to Me button. 

Figure 12 : List of submitted visa requests 

Figure 13 : Assigning a request to one of the visa officers 
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Step 5. When a request is assigned to you the status of the request you assigned will change from 
Awaiting Approval to Awaiting Assigned VO Approval 

 

 
Step 6. Open the request you just assigned to you to continue working on it. 

 

Step 7. In figure 15 above there are five different actions the visa officer can take 

 
• Send Back: Choose this option to send back the request to the staff to make updates and 

required edits to the visa request.  

• Generate Supporting Document: Choose this action to Generate the supporting 

document for the staff, if all information provided and all required documents are 

submitted by the staff.  

• Reassign Visa Officer: Choose this action if you prefer other visa officers to continue 

working on the request.  

• Send to Pool: Choose this action to send back the request to the request pool so that other 

visa officers can work on it.  

Figure 14 : Awaiting Assigned VO Approval - Status of an assigned request 

Figure 15 : Visa officer reviewing and working on a visa request 
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Step 8. Once the visa officer reviews and generates the supporting document for the staff, the 
request status will show us Awaiting Completing. 

 
Step 9. To complete the visa request, open the request you just generated a support letter for. 
Step 10. As indicated in Figure 17 below, you have the option to preview the note verbal and 

completing the visa request. 
 

 

Step 11. When the visa request is completed, the staff will receive an email notification and they can 
go and collect the documents.  

 

4.2 Visa Unit Approver 

The only responsibility of the visa unit approver is to sign the printed-out support letter 
reviewed and created by the visa officer. 

Figure 16 : A visa request Awaiting Completing 

Figure 17 : Previewing a note verbal/ Completing a visa request 


