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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
Note:
The required information varies by premise type. This guide outlines a general, uniform

process.

8% Access the Module

1. Log in to the Self-Service Portal at https://irims.nda.or.ug/portal/

2. On the dashboard, locate the Premises Registration module.

3. Click Proceed with Application.
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You will be directed to the Premise Registration Dashboard.
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G Pharmacist Dashboard

Tracking no Reference no Section Current Process

) Module name: Licensed Seller
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The dashboard provides 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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Q Pre-Inspection Application

Navigate to Pre-Inspection

1. From the left-hand side menu, select Pre-inspection.

2. Click the blue + Pre-inspection Pharmacy Application button.

Pre Inspection Applications Dashboard

SUBMITTED
APPLICATIONS

New Premises

License Renawal

View Applications
External/Annex Store Application

[+] Pre-Inspection Pharmacy Application
Premises Vanations
select Premises Category e I Select Status

>  Closure & Deregistration(License

Withdrawal)

G Pharmacist Dashboard Actions

* Status: Approved

3. If you are continuing a saved draft, select the appropriate application by clicking the green Proceed

with Application button.
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Dashboard
! (V] Appllcalmn Due for Renewsl

Pre Inspection Applications Dashboard

I

License Renawal
Lot i ;;;;

ExtemaliAnnex Store Application
© Pre-Inspection Pharmacy Application
> Premises Variations
I Select Premises Category - I Select Status - & Clear Filter

Pre-Inspaction

New Premises

»  Closure & Deregistration{License
[y Q search..
_ Actions Actions Referenceno  Tracking no Premise Premises name  Physical Region name  Date added Submission Status name
@ Pharmacist Dashboard category address date
' Status: Approved
* Status i are Applicauws. ;*ew Application Pending Submission) (Continues on the next page)
> e = action * 24/PRE/WHP... Wholesale TEST KEN test West Nile 2024-10-23 2024-10-23 Draft
[ Proceed with Applicatio Pharmacy Region - Arua 183520 18:45:48 Applicationf...
Application
Pending
Submission)

4. Select the Premises category and click the green Initiate New Premises Application button.

New Pre-Inspection Application

Guideline to start Application of Pre-Inspection
Select the Premises Category to Initiate the Application Process .

Select Premises Category
I Select Business Types

I Wholesale Pharmacy

Retail Pharmacy

] 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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Process: Application for Pre Inspection Home / Dashboard / Pre Inspection Application

Tracking Nec Application Stz New
. Swp2 Step 3 Submit
Premises Applcasion Dotaks Particulars o tha Niarsst PRamacy Dacumeets Coerglation & Submission

Pramiss Dataiks
¥

Prasisa Catigory s This Appiication nsade fee Basliness/Cormpanyy Registration No
P’ Pt of e Compisy/Pharmacy Rgistiaticn Diti ™

| | & |

Praduct Catogery

Prysical Loation of Premises of e business

Country

Ragion
I UGANDA - I - I
County/Ditsian Su-Couwty Pt
Village Streut Fiad

Phisical Address

e Lication

8 Save Application and Next

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

/

Tracking No: 24/PRE/WHP/A/H/0002 Application Status: Draft Application(New Application Pending Submission)
. Step 3 Submit
Particulars of the Mearest Pharmacy Dacuments Completion & Submission

Nearast Pharmacy Location Details

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

O
»

% Step 2: Add Nearest Pharmacy
1. Click the blue + Premises Nearest Location button.
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Process: Pre-Inspection Application Home / Dashboard / Pre Inspection Application
Tracking No: 24/PRE/WHP/A/H/0002 Application Status: Draft Application(New Application Pending Submission)

New Premises.

