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Introduction:

Purpose of the document

This document is an updated version of the former user manual “eCase functionality in Norvis”. It
includes eCase functionality developed for Norvis.

Please note that existing Norvis processes that function independently of eCase is not included in this
document.

For whom is the document intended?

The manual is meant as a reference document for all users of Norvis.

Strategies employed in registering and transferring eCases:

There are three main strategies for registering eCases in NORVIS:

1. one applies for applications that are to be scanned and sent electronically to udi for
processing; family reunification, study, work, au pair and visa applications not to be first
processed by the embassy (‘paper’ applications)

2. one applies for registering appeals (‘paper’ applications)

3. one applies for applications received via the Application Portal Norway (‘electronic
applications)

The majority of visa cases will be registered in NORVIS by the embassy following the usual routine.
Only visa appeal cases or visa cases sent to UDI for consideration must be scanned, whilst all
applications concerning family reunification, study, au pair and work are to be scanned.

In addition to the three strategies named above, the manual includes four other eCase strategies that
are to be employed in order to optimise case flow and processing. They are also described in detail in
this document.

Practical preparations before registering cases:

The scanner and scanning software is provided by the foreign ministry, and the setup is pre-
programmed..

When controlling the scanner software setup, make sure to verify that The Embassy should have at
least two different scanner profiles related to the two different strategies mentioned above. It is also
recommended to have at least one additional dedicated folder for the scanning of incoming
correspondence.

Use of the scanning software Pixedit, is described in a separate document. Scanning strategies are
also described in a separate document.
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Preparations before scanning:

1.

Sort out cases according to profile e.g. family reunification and education.
Make sure to remove all staples and correct any folds in the documents.
Documents containing stapled or glued on photographs, must be colour copied.

Travel documents should be copied in colour where possible, as black and white copies give
reduced readability after scanning. As it is the applicant him/herself that delivers the copies
when he/she appears at the allotted time, it depends on whether it is possible for the applicant
to copy in colour.

All documents must be on an A4 or similar format. Documents diverging from this format must
be photocopied before scanning.

Order the case documents according to the different document categories. Make sure to place
the case-specific barcode separator sheet on top, followed by the document type specific
barcode sheet in front og each categorie, before gathering the documents together. (See
‘Scanning strategy’ user manual for further details)

When using the barcode separator sheets, it is possible to scan several cases at the same time.

Consult the PixEdit user documentation before scanning.
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Strategy 1: Registering applications sent electronically to udi for
processing (paper cases):

These applications are for:
- family immigration
- education
- au pair
- work
- visa applications where the embassy is not the first authority of decision (see also Strategy 3)

Step 1: Register the incoming application for family reunification, education, work or au pair according
to ordinary NORVIS routine for registering work applications, through the “Register application”
process.

In this example an application for family immigration is being registered.

0¥ Fee information

Application type: Flease specify:
| Farnily x v| | |

Calculate Fee Note:

@Feepaid |EUR  v|3o00 | |00 |

) Exernption | v |

[ ]2 l [ Cancel

Step 2: Select “Create case’.

Activities \
- @& Edit ap;*ication infarration
€ Create case
& Print barcode
& Register relations and references
Zend case to UDI for further consideration

Step 3: Print barcode is an optional step in the processes. It is intended to simplify attachment of
documents to cases after all documents in the case have been scanned (see step 8).This is made
possible through automatic localising of the relevant catalogue/files when attaching documents to the
case. An example of the new barcode is displayed below. N.B. this functionality is only be available for
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cases registered after 18" October 2010. Existing cases in the Embassy’s innbox from before this date
will not have ‘print barcode’ functionality.

e 1o
*‘ ] | 1
1 \ | l
d | I | 1 ¢ S 4 S 0B -~ 0 ) ]

Step 4: Scan the case documents according to scanning routine (see separate user manual). N.B.
When using the new ‘Print barcode’ function, the new case-specific barcode must be placed at the top
of the pile of documents. The ‘attachment’ barcodes enable different documents to be separated.

Artivitimes
@ o Codit application inforrmation
W Create casE
Bl Print barcode
R & Ragister relations and raferanceas

- [ IETETE QrErpeye Ll for furthier consideration

Step 5: Select ‘Send case to udi for further considerations’. Following from this, the task ‘Link
electronic/scanned documents’ is created. You may also print put the case specific barcode in this
task’s first step (see below).

Activities

& Link electronic/scanned application to case
& Link other incoming docurments to existing events
& Link new incoming documents
Send message concerning several cases
- @ Send single case to UDI

Step 6: Activate the work process “Link electronic/scanned documents”, and select the activity “Link

electronic/scanned application to case”.
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L e — =i x|
Scaened Socuments I ¥ Amach Sle trom disk

Registration type Qe ®isi

Sender Date:

frest, Yaster = gl[u.-m_f:'n:

Recpent Dete

F«hnh ambassade _’] ‘I | A

Title l?mn l Access leve IM of caser Massage Ty

L4 J |

o s |

Step 7: Fill inn the correct registration type, in this case ‘Family immigration’.

Step 8: When linking the documents for the first time, you must choose the level 2 catalogue where
the Embassy has saved the files.

(For subsequent linking of scanned documents using the ‘Print barcode’ functionality you need only
click here, as the level 2 catalogue has already been activated earlier.)

AI¥ Link electronic/scanned application v, She case =10l =]
Seanned docurmants ¥ attach film fram disk
Registration type) i =N
| Application recsive = | Family immigratio =]
Sender; Coate
[Test, Tastar 2 - | | zas02/2011
Reclplent: Date!
IMlnill armbassade ;I S, | I.'-I/ll.'/.'lll 1
Title Type Acocmss leve’ | Mo, of cases | Message Ty
4] | Lkl
Ok Cancal
| |

1. click on the folder icon: [h

2. Find the catalogue where all scanned cases are saved on the Embassy G disk. Click on
the Level 2 catalogue name, not the individual cases.
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Browse For Folder

Select document Folder

= %e Local Disk (C:)
lﬁ Aicosscan
() Documents and Settings
| duFtemp
[ Intel
lil kosk
() MsOCache
| oracle
|5 outlook_
[ Program Files
EN&] - srned documents
(3 1020101234125 - 001
(£ ID_20101234145 - 001
£ ID_20101234154 - 002
[C3) ID_20101234502 - 001

) ID_2010123450% - 001
= TrRan

IMake Mew Folder |

b

=l

oK Cancel |
L S

Then click ‘OK’.

