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Introduction

The aim of this document is to show a step-by-step process to apply for single permit. The
process is divided on three main steps:

1. The employer starts the application and provides supporting documentation. Once
ready the employer sends the application to the employee for reviewing;

2. The employee reviews the application created by the employer and sends it back to
the employer;

3. The employer submits the application to Identita.

During these main steps, the application can be withdrawn or can be sent back to a previous
step for any amendment. For example, if the employee is reviewing his/her application and
he/she notices an error in the data inserted by his/her employer, he/she can request a
correction and the application will be sent back to the employer. The employer can update
the application and submit it back to the applicant for review.

It is worth to note that the process that will be described in this document corresponds to a
basic application, thus it will go straight through the above three main steps without any
disruption.

Considering what it has been explained above, the present document will be divided in three
sections, one for each of the just mentioned main steps. Each section contains screenshots
that clearly reflects how to proceed.
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New Application started by an employer

This section describes the first step when creating a single permit online application. The
process is started by the employer.

Log in to Single Permit Online Application Portal

Log in to the Single Permit portal (https://singlepermit.gov.mt), using personal e-id account.

o Login  News  Manuals v

identita

[> single permit online application

information for applicants and employers

This portal is for the submission of applications for Single Work Permit, Blue Card, Intra-Corporate Transferees, ployed and less than 6

ontt

These applications may only be submitted online, whereby employer/self-employed applicant logs in using their e-ID credentials and submits the application on
behalf of the prospective employee (the Applicant) or himself (for self-employed).

Identita may only proceed with applications where the Applicant is, either still in the country of residence (Still Abroad), or holds legal status In Malta, by means
of a valid residence permit or Visa, as specified In the applicable Subsidiary legislation under the Immigration Act (Cap 217 of the Laws of Malta)

The submission of an application through this online portal is not considered as an authorisation to reside in Malta.

Should it ensue, during the due diligence process, that the Applicant does not hold legal status in Malta, the application will be refused, with no recourse to
refund.

A residence permit is only valid I it Is not expired and provided that the holder still holds the same immigration status for which it was issued. A residence
permit ceases to be valid should the holder no longer hold the specific employment detalled on the residence card, including termination or resignation from
such employment

It is the responsibility of the Applicant to ensure legal status in Malta and to leave Maita should such status be lost. Staying in Maita without a legal status would
be in violation of the Immigration Act (Cap 217 of the Laws of Maita),

Online applications are only deemed as submitted, once the Applicant confirms the application details through the link received on the e-mail provided and once
the employer submits that application following the Applicant's approval. An application may only be processed if the information submitted is complete, as per
S.L. 217.17 (16).

Applications which are started on the online portal, but which are not submitted In completed form, will not be processed. Applications which are left pending
without final submission for longer than two (2) months, will be withdrawn. No refund is applicable in either case.

All applications submitted are subject to a due diligence process carried out by Identita, Jobsplus and the Malta Police Force and the final decision for
applications is dependent on the collective outcome of this process.

Latest News

18/11/2021 11/10/2021 22/09/2021

Exigy Christmas Decorations 2021 Options - Final Letter of Approval Extension Monosodium glutamate (MSG), also known
or Issue of Credit Voucher as sodium glutamate, Is the sodium salt of

glutamic acid. MSG is found naturally in
some foods Including tomatoes and cheese.

© read more © read more © read more

© identita Privacy Policy  Terms And Conditions  Cookies

Disclaimer  Website Acces

ity Statement  News

Figure 1 — Single Permit Portal - Landing Page

gov.mt

Sign In EN | MT

Sign in with your e-ID Account*

1D Number (view sample)

‘ Enter your ID Card number ‘

Password

Enter your password 1

Sign-in and change my password

“If you don't have an e-ID account. kindly contact us
during offica hours on 2590 4300

Forgot your password?

Help on how to start using e-ID.

Figure 2 — e-ID Login Screen
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Access to e-Service EN | MT

Jlt. the following information will be

Figure 3 — Allow Access Data

Creating a New Application

When logged in to the Single Permit Portal, the user Personal Dashboard is shown (Figure 4).
There are two alternatives to start a single permit application:

*  From the Submit Application as a Company card in the Personal Dashboard.

