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1. Type portal.nda.or.ug in your browser and a page will be displayed as below. Then click
“APPLY ONLINE”.

C | @ Secure | hups//portal.nda.or.ug | X

BEIETE  recsrerorrooucts | mecisTereo prewises | appivonune | mesounces

—
APPROVED

Figure 1: ONLINE APPLICATION PAGE

Input your User Credentials and Click on the “Login”tab. Always uncheck “Remember me”
whenever logging in. Avoid sharing your user credentials.

@ Most Visited @) TEST @D LIVE & Waelcome - Tuleap

Email:

Password:

Remember Me:

Figure 2: LOGIN PAGE

[ Services ]

Premizes Module Messages ‘

@ Welcome, shreejipharmaceuticals@hotmail com!
GMP Module
Product Module

Import Export Module

€« ¢ o i

Logout

Figure 3: SCREEN SHORT SHOWING SUCCESSFUL LOGIN
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2. On logging in, click on “Import and Export Module”, then “Certificate Application”. Choose
“New Application” and a page such the one below will be displayed for you to input your
application details.

Premises Module Certificate Application

v

GHP Module ¥ New Appiication

Product Module v Certificate Details
2

Parmit Typs *

lmpart Export Module o
GCertificate Application P =
Import Export Permit —
Logout ¥
Sippber Eitachmant
Select ~
t fin Kgs oD
Select -
Savel Submit Caneel

Figure 4: IMPORT/EXPORT APPLICATION PAGE

3. Click on the drop-down to select the appropriate “Permit type” depending on what type of import
or export application you intend to make. For example; “Import Verification Certificate” for
importation of registered products; “Export Verification Certificate” for exports of registered
products; “Special Case Import/Export Verification certificate” for medical devices, unregistered
products and donations of unregistered drugs, drugs for clinical or field trials, “Raw material import
Verification Certificate” for importation of raw materials for registered products, etc.

4. To input details of local agent, click the green tab next to “Local agent” Then type in the first
letter of the premise name and select premise category, then click on search. Select the
premise which is applying for importation (as displayed in the screen short below) or press cancel
to go to the previous screen.

Premises Module w  Certificate Application
GMP Module ¥ New Application | View Appiications

Product Module Premise Search

&

Import Export Module )

Premises Noy Premises Name

— — Wholesle Prarmacy

Import Export Permit Location Physical Addressy

Logout ¥
Search)
Id Premises No Premises Name Premises Category Location Physical Address  Status | Actions
1 | NDA/PREAVHP/O097 | SHREEJI PHARMACEUTICALS LIMITED Wholesale Pharmacy Central Region - Nakawa, KAMPALA LG 22 Mukwano Mall | Active kﬂ
CanDe!

Messages

Figure 5: SELECTING THE LOCAL AGENT/ PREMISE
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Note:

e Before applying for a Verification certificate, Ensure that your premises are active, (i.e. you
must be licensed for that year in case it is a pharmacy, external store or medical device and
for institutions you must as well apply for renewal and be approved to transact any business
in that year) and after you can apply to have an Annual import / export permit or A provisional
Import /export permit.

e “Local agent” refers to the Local technical representative of the product in Uganda, for the
case of registered products or the Institution / Premise that is importing.

o Local agent or applicants who are not licensed to import or export with either an annual
permit or a provisional import/export permit will not proceed when they select their details
under “Local agent”. The system will display an error reading “No valid licence found”.

Premises Module w | Certificate Application

GMP Module ¥ New Application | View Appications

Product Module ¥ Certificate Details

noemt *
Tvoe ™ Local Agent
LI I LT &= Permit Type Import Verification Cel ~ =] [NDA/PRE/WHP /0007
Certificate Appiication » *
Import Export Permit -
* *
Logout = Uganda Select
profomajrace o™ R I [
Price Type g de *
Product | Applicant | Supplier | Aftachments
Add Records.
e ooty
feanin s e 0.0
Package Type * Select ==
Addl

Figure 6: SELECTED PERMIT TYPE AND PREMISE

5. To select product category, click on the dotted button to search if u are looking for a drug
or medical device as seen on the screen short below :
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...........

Figure 7:SELECTING THE PRODUCT CATEGORY |.E DRUGS OR MEDICAL DEVICES

6. Click on the drop-down under “type” and click on Drugs or Medical devices to select and click
the Search icon. Select the correct type of product depending on your import. For example: If
you intend to import human drugs, go to the drop down and click on Drugs and then click
search button and select Human Drug Products.