3. Close the ‘Link electronic/scanned application to the case’ window by clicking here:
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H Link electronic/scanned application to the case

N [=1d
Secanned documents ¥ attach file from disk

Registration type: Mediurm: + All folders =] X |+ @z | Mame
I Application receivej I Application for fa j I Letter/fax j
Sender: Date:
[Test, studies T & | [11/10/4010
Recipient: Date:
IManiIa ambassade j o | |11310H2\310
Title |Type | fhocess leve” | Ma. of cases | Messageh:

<< | There are no more document in the current folder

= |

&
«| | »
LCancel |
Y

4. Open the Link electronic/scanned application to the case’ window again. Fill in the
relevant fields and then click on ‘Scanned documents’ button. The relevant scanned
documents will then be available in the viewer.

They will now be made available for the relevant case each time you perform this operation.

Step 9: The viewer window now displays the scanned documents. The application is shown first, and

should be attached to the application using the button arrow. You may remove the document by
pressing the bottom arrow button below.
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¥ Link electronic/scanned application to the case = ]DI_’_KI

Scanned documents | ¥ attach file from disk

Registration type: : All Folders 2 K€ [P s | Name _MAIN
lApp)icatior. reoeive_vl IFamin immigratio:l H @ @- ‘ @ % I—l_ is & F
Sender: Date: -
[Test, Tester Tl & | [2a/02/2011 = ol [Find =
Recipient: Date:
{Manila ambassade =l ﬂ.l | 24022011 @ You are viewing this document in PDF{& mode.
Title | Type | Access leve” | Mo. of cases | MessageTyp
Rk | T W TS o T S T
2 | uDI -y -
] T ™ T gt
> s '-‘U1‘,‘<j' 056 4?)4’0‘7 __“

Application for a permit for residence or work

400 por appRcan, e4en 1R00DN e JpRACa! 8 under the age of 15 o7 Nas bees claced wno
d congplate of CORCRITIng you (e pRISat Bnd your reascn 4t 0a ¢
@100, the Came Drocassap tine Miay be gt

Ok Cancel |

Step 10: After pressing the arrow button, the “add document” window will appear. The first document
added will always be locked as “main document”. All other documents, added in the same registration,
will be added as attachments. The main document here is set to ‘Application’. You must then choose
the application type from the drop-down menu.

Documant type: [A;{-h cation

Application for protection (asyl
Apphcation for study permet
Apphication for visa
Application for work perma

Addtional descrption:

Step 11: After having added the main document continue adding the remaining case documents as
attachments, by pressing the top arrow button in the post registration window, as done in step 8.

Note: If you have use the documenttype specific barcode separation sheets, you will not need
to select documenttype as shown below.

Attachments must then be given a ‘document type’; either ‘Residence/visa document received’ or
‘Travel docs’.
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€ Addd doc urmert

Typa: 1 Main o

" atesthme M3 © T S @ -

Dovanent type: | Residence/ via - docurms w]

Addrmnst desonotion! |

Each document type has several sub categories. Choose the correct category from the drop-down
menu.

...or the correct passport type for “Travel docs”. In most cases, this will be ‘Ordinary passport’.

Type: € Maindocument (7 Attachment

Document type! ['-va-el docs _v] l, j

Alion's passport

National Laissez-passer
Other

Travel documnent for refugess

Aadibons! descnption: |

# Add document

Type! € Mam documern & Anachment
Dooument type: [."ani docs EI I Qrdinary passport ol =
* Onginal  Copy
Placement of orignal documert :' I
Other id papers: l Approved as i
Counkry: I :1 W Travel document
F dertificatan pag
Number: I
Corractress: I

Ef
Verifind date: Verdied by: :
r r

TIP: When adding “Travel docs”, always start by filling out the passport number.
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If the passport is correctly registered on the person the following pop up will appear, and all previously
registered information will be filled out.

Note: Even though you have used the documenttype specific barcode separation sheets, you will still
need to fill in the passport number when adding travel documents.

An existing document with the provided number was Found. The dialog data has been updated based on the document,

If the passport is previously registered on another person, the following pop up will appear:

I =

The passport {numbert + bvpe + counkry) is registered to a different person, Are wou registering for a person introduced to another persons passport,
‘fes - Yiou can proceed

Mo - ¥ou will nok be able ko proceed

Answer yes if the person you are registering is a child introduced in parents passport.

N.B. You should only use the ‘Travel docs’ document type level 1 for the applicant’s passport.

When registering the reference’s passport, you should use ‘Residence/visa document’ as level 1
document type and ‘Reference’s passport’ as level 2 document type. See below

ik Add document

Type: W‘Hmmt % Attachrnent

Docurnent type: (| Residence’ visa - document j | j
Other personal documents -

Parental consent
Parental responsibility

Additional description: I
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Step 12: All documents added will be listed as shown below. Documents can be removed from the list
by marking the document and pressing the bottom arrow button.

O Link glectrenic/scanned appbcation to the case

Ragistration typs Meadumi [¥] Attach file trom dish

Famiy immigrata = Leatter/Tax - é“'._“" s iy ¥ el ﬁ; A AN OATE200% 144832

Sender: Dats

' oy A 15y s
- - x - ", |
Manual, Uver - @ 35/08/200% o &~ L ARRUCIN . Aiaedoil = W% BBe
Recewer Date A
Manils arbassade v

Title Type Accmyy lwyw  Rwmark  filename

Appacat  Moved
Drginar . Vedegg

Cetwep . Vedegg

UDl

Mandagidrekioratat

Subsists . Vedlgg

In

Press “Ok” to complete the registration

Activities
e Wl Print barcode
--------- & Link electronic/scanned application to case
— --------- & Link other incoming docurments to existing events
--------- & Link new incoming docurnents
— --------- Send message concerning several cases
- & |[Send single case to UDI

Step 13: Select the activity “Send case to UDI” to complete the work process.

