
Step 1) Ensure your passport will not 
expire before March 2025

Step 2) Make sure you have two 
completely blank, consecutively 
numbered “Visa” pages in your passport 
booklet (last few pages do not count as 
they are for ‘endorsements’)

Step 3) If your passport expires as in 
Step 1 or lacks pages as in Step 2, you 
may need to renew your passport first 
and via expedited processing

Step 4) Complete the Qualtrics survey in 
order to secure your DKU invitation and 
Duke support letters

Step 5) Proceed to the online visa 
application once you have passport, 
letters and photo

Instructions for the China Online Visa Application (COVA) for Student Participants
In the Jiangsu-DKU-Duke Summer 2024 Cultural & Experiential Learning Visit (Aug 2-10)



Visit the COVA Site by clicking here. 

Select the continent, then City of 
the Chinese Embassy or 
Consulate that serves where you 
legally

If you are unsure, residents of the 
U.S. can visit this site to see 
which Embassy/Consulate serves 
your State.

Once you complete your COVA, it 
will be electronically submitted 
to this Embassy or Consulate and 
you will either make an 
appointment to self-submit or 
send originals to Duke’s approved 
expediting agency, Travel 
Document Express

Instructions for the China Online Visa Application (COVA) for Student Participants
In the Jiangsu-DKU-Duke Summer 2024 Cultural & Experiential Learning Visit (Aug 2-10)

https://cova.mfa.gov.cn/qzCoCommonController.do?show&pageId=index&locale=en_US
http://us.china-embassy.gov.cn/eng/zmzlljs/200404/t20040413_4371698.htm#:%7E:text=The%20people%27s%20Republic%20of%20China%20currently%20maintains%20one,San%20Francisco%2C%20CA%3B%20Los%20Angeles%2C%20CA%3B%20Houston%2C%20TX.
http://traveldocument.com/
http://traveldocument.com/


Select “North America” as region where you will apply

Select City of Consulate/Embassy you will apply through (NC 
residents select ”Washington D.C.” and use your Duke address in 
app)

PLEASE NOTE: if you select the wrong city, it will invalidate your 
entire application.  You will have to start anew under the right 
Embassy/Consulate city.



Top selections are to “Start an Application” or “Retrieve an Application,” if you are just 
beginning leave in default and click blue button at bottom; if you are returning to a SAVED 
application, click on “Retrieve an Application” and enter your COVA number, passport 
number and the letters/numbers in the CAPTCHA field.

Copy this China Online Visa Application (COVA) number 
or take a screen shot and save it.  This is how you can 
return from where you were rather than restart on a 
brand new form.  You also need this number to make 
your appointment.

Click this button to begin your new application



Upload your digital photo per the strictly-enforced specifications at http://us.china-
embassy.gov.cn/eng/lsfw/zj/qz2021/201612/t20161206_4410998.htm . Physical photos 
are only required if your COVA is printed in black and white.

If you need help making the background pure white, please email 
Christy.parrish@duke.edu 

Once the photo is accepted, it will show you the 
“Upload Successfully” message.  You can proceed with 
filling out the COVA questionnaires.

Please note: the system frequently rejects photos if 
the background is not stark white.  If you need help 
editing the background, please email your pictures to 
globaltravel@duke.edu for editing assistance.

http://us.china-embassy.gov.cn/eng/lsfw/zj/qz2021/201612/t20161206_4410998.htm
http://us.china-embassy.gov.cn/eng/lsfw/zj/qz2021/201612/t20161206_4410998.htm
mailto:Christy.parrish@duke.edu
mailto:globaltravel@duke.edu


Enter your name EXACTLY as it appears 
in your passport booklet

Enter your birth date details

Enter your gender as reflected in your 
passport biographical page

Enter your place of birth

Enter your marital status

Enter your nationality (the one you 
will travel under) and other legal 
statuses, if applicable



Enter the details of your 
passport from the 
biographical (photo) page.

Most passports are “ordinary”

For U.S. passports, the place 
of issuance – if issued in the 
United States - can simply be 
answered with “U.S. State 
Department”

Please note: if you received 
your passport via a U.S. 
Embassy or Consulate abroad, 
you must state that here (e.g., 
US Embassy in Nairobi Kenya)



The “Type” of visa to be 
selected is “F” for an 
academically related visit to 
the PRC

Select “normal” processing speed.

For F/Academic Visa visit select SINGLE entry

Enter 30 in the number of days field and

Enter 3 for the number of months



In the text box that will appear add “I AM A FULL TIME UNDERGRADUATE STUDENT AND DO 
NOT HAVE 5-YEARS OF POST-COLLEGE WORK HISTORY”

Check the “Not Applicable” for Education Completed 
field and enter the following into the text box that will 
appear: “IN COLLEGE NOW AND AM PARTICIPATING IN A 
UNIVERSITY ORGANIZED VISIT TO CHINA.”