- From the menu navigation pane, by clicking on Start Application button on the top
which will open the Submit Application as a Company window.

@

identita @ personal dashboard

Dedan Guerra

Welcome to Identits's Oline portal that gives you quick and easy access to submit and manage your spplications. The services are divided .

into two categories being individual services and business services. Apply for Live-in Carer as Individual is to be used by applicants submitti.. my companies

Show mors ® wolorg1

View Applications
. my notifications view all Notfications

£ my notifications s

© Mandatory Request
T3 my appications -

Volorg 2 has mandated their services to Volorg 1  accept | (2 reject
&3 my comp
° D volorg 3
View Company_Dashboard
submit application as a company
- S pemn & fen s o (@ register company
mita and have the status Pending cannct be used

company Please Select... L] mandating companies

X . ® wiorg1

Application Type lease Select...

Please Select. -] T
© wolorg2
© start application [J view applications Manage

register a new company

Before vou can submit an apslication on behalf of a business entitv ar for Self-Emplovment. vou need to reaister the company with Identita.

Figure 4 — User Personal Dashboard

In both alternatives the user must select the corresponding company and select Single
Permit as application type.



submit application as a company

Select the company and then click Start Application.

MNote: Companies that are still being approved by Identitd and have the status
Pending cannot be used.

Company Please Select... °

Application Type ( Please Select... °J

Please Select...

Single Permit

o start applical Employment Less than 6 months
Self Employed
Blue Card Worker

Intra Corporate Transfer (ICT)

Figure 5 — Starting an application from the Submit application as a Company card or by clicking on Start Application button
on top of the navigation pane.

After selecting the company, Single Permit as application type and clicking on Start
Application, the Single Permit application wizard is opened (Figure 6)
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Home My Applications Logged
identita
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o st lcants | () Sz mepieats () stpd e O s
9 personal Details ) Resigence Details. Emgicym. O Bocuments upioad Application Summary
Proceeding with and submitting this applicatien Is without prajudice to:
The applicant is stil abroad:
* Any nexessary approval required by the Maltese Health Authorities as per the applicable Legal
Nabocs B0ed iom e 1 Brme.
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The appiicant is legally in Mattas
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S, et wil refuse the opplcalion nd o efund wil be
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Ber £ HErm 10 <UL In 7 ABBTGval I PO €SS WOUIE M the efests f the same leter
application context
Application for Emplayer
VolCrg 1
Appicstion Type
single permit o
Applcation Comext
selsct contest -
foreign applicant's details
o .
= personal details
Maitese Registation No
Last tame
Former sumsme
First Namefs)
Current Natanaity
Bith Nationality
Country of Bian
Flace of Birtn
Gender
tagmr =] o
Martal s
L]
o/ contact details
Phone Number
Mobile Number
3@
E-Mail Address.
travel documentation
Travel Document Type
select type [}
Travel Gocumert o
Gountry o Tssue
Dete or tssus vl unti
=] ai =4
<ancel next @
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Figure 6 — Single Permit Application Wizard
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Select the application context from the list of options provided by the system.

Online Application
Non-EU: Single Permit

o Step 1: Applicant's 5tep2 Applicant's ~, Stzp 3 —y Step 4: —y Step 51
- Pers-unal atails Resu:ler::E ztails ! Ernpl:‘,r"uent Detzils ‘! Documents Upload ' Application Summary

Proceeding with and submitting this application is without prejudice to:
The applicant is still abroad:
*  Any necessary approval reguired by the Maltese Heslth Authorities as per the zpplicable Legal
Motices issued from time to time.
= Any visa requirements, especially when the zpplicant resides in a third country with no facilitation
for the issuznce of 2 visa,
s Any travel restrictions imposed by the country of origin, the European Commission and any other
country through which transit is nesded.

= Validity of Approval in Principle letter; the duration of which would be specified in the same latter,
and which is nen-extendable and net eligible fer any credit or refund. Failure to proceed as per the
terms laid eut in the Approval in Principle letter would nullify the effects of the same letter

The applicant is legally in Malta:

= Applicant on behalf of whom this application is being submitted must held legal status in Malta.
Should it be confirmed, during the validation process, that the Applicant does net hold a legal
status, Identitd will refuse the application and ne refund will be given.