Step 14: When sending a case to UDI through eCase, all areas must be filled inn, as shown below.
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-loix]

Message subject

- FaM case for processin
I External message j ITransfer residence case j P d

Sender! Date:

IManiIa ambassade j él |22.-"11.-"2011

Recipient: Date:

|utlendingsdirektoratet =l & | |2z/11/2011

Due date:
[oorzzon ]
Priority:

= High

= Medium

 Low

Ok | LCancel | y
2

e Message subject will be default set to “External message. Hover the mouse cursor over the
chosen message subject to make sure it is correct according to the registration.

e Fillin “udi” in the receiver box. TIP: Do not use capital letters
e Select priority according to own routines.
e Write cover letter in the text box

e Press “Ok”

Step 15: After pressing ‘OK’ in the previous step, the following ‘add document’ pop-up appears:
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Tipe F Man e

- ‘Residence message’ is default ‘Document type’ level 1.
- Choose ‘Application for processing’ from ‘Document type’ level 2.

- Then click ‘ok’.

e UDI will shortly receive an External Message confirming that the application has been received
and that udi now has case responsibility.
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Strategy 2: Registering appeals:

There are two different routines for registering appeals for eCases.

- the first routine applies for all existing eCases, visa, family reunification, work, au pair and

education.

- the second routine applies for appeals in all ordinary visa cases that the Embassy has
rejected, and will convert the ordinary ‘paper’ case into an eCase.

First routine: Registering appeal in existing eCase.

Step 1: Look up the person in Norvis using quick search if you have the DUF number, or search if you

only have the name the applicant.

Step 2: Select the “Register correspondence” process by pressing the star button, or (Ctrl + T).

CUF number:
Date of birth:  12/09/1997
Mationality: Philippines

Type of permit: R - Child
Repr. country:

Valid from:

Walid to:

Tasks | Events | Relations and References | Travel Insurance | Travel | Occupation

udi
Consideration

Case officer:

Status:

Deadline:
Responsible authority:
Executive embassy:
MSIS searched ant
Case created:

Utlendingsdirektoratet
Manila ambassade

07/09/2009

Application receipt | Consultations Motes Docurnent list | Case officers

El L Responsible Description

%

Deadline Inbox =
Creates a new kask (Chrl + T)

Wisum Type

N Create new task =10o] =]
Process Mame:
—

Register correspondence
Request case folder
Request return control

Revoke visa decision

Update applicants personal information
Update urgency

Update visa sticker status

wirite cover letter

|

LCancel I

VY

N.B. The process ‘Register appeal’ is only to be used in visa cases where the Embassy has rejected
the application (see ‘Second routine’). In this routine the Embassy is not handling the appeal, it is
purely registering the appeal as a correspondence and making UDI aware of the appeal through an

external message.
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o vis Mol - ¥

o Lok Yew
BRe ACRE 3 o S 08
2010 13a8 01 Testesen, Teut

- Cuae. 001

OUF numbar 2010 3134312 O1 Coam of
Oate of By DL/OL/TO03 wratus:
Natonality Afghiarestan Ceadlin

Tyow of pormr FAM Reoroom
Bapr. country | Exacuniy
Valid fronng RIS -
Vel b Case wr

radks | Bvants | Rutaticos and Refmrmnces | Traved indurance | Travel | ccoumstion | o

Rusponsibis Owscrpticon

QO el s
ask

Step 3: Double-click on ‘Register incoming document’. Post registration is then activated with the grey

fields already filled out.

T Wt toon 7 2tash e

_ﬂ_] \ Samnat nnm-mu| Chaar tarm |

DUran Dusane Pt navm
[ [ [Fons
Owhe of Sribs Sax: Matsonuy - Cawe

sz een [Hee 0§ ) 2 Caten l
Repnbeih by pe- L
(= =1 £ —

Serder:

(23
froat Tester = 2“
fe =
F?%m,,... = A’Fﬁ:ﬂux

|

|y l"" | fcess oo | W) of casen Ivn»mﬂan | tearemaetioe lmwn I

=1
TdlE-
Sk

S X e e
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D Narvie Toat

Vew wce 4 Maetal

T Ixch Yeu b

B R B4+ REoescin e

‘LA A ﬂ.

F :-‘r‘-;:;xo: r o vt W Commpordone wowred T lonow weprage T wiks ten
-

Copr TUF ke

Scarred d:u"tru] Oewr form l

umane eyt nane:

e WS endty Caie o

[ ol 3w Cores_|
Ko utranan thps Modum

vz 2l Al |

Zarde Do
fost, Tesier = all
Reogeset Ote
Fiasia antaceade = ‘I {mezn
Tive lvn: _1:..«»:--' e of saseh J.,nun'nu I Pegestementrae | Fename

=
7|
N

Step 4: If you wish to use the case-specific barcode in order to avoid searching manually for the
appeal document when linking the document (recommended), this may be done by right-hand clicking
on the mouse above the applicant’'s name in the right hand margin.

Step 5: Choose ‘Appeal’ from the drop-down menu.

L o g s 15 10

W01S5M210- 004 : Co
" Agghcaion jecoived

ry

Grarned docummres I Clwer form l

DUF-re Surmame firgt name

005 156592 10 [FRvoes setaaSaiiadiinmetembadinngtnin|oama  [ads

Datw of hirth Sz Nationabty Cass na:

[iemenee [ =] [ ] [om Cases

Ragatration type: Mactiumn:
PPy 3 | 3

Sandar: Date

[Test persan =l QJ[

Rociont: Date

Fiania avbassade ) ﬁ“:i.-nm‘:n:x

Title 1 Trpe ; Access ave f&ln. of casms NessageTyom !k”lhﬁnn?wl Filanasne l

Step 6: Register correspondence as shown in Strategy 1 steps 7-12. ‘Residence/visa document’ is
default document type level 1. ‘Appeal’ is default document type level 2.

\ AN

. Typx @ Main documnent nttachment\
.5

* Document type:§Residence/ visa - docurment

mnppeal j

Additional description: ||
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Step 7: After you have linked the document as shown in Strategy 1, you then click on ‘Add
registration’.

