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Welcome to the Premises Module of iRIMS! The Premises business process provides for the

registration and management of premises in Uganda. The following categories of Premises are

handled under the module:
1. Wholesale Pharmacy
2. Retail Pharmacy

3. External Stores

¥ General Notes

e The Required Premise Information is distinct from one Premise Type to the other.
« A Pre-Inspection Application must be submitted and approved before applying for a

new license or a change of location variation.

8% Access the Portal

1. Login to the Self-Service Portal at https://irims.nda.or.ug/portal
2. Navigate to Premises Registration on the dashboard.
3. Click Proceed with Application.
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The dashboard provides for the following:
- Analytics based on the submitted Premises applications and based on a distinct status.

- Provision to initiate the following applications on the left-hand side menu
1. Pre-inspection application for the listed premise types
2. New Premises Registration Application for the listed premise types
3. Submission of License Renewal
4. Submission of Variation Requests
5. Submission of Closure & Deregistration
6. External/ Annex Store Applications

- List of the already initiated Premises applications grouped under the distinct Premises processes.

This also provides various actions on the initiated premise application, including:

1. Edit: Provision to continue with already initiated premise applications for submission under all
the categories and processes

2. Preview: Preview already submitted premise registration applications

3. Query Responses: Provision to respond to Request for Additional Information

4. Preview Invoice and Payment Details: Provision to preview and print Proforma invoices
and payment confirmations (receipt)

5. Print Options: Print Premise Licenses, letters of rejection, requests for additional
information, ETC.
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ﬁ New Premise License Application

Navigate to New Premises

1. From the left-hand side menu, select New Premises.
2. Click the blue + Premises Licensing Registration Application button.

m—

— & 9126 - NDA SUPPORT ACCOUNT - support@nda.orug
S "
=  Dashboard . ..
New Premises Application Dashboard ! OAppllcahon Due for Renewal

Pre-Inspeetion

> License Renewal
e sopucaton ;;;;

> ExtemaliAnnex Store Application
© Premises Licensing Registration Applicat}
> Premises \ariations.
I Select Premises Category i I Select Status i 2 Clear Filter

¥ Closure & Deregistration{License

e o 2 Q. search..
_ Actions Actions Reference no  Tracking no Business type  Premises name | Physical Region name  Date added Submission Status name
@  Fhammacist Dashboard address date
| Status: Approved
" Status: Draft Application(New Application Pending Submission) (Continues on the next page)
5 o = Action 24/NEW/RTE... AMARIS KIBALETOWN  Eastern Region = 2024-10-25 2024-10-25 Draft
[# Proceed with Application(ili PHARMALY - - Toraro 07:29:26 07:29:26 Application(...
SMC LIMITED Application
Pending
Submission)
- o = Action 24/NEW/RTE... TWINIZ - KATIMBO Kampala Extra = 2024-10-31 2024-10-31 Draft
(& Proceed with Applicatic HOMECARE  ZONE - Akamwesi | 074447 07:44:47 Application(...
PHARMA LTD Application

3. If you are continuing a saved draft, select the appropriate application by clicking the green Proceed
with Application button.
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Extemal/Annex Store Application
© Premises Licensing Registration Applicat

>  Premises Variations
I select Premises Category v - 2 Clear Filter
>  Closure & Deregistrafion{License
Withdrawal) o » Q searct
Actions Actions Reference no  Tracking no Business type  Premises name  Physical Regicn name Date added Submission Status name
@  Pharmacist Dashboard address date
! Status: Approved
+ St=tic: Neaft Annlicatinn(Maw Application Pending Submission) (Continues on the next page)
- o = Action ~ 24/NEW/RTP... AMARIS KIBALETOWN  Eastern Region  2024-10-25 2024-10-25 Draft
[# Proceed with Applicatio PHARMACY - - Tororo 07:29:26 07:2926 Application(...
SMC LIMITED Application
Pending
Submission)
- o = Action ¥ 24/NEW/RTP... TWINIZ - KATIMBC Kampala Extra = 2024-10-31 2024-10-31 Draft
(& Proceed with Applicatio HOMECARE  ZONE - Akamwesi  OT4b47 O7:44:47 Application(...
PHARMA LTD Application

4. Select your approved pre-inspection by clicking the blue “Premises Licensing” button next to it.

& 9126 - NDA SUPPORT ACCOUNT - support@nda.or.ug

Premises Licensing Registration Premises Application Selection Process Home /[ Dashboard / Premises Application
Premises Category/Type T o 2 Q. ronam o
Actions MName Reference no Premise no Physical address Postal address Region name Registration Status  Validity Status
* Pramicas Catanand/Type:
I EDICINES .. A/REF/PRE/RTP/0304 PLOT 1, WILSON Q... Registered Registered and Acti...