7. Country of Origin refers to the country where the drugs or goods are coming from. To select,
click on the drop-down, scroll to the correct country and select by clicking on it.

8. Select “Import/Export Reason” by clicking on the drop-down and select the corresponding
reason by clicking on it. For example;

e  Commercial, if you are importing for business i.e 2%.

e Exempted, if you are exporting, importing vaccines for both human and veterinary
use, importing pharmaceutical raw and packaging materials and importing human
anti-cancer drugs.

e Donations, choose “Donation below 1000 USD” or “Donations below 5000 USD” or
“Donations above 5000 USD” depending on the total invoice value.

9. Enter the “Pro-forma Invoice number” and “Invoice Date” as indicated on the Pro-forma

invoice in the respective entry fields.

Note: Total invoice value is auto-generated by the system as the products are entered
and added.

10. Choose “Currency” by clicking on the drop-down list for that tab and click on the correct
currency type as indicated on the Pro-forma invoice i.e USD, UGX, and POUND etc.

11. Sitill using the drop-down lists on the respective areas, choose the “Point of Entry” and the
corresponding “Shipment Mode”.

12. To enter products, click on the tab for “Product” and enter required information. As shown
in the screen short below
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GMP Module v News Appiication ||~ View Appications
Product Module v Certificate Details
*
e Local Agent

impart Expart Module A Permit Type Import Verffication Cen ¢ | NDA/PRE/WHP/0097

Certificate Application *

2ot Product Category _.I Human Drug Products Country of Origin ™ India
Impart Export Permit _
Country of Destination * Uganda ImportExport Reason

Logout ¥

Proforma Invoice Ho. * Invoice Date. *

II

193/2017-18

Total Invoice Value 16847.0 currency ¥

@

J
wnl |lc| [g] o
g8 |32
N
&
ERE
g
w| ¥
=
<< LR ES

Price Type Shipment Mode *

o
I |

@
<

Paint of Entry * MALABA

Product || Appicant | Suppler | Attachments
Add || Records

Product Name Pack Size

I
oy
=)
o
=
B
<

Unit Value * STREPTOCIN ~ NDA/MAL/HDP/O358 v *
swisscioxa  NDA/MALHDPI2324

. S S-CHLOR NDA/MALHDP/4042

Weight (in Kgs) lue
SWISSCILLIN  NDA/MALHDPISS91
SWISSQUINE  NDA/MAL/HDP/2121
SEFOTAX NDA/MAL/HDP/8216

= SALRES NDA/MALHDP/B226

S
=

& Type ¥

w
@
@
=
<

v
Figure 8: SEARCHING FOR THE REGISTRED PRODUCT ON THE REGISTER
" *
Import Export Module A Permit Type Import Verification Cel v Local Agent J NDA/PRE/WHP/0097
Gertificate Application Product Category ¥ *
Country of Origin
Import Export Permit _l Human Drug Products Ty of Orig nda ]
Losout v Country of Destination * ImportExport Reason ¥ COMMERCIAL -
ogou
* *
Proforma invoice No. Invoice Date. =
Total Invoice Value o Currency *
Price Type o Shipment Mode * SEA v
Point of Entry ¥ MALABA -
proquct || Appicant | Suppler | Attachments
Add | Records
Product Name NDA/MAL/HDP/3345 Pack Size 1.0G Vial ~
* *
Unit Value 0.170 Quantity 9e100
Weiaht (n Kgs)
Veight (in Kos} 7991.65 Total Value 16847.0
]
save| submi| Cance|
’41.: ag
v

Figure 9: IMPORT VERIFICATION APPLICATION (FOR REGISTURED DRUGS)

Page 5 of 13



Stepwise guide for making an online application for
\ Verification Certificate in NDAMIS

“i »
R\
\g""'am.,uamd‘d -

Safe Drugs Save Lives

Product Module bl Certificate Details

Import Export Module A permit Type ™
Certificate Application Product Category *
Import Export Permit

Country of Destination *
Logout v

Proforma I
Total Invoice Value
Price Type

Point of Entry *

Product || Applcant | Suppler

1 | NDA/MAL/HDP2345
2 | NDAMALHDPI4042

3 | NDAMALHDPI4276

Local Agent ¥

| [NDA/PRE/WHR /0097
;l Hurman Drug Products Country of 0rigin *
FOB Shipment Hods * A »