L - r r = - e S sk e s
e e e S
LY Ot |
A - Rindhed Toel siaw
Eris tomzz e [oum g
T s e e e e
[Enter el == 3 [Fnee £ § =)
L e hiied faind
o ] [wre 1 wimmwy eCanen) 3 [eens = Mers ot 1w b daasad @ Do sarvad bdor
s e
fromereTont C) ﬂ[un:m
Po gt Dk
Ptanis aniiinese 3 &
» [T P el T e R L bl L L
T i o VoL r_sinie e e |
2 - l - I 1
b b
I M
i — -

Then click on 'Yes’ when asked whether to send an internal message. If you do not send an electronic
message, UDI will not be made aware of the appeal.

Step 8: Choose ‘Transfer residence case appeal’ and write ‘cover message’ in box giving case type.

=laix]
Mectage subyec!
| Evternad message -l N = Tiarae of 2ppeat Au pas cae

Sendet

Message renderce cae

[Marés mcazsade Meziaon vits cams
Tiarcler iexdence case

Receent
[UM’&NMHR Trarcler via spoed
Tiaraier viaa case lo UDI

Due dale
lwmmn

Pocrty
" vagh
& Medum
© Low

st | oo |

Write “udi” in the receiver field.

Write cover letter text in here.

Set priority according to own routine.
e Press “Add” to finish.

Step 9: The following pop-up appears:
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Coumest tspe- | Rasidence - message :” :j

Bppleation fur praceisng
wratatun

Adanoral desongean |

Sexdur auls emtasade
Becover | tomtaagulaetsrratet

St dww 1100 2013

DUF Noamsbur 200017 %4010 - Coe servive 004
Duaw dute 0404 2011

Briznmy Mloevdzzn

Trmsser of agpwal A paar 220w

Choose ‘Cover letter’, then click on ‘ok’. This is because the cover letter itself is now a document in the
case.

Step 10: Click on ‘Complete archiving and finish’. You have now electronically attached the appeal to
the case and sent udi an external message making them aware of the appeal.

B G g i
Ve ME 8~ B [Faneia

= P_I.I.‘gll'llt ey ro - WL decin mmnd (" Vvl reiiag e st 5 Amach Aw

| S X e e e NEEAEARES 1w
» Joer Ko
CAF re v Nyt aarwe
Cots of Ratr e Materans

£.a3 vrobson teen Mty

I i CR| - Thars a1 %4 mem ScouTTE I8 the Durrent frbder
Sesser Do
= afl
heanart Dute
= Al[» WiaEaee
e | Troe Ll e T A L

7]
=]

Ty = lr.u e L
Lis x (ROMIIRCOG SRRANE K\ BIMEEG S aiee

1 Mesiage % L0t 3 b ke whtn M)

Udi will now receive an external message from the embassy informing of the appeal.

Step 11: Finally, you must return to the task and click on ‘Finish this task’. The task is now completed.
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Second routine: Registering appeal ordinary visa case (paper case).

Step 1: Register the incoming visa appeal according to ordinary Norvis routine (by creating ‘Register
appeal’ task).

Step 2: After clicking on the ‘Register appeal’ step, the appeal is now registered.
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Activities

& Register person with power of attorney
Zend sms or e-mail to get power of attorney
& owrrite letter to get power of attorney
& Register power of attorney received
PEWI F = gister appeal
Zend case for reversal
&  Finish the task

Step 3: Before clicking on ‘Finish this task’ you must scan and attach the case documents according to
scanning routine.

Remember that an appeal or additional documentation, received after the admittance of an
application, should be scanned as a main document and not as an attachment to the application.

Step 4: Activate the work process “Link electronic/scanned documents”. This process should already
exist under ‘Tasks’.

Step 5: Attach all documents to the case in the activity ‘Link electronic/scanned application to case’,
except the appeal itself, following the same routine as described in strategy 1.

Step 6: Select the activity “Link other incoming documents to existing events” to link the scanned
appeal to the registered appeal event.

P rnl-gro i LINk &

mnl-gro Register appeal

Activities /
-+ & Print barcode

» 4 Link electronic/scanned application to case

& Link other incoring documents to existing events

& Link new incoming documents

- & Send case to UDI/UME

N.B. Scanning and linking of the appeal must be done as a separate process after you have scanned
and linked the application. You may use the ‘Print barcode’ functionality as described in the ‘Scanning
strategy’ user manual.
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IE¥ Link incoming documents to existing events - |EI|1|

Description

01/03/2011  ARKI “rkivert
01/03/2011 EFFE Effektuert
01/03/2011 KLUBER Brew ut
01/03/2011 VEDT Yedtak
01/03/2011 SAKD Sak opprette
ot rndAd [=Fr1Pg ] Calemad imm
Convert paper to eCase Convert eCasa to paper

Cadd document D |

Ok I LCancel | y

\
Step 7: The pop-up above now appears. Click on “Klag” in the “Type” column, for the appeal, and then
press the “Add document” button.

Step 8: Select Registration type ‘Appeal’, and link the appeal document according to the steps shown
in Strategy 1 (using the ‘Scanned documents button).

Tk Link electronic/scanned correspondence to the case

Scanned docurments | |7 Attach file from

Registration type: N\ Mediumn:
I Carrespondance in I Appeal j I Letter/fax j
Sender: Date:
IAbandn, Joan Garcera ﬂ = | |22/E|3/2011
Recipient: Date:
IManiIa ambassade j o | |22103/2011
Title |T5r|:|e ‘ Access leves | Mo, of cases ‘ MessageTyp

EAMES
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¥ Link electronic/scanned correspondence to the case

TN

Scanned documents |

Registration type: Medium:
ICorrespondance inj I Appeal j ILetterx"fax j
Sender: Crate:

|.ﬁ.|3anl:loJ Joan Garcera j =% | |22;’03f’2011
Recipient: Date:

=l il |2z/nz/z011

| Access leves” | Mo. of cases | MessageTyp

IManiIa ambassade

Title | Type

bl

Step 9: Click here to link appeal

Step 10: Choose ‘Residence/visa’ and ‘Appeal’ from drop-down menus, then click on ‘OK’.

ot
PR R P T — T o
Documant type: [Rendence/viea - corsspends v [Aspent =l e
e i T
W10 00 g 1 docaresnd i FOF R wends,
Adteane deecrptien | e
- AR fMAA
'
ey
5%
=l
o Lancel

Step 11: Click ‘OK’ again here.
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Step 12: Click ‘OK’ again when this pop-up appears.

