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INTRODUCTION

The Sponsor Portal allows businesses (sponsors) to submit their foreign employees working
resident visa applications online. The portal offers several features such as an online payment
access and a communication platform. The sponsor portal is similar to the ICSAs electronic
visa (eVisa) portal; however, both operate on two different platforms but is accessible on the
same website ica.gov.pg

This handbook is ideal for new users and it gives you a step-by-step guide on how to subscribe
to the sponsor portal and to use the portal to submit your employment visa application.

GETTING STARTED-APPLY FOR ACCOUNT

1. Open website www.ica.gov.pg

2. Select Online services from the menu bar.

B4 English~  Submit Online Fraud Report S » Q

‘ SA Explore Options ¥ Communication Centre ICA MOUs v Staff Portal v
INEA

3. Select SPONSOR PORTAL REGISTRATION from the drop down menu

N i Explore Options v Communication Centre v Online Servicesv ICA MOUs v  Staff Portal v
g P P
% PUA JINEA
eVisa Portal MICA Account Sponsor Portal Help & Support
New eVisa Application MICA Account & Online Sponsor Portal User Guide MICA FAQ
_ . . Payment Guide N N
Existing eVisa Login Sponsor Portal Registration
5 MICA. Account Login B
Visa Approval Status Sponsor Portal Login

Register MICA Account
Online Fee Payment

Fee Payment Wizard

For New Sponsors: Select Sponsor Registration. Once sponsors are registered they can log in with
their Email and Password.

Sponsor Registration is a three (3) STEP Process:

1. Attach IPA and IRC TIN Certificates;
2. Provide a primary email address and
3. Pay the registration fee.

Step 1. Sponsor
Complete all fields in relation to: a) Business Name; b) Business Address; c) Business Phone
number; d) Fax Number; e) Postal Address (must be PNG based). Then select Next.


http://www.ica.gov.pg/

Ensure all fields with asterisk sign (*) must be completed and the postal

address must be PNG based

Sponsor

Step 1 - Sponsor Portal Application
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“ Phone No.
Postal
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Step 2. Primary Contact
Complete all fields in relation to Email address (must be different), Principle Position, Title,
Surname, Given Name and click Upload to upload the following documents;

e |PA Certificate of Incorporation/Registration of Oversease Company (Updated
versions 2023-2025)

e |IPA Certificate of Good Standing-Long form (Updated versions 2023-2025)

e IRC TIN Certificate
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Ensure the name sequence on the certificate must correspond with
the application and the email address must NOT be the same used
for other migration online services such as eVisa or MICA account




Sponsor Primary Contact

Step 2 - Principal Sponsor Details

* Email Addrass

*Principal Pasition

= Title

or

*Sumame

* Given Name

Please provide a name

= TIN, Gompany Extract, IPA Certification
Upload

To provide the required documentation, please click the upload button for each document. You need to provide at least three documents to proceed to the next step

Step 3. Payment
Sponsorship payment for annual access fee.

Sponsor Primary Contact Payment

Step 3 - Payment

IPA Company Name: ipa Itd
Address Line 1 p.o box 111
Address Line 2: p.o.box 112
Phone Number : 71111111

Email Address: zhang@gmail com
Principal Position - accountant

Name : Dr ZHANG ZHANG

Please click submit to register this application. No registration fee is required.

The payment screen will populate. You can enter your credit card details however there will not
be any fee charged until further notice by management.

Cardholder Name

Card Number

Card Expiry

Once the payment transaction has been processed a receipt number will be generated.

Payment Success

K100.00 has been received Y ecegt Do 328301110780

Your Spoasor Portal Application is now being processed. Once a decision on your
appication has been made you will be informed via emad



The Work Permit Sponsor portal application is submitted to ICSA pending approval. ICSA will
assess the application and notify the client (sponsor) in writing by email once a decision has
been made. Select CLOSE.

Processing time frame is 3 working days

o evisagrant@immigration.gov.pg
w. v

We are happy to inform you that your Sponsor Portal Registration Fee has been received successfully. Below are the details of your transaction:
IPA Company Name:

Receipt Date 19-May-2025

Receipt Amount: 0

Receipt No©

‘Your payment has been received, and your registration process is now complete.

The next step involves our team processing your reg i i The time is 5 working days.

Once approved, you will be provided with your login credentials.

In the meantime, please contact our support team at [sponsorporial@immigration.gov.pg] with any immediate questions or concerns. We appreciate your patience and look forward to welcoming you to the Sponsor Portal.

Best regards,

PNG ICSA Sponsor Portal Team

An approval email will be received which includes a request for the sponsor to confirm their
email-client can click on the link provided to confirm their email address.

- 1
[ — —
= =

Ensure to click on the link to complete the process




o eVisa Grant <evisagrant@immigration.gov.pg>

Dear

Congratulations! Your Sponsor Portal Application has been successfully approved.