= Validity of Approval in Principle, the duration of which would be specified in the application outcome
letter, and which is non-sxtendable and not eligible for any credit or refund, Failure to proceed as
per the terms laid cut in the Approval in Principle letter would nullify the effects of the same letter

application context

Application for Employer
VolOrg 1

Application Type
Single Permit [~ ]

Application Context

[ szlect contest [~ ] J

selact conbext

Still Abroad .

Sl Abroad Appiication [Excluding Recruiting/Temping Agents]
Still Abroad - Key Employes Initiative
Still Abroad Application - Recruiting & Temping Agents

Mew Application lor Single Perrmit

Mew Application for Single Permit - Key Employee Initiative

Figure 7 - Application Context List



@ identita

In this example, we will create a Still Abroad Application.

foreign applicant's details
BN personal details

Maltese Registration No

Last Name

Piazza

Former Surname

First Name(s)

Africanus

Current Naticnality

Afghan °
Birth Nationality
Afghan (-]

Country of Birth

Afghanistan [~]

Place of Birth

Kabul (Afghanistan)

Date of Birth Gender

02/02/2000 = Male (-]

Marital Status

Single °

D} contact details

Phone Number

Maobile Number

m+356Q | 99140727 |

E-Mail Address

\ africanuspiazza@mail.com

L—z—g‘ travel documentation
Figure 8 — Single Permit Application Wizard — Step 1: Applicant’s Personal Details

1. Complete the personal details and click the Next button to go to Step 2 in the
wizard.

2. Complete the required information on Applicant’s Residence Details then click the
Next button to go to Step 3 in the wizard.
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Online Application
Non-EU: Single Permit

Step 1: Applicant's
Personal Details

Africanus PIAZZA - R98122743
Pending Completion by Employer

Step 2: Applicant’s Step 3:
@ Resli)dence Details O

Employ;ment Details

() Sten 4
Documents Upload

applicant's residence details

@ settlement

Currently Residing In Since

Country of Residence prior to Settlement in Malta Intended Country of Next Settlement

Intended Duration of Stay in Malta

years, months, ... ° or

(it address in malta

Unknown

Locality

Street

Property Number / Name

Building / Entrance / Staircase / Floor

Post Code

preferred Collection Site

Indefinite

please indicate a preferred Identita office to collect the residence permit...

EE permanent address abroad

® withdraw

O Step s:
Application Summary

Figure 9 - Single Permit Application Wizard - Step 2: Applicant's Residence Details
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Online Application Africanus PIAZZA - R98122743 i
Non-EU: Single Permit Pending Completion by Employer ® withdraw
° Step 1: Applicant's ° Step 2: Applicant’s Step 3: Step 4: O Step 5:
Personal Details Residence Details Employment Details Documents Upload Application Summary

employment details

Employer

VolOrg 1 [ ]

:2: employer's details
Employer Name
VolOrg 1

VAT Registration No

ZD12111210

Registration No

ZD121112102023

Door No
Exigy

Building Identifier

Street

Exigy Street

Locality

Birkirkara

Post Code

BKR1234

= job description

Job Title

Occupation

Figure 10 - Single Permit Application Wizard - Step 3: Employment Details

3. On the Employment Details screen, fill out the missing information, then click on
Next button to go to Step 4 in the wizard.

4, Upload all the documents needed to process the application. This step includes two
sections: one for the Compulsory Documents and another one for the Additional
Documents. Employer can upload both Compulsory and Additional Documents immediately.
Click on Next button to go to Step 5 in the wizard.
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Online Application Africanus PIAZZA - R98122743
Non-EU: Single Permit Pending Completion by Employer withdraw
o Step 1: Applicant's o Step 2: Applicant's Step 3: Step 4: Step 5:
Personal Details Residence Details Employment Details Documents Upload Application Summary

documents

Applicants for a work/residence permit must submit the following documentation:

D compulsory documents

1. Work Contract

Work employment contract signed by both the applicant and employer. The minimum wage and the
duration of employment should be included in the contract, in line with DIER regulations. The work
contract must be scanned and uploaded in this section.

I, select files...

Maximum alfowed file size is 2 MB.

2. Position Description

Position description, accerding to template provided, filled by the employer and signed by the
applicant. Such details should correspond with the work contract.