Aftachments

Product

CEFONE

S-CHLOR

FALCICAF

Pack Size | Quantity | Weight (in Kgs) Unit Value Total Value

106 £9100.0 299168 0.17 16847.00017720461

106 100000.0 2720.0 0.33 33000.001311302185

RE 60.0 MG 100000.0 3840.0 0.65

64999.99761581421

Figure 10: ADDING THE SELECTED REGISTERED PRODUCTS

13. Note that:

Action

Rem ovfl
Rem ovfl
Rem ovfl

e  The drug product will not be added unless all fields marked with an asterisk have

been filled.

e Ensure that you input the Weight of each product that you add
e Foracorrect Total Invoice Value to be generated, the Unit value entry has to precede
the Quantity entry i.e. (Enter the Product name, pack size, unit value, quantity,
weight, and package type ...in that order). Please ensure that the Total invoice
value indicated in the field corresponds to the value on the PRO-FORMA INVOICE.

NB: APPLICATION FOR IMPORTATION / EXPORTATION OF AN UN-REGISTURED

DRUG OR MEDICAL DEVICE

- The application type of the certificate should be Special case Import Verification or

Special case Export Verification.

- The same procedure of Import Verification will be followed after the selection of the
Special Case Import /Export Verification
- When it comes to Adding the product, Type the Brand name of the product, then proceed
to the Manufacturer details. In case it's the first time you are importing from that
Manufacturer, click new and the Screenshot below will be displayed. Type in the name
of the manufacturer , select either large or small scale , Select whether the industry deals
in Finished or API Products, select the country of the manufacturer, type the postal
address, location, and physical address of the manufacturer , click on the Telephone
details tab , select the telephone type and type the telephone No and click ADD. Do the
same for the Email details tab. After filling in the details click
will add the manufacturer to your product details and will take you to another screen

This
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Certificate Application

New Application View Applications

Add Manufacturer

*
Bamc Business Scale ¥

turkey nitendo
Finished Product Man.

Manufacturing Industry B

Region Select Region ~
City Select City ~

Postal Address * Postal Lacation *

carben

Physical Address =

Telephone Details Email Details
Add Records
Id Email Type Address
1 Business tuerkey@tur.com

Figure 11: ATTACHING MANUFACTURER DETAILS TO THE PRODUCT

Large scale ~

wauun struut

carben waruun gtrrug

turkey

[ Acawanufsctrer | Cancet |

- After adding the manufacturer , Input all the details as displayed in the Screen shot below
i.e. (Generic name of the Product, Description, Unit Value, Quantity , Weight in Kg's,

Package Type ...Strictly In that Order ), as shown below,

Price Type Shipment Mode ¥

FOB

ENTEBBE AIRPORT  ~

Point of Entry *

Product Applicant Supplier Attachments
Add Records
*
Product N Manufact
roduct Name CRYTALINE anufacturer
Description
Generic Name
CRYTALINE
Dosage Form & ablet Pack Size &
* *
S h Unit WVal
rengt 100mg/5m ne value
Quantiy * 2000 Weight (in Kgs)
Total Vall
plarvaue 20000.0
*

00|

Figure 12: ADDING UN-REGISTERED PRODUCT DETAILS

AR il

100mis

0

= =
o
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- thenclick Add , check under records and the product will be added as shown below

Certificate Details

permit Type ™
Product Category R uran Drug Products
Country of Destination &
Proforma Invoice No. *
Total Invoice Value 20000.0
Price Type FOB
Point of Entry *
Product Applicant Supplier Attachments
Add Records
Id License No Product Pack Size Quantity
1 CRYTALINE 2000.0

Meszages

@ Item record added successfully!

Local Agent ¥

Country of Origin *

Import/Export Reason *

Invoice Date. ™

Currency *

Shipment Mode *

Weight (in Kgs)

10.0

S DA/PRE/WHP/0086

Figure 13: ADDING THE UN-REGISTERED PRODUCT DETAILS ON THE APPLICATION

uUsD ~
AR ~
Unit Value Total Value Action
10.0 20000.0 [ry—

Note: In case you have more than one product on the PFI having the same Manufacturer
details, first add one product, complete the whole application by filling in the supplier details
and attaching the Pro-forma Invoice, then submit the application. After that, click on view
applications search for the application you have input and click edit, then you can add the
other products by only searching the Manufacturer details. In this case you click the dotted
search button (...), type the Manufacturers name that you in put at first and click search,
you will be able to select the manufacturer you input. as shown below

Mews

Wiew

Manufacturer Search

Search

Name

Manufacuturing Industry

c1PLa|
Select Manufacturing 1~ ErEREEEEEE D

Search Results

Reg Mo.