To finalise the registration process and gain access to the Sponsor Portal, kindly click on the following link: Click here to confirm emal address

Follow the prompts provided to complete your registration seamlessly. H

I you have any questions or need assistance during registration, please contact our support team at sponsorportal@immigration.gov.pg

Best regards,

PNG ICSA Sponsor Portal Team

The Sponsor will be required to enter their password and re-enter the password for
confirmation. The sponsor will then be required to enter a Security Question and provide an
answer. My Mother’s Maiden Name; Answer: Citizen. Then select Submit. The registration
process is complete.

1< I

LOG INTO ACCOUNT

1. Access the Sponsor Portal from www.ica.gov.pg->Click on Online Services menu->
Sponsor Portal Login




Explore Options ¥ Communication Centre ¥  Online Servicesv ICA MOUs v  Staff Portal v

75/ PAPUA NEW GUINEA
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eVisa Portal MICA Account Sponsor Portal Help & Support
New eVisa Application MICA Account & Online Sponser Portal User Guide MICA FAQ
. . . Payment Guide .
Existing eVisa Login Sponsor Portal Registration
) MICA Account Login N
Visa Approval Status Sponsor Portal Login

Register MICA Account
Online Fee Payment

Fee Payment Wizard

2. To log into the Work Permit Sponsor portal, the sponsor will be required to enter
the EMAIL ADDRESS and PASSWORD. Select the Sign In Tab.

Sign in to the Sponsor Portal

Password

word? Register Sponsor

Signin

A TOOL BAR will populate and provide the following tiles:

e New Application-Start Lodgment of application;

e Unfinished-Record of incomplete applications;

e Submitted-Record of Applications that have been lodged;

e Person(s) Sponsored-List of all sponsors;

e Notifications-email communication between sponsor and processing teams;
e Warning-Alert message advising of upcoming visa expiry of passport/Visa;

e Bulk Payment -Bulk payment for multiple lodgments under same visa class;

e Receipts-Record of transactions



QICA ChekoGrooming = # & &

p Bt |

ui %— Submitted | @ Person(s) B Notifications % Extensions r Transfer
Infinished Application: o submitted Apphcaic [ @ sponsored Notificatior & Apply for extensic . Transter to a new

£ Change Warnings Bulk Pay ‘ Recelipts
O Change Pemm type 1 of expinng docs Bulk pay permit i Recelpts List
apphcCalic

LODGMENT OF APPLICATION

1. Submitting a new application-Click on Change, enter the details, select the permit
class & Type and click Proceed.

Change an application

Permit Class & Type:

The Change of Status Lodgment is a Nine (9) step process:

Step 1. Permit Application
Complete the details and click Next to proceed.



Cheko Grooming = # & &

Step 1 - Permit Application

Working Resident / Employment

*Reason for Change Change:
Change of smployer

* How long do you wish to stay in PNG?

B | Days Months @ Yoars

* How will you be funding your stay in PNG?
Company Sponsor |

* Work Type

New Genaral Wark Permit Application — 3 years |

Step 2. Applicant
Complete the applicant details and click Next.

Some of the fields are already occupied with the applicants existing details.




_

Permit Applicant

Step 2 - Applicant

* Family Name

e \

* Given Names

Yosha ‘
* Date of Birth * Gender Marital Status

28 v | ‘ Feb v ‘ ‘ 2010 v | Female Single, Never Married
* Country of Birth * Nationality

Australia ‘ ‘ Australia ‘
* Place of Birth

Port Moresby ‘
* Occupation

It Officer ‘
* Position ID * Job Title

Employment History and Qualifications
Mandatory: Please provide details for at least one instance of employment and one qualification by pressing the buttons below.

Qualifications

Qualification Institution Duration From Duration To Verified Document Action

Bachelor in IT UPNG 14-Mar-2020 1 2022 ¥ ¥ Z x

Employment

Step 3. Passport
Complete the details and click Next.

Permit Applicant Passpart

Step 3 - Passport

* Passport Number * Re-enter Passport Number

PO214 | PO214 |
* Expiry Date * Issue Date
[18 v [Fe v] [ v 16 v] [ M v| [z v
* Issuing Place * Issuing Authority

Port Moresby | Icsa |

* Document Type

Passport |

Previous

Step 4. Alias
Complete the details and click Next.

10



This section accommodates applicants who are dual citizens.

Also, If the applicant selects Yes, the closed question will expend and it will

request for additional information.

+ eVisa Registration

Permit Applicant Passport Alias
Step 4 - Alias
Have you ever been known by another name? T) Yes @ No
Do you have another current passport issued by another country? () Yes (@) No

Previous

Step 5. History
Complete any Alias details and if not applicable, click Next.