¥ Link incoming documents to existing events - ||:||5|

Date : Descriptian

o 011 ; B
01/03/2011 “arkivert
01/03/2011 Effektuert
01/03/2011 Brev ut
01/03/2011 Vedtalk
01/03/2011 Sak opprettet
o dend TERALR Salemad inn
Convert paper to eCase Convert eCase to paper

Add docurnent I

Ok | Lancel

Step 13: Select the activity “Send case to UDI” to complete the work process.

Activities I
~ 8 Print barcode
¥ b Link electronic/scanned|application to case
¥ & Link other incorning dogurnents to existing events
[l Linl: new incoming documents
& Send case to UDIAJME

Step 14: When sending a case to UDI through eCase, all areas must be filled inn, as shown below.
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Roopent
Lithe nd e chrector abet

e Message subject will be default sett to “External message”.

e Select “Transfer visa appeal”.

NOTE: If case responsibility is already in UDI select “Message visa case” instead.

¢ Hover the mouse cursor over the chosen message subject to make sure is correct according to

the registration.

e Fillinn “udi” in the receiver box. TIP: Do not use capital letters

e Select priority according to own routines.
e Write cover letter in the text box

e Press “Ok” to send case to UDI

Step 15: After pressing ‘OK’ in the previous step, the ‘add document’ pop-up appears.

- ‘Residence message’ is default ‘Document type’ level 1.

- Choose ‘Submission of appeal to udi’ from ‘Document type’ level 2.

- Then click ‘ok’.

e UDI will shortly receive an External Message confirming that the appeal has been received and

that udi now has case responsibility.
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Strategy 3: Registering applications received via the Application
Portal Norway (ApN):

From autumn 2010 it will be possible for residents of all countries to apply via the internet. Applicants
will be able to apply for family immigration, education, au pair, work and visas. Once they have
completed the application on the internet, the embassy through which they are applying will receive a
process in it's Norvis inbox.

4] Description @ Print and send letter of retusal {3 items)
+| Description : Print visa sticker (386 jtems)

#| Description ; Register appeal {8 items)

#| Description : Register application {128 itemns)

| Description : Register correspondence {6 items)

#| Description | Register return {94 iterms)

4| Description : Register visa application {229 items)

#| Description : Register visa approval {387 itemns)

#| Description : Register visa denial {22 items)

#| Description : Register visa web application {345 iterns)
#| Description : Register web application (39 itegis)

Visa web applications may be found here

Other web applications will be found here (family immigration, education, au pair, and work)

1. Register web application

A LTI P REHIELST AR RITNI ] LE LS
| Description : Register correspondence (6 iterns)

| Description : Register return (94 iterns)

#| Description : Register visa application (229 iterns)

2| Description : Register visa approval (387 iterns)

| Description : Register visa denial (22 items)

| Description : Register visa web application (345 iterns)

;I p

nnl-udi

uTD bjgrn, ida 17/03/2011 Bosnia and...
FamM Blaise, Modesty 02/03/2011 Philippines
UTD Educate, Edua... 24/02/2011 Philippines
UTD ettermiddag, f.. 15/03/2011 Bosnia and...
ARRD fanlart. fanla,rt PPN Arneriran

In order to begin registration of the application, you must double-click on the person.
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Activities
e & & Edit application information
L+ Create case
: & Print barcode
[ - & Register relations and references
E & 5 Check payment
& =end case to UDI for further consideration

The activity ‘Register application’ may then be commenced upon.

Then follow steps 2 to 15 in Strategy 1 in order to complete the registration, attachment of documents and
transfer of case responsibility to UDI.

2. Register visa web application

‘8 wthr-rke C-Sheristay . Handie apoed 2008 S17504 % 202 Zadpow, Homs I4712/2029 141772008

©  Ede sppicston miemason
& Register refations and r=fersaces
& Prot barcods
© O Check payment
© O Confrm decuments are radsed
= O Lok scaoned documenis
O Enter phots
& Check passport detask

© S=od case for further considerations

The embassy case processor registers the application following the usual routine (this is usually done by an
unauthorised user). If the case is to be sent directly to udi, you must remember to ‘print barcode’.

The last step for the unauthorised user is to click on ‘Send case for further considerations’. This generates a new
process ‘Examine the facts at issue’ for an authorised user.

The authorised user may then decide on 3 outcomes, depending on the nature of the case:
1. Visarefusal
2. Visais granted

3. The case is borderline and the case handler sends the case to UDI to decide on the outcome
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It is only the third outcome where the Embassy is required to scan the application and transfer to UDI as an
eCase. For Outcome 1 and 2 the Embassy should follow usual routines; these do not require that an eCase is
created.

The third outcome above requires that the Embassy creates an eCase. The registration of the visa application
(both paper application and ApN case) is completed following usual routines. Once the final step ‘Send case for
further considerations’ has been completed, a new process ‘Examine the facts at issue’ is created. This process
may only be accessed by authorised users.

pe 24
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In order to convert the application into an eCase and send to UDI, the case handler should click on the ‘udi’ icon
here. This will then create a ‘Link electronic/scanned documents’ process as shown earlier. The case handler may
then follow the steps described in Strategy 1 in order to link documents and send an external message to UDI.
N.B. When transferring the case to UDI, the message subject should be ‘Transfer visa case to udi’.

I

essage subject - r— i
- Visa application for processin
I External message j ITransfer wisa case to UDI j PP P g

Sender: Date:

IManiIa ambassade j il |22.-"’03.-"’2011

Recipient: Date:

|Utlendingsdirektoratet =l & | |2z/03/2011

Due date:
[z
Priority:

= High

= Medium

 Low
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You must then give the message a document type in the pop-up that follows.

