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1. Introduction 

This manual explains how to use the Visitor Management System (VMS) — a web 

application that enables streamlined visitor registration, check-in and check-

out, host notifications, and visitor tracking. The site allows visitors to choose the 

organization they are visiting and complete required steps in a secure and 

efficient way. 

2. Getting Started 

2.1 Accessing the Site 

1. Open a web browser. 

2. Go to https://visit.gdop.gov.et/ 

3. You will see the VMS home page with options in multiple languages 

(English / አማርኛ).  

 

Let’s get started – click 

here! 

https://visit.gdop.gov.et/
https://visittest.sytes.net/
https://visittest.sytes.net/
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2.2 Supported Browsers 

This site works best with modern web browsers such as: 

 Google Chrome; 

 Mozilla Firefox; 

 Microsoft Edge; 

 Safari. 

3. User Roles & Overview 

Roles: Administrator, Supervisor, Employee, Gatekeeper 

Visitor 

A person coming to a facility that needs to: 

 Register visit details; 

 Select the organization they are visiting; 

 Perform check-in and check-out. 

Host / Organization Admin 

Receives visitor notifications and approves or manages visitor entries (if approval 

workflow exists). 

4. Home Page Explained 

When you visit the site, you will see: 

 VMS title and main navigation menu; 

 Visitor Management System Overview: total number of organizations 

and visits; 

 A list of organizations you may select as your destination. 
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5. Registering as a Visitor 

5.1 Select Your Destination 

1. From the home page, choose the name of the organization you are visiting. 

2. Click the organization name button to continue.  

 

The next page will display the institute selection. 

 

 

Now, pick your institute 

from the options shown! 
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5.2 Fill Registration Form 

1. Enter your full name. 

2. Enter your phone number and email address. 

3. Specify the purpose of your visit. 

4. If required, select the department or host person (depends on the 

workflow). 

5. Confirm and submit the form. 

👉 Tip: Highlight required fields with a red asterisk (*) or clear text instructions. 

 

Or scan this for fast 

self-registration! 

Next, select 'Self Registration' to initiate 

your request for compound entry access! 
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6. Check-In & Check-Out 

6.1 Visitor Check-In Process (Gatekeeper) 

Important: Only approved visitors can be checked in. 

1. The visitor arrives at the organization gate. 

2. The gatekeeper verifies the visitor using one of the following: 

o QR Code 

o Visitor ID 

o Phone number or name search 

3. The system displays: 

o Visitor personal details 

o Approval status 

o Approved visit time 

o Declared devices 

o Additional guests (if any) 

4. Gatekeeper clicks Check-In 

Click and submit 
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5. The system records: 

o Check-in date and time 

o Gatekeeper identity 

o Visit status as Checked-In 

6.2 Visitor Check-Out Process (Gatekeeper) 

1. When the visit is completed, the visitor returns to the gate. 

2. Gatekeeper locates the visitor record. 

3. Gatekeeper/Guest clicks Check-Out 

4. The system records: 

o Check-out date and time 

o Visit duration 

o Guests Feedback 

o Final visit status as Completed 

6.3 Outdated & Expired Requests 

 If a visitor does not check in within the approved time range: 

o The request is automatically marked as Outdated 

 Outdated requests: 

o Cannot be checked in 

o Appear under Outdated Requests in reports 

o Are included in analytics and audits 
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Enter Entry Number or 

QR Code for Check In   

Click and your 

Gate is open    
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Enter Entry Number 

or QR Code for 

Check Out 

 

At your exit, you can 

check out with Feedback. 
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7. Common Errors & Troubleshooting 

Problem Solution 

Cannot load the site Check your internet connection or try a different 

browser 

Registration fails Make sure all required fields are filled correctly 

No notification 

received 

Verify your email / phone number was entered 

correctly 

 

 

 

 

Give your 

feedback with 

rating. 
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8. Frequently Asked Questions (FAQ) 

Q: Can I register without selecting an organization? 

A: No — you must select a destination organization to continue. 

Q: What if I miss my check-out step? 

A: Contact help desk or admin support for manual check-out. 

Q: Can I update my details after submitting? 

A: Usually no — make sure you correct information before submitting or do a 

new registration. 

9. Glossary 

 Visitor: A person who is coming to a premise. 

 Host: The person or department facilitating the visit. 

 Check-In / Check-Out: Recording entry and exit times. 

 QR Code: Scan-able code used for fast identification and check-in. 

10. Support & Contact 

For help with this system, contact: 

Phone: +251-118132191 

Email: dmsinfo@mint.gov.et 

Website Help: https://visit.gdop.gov.et/help  

 

 