License Reneural . Step 3 Submit

Extemalifnnex Siore Application Particulars of the Nearest Pharmacy Documents Completion & Submission
Premises \fariations Nearest Pharmacy Location Details
»  Closure & Deregistrafion{License + Premises Nearest Location Drag a column header here to group by that column o] 15
Withdrawal)
Autivn MName Street Distance (meters) country region

@  Phermacist Dashboard - JASMITHA PHARMACY AVENUE RD ARUA UGANDA Mew Hampshire
Delete

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

Nearest Pharmacy Location x
Name Distance (meters) Country

District Region Street/Road

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

Nearest Location Premises x

m
w
[l
L
=
i

L)

W

i

[

a

Action MName Distance (Meters) Region name

(e oo DL g T Pepacare Maracha Hospital Ltd West Nile Region - Arua

ASMITHA PHARMACY West Nile Region - Arua
Royal Pharma(U)ltd West Nile Region - Arua

JASMITHA PHARMACY LIMITED ‘West Nile Region - Arua
Advatech Biopharm Limited West Nile Region - Arua
AEK AFRICA INVESTMENTS LIMITED West Nile Region - Arua

LAMBU PHARMA LTD West Nile Reaion - 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

5. Click the blue Next Documents button to proceed.

Q Tip: Edit or delete a nearest pharmacy:

o Under Action(s) > Edit or Delete.

4 Premises Nearest Location o =)
Action Name Street Distance (meters) country region
. m APOLANCE INVESTMENTS L. LUKULI ROAD UGANDA

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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Dashboard . . .
Process: Pre-Inspection Application

Tracking No: 24/PRE/WHP/A/H/0002

New Premises

License Renewal

& 9126 - NDA SUPPORT ACCOUNT - support@nda.or.ug
Home / Dashboard / Pre Inspection Application

Application Status: Draft Application(New Application Pending Submission)

. Submit

ExtemnaliAnnex Store Application Documents Completion & Submission
R Next Application Submission®
b4 Closure & Deregistration{License: Document reguirement 1 Q a
Withdrawal)
Action File name Initial file name Uploaded on Remarks Allowed File Types Mandatory/Option...
©  Fhamacist Dashboard Document requirement: Certificate
= Action(s) +

Document requirement: Supporting Document

= Action(s) ~

Word Documentdoc PDF
Document.pdf Werd.doot

Word Document.doc
Worddocx ,PDF
Document.pdf

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 file

Description

4. The system displays the document name and upload date after a successful upload.
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Submit
Dacuments Completion & Submission
Next Application Submission®
o B
Action File name Initial file name Uploaded on Remarks Allowed File Types Mandatory/Option...
* Document requirement: Certificate
- . CertificateQ2vfO.docx Self-Service Portal Manual  2025-03-03 Word Dacument.dac
= Action(s) = PREMISES.docx 07:13:00 Word.doox ,PDF
Document.pdf
" Document requirement: Supporting Document
- . ‘Word Document.doc ,PDF
— Action(s) = Document.pdf ,Word.doox
Next Application Submission®
Q Tip: Preview documents before submission:
o Click Action(s) > Preview or Delete.
_\3@'—‘ — £ 0126 - NDA SUPPORT ACCOUNT - suppert@nda.orug
> NewPremises
3 License Renewal . Submit
ExtemaliAnnex Store Application Documents Completion & Submission
% Premises Variations Next Application Submission®
¥ Closure & Deregistration{License Document requirement T 5] »
Withdrawsl)
Action File name Iriitial file name Uploaded on Remarks Allowed File Types Mandatory/Opticn...
@ Fhamacist Dachboard = Document requirement™ ©_. Jucate
— CertificateQ2vfO.Lnx Self-Gervice Portal Manual ~ 2025-03-03 ‘Word Document.doc
= Action(s) ¥ PREMISES.docx 07:13:09

FA Preview/Download Document
* Documen requi
1 Delete Document

<= action(s) =

Next Application Submission®

5. Click the blue Next Application Submission button.
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s Step 3: Submit Your Application

1. Review the declaration, check the agreement box.
2. Click Submit Application to complete the process.

p—

@)

S

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

R —— Declaration and Disclaimer

> New Premises.

> License Renewal

?  Extemal/Annex Store Application

> Closure & Deregistration(License
Withdrawal)

@  Pharmacist Dashboard

v/ Agree to the Declaration

Previous Step Submit Application

End of Guide — Uganda Self-Service Portal: Premises Pre-Inspection
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