Level 1 should be ‘Residence — message’ and level 2 should be ‘Application for processing’

Addtane seycpean |

Sender Mdamiis wobawade
Esmsew Utssizgdrsd et

Sz e 22 00 2011
Do daw 05 54 201
Pty

V3 sppicames o procwnasg

Then click on ‘Ok’.

An eCase has thereby been created and sent to udi for processing.
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Strategy 5: Registering correspondence:

This strategy should be used for registering a new correspondence in a case where case responsibility
has already been transferred to UDI.

Step 1: Look up the person in Norvis using quick search if you have the DUF number, or search if you
only have the name the applicant.

Step 2: Select the “Register correspondence” process by pressing the star button, or (Ctrl + T).

CUF number: Case officer: udi

Date of birth:  12/09/1997 Status: Consideration
Mationality: Philippines Deadline:

Type of permit: R - Child Responsible authority: Utlendingsdirektoratet
Repr. country: Executive embassy: Manila ambassade
Valid from: NZIS searched on:

Valid to: Case created: 07/09/2009

Tasks | Events | Relations and References | Travel Insurance | Travel | Occupation | Application receipt | Consultations Motes Docurnent list | Case officers

El L Respaonsible Description Wisumn Type Deadline Inbox =
Creates a new kask (Chrl + T)

=T

Process Mame:

1dence
Request case folder
Request return control
Revoke visa decision
Update applicants personal information
Update urgency
Update visa sticker status
wirite cover letter

|

Cancel

|

Step 3: Select ‘Register correspondence.

Side 31 av 44



[EXIRTRITEN) LIIE GIGLL ULy SLa G0 UU LU

jondence

stivities

s Register incoming docurmen
&) Register outgoing document
- @  Finish this task

Step 4: Double-click on ‘Register incoming document’. Post registration is then activated with the grey
fields already filled out.

O Norvts Test - Yeusion ¢ 0betnd
e Tk A
Bic ME 3 42 Rg |woieens v Smtornetiong

[ cosinim s A

!
% ;‘"m"'m [ Aggicalonscewed T Corspondence sent  Compipondencorecesed - T Miseud vesspe £ Wems text 5 Amach Ml
L

“I scarned t.\r.n—rn] Clase burm I

(= Sumaeme Frst nama

fmetessaz s P [¥¥ans

Date of Jrth Sax Nahonslty Cas6 no1

[ a3 ["a 3 oo cams |

Regutration type Wadum:

[E-reumin || AT !

fender Doty

[Favere, Sheds E] ﬂl[

Reapent: Cute

paais anbassate | il |ma3vzon

THe Tros lhrm; love | Mo, ot oases | MessageType | RegutratieaTese | Flename I

LI
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(D Morvis Test - Version 4.065etad

B - Tooks Yew e
Fr PRS- IR < ¥ ETE T Lises A raions

2009 155942 = nos

Crlyss toiok & g t 1 lntesnd nessge € Wrie tex

R

Copy DUF numbey Scanned domrw.'ntsl Claar form I

Copy DUF nunber and Name hame : First name:

[Pt oo fr wearriog. o el
_A l | Nationaity: Care ma:
IL;,IJ; 115 lruu_ _-J 'T'.';luuj M NUTE Casns
REQsirotion type! Medurn;
'-'r‘"-:[n"v:i- » i d[ :] [ _ﬂ
Sender; Dare:
[Faverit. Skoda =l !l |
Recieent: Datel
[Manta anEissade =l 2][01-\):!:011
Trtle ] Type l Acoess leve’ | No, of cares l MsssageType l RegstratonType l Hlsnams J
ER
raN

Step 5: If you wish to use the case-specific barcode, in order to avoid ‘searching manually for the
appeal document when linking the document, this may be done by right-hand clicking on the mouse
above the applicant’s name in the right hand margin. It is only possible to print the barcode if the
applicant is active in Post Registration, ‘correspondence received’ is active and the case number field

is filled out.

D Norvis Test - Verston 4.0beta)

G Ioch Yew thb

BRe MR B a2 Qe [m0emis User custamizations

v f”‘m'o'“ L d © Commpondercesent 7 G mosrved 1 Irtwenel merzaoe  Write twx
“l Scanned dotuments I Clear tarm '
OUF-nr: Surname First namn
[2009 185042 30 [Feses [FFacs
Date of birth: Sex; Natonaits Case no;
[mznasy | aiw 5 W =] [ooa Casns
Registration type Medium
[Conetoenssees RN ccicence orrezoandence in) = | =
Sender) N Date:
ngnm, Shode / 3 " [

Recpient:

Date!

Wmla smbassade

| Title | Type

Aocess lave INo.v}iJf"essem?m §ﬁ.mtnbon'l',po Fename J

=l !] jo3/03/2011

g3

Step 6: Choose ‘Visa/residence — correspondence in’ from the drop-down menu. Then follow Strategy

1 steps 7-12 for electronically linking the correspondence

to the case.

Step 7: After linking the correspondence document(s) to the case, click on ‘Add registration’.
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Step 8: The following pop-up appears.:

Note: If you use the documenttype specific barcode separation sheet when scanning, you do not
need set the document type as shown below.

O A8 Jocunent

"(l)'l!Sb‘“Hll 0] Tyga: & Mun documare ™ Attactemees (5 3
W | ot yos : $ 6 a -

: Datumark type: |Residence/ viaa - Zacuvant 2] | brth cartifcate

T2 A

T addmonal SescrpBan

‘Residence/visa document is set as default document type level 1. You can choose the relevant option
from the drop-down menu for the level 2 document type.
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After clicking on ‘Ok’, the document is now transferred to the left-hand window (see below).