Note: Those applicants who fall under the sports category are required to submit an employment
contract which is rubberstamped by the respective sports association to confirm that it is in conformity
with the association's regulations. Moreover, the applicant should also provide Identita with a letter of
confirmation that the Sport Asscciation has indeed received and approved the applicant's employment
contract.

The Position Description must be scanned and uploaded back in this section.

I, select files...

Maximum alfowed file size is 2 MB.

3. Proof of Advertisement

The employer is required to provide proof of an advertisement carried out with Jobsplus or an adwvert
in the local media showing that during the (6) six months prior to the date of application, efforts
have been made to fill the post with a Maltese/EU/EEA/Swiss national.

Adverts submitted must be dated and not older than six months from the application
submission. The date must be clearly visible on the advert.

The Proof of Advertisement must be scanned and uploaded in this section.

Figure 11 - Single Permit Application Wizard - Step 4: Documents Upload
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Africanus PIAZZA - R98122743
Pending Completion by Employer

Online Application

Non-EU: Single Permit (X) withdraw

Step 4:

° Step 1: Applicant's o Step 2: Applicant's Step o R e Upload

0 3: @ Step 5:
Personal Details Residence Details Employment Details Application Summary

Check your application's status at any time without logging in:

° https://dev.nidmsdev.local/Exigy. NIDMS.OnlineResidence. UI/App/anq310049kqrOYQp0D01eA2

application summary

Single Permit - Still Abroad Application [Excluding
Recruiting/Temping Agents]

o] . .
= applicant's personal details Edit
Last Name Former Surname First Name(s)
Piazza - Africanus
Current Nationality Birth Nationality Country of Birth
Afghan Afghan Afghanistan
Place of Birth Date of Birth Gender
Kabul (Afghanistan) 02/02/2000 Male
Marital Status Maltese Registration No
Single -
Ra applicant's contact details Edit
Phone Number Mobile Number E-Mail Address
- +356 99140727 africanuspiazza@mail.com
0 .
travel documentation Edit
Passport
ZD140727102023 (Afghanistan)
Vvalid from 01/10/2023 To 31/10/2024
@ settlement Edit
Currently Residing In Afghanistan Since 01/10/2023
Country of Residence prior to Settlement in Malta
Intended Country of Next Settlement
Unknown
Intended Duration of Stay in Malta
Indefinite
it address in malta Edit
Address Card Collection Site
Unknown Msida

Figure 12 — Single Permit Application Wizard — Step 5: Application Summary

The last step in the wizard includes the Application Summary and the Online Payment
option.

1. Review the Application Summary and make the online payment. There are different
payment options (see Figure 13):
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The employer can pay before sending the application to the applicant
for reviewing it, either using a Credit Note or a Bank Card.

The applicant can pay for the application. In this case, the employer
must tick on Applicant will process with the payment option.

The employer can pay when submitting the application, after the
applicant reviewed it. In this case, the employer must tick Defer
payment to submission stage option.

@ credit note
This section is applicable to employers who have received an Offer letter and requested a Credit Note.

Once a credit note is applied, the following cannot be changed:
. Application is not for a Health Professional

Tick to confirm

use credit note

= card payment details

Once the application is paid, the following cannot be changed:
. Application is not for a Health Professional

Tick to confirm

proceed to payment

-or-

Applicant will proceed with the payment

Defer payment to submission stage

cancel send to applicant °

Figure 13 - Payment options

When using credit note, the employer must type the credit note number sent to him by
email and click on Apply Credit Note button.
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@ credit note

Enter the Credit Note number that can be found in the Credit Note letter that was sent to you via
email (see here).

Important: Once you apply the Credit Note and confirm the transaction, the Credit Note will be
considered redeemed and cannot be used for ancther application, unless the applicaticn is Withdrawn
before payment.

Credit Note No.

apply credit note

Figure 14 - Using the credit note as payment method

© CREDIT NOTE

Date: 19 October 2023

Dear ,

Following your e-mail confirming that as the holder of passport number i does not
satisfy the criteria to take on the prospective employment previously offered to him by your entity, a credit
note is being issued for the full amount in respect to the application in caption ©

Vi e ane

The credit note shall be redeemed within a period of 30 days from the date you requested this credit note.
Failing to do so the credit note shall not be redeemable.
The credit note may be used for any of the following reasons:
* New application for a work/residence permit on behalf of another third country national to
be employed with your entity.
e Renewal of an existing third country national employed with your entity.

e Change in employer application for a third-country national who wishes to change
employment to your entity.