@ @ @ @ 00—

Permit Applicant Passport Aliss History

Step 5 - History

If YES to any of the following please give details

()Yes @Ne Have you visited PNG before?
{ Yes @. No Have you ever been charged with or convicted of a criminal offence?
D) Yes @No Have you ever been deported from or refused entry to PNG or any other country?
() Yes @No Do you suffer from a disease which would constitute a health risk to PNG? Please provide details.
Pravious

Step 6. Address in PNG
Complete the Personal History details and click Next.

11
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et sosican Passpan . story agcress

Step 6- Address

“Residential: Number and Strect “PNG: Number and Street
[= | Gordon 5 |
* SuburbTown * StatelProvince “TonmiVillage “Province
= | [ea | [ ea | [ |
Postcode + Country Postal Address

21 [ ania | Po
“Home Phone Mobile Phone Home Phone Mobie Phone

penere | nses0 e

Beniinn

Step 7. Emergency Contact
Complete Address details in PNG then click Next.

o

o
@ @ @ @ @ @ (—
Permit Applieant Passpart Alias.

History

Address Emergency Cantact

Step 7 - Emergency Contact

Family Name Given Names
Hatsw W
Relationship to Applicant
Mmm
Contact Address Number and Street
Qg
SuburbTown State/Province
Qg Qq
Postcode Country
a Algeria
Home Phone Mobile Phone:
a @
Previous

Step 8. Checklist

Click in the box and type a description then click Upload to attach the relevant file, repeat
the same for all the checklist, then click Save and Next.

ChekoGrooming = & & =

[ ® @ @ @ @

‘ o
Applcan Passpart i e

Femit

Hsiory Address

Emergency Coniact
Step 8 - Checklist of Items Required

You must provide proof of the following

NG based Spansor

\ \

\ \

Copy of Passport B0 Page

\ \

DLIR Work Permit Approval

\ \

The folloving types of fles can be added s an attachment pag, g, jpeg, doc, docx. xisx, pptx, b, ml, paf

Files must be: smaler than: 10MB

Previous

Next = Save

12



Description must be less than 20 characters and only a single file can be
uploaded. Multiple files must be merged/compressed into a single file

Step 9. Confirm
Confirm all details are correct then click Register Application.

eICA Cheko Grooming = & & ®

@ @ @ @ @ @ @ @ s ]

et Agplcant Eazsport sise sestory e Emergency Contazt Checisst Contrm

Step 9 - Confirmation

Visa: Working Resident | Empioyment
Lengtn:

2years e
Fee Amiz 550 Work Permit Fee: 5000.00 PGK Conversion Rate: 0.2454 as at 11:22AM 7 May 2025
Payable: PGK 1270375

By seleoting this box, you . ppiication, Providing false nformation ddionally, please be

Previous Save

You will be prompted to complete the Payment details and verify with an On-time-password
(OTP) code that will be sent to your registered email or number.

Make a Payment *

Amount Due: 12703.75PGK
Choose Payment Method:
® O C

Card Number*

Expires*

Security Code®
(Where is this?)
*Required After successful payment, you will receive an email to the supplied email address with
confirmation and approval of the application your receipt and full details of request

Pay

13



@ICA Cheko Grooming = # & »

Visz  WWorking Resident Empioyment Sabs: Undocided
Ppplcant.  Yosha Jane - 28Feb-2010 Vemfisk 69990026543
Docment Mo:

Reseipt:

RNN:69990026543). When processed an email will be sent

Visz:  Wiorking Residert Enployment
StayLength: 2 VEARS ReceiptMor  yeEQein
SeyFund:  Company Spansar Feeame  S000FGK

Application Process Summary

VARN Ref: 69990026543 Working Resident/Employment
Applicant:  Ms Yosha Jane 28-Feb-2010

Document No: PO214 Australia
Registered: 14-0ct-2025 Online at PORT MORESEY
Status:  Undecided
Status Task

== Application - all data not entered

Sponsor - Cheko Grooming

=3 Check Requirements

Enquiry Close

Once the visa application fee is paid, the visa application reference number (VARN) will be
displayed on the screen and also emailed to your registered address.

14



SAMPLE OF AN EMAIL FROM eVisa
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http://www.evisa.ica.gov.pg/
http://www.ica.gov.pg/
mailto:clientservice@immigration.gov.pg

TYPE OF PAYMENT TASK

STANDARD PAYMENT

Application-Data entry

Sponsor-Data entry

Check Requirement

Recommendation

Authorized

PROCESSING TEAM

WORK PERMIT

Check Requirement

Recommendation

Decision to be finalized

Authorized

VISA ENTRY

TIME FRAME

52 WORKING DAYS

PRIORITY PAYMENT

Application-Data entry

Sponsor-Data entry

Check Requirement

Recommendation

Authorized

WORK PERMIT

Check Requirement

Recommendation

Decision to be finalized

Authorized

VISA ENTRY

1 DAY (24 HOURS)

STATUS DESCRIPTION:

COMPLETE-Application has been processed
INCOMPLETE-Still in process
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