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1. On the main page,
Change the language to English.

2. Click “Reserve Visit.”
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Scroll Down

1. When the page appears, scroll down to the bottom.

2. Check the box indicating that you have read and understood the instructions.

3. Click “Visit Reservation Application (Non-member)” to proceed with the reservation as a non-member.
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1. Click “Identify authentification” and proceed with the reservation by verifying your identity using the ARC information.

2. Select “Foreigner.”

3 / 4. Enter the foreign registration number and the expiration date of stay as shown on your ARC.

5. On the “Confirm input” page, enter the numbers shown on the side exactly as they appear.
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1. Select Daejeon Immigration Office under Competent Authority.

2. In the “Booth category” section, select “others (2023.08.15.~)”.

3. In “Select a task,” choose “Visa extension.”

4. Enter the same phone number for both Phone Number and Mobile Number,      
using your own contact number.

5. Please enter a 4-digit temporary password that will be used if you need to        
modify your reservation.

6. Click the calendar icon to check the available reservation dates and times.

７. 7. Click “Apply” to complete the reservation application.



Once you complete the visit reservation, please inform the Faculty 
Human Resources Team.
We will guide you on the required documents and assist you with the 
forms that need to be submitted to the Immigration Office.

• Email: wshrsupport@wsu.ac.kr
• Location: Woosong Building (W7), Room 220-1

Once all reservation steps are completed, you will be able to see an 
Appointment Receipt like the one shown below.

Important Notes
• Please print out the Appointment Receipt and bring it with you when 

you visit.
• You must arrive at the Immigration Office at least 20 minutes before

your reserved time.
• After arriving, check the waiting area for your reserved Call number

being called.

mailto:wshrsupport@wsu.ac.kr


Notes and Important Information

Our Faculty Human Resources Team is responsible for assisting faculty members with matters related to their employment. 
Unfortunately, we are not able to provide HR support for family members. 
We kindly ask for your understanding, and request that the reservation procedures and related steps be completed directly 
by the professor.

If any issues arise or if you have questions regarding visa-related documents or procedures, please feel free to contact the 
Faculty Human Resources Team. We will be happy to assist you.

Visa extensions can be applied for starting four months (120 days) prior to the expiration date.

For inquiries or document submissions, please email: wshrsupport@wsu.ac.kr

For holders of the F-2 visa, the extension must be completed in person at the Daejeon Immigration Office.

Please be advised that appointments at the Daejeon Immigration Office often fill up in advance, so we recommend planning 
ahead and making your reservation early.
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