Select Business Scale ~

i

5654

5645

5594

5573

5366

5382

5317

Name

CIPLA LT.D

CIPLA LTD-INDLA

CIPLA QUALITY CHEMICALS INDUSTRIES LIMITED-

CIPLA LIMITED-

CIPLA LTD

CIPLA LTD .

CIPLA LTD

Figure 14: SEARCHING FOR THE MANUFACTURER

Reg No.
2345

45misB98

SCNF-QCIL

058758634

MIS-CIPLA-5-103 GOA

MIS- CIPLA- 352

ZMIS-CIPLA-L139

ing 2

Finished Product Manufacturer

Finished Product Manufacturer

Finished Product Manufacturer

Finished Product Manufacturer

Finished Product Manufacturer

Finished Product Manufacturer

Finished Product Manufacturer

Scale

Large scale

Large scale

Large scale

Large scale

Large scale

Large scale

Large scale

Action

i
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14. After every complete product entry, click on “Add” tab to save product entry. To delete a

15.

product entry, click on “Records” and then click “Remove” against the product you intend
to remove. You will then be asked to confirm the removal for which you click “yes” to
confirm.

Enter the details of the Applicant (If And Only If the Local Agent/ Premise Importing /
Exporting Is Different from the Applicant and You Are Importing Registered Drug
Products) this is done by clicking on the “Applicant” tab and filling in all the necessary
fields. l.e. as seen in the screen shorts below. Always ensure you input the Right Tin
Number

16.

: e Agent ¥ -
Permit Type Specil Case Import ~| oo Aa=nt R vos PrEMWHP00BE
o L x
Country of Destination * Import/Export Resson COMMERCIAL v
- * - * _

Proforma Invoice Mo. P T Invoice Date. @ [, 20

Tetal Invoics Valus 20000.0 Ty

Frice Type o Shipment Mede ¥ AR -
. *

Faint of Entry ENMTEBBE AIRPORT -~
Product | Applicant | Supplier | Attachments
Name ¥ ion No

I quALTTY cremicaLs LD L 1
oz o e
Postal Cod
cstal Feas 3881 KAMPALA QUALTTY CHEMICAL HOUSE
c *
ot
Telephone Details Email Details
Add Records
et L ]

Figure 15: LOCAL AGENT DIFFERENT FROM APPLICANT DETAILS. THIS ONLY APPLIES WHEN IMPORTING REGISTRED PRODUCTS

Click on Supplier tab and enter the details of supplier as they appear on the Pro-forma
invoice as seen in the screen short below. In case it's not the first time you are in putting
the supplier details on the system, you don’t have to input fresh details, just search with
the dotted search button for the supplier (...). In put the name and then select the searched
supplier
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N
)
&(‘\4“
S -~ ' =
"Mt brys

Product | Applicant || Supplier | Attachments
) *
Suppler N Registration No.
e | swss poorTs purLT] [ ]
Postal Address Postal Cod
e PP SHELLPETROLPUNE] [ ]
Buiding Country: * -
RARLAD NAGAR GARDEN| ~ Coury:
Telephone Details || Emai Detais
Add || Records
e ]
sod
Sa_vel Suhm'd Canoe!

Figure 16: SUPPLIER DETAILS. ENSURE YOU INPUT THE EMAIL AND PHONE NUMBER AS WELL

17. Finally, make the necessary attachments. Click on the “Attachments” tab, select
attachment type by clicking on the drop-down list of the “atftachment type” and click on the
respective attachment. Then, click on the “+Add” to browse for the intended attachment
and click on open, and then on the green “Add” button for the addition of the attachment.
Ensure you attach all the documentation that you think will be needed by the verification

team to avoid any quarries to do with documentation.

