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 About this user guide 
 

This is a user guide for completing or updating your digital certificate application. All 

steps are detailed and shown in screenshots to help the applicants in the process of 

updating their digital certificate application.  

 

At the end of this user guide there are our contacts in case the applicant needs more 

assistance during the application process. 
 

 Requirements 
 

 Make sure that you have a good and stable internet connection 

 Gather all the documents that are needed to update your digital certificate 

application. 

 At least application, app number … 

 

 How to update or complete your digital certificate application  
 Step1: Visit our website or check your rejection email 

Go to www.govca.rw in the menu bar under “Application” search for “Complete my 

Application” 

Alternatively, if you received a rejection email, go in the email and click on “update your 

application” 

 

http://www.govca.rw/
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 Step2:  Digital application information 

 

Fill in your application number, phone number and email address that you used while 

applying. 

NB: If you don’t remember your application number, click on the button “Find My Application 

number” at the bottom.  
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 Step3: Update your application documents 

You will get a page with all the information about your application. Scroll down to the last 

section “Required Documents” and update your application documents. 

Below are screenshots of all the scenarios you can get 

Choose the action you want to do on the specific required document.  

 Scenario 1: If you uploaded all documents and they were rejected, you will see a table 

similar to this. For the application form, click on “Retry” to update on your application. 

For supporting documents, click on “Delete” to delete the previous rejected 

documents and then click on “upload” to upload the new document. 
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 Scenario 2: If you were able to send the application form but you didn’t upload any 

documents, you will see a table like this. Click on “Retry” to update your application 

form. Click on “Upload” to Upload the missing documents. 

 

 
 

Scenario 3: If you applied but didn’t complete your application, your will see a table like this. 

Click on “Upload” and update your documents. 
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 Step4: Submit documents 

After uploading your document or updating your application forms, click on “Submit 

documents”. 

Your documents will be uploaded and submitted, then click on close. 

 

Now wait for the RA manager to contact you for face-to-face authentication. 

 

 

 
 

 
 

 

 Our Contacts 
 E-mail: pki@risa.gov.rw 

 Phone: 

mailto:pki@risa.gov.rw


Application 

Process user guide 

National Digital Certification Center. National Public Key Infrastructure (PKI Division) 

Document number: 

Prepared by PKI Division Approver:  Date Created: 2021-02-26 version: 1.0 

 

 

                                                                                                              
                                                9 / 9 

o Toll Free: 4046 

o International: +250788390212 

 Website: www.govca.rw  

 

 

 

 

http://www.govca.rw/