] Step 1: Fill Premise Information
1. Enter all required fields (highlighted in red).
2. Once fields are completed and turn green, click the blue Save Application and Next button.
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PS Rusgistration Date
Quaiification of Applicaet
District Rusgian

Declarations Datails

Has the apgieant, aey partews th past s at
Has any previous applcation by the appants any partner or directer, fer 3 i business

Phrysical Location of Premises of the busines

Country District

Rusgian

I UGANDY, I Kampala I Kaenpala Bt - Akarness
County/Tisision Sub-Ceuty Pasislhes

Village StrewtFoad

I I PLOT 1, WILSON ONE BLILDING, S0P W 25 & 30, WE 17 & 18, WILSON 204D

Phiysical Address

PLOT 1, WILSOM ONE SUILDING, SHOP WE 26 & 30, WA 17 & 12, WILSOM 2040

Gue Location

I 2487 -] 3298 -]

Capyright CHIOA intergrated Raguistory Information Masagement Syaten.

3. A unique tracking number will be generated for your application.

Process: New Premise New Registration

Tracking No: 24/NEW/RTP/T/H/0002 Application Status: Draft Application(New Application Pending Submission)
. Step 3 Submit
Premises Other Details Documents Completion & Submission

Home / Dashboard / Premise Application

Premises Directors Details

== Add Director or Partner Drag a column header here to ¢

Action Director full name Director email address Director telephone no Shares Qualification

by that column

Q

¥ Step 2: Add Premises Other Details
Add Directors

1. Click the blue “+Add Director or Partner” button.
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Tracking No: 24/NEW/RTP/T/H/0002 Application Status: Draft Application(New Application Pending Submission)

Submit
Premises Other Details Documents Completion & Submission
Premises Directors Details
Drag a column header here to group by that column o &)
Action Director full name Director email address Director telephone no Shares Qualification
No data
2. Enter the details and click the green Save Directors Details button.
Directors or Partners Details X
Full Names Telephone No Email Address
Search Detail
I John Doe ] I 1234 (<) I johndoe@gmail.com (]
Qualification Shares Country
I DIRECTOR - I 100 (<] I UGANDA = |
d

Q Tip: Edit or delete a director:
o Under Action(s) > Edit or Delete.

Tracking No: 24/NEW/RTP/T/H/0002 Application Status: Draft Application(New Application Pending Submission)
. Step 3 Submit
Premises Other Details Documents Completion & Submission
Premises Directors Details
Drag a column header here to group by that column o N
Action Director full name Director email address Director telephone no Shares Qualification

JOHN DOE John@ymail.cm 1234 50%
o

Add Staff

1. Click the blue “+Add Staff”’ button
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Process: New Premise New Registration Home / Dashboard [ Premise Application

Tracking MNo: 24/NEW/RTP/K/H/0041 Application Status: Draft Application(New Application Pending Submission)

. Step 3 Submit

Premises Other Details Dacuments Completion & Submission

Premises Directors Details

Premises Staff Details

-I- Add staff Drag a column header here to group by that column

Action Personnel name Email address Telephone no Qualification Position

0
»

2. On the pop-up window for staff details, click the blue Search staff details button that is adjacent
to the “Full Name” box.

Staff Details X
Full Name Telephone No Email Address
I_ o QSeard\Staff - I_ )
Qualification Personnel Position

3. In the search bar that is on the top right-hand corner of the window, enter the NIN or full name of
the staff.

e You will be able to locate them only if they have been updated in the system.
4. Click the blue Select Personnel Details button next to the name.