Product Module ¥ Certificate Details
Import Expart Module R Permt Type ™ Local Agent * J NDA/PRE/WHP/0097
F::’Dﬁ::(j;:’:fr":“ Product Category * ] Human Drug products Country of Origin *
Proforma Invaice No. * Invoice Date. *
Total Invoice Value 114847.0 Currency * UsD v
Price Type FOB Shipment Mode * SEA ~
Point of Entry *

Product Applicant Supplier Attachments

Add Records.

Id Name Attachment Type Action

1 Invoice. pdf PROFORMA INVOICE Delet:

Sa_vel thm'!’ Cance!
Figure 17: PROFORMA INVOICE ATTACHEMNTS

18. Once you are satisfied with all the information entered, click on the “Submit” button at the
bottom of the page and the application will be received by NDA. You will see a pop-up
message on the screen indicating that your application has successfully been submitted.

(As shown in the screen short below) You may as well save your application in case it's
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not complete. But it can only be saved if supplier, at least one of the product details are

Product Module ¥ Certificate Details
Import Export Module A Permit Type ™

Import Export Permit

Logout ¥

Ho records found

Save| Submit Cancel

Figure 18: SUBMITTED APPLICATION

Select i
Uganda i
Application Submitted X

Application submitted successfuly

Name Attachment Type

Select

Select

Select

Select

Action

19. Once the application has been captured/submitted, you can be able to view it, and its status
will be “Pending verification”. To view application, click on “Certificate application” and then
on “View Application” which will lead you to a screen short as one below. Note down the
application number received by email with which you can continue to track the progress of

the application.

Local Agent. — Application No.
Pemil Type
From Date To Date

Jan 8,2018

L ]
W ]

Search Resulis

Id Application No. Permit No.

1 | IEL3080642 NDARMID1/4342/2018 | 27-02-2018

2 | IEL1046516 HDASCIO/4341/2018  27-02-2018

Figure 19: VIEWING AN APPLICATION

Application Date

Type Proforma Invoice No. Status Query

Raw Material

Import
Werification EX0084

Cedificate

Pending

Verification None

Special Case
Impart Bio-134-16/50

Werification
Cedificate

Mot

Submitted None

Tnarial Cea

Premises

NDAPREPMC/1847

NDAPRE/SIG23T

Product Category Action

Human oy |
e €|
Human Equipment m
. Devices &

20. Select “From date” by clicking on calendar icon and choosing date depending on when the
application was made, then click the “Search” button at which point you can see application
details. To view the more detailed specifics of the application, click on the “View” button
under the “Action” column. After seeing the status of your application, you may select

“Cancel review” to exit.
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21. In case you are queried, search for the application and it will have options of Edit and
view under Action. As shown in the screen short below.

Certificate Application

New Application | View Applications

Search
poes et [ fpptestentie
IEL5200904
PermitType
Fi Dat: To Dat
oot [ (Aus e, 2007 oo m— ]

Search Results

id Application Mo. PermitNo.  Application Date Type Proforma Invoice No. Status Query Premises Product Category Action
NDAMPO1 Import Verification Pending Technical NDAPRE Human Drug [ view |
1 |ELS390994 125932017 18122017 Certificate 12122017 Verification OPen | rmpiese Products —

o
Figure 20:VIEWING A QUERRIED APPLICATION

22. To view the query, Click “View” under the “Action column, click on query response as
seen in the screen short below:

[Tocotpgort. _—————— 7 7mi o — o— o o
[hppicame ———— oo oo
Coppligr —— — i i — -
Progeg ——— — — i 7 —
(Aot oo -

Id Subject Message Created By Created At Action

the PFI attached is addressed to uganda Heart institute Please clarify keuberc@nda or ug Feb 27 2018 m

Figure 21: VIEWING THE QUERY

23. Torespond to the query, click on view and you will be able to reply to the query as seen
in the screen short below

Application Details
Local Agent

(Swpprigr ———— — — — — — —
Attachments

Please list the products
keuberc@nda.orug Feb 27, 2018

Figure 22:REPLYING TO THE QUERY
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24. If the query requires addition/removal of an attachment or amendment of the
application, Click the “Edit” button under the Action column” and proceed to edit the
application accordingly and click “Submit”. When you are done replying the query,
ensure that you close the query so that the application is available for NDA staff
action

25. Once you are done with your work in NDAMIS, you should logout by clicking on the
“Logout” icon in the top right corner of the page.

Do not hesitate to Contact our NDA TEAM for any inquiries or help needed for this
online application process

End
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