O e v oot - Vevenn
CEE
R rRosscQr [
| PowtFogivtr i SR S
|, .
F I t - E0 il O £ W € dmach e
T3 X e 4 g Rew NSO D)
Al ;m-m-x..--..' Chear Pasm |
[ Lo Pyt vwe
| EXLFETET P 3
Des wtirts  Ses Ve et Connnai
: =3 [Fes 3 & cams_|
Pogsbimun rpe Ted e
Fows = | Yo nivom . murwmorvcan-s = E hers S0 b sns larot a B oo ks
P 0te
[fama, ate = all
Lkl e
Peds evthmian = ‘Illgnl‘mu
rae iTiee [ deoemeen (A0 #onms | BememTice [ Ssgmrtediies | Mees
O] 1 wow Veaioer CRTTA ad

RO

=

=y

:xum

e | |
| act regivmns Pea wprredsy
B wreoe Lont e Dot

Step 9: After clicking on ‘Add registration’, the following pop-up appears:

Information |

1 ? ) Do ol wish ko send an internal message with this postreqistration?

Click on ‘Yes'.
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Step 10: A new pop-up appears. Fill out the relevant fields and click on ‘Add’.

Metsage sbpec = ; i
l Evtond messages j l Message resdencs cave :] ok o iafhon jenetvad ntre om

Sendet Date
Mido mazsade 3 | 2]'[.!'.".'1;1'
Receent Date
[Utiencingscrektorstet = ﬁl | [
Doe daler

180272011

Pocrty:

" gh
" Medum

© Low

Step 11: A new pop-up appears with document type already filled out. Then click on ‘ok’.

O Add decwrest

e M 12210. 93 Trpe: & Muadonrant € Al

sy S [

Daourert e I‘e:dn:e - message _v] ]:mv e

Atchond descronan:

Recerrer: Utendog

Seat few 04032001
DUF Neaer: 20091
Thoe i 13250011

Frerey Modaz

TPV Ry —

Step 12: You are now about to register two documents in the case; one is the correspondence in from
the applicant, and the other is the message to udi (this message is in itself a document).

q Add registrabon I Hide registrations |

Code | sender | Recsiver | 7yze # Documents | DUF number |
! KORI Testus, Tesbng_  Mania ambassade Should be used for 3l types og cass, with the exception of protection {asylum) 1 2001 010101 01
‘ KOFT Manilza ambassa... klendngsdirektoratet  Use thes message type when sending information concermning the case to UDI 1 2001 010101 01

Step 13: Click on ‘Complete archiving and finish’.
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Step 14: Finally, go back to the activity and click on ‘Finish this task’.

tivities /
ceeod i Register incoming #fcument
- & Register outqo@ docurnent

- &  Finish this task

You have now sent a message to udi informing them of the correspondence in the case.
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Strategy 6: External Messages received by the Embassy:

The Embassy will also receive external messages from UDI, UNE or, in some cases, the Norwegian
police. It is important that the Embassy regularly checks it's inbox for messages, as these must be
read and followed according to internal routines.

The following is an example of how the embassy may organise it's inbox, read a message and follow
up the message according to internal routines.

Step 1: Right-hand click on the ‘Description’ category and drag and drop into the area above.

Step 2: Click on the '+’ icon in order to open the list of internal messages the Embassy has received.

._w.i‘-"-t::
BesRSsasoe "

Inbos

-
T vt

7% ANV ZLNAD

' I00E 1 3% 23 ¥ saAve shasar
. T008 1307 00 001 Bean, W0 AL

e LAl 13%as sl [ TLANVRI0  ENAB
B ATAE LR Ld 031 wnan, Ca e AN sanasa

w TOURAMNIT M 000 dewdaley, M WMAAIING TIAATN . ek
1 AR LENT Gl Andeles, M WAL SLaasil
Tlar Saf1abeie 4F 001 Damiaga, e nAvEnG ratida g
reatrby FTCONOSAIIA B OO Avweiest Magh (T T T T =y
eyt Lk e M o1 Wievey, Corhe IAVIIO  MSAIL . odelo s dad
weklenn Iak Gl e Ui breego. Suedn FAVEL  FsaiC wddn Fhocwvers

Step 3: By double-clicking on a message, the process is now active.
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[ i
B rscmel

History 2010 134012 01 Tentenen, Tast - Cane; DO

™ OUF number 2010 13913 03 Care afficer
mave of ety naens Rl ] ek al b My ot
Matisnatty  Afghnimen Cwedine
Trhs o pecidts P - Lk A L Brmbloraten
Sepr countre Lxvcutice 2t SR ——
Valad fram, NELX sowchad ans
Vobd e Cavw created 0WI0/2010
Yaos | Gverme | Selations and Reterwsces | Travel | Travai] ¢ wn | receiat | Caneuttations | korss | Dozement bet | Care atizers|
laly Aaspznabie Coreriphion | Winum Trpw Owactiom | Inbay
A wties
T Wi i
O Croste trllow "h

Step 4; Double-click on 'View message’.

Step 5: In this case UDI has sent the Embassy an external message with two documents attached.
After clicking on ‘view message’, the documents are shown in the document list below.

Sloix
Drag a sobumn hesder hars 10 group by S colume
| aﬂ i % Comsspondence Cewse V| Cosmlype T fntenal | Docre o Docurent o Sende )
] ~ ».'=‘ 1 on FAMMAKEEKTE Forvairagirdan r 03 Ovetsendetindeey o Lendegodeeh loratet [ud)
ol P “ 1 on FAMMAKEEXTE | Forvelrangundesn r 03-m W E40 Uendergudeekioraset (ud)|
A | »
Femove selecied bao I Fecusion ssleched tems H Sedect sl I Filler l Show uregus documents l UMiﬂllg

Vne-ceb:lmdxwﬂl Copy selectad docaments I Part sebacted documents l

In order to open the documents the Embassy must select them (using ‘Select all’ button) and then
request to view the documents using ‘Requisition selected items’

Step 6: After clicking on ‘Requisition selected items’, the pop-up below appears. A reason for the
requisition must be given. In this case it is due to natification of the decision.
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2010 134812 01 Testesen, Test

selected documents:
1. utl & 401

From date:

[0310.2010

>| Todate: [0311.2010
Reason: IEheck cage prior to natification about decizion

=1

Comrment:

R equigition Cancel

The documents now appear with PDF icons and can be directly opened by clicking on each icon
individually, or by clicking on ‘Select all’, then ‘View selected documents’