This credit note is without prejudice to the criteria as established in Subsidiary Legislation 217.17 including
the process regarding security checks and verifications of any applicant’s suitability.

Important Notice: This Credit Note can be used by anyone in possession of it. We kindly request that you
exercise utmost care in its handling and storage. Unauthorized use or mishandling may result in the
devaluation or loss of its worth.

Should you wish any further clarifications please contact the Agency via email yplateoperators@gov.mt.

Dgov.mt

@ identita

PeR @

Figure 15 - Email sent with the credit note number information
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When using a card, the employer must click on Proceed to Payment button, complete the
card payment details, and click on the Continue button (see Figure 16)

= card payment details

Proceeding with and submitting this application is without prejudice to
The applicant is still abroad:

« Any necessary approval required by the Maltese Health Authorities as per the
applicable Legal Nofices issued from time to time.

« Any visa reguirements, especially when the applicant resides in a third country with

no facilitation for the issuance of a visa.

Any fravel restrictions imposed by the country of origin, the European Commission

and any other country through which transit is needed

Validity of Approval in Principle letter, the duration of which would be specified in the

same letter, and which is non-extendable and not eligible for any credit or refund.

Failure to proceed as per the terms laid out in the Approval in Principle letter would

nuliify the effects of the same letter.

The applicant is legally in Malta:

= Applicant on behalf of whom this application is being submitted must hold legal
status in Malta. Should it be confirmed. during the validation process, that the
Applicant does not hold a legal status, Identita will refuse the application and no
refund will be given.

Validity of Approval in Principle, the duration of which would be specified in the
application outcome letter, and which is non-extendable and not eligible for any
credit or refund. Failure to proceed as per the terms Iaid out in the Approval in
Principle letter would nullify the effects of the same letter.

Card Type

Select Card Type -

Card Number

Expiry Date

Select Month - Year -

Cardholder's Name

Total amount that will be charged to your card is EUR 280.50
Cance‘ Clear

Figure 16 - Card Payment Detail

B card payment details
Transaction ID
STGO001R4X

Authorisation Code
L 0007

Order Reference
R98122743

Transaction Date
27/10/2023 12:19:05

Total Amount Paid
€280.50
Figure 17 - Card Payment Transaction Confirmation Detail

Once payment is completed, click Send to Applicant button, add a comment if required and
click Send to Applicant.
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please confirm

o An invitation e-mail will be sent to the applicant to complete the application. X

I would like to receive SMS notifications for this application.

This service is currently not available. You and the applicant shall however start
receiving SMS notifications once available.

Comments

Please keep comment under 250 characters long

cancel send to applicant

Figure 18 - Confirmation screen before sending the application.
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Review Application by the Applicant

Once the employer finishes the application, it is sent to the applicant (employee) to review
it (see Figure 19). The applicant will receive an email on the email address previously
provided by the employer. The email includes a link to her/his application.

Malta Single Permit - Application Notification

e to complet the appication, kindly contact the employer as per contact details belo

Employer Contact Details

: RSB122743

Regards,
Tdertita

Figure 19 — Email sent to the applicant to review her/his application

To access the application, the applicant must provide date of birth together with the travel
document number. If the applicant is already in possession of a valid e-ID account, the system
will redirect the user to the e-ID login screen.

1. Insert the information required, then click Confirm button.

online application
non-eu: single permit

(o] . . N apa .
= invitation verification

Date of Birth Travel Document No

[}

confirm °

Figure 20 - Applicant verification to access the corresponding application

2. Review all the application and update/correct the residence details and upload any
missing documents.
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Still Abroad
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foreign applicant's details
o .
2 personal details
[——
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wricsnss
st °
Bt oty
atanan -
country oo
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-
P p—
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G2/02/2000 e} Male. (-]
°
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[r—
[—
@ || sor0727
ot paess
travel documentation
e Docurment: Type
g °
R —
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T
Afananistan e
Dste ot e el ot
017102023 [ 31/10/2024 ~
next ©

Figure 21 - Personal Details Screen shown to the applicant

3. If there is something wrong, fix it, click on Request Correction button, add a
comment, and click on Request Correction.