Staff Details X

Lrag a column neager here to group Dy That column a Q AGABA A Q

Action Personnel name Email address Telephone no

([#Select Personnel Details lIAGABA ALEX] 0774718857
@Select Personnel Details [NLLAGABA ALEX 0786259441
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5. The system will then auto-fill the details

Staff Details

Full Name Telephone No

QSearch Staff D
0704671233

Personnel Position

I MNANMATAKA AGNES

Qualification

I REGISTERED NURSE I Personnel Position

Q Tip: Edit or delete an auxiliary staff:
o Under Action(s) > Edit or Delete.

Tracking No: 24/NEW/RTP/K/H/0041

Premises Other Details

. Click the green Save Staff Details button.

X

Email Address

I agnesnamataka2@gmail.com

Application Status: Draft Application(New Application Pending Submission)

Step 3 Submit

Documents Completion & Submission

Premises Directors Details

Premises Staff Details

+ Add staff

Action

AGABA ALEX
=

Drag a column header here to group by that column

Persannel name

Add Nearest Pharmacy

Email address

agabaalex]1@gmail.com

Q

Telephone no Qualification Paosition

+256759040113 REGISTERED NURSE Pharmacy Staff

1. Click the blue + Premises Nearest Location button.

Uganda Self Service Portal User Guide
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Tracking No: 24/NEW/RTP/K/H/0041

Application Status: Draft Application(New Application Pending Submission)

Step 3 Submit
Premises Other Details Documents Completion & Submission

Premises Directors Details

Premises Staff Details

MNearest Pharmacy Location Details

+ Premises Nearest Location Drag a column header here to group by that column '} N

Action Mame Distance (meters) country region
UGANDA

APOLAMCE INVESTMENTS L..  LUKULI ROAD

2. Click the blue Search Pharmacy button next to the "Name" text box.

Nearest Pharmacy Location

Name Distance (meters)
) QSearch Pharmadl
Premise Name Enter Distance
District Region
I Select District I Select...

Country

Street/Road

I Street/Road

ct Country

3. Select the nearby pharmacy by clicking the blue Select Premise button next to the desired result.

Nearest Location Premises

Drag a column header her..

Action Name

Pepacare Maracha Hospital Ltd
ASMITHA PHARMACY

Sedyo e Royal Pharma(U)kd

PP

Cadyo ey JASMITHA PHARMACY LIMITED

Sadi s uEEl  Advatech Biopharm Limited

[#Sel
#Sel
[#Sel
#Sel

Cadio Ty AEK AFRICA INVESTMENTS LIMITED

FSelect Prem LAMBU PHARMA LTD

Uganda Self Service Portal User Guide
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Region name

‘West Nile Region
West Nile Region
‘West Nile Region
West Nile Region
‘West Nile Region
West Nile Region

West Nile Reaion

- Arua
- Arua
- Arua
- Arua
- Arua
- Arua

- Arua

=
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4. The system will then auto-fill the details. Click the green Save Premises Location Details button.

Nearest Pharmacy Location x
Name Distance (meters) Country
o
ABACUS PHARMA (AFRICA) | Enter Distance UGANDA
District Region Street/Road
I Kampala I Kampala Extra - Akamwesi I KAWEMPE

Q Tip: Edit or delete a nearest pharmacy:

o Under Action(s) > Edit or Delete.

Tracking No: 24/NEW/RTP/K/H/0041 Application Status: Draft Application(New Application Pending Submission)
. Step 3 Submit
Premises Cther Details Dacuments Completion & Submission

Premises Directors Details
Premises Staff Details

Nearest Pharmacy Location Details

# Premises Nearest Location Drag a column header here to group by that column

Action Name Street Distance (meters) country region

APOLAMNCE INVESTMENTS L. LUKULI ROAD UGANDA

o]
L3

5. Click the blue Next Documents button to proceed.

1) Step 3: Upload Required Documents

1. Documents must be uploaded in Word documents or PDFs under these sections:
o Certificate

o Supporting Documents
2. Click the green Upload button in the respective section.
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Tracking No: 24/NEW/RTP/T/H/0002