Ic‘no a solumn hesder hars 10 group by W colume
B # Copsapondence Casn - Docurent Sender
S r "_ 1 on Forvilrafiirdan Oversendebindeey 8l Udendrgedeek ioratet (ud)
5 r = 1 [I]] FAMMAY qnc ‘o‘-"‘m:rlem r 03-m W e Uendngsdrekioratat (ud)
.
1 | )
Femove seleched faen ' Fecuston sslected tems I Sedect ad I Fier I Show uregus documents I Update (F5) l ﬂ
View selecind documents | Copy selectad docaments I Part selacted documenty |

The document is now available.
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Norwegian Directorate
of Immigration

Manis ambassade
P.O. box 3344 CPO Makati City, 1208 Makat: City
Filippinens
Your rel.. Our ref . 2010 134812 01 - 001 /udi-rke Oslo, 09.10.2010
Vedtak fattet osv
Norwegian Di of immig 1
Robin Keyte
The document is approved electronically.
You may recenve a signed version of the document upon request &

Step 7: The Embassy may then create a new task by clicking on ‘Create follow-up task’

2010 134012 01 Teatenen, Tenl - Case 001

CUF rermber 2000 124012 04 Care cPowr

Oue of B AL Statac L )
Taliondty | AN, Dasdem

Troe of perves: Pé ket o
fepr soorry Lraosres errbeary Pards avbanaty,
uhd fronve AR sawrthad on

wakd to Cain waared LT

Tahe |r~-m| 3 eiwionns et baturences | Traee! Inmreren] Trwvat | Occunnton | 4ot eanson reewice | Comung ~| Artae | Cocervert b | Zave v

Bawontss | Demrobay o Trze | Dyastnn | bon
vt Pt and send et of ivfuse
At
"0 W reesiage
43 Create ey e b ‘
o3

Alternatively, the Embassy may click on 'Finish this task’ if a spin-off task is unnecessary.
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Strategy 7: Manual Requisition of Documents:

It may be necessary for an Embassy Norvis user to open a document that he/she does not have
automatic access to. This may occur if you have the ‘Document list’ or ‘Events’ category open for an
applicant and you attempt to open the document.

Vald e NEIT snarihed o
Valsd o wiw crnwtnid w2010
Tanks | Evanes | malatinng wnd -.4...»....| traval Inswrares | n.,.n' cenpabor | Apclicaten racaipt | Compubations | Neses  Documant bt I po—
lr’“ B P T —
:] 8 Cnwipnawye Case Cave typm Ty e Denw Ot lwmard
' r iR ; ) 1 LU TAs Y LAVIL 3-.,.“,,-' Ir | A 20 3 aveie oty
. . + - . + .
. 3 | | 1 FLURTASLAVEL | bepherem r ] wnod  And farm
. . .t + . .
3 R 13 o FLURTASTUAVSL | Pnglbende I 1o o [ grrert bwven e o vy fon
. . + - . + + y .
¢ )R D | FLURTALAVEL | Faveiregurimn f L T omintathg meding  Makcng 1 LI0H I
. . + - | Moot 4 | . . $
3 | I | o FLUR TAS LA | Forcdrogaetmn r ) Vst g s e gn 11w
. TS . - . . + .
. |- | | & FLUKTASLAVEL | beghente f < aguan fave
" 4 - due + + 3
3 = | I FLURTASYLAVEL | Forsdtrageetan r |8 wrsssen of soped tu UDY My
O S + - + + 4 +
i IR E x FLUKTASTLAVEL | besghonte r . Aced Tow
- t + . ' + + .
4 I | ) | FLURTASYLAVEL | Favilireenion r y Lawe wen o agmed o ULV Maw
1 + . + + + .
I | I | B LUK LA LAVEL | Fvdineguedan r | on Flaguirant sorciios ta b phates o8 |V
ek e - - . 4 - -

Step 1: Double click on the document to which you require access.

Step 2: The following pop-up appears. Click on ‘Continue with selected document’.

x
2009 155942 10 Favorit, Skoda

Some of the selected documents reguire manual requizition. Do vou wish to continue?

Autorequisitionable documents [0)

Selected | Document / v
Manually requizitionable documents [1] /
Selected | Documett | Acce

< | »

Continue with selected document Continue with documents that may be auto requisitio | Cancel
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Step 3: The following pop-up appears. Here you must choose a valid reason for requesting the

document from the drop-down list, or choose ‘other’ and write another reason. Then click on
requisition.

=101 %]

2009 155942 10 Favorit, Skoda

Selected documents:
1. Elageoverzendelze bezkyttelze. pdf

From date:  |032032011 =] Todate: [02042011 =]

Feason: |Check case prior to notification about decizion j

Other [pleaze speszify in the comment figld]

Check/Read document in an applicant's case other than the one at hand
Enguiny / request to access information has been made by the applicant /
Check/Aead document in a family member's caze [as case officer in charg
Check caze prior bo paying out integration subsid

Comrment:

Check caze prior bo notification about decizian

S chengen [515 -related document check,

@ Cancel

The requisition has now been sent electronically to udi. A case processer will respond to the

requisition and the Embassy will receive an Internal Message after a short time granting or refusing
the request.

N.B. You should only send a request if access to the document is essential for you to carry out your
duties in the case. UDI will only grant access if the reason given is a valid one.
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Strategy 8: Tips

It is also possible to ‘Print barcode for scanning’ from the history window. You must first make the
applicant and case active in the window, and then right hand click on the case number you wish the
‘print barcode’ to be attached to. You may then print the barcode.

File  Tools  Wew Help

BR ol A 2 & g [2000 15594z 10

Ak Morvis Test - ¥Yersion 4.0betad

= Favart, Skoda
gt
! g | Rarmnove ibermis)
Shi dacument

Add to salection

Print barcode for scanning

Meer customizations

2007 155942 10
01/02/1950
Thailand

Fersonal info |Evants| nddrassl Casasl Relations I

Surnamels) (family name(s));

Registration date;

[Favorit Q| [orazzo09

First narne(s) {given name(s)):

I Skoda Contact typs Contact info 4
Middle nameis); E-rnail strno@mfa.no

| Mabile +B6E70I03656

Surname at birth:

ITu:t
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