@ identita

please confirm

Comments

mobile number is wrong|

Please keep comment under 4000 characters long

cancel request correction

Figure 22 — Applicant requested a correction

If everything is correct, make a final review in the Application Summary and click on Submit
to Employer button.

= card payment details
Transaction ID
STGOO001R4X

Authorisation Code
L 0007

Order Reference
R98122743

Transaction Date
27/10/2023 12:19:05

Total Amount Paid
€280.50

submit to employer °

Figure 23 - Submit to Employer button shown to the applicant in the Application Summary screen

submit to employer

The application has been sent to Employer for submission.

If your browser does not automatically redirect you in a few seconds, click Close to continue
or proceed by using the menu bar.

Figure 24 - Confirmation the application has been sent to the employer
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Submission of Application by Employer

An employer can access the applications she/he has sent by logging in to the
Single Permit Portal and going to My Applications screen.
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Figure 25 - Single Permit Portal - My Applications screen

1. Click on the View Application link related to the corresponding application (Status:
Pending Submission by Employer). Applications with this status are complete and can be
sent to ldentita for processing.

2. When clicking on the View Application link. The corresponding application summary
is opened to allow a last verification. Options at this stage are:

- Modify the application using the Modify button, or
- Withdraw the application using the Withdraw button, or

- Submit to Identita using the Submit Application button.



identita

e My Logoed s Docn Guema  Legour

identita
e o - n
i i © wosem | mony | escond ok sppacant
[ —
O b B 1304503
application summary
Single Permit - Still Abroad Application [Excluding
Recruiting/Temping Agents]
£ applicant's personal details
Laatmame Farmer sumane
piace on mrn oteor irn Genser
[epmien vtz e
mari) states s Restreton o
Py
. applicant's contact details
Phonc Numbor T — ool Asarcss
[ travel documentation
vascpont
S —
Vol Hrom o1 13/2073 To 341073014
& settlement
cureney Resana I v sma G
Conniry of s prioe W Settement 1 walla
[P T——
st o St Pl
! address in malta
[Ep——
it
254 employer's details
Valorg 1
AT re— [— e rumer
sacness
£l e
B ek
21 job description
a0 Tte Employment belod
satuns From 26r10rzne s To 21r10rz0ed
[m—
[y —
o
[—
JRp——
% employer's cantact details
R viere
— Hobte E-an Adaress
[ documents
s o s 7
P ———————
piraoedr
3. Passoe, (rul Coy) - 2712012023 4524
Faknnreet ot
2. Pusiion Descrption - 213072020 11112
[
2 prvacy poey 371072023 12126
Lerbaree:
. s AppCaTn e - 1R 1S
s
Wk s 35110201 4007
s
5 eard payment details
Athoesation Cud
Loor
order Refermce
[rnp——
o0
- —Y
rsmia [N — + Contialcy Sk bt sy St b

Figure 26 - Application Summary shown to the employer before submitting the application
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Online Portal - Status Description

Portal Status

Description

Pending Completion by Employer

Pending Review by Applicant

Applicant Review in Progress

Pending Submission by Employer

Submitted

Withdrawn

Rejected
In Progress
Processing by Third Parties

Ready for Final Approval

Revoked

Approved

Collection letter posted to

registered address

Issued

Application still needs to be finalised by Employer
Applicant needs to review, update, and proceed with
application

Applicant is in the process of reviewing, updating the
application

Application has been updated by applicant but needs to be
submitted to Identita by Employer

Application has been submitted to Identita

Employer has withdrawn application before it was sent and
accepted by ldentita

Application has been rejected by Identita

Application has been received and is being processed
Application is being validated by the relevant authorities
Application is being processed and will be ready soon.
Applicant will be receiving the Approval in Principle to set
an appointment for the biometric and picture process
Application has been processed by Identita but

revoked

Application is approved

Application has been approved and applicant will receive
the collection letter in post to proceed to ldentita and
collect — note that no collection is possible without
presentation of letter

Residence Card has been issued and collected
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If you have problems with setting up the above process kindly an e-mail:
singlepermit.identita@gov.mt



mailto:singlepermit.identita@gov.mt