Application Status: Draft Applic

Submit

Documents Completion & Submission
«Previous | Next Application Submission»
Document requirement + o =
Action File name Initiz| file name Uploaded an Remarks Allowed File Types Mandstory/Option...
- Document requirement: Certified Auxiliary staff practising license and certified certificate of registration, signed commitment
Certified Auxiliary staff practising license PAS ID.pof 2024-10-25 Word Document.doc PDF Dacumentpdf
1 upload = Action(s) - and certified certificate of registration, 10:52:20
signed commitmentWiSzT.pdf
o Certified Auxiliary staff practising license PAS Enrollment pdf 2024-10-25 Word Document.doc PDF Dacumentpdf
1 Upload = Action(s) - and certified certificate of registration, 10:53:28
signed commitment00AYw.pdf
- Document requirement: Company Certificate of Incorporation
| Word Document.doc PDF Dacumentpdf
b Upload = Action(s} =
- Document reqy Company of Association
o PDF Document.pdf Word Document.doc
A Upload = Action(s) -

3. Select your file from the browser and click Upload Application Document.

o Red field = Mandatory
o Green field = Optional

Registration Documents Upload

Document Requirement

I Select Document Upload

I select file

Description

Description

Uganda Self Service Portal User Guide
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4. The system displays the document name and upload date after a successtul upload.

Tracking No: 24/NEW/RTP/T/H/0002 Application Status: Draft Application{(New Application Pending Submission)
. Submit
Documents Completion & Submission

Next Application Submission®

Document requirement T [s] 5
Action File name Initial file name Uploaded on Remarks Allowed File Types Mandatory/Option...
* Document requirement: Certified Auxiliary staff practising license and certified certificate of regi: ion, signed c
_ . Certified Auxiliary staff practising PAS 1D.pdf 2024-10-25 ‘Word Document.doc PDF
— Action(s) = license and certified certificate of 10:53:20 Document.pdf
registration, signed
commitmentWi5zT.pdf
. . Certified Auxiliary staff practising PAS Enrollment.pdf 2024-10-25 ‘Word Document.doc PDF
— Action(s) = license and certified certificate of 10:53:28 Document.pdf
registration, signed
commitment00AVw.pdf

Q Tip: Preview documents before submission:

o Click Action(s) > Preview or Delete.

& 9126 - NDA SUPPORT ACCOUNT - support@nda.or.ug

‘ Submit

Mew Premises

License Rencwsl

ExtemaliAnnex Store Application Documents Completion & Submission
Premises Wariations Next Application Submission®
> Closure & Deregistration{License Document requirement t 9 B
Withdrawal)
Action File name Initial file name Uploaded on Remarks Allowed File Types Mandatory/Opticn...

©  Phamacist Dashboard * Document requirement ©_. incate

— - CertificateQ2vfO.uonx Self-Service Portal Manual ~ 2025-03-03 Word Document.doc

— Action(s) ~ PREMISES.docx 07:13:09 Word docx ,PDF

Document.pdf

FA Preview/Download Document
= Documen requi

10 Delete Document
‘Word Document.doc ,PDF

== Action(s) = Document.pdf Word.docx

Next Application Submission®

5. Click the blue Next Application Submission button.

& Step 3: Submit Your Application
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1. Review the declaration, check the agreement box.
2. Click the green Proforma Invoice(Generation) & Payment Details.

Completion & Submission

Declaration and Disclaimer

n Agree to the Declaration

Vg Proforma Invoice (Generation) & Payment Details Submit Application

3. Click the green Generate Proforma Invoice button to generate the invoice.
a) You may need to scroll down to the bottom of the pop-up window to view this button.

Invoice Generation X

Inspection for
suitability of
New premises

Quotation Fees For-Retail 360000 UGK
Pharmacy-
Application for
a New licence

P Generate Proforma Invoice

4. Save this invoice on your computer and close the invoice generation window.

5. Click the blue Submit Application button to apply for processing by the authority.

Q Tip: The submit button is inactive until all documents are successfully uploaded in step 3

and the invoice has been generated.
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Completion & Submission

Declaration and Disclaimer

v/ Agree to the Declaration

s Proforma Invoice (Generation) & Payment Details ‘ Submit Application

End of Guide — Uganda Self-Service Portal: New Premises Registration License Applications
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