Stepwise quide for retention in IRIMS

1. Log into the IRIMS portal

2. Select ‘Proceed with Application’ under ‘Product registration’
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3. Select Product retention requests, then “On Initiate Annual Retention Requests (Annual Retention Fees)”
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4. Select the retention period (From July 1t to June 30™) and save the application; A tracking number is
automatically generated.

5. To add the products to be retained, select “Add Permit Products,” search and select the desired product. Please
note that the products should be from a single Marketing Authorization Holder. Select Next once done.
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6. Click generate proforma invoice
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7. Once the invoice is generated, click print invoice in order to download and view invoice. This ensures that the
products included in the Invoice are the right ones. Select “Cancel Invoice” in case you need the Invoice
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8. In order to submit the invoice, close the dialog box, D
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9. Click “Agree to the Declaration”, then “Submit Application”
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10. Payment for retention can be made in any Stanbic bank using the downloaded invoice. Ensure that the full
amount on the invoice is deposited because partial payments will be automatically rejected. Bring the paid
retention invoice to NDA Accounts department for clearance and issuance of a receipt