Select “Student” as 
Occupation

Check “Not Applicable” box 
for Employment History (even 
if you have work experience it 
is not relevant here)



Enter your current residence and contact details

Please note: you are required to provide proof of residency whether that 
is a driver’s license, utility bill or other documentation that states the 
address and applicant’s name. YOUR APPLICATION MUST MATCH THAT 
PROOF OF RESIDENCY.

Enter your parent’s or legal guardian’s name, citizenship (if 
multiple just enter one) and Date of Birth. This information is 
required even if the family member is deceased.

For “Child” data, if not applicable, check that where it asks 

Be sure to check the appropriate radio button for other family 
in China and add details if you do have family in China.



For the Details of Your Itinerary

Enter your arrival date “Year”, “Month” and “Day”
Remember this is usually a day after your departure date 
when coming from the West

Select “Shanghai” as your arrival city and the District is 
“Pudong Xinqu” for Pudong Airport arrivals (most common)

For the Inviting person or Organization in China

Enter “Duke Kunshan University, Ms. Qilan (Pauline) Liu” as 
your host and “Academic Colleague” as your relationship
Phone No.: 86   05123665
Email: Qilan.liu@dukekunshan.edu.cn
Province: Jiangsu
City: Suzhou
District: Kunshan Shi
Post Code: 200004

Enter your personal Emergency Contact’s details

mailto:Qilan.liu@dukekunshan.edu.cn


For Who will pay for this travel

Enter “Duke University/Duke Health” as your supporter
and “University” as your relationship to Duke (even if you are 
a student at another insitution, for these purposes just enter 
“University”)
Address: 705 Broad Street, Durham NC 27705-0496
Country: United States of America

Enter “No” for anyone accompanying you on this trip.  This is 
for those who travel under the same passport as the primary 
visa applicant. 



Past and Future International Travel

If you have been to China before, you must enter the 
details of the most recent visit (i.e., visa info).  You 
will be required to submit a color hard-copy of the 
previous Visa AND a color copy of the Passport’s 
Biographical Page (if the visa is not in the current 
passport booklet being submitted).

Enter any valid visas you have currently (for non-US 
students, this means your U.S. student visa details).  
A color copy is also required.

List all countries separate from your home country 
and China that you have visited in the last year.



This Page deals with personal details about you, 
your family and your activities.

Please read each question carefully and respond 
accurately.

If you have questions about what you should 
respond, please contact Christy.Parrish@duke.edu 
to discuss.

mailto:Christy.Parrish@duke.edu


Review all that you have entered

If you need to edit, click on the “Proceed to revise” buttons

If no edits are needed, click the green “Confirm and Next” 
button at the bottom right of the page



If you are ready to submit the COVA, check the 
box that you Understand and Agree to the terms

NOTE: ONCE YOU CLICK THIS YOU CANNOT 
EDIT THIS FORM.  IF YOU FIND YOU NEED TO 
MAKE CHANGES TO THE INFORMATION YOU 
WILL NEED TO RESTART AN ENTIRELY NEW 

COVA.

Click on the “OK” button

Confirm that you have Copied this China Online Visa 
Application (COVA) number!



Check the “OK” box acknowledging the 
submission is complete

Click “OK” to view and download/save your 
COVA



The downloaded COVA should automatically 
appear in your ‘Download’ folder (as above).  If 

not, click on the green “Print complete 
application” button (right bottom of page)

SAVE THIS FILE!!!



Once you have saved your completed/submitted COVA, print all pages and sign and date IN BLUE INK where indicated on page 1 and 7 (typically)

You are now ready to submit your signed COVA, DKU Invitation and Duke Support Letters, your Where You Stay form and proof of residency (e.g., 
driver’s license color copy) AND YOUR ORIGINAL PASSPORT BOOKLET either to our Expediting Agency or directly to the Embassy/Consulate that 

serves the region in which you reside.



Once your passport is returned, here is an example of how to read your 
CHINA ENTRY VISA

A China Entry Visa is a full-page sticker applied into your Passport Booklet on a page 
designated for “Visas.”

Note: you must have two blank, consecutively numbered “Visa” pages; it states “Visas” on 
the page; the last 4-pages in U.S. passports are for endorsements, NOT visas and should 

not be counted as such.

An “Academic Visitor” visa is a Category “F” visa

China Visas become valid on the day of issue and expire at a point – typically 3-months 
from the issuance date – in the future.  The traveler can enter China at any point between 

these two dates for at least two visits.
Note: if your travel dates shift from what was originally noted in the COVA, that is fine.  

Any entry after the issuance date and before the ‘enter before’ date is allowed.

Typically “F” visas are single- or dual-entry, allow for up to a 30-day stay in the country 
and are valid for entering for up to 3-months.
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