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1. Copyright and Confidentiality 
 
This document is submitted with understanding that the Import Export user manual 
information contained herein this document shall not be disclosed outside the 
recipient’s used, shall not be duplicated, used or disclosed in whole or in part for any 
purpose.   
 
The reader acknowledges that the information provided by MoHAP is confidential; 
therefore, reader agrees not to disclose it without the express written permission of 
MoHAP. 
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2. Acronyms, Abbreviations and Definitions: 
 

Abbreviations Definitions 
MoHAP Ministry of Health and Prevention 
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3. Purpose and Objectives 
 

This document explains all the steps which are required for Site Administrator 
and agent user to Create 
Application, View Application, Reports, and User Manual Website contents. This 
document will provide 
 
Ease to the business users in understanding all the screens of the application. 
 
3.1. Manage Agent Contents 
 
It contains information related to contents manipulation such as insert, update 
or delete operations 
 

4. Assumptions 
 
You need to have administrator or agent privileges and be logged in with your 
account to perform administrative or agent User tasks 
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5. For All Users 
 

5.1. Login 
For using the service, All the applicants needs to logged in from User Management   

 
Figure 1 – Login (External Users) 

 
For internal MOH users, following screen will be used: 

 
Figure 2 - Login (Internal Users) 

 

MoHAP Copy Right  Page 11 of 74 
 



Ministry of Health & Prevention  Import Export Agent Manual 

 

 
Figure 3 - Services Dashboard 
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6. Agent Menu 
 
Agent will login application through User management and click on Drug Import 
Export service. The agent shall see the following options to create new or view 
existing applications: 
 

 
Figure 4 - Agent Menu 
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6.1. Create Application  
 

 
Figure 5 - Create Application 

 

• The agent has the option to create or view an already created application 

from the above menu.  

• Click on “Create Application” button of the relevant section and then proceed: 
o Authorization Applications: These are mandatory pre-approvals for 

importing the following types of products: 
 Biological Products 
 Controlled Application Chemical Precursors 
 Controlled Medicines (SCD/CD/NP)) 

 
o Import/Export Permits:  

 Pre-Authorization permits for importing or exporting products. 
 Accept the Terms and Conditions by clicking OK. 
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o Shipment Clearance Applications: 
 

 This is the final step in getting an import/export permit for as a 
shipment clearance. 

 Accept the Terms and Conditions by clicking OK. 
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6.2. Authorization Applications  

 
6.2.1. Biological Product 

 
On Module screen select Type Import/Export and select Module Biological 
Products 
 

 

 
Figure 6 – Biological Product Authorization 

 
 
 

• System will load the Biological Product Form for submitting an Authorization 

Request. 

 
Figure 7 - Biological Product Authorization Request 

 

• Verify the Medical and Store Detail and click next. 
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Figure 8 – Medical Store Details 
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•  On Biological Product tab and entre data in all the fields relevant fields. 

 
Figure 9 - Biological Product 

 
• Select the Documents Tab and attach all the required documents. Required 

documents are mentioned in Required Document list. 
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Figure 10 - Documents Tab 

 
• Click on Declaration tab and check the check box given and press Submit. 

 

Figure 11 - Declaration Tab 

 
 
 
 
 
 

 Page has following actions 

1.  Next On clicking you will go on next tab 
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2.  Previous On clicking you will go on Previous tab 
3.  Clear Clear all the un saved information 
4.  Save and close Saves the application and closes the form 
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6.2.2. Chemical Precursors 

 
On Module screen select Type Import/Export and select Module Import 
Controlled Application Chemical Precursors 
 

 

Figure 12 - Chemical Precursors 
 

• System will load the tabs 

 
Figure 13 - Import Controlled Application Chemical Precursors Tabs 

 
 

 

• Verify Importing Agent details and press next. 

 

Figure 14 - Importer Details 
 

• Select chemical Precursors tab and enter data in all the fields and press 
Save 
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Figure 15 - Chemical Precursors Tab 

 

• Click next or click on User Details and add all the details and click on 
Documents tab. 

 

Figure 16 - Chemical Precursor User Tab 
 

• Add all the required documents and click Submission tab. Required 
Document list is mentioned in required documents grid on screen. 

• All the added documents will appear in Document grid. 

• Enter Document name, select file and upload it. 
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Figure 17 - Chemical Precursor Documents Tab 
 

• Click on Submission tab and check the check box given and press Submit. 

 

Figure 18 - Chemical Precursor Submission Tab 

 
 Page has following actions 

  Next On clicking you will go on next tab 
2.  Previous On clicking you will go on Previous tab 
3.  Clear Clear all the un saved information 

4.  Submit Submit the application 
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6.2.3. Controlled Medicines (SCD/CD/NP) 

 
On Module screen select Type Import/Export and select Module Import 
Controlled Medicines (SCD/CD/NP) 
 

 
Figure 19 - Import Controlled Medicines (SCD/CD/NP) 

 
 
 
 

• System will load the Controlled medicines and Narcotics form. 

 

Figure 20 - Controlled medicines and Narcotics form 
 

• Verify the Agent details and click next. 
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Figure 21 - Agent Details 
 
 

• Fill in the controlled or semi-controlled medicines details. 

 
Figure 22 - Narcotic Details 
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• Attached the necessary documents 

• Select Documents tab and add all the required documents and click 
Submission tab. Required Document list is mentioned in required documents 

grid on screen. 

• All the added documents will appear in Document grid. 

• Enter Document name, select file and upload it. 

 

 

 

Figure 23 – Controlled Medicine Documents Tab 
 
 

• Click on Declaration tab and check the check box given and press Submit. 

 

Figure 24 - Controlled Medicine Declaration 
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 Page has following actions 

  Next On clicking you will go on next tab 
2.  Previous On clicking you will go on Previous tab 

3.  Save and Close Saves the data and closes the form 

4.  Submit Submits the application. 
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6.3. Import/Export Permits Applications 
 

• Click Create Application from the following menu: 

 

 
Figure 25 - Create Permit Application 

 
• Click OK button to agree with the Terms and Conditions 

 
Figure 26 - Permit Terms and Conditions 

• On Module screen select Type Import/Export and select desired Module type. 
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Figure 27 - Import Permit Modules 
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6.3.1.  Import Medicinal Product 

 
• On Module screen select Type Import/Export and select desired Module type. 

 

 
Figure 28 - Import Permit Modules 

 
• System will load the tabs 

 

Figure 29 - Medicinal Product Tabs 
 

• Verify Medical and Store Detail and press clear or next. 

 

Figure 30 - Medicinal Product Agent Details 
 
• Select Product tab and enter data in all the fields and press save. 

• Saved product will be visible in Product list top on the page. 

• If you are using already registered Product then select registered product and 
enter details in MAH and Invoice fields. 
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• If you are using unregistered product then select unregistered product and 

enter data in other fields and save the product with entering data in MAH and 

Invoice section. 

• You can add a maximum of 10 (ten) Products in one permit request. 

 

 

Figure 31 - Medicinal Product Form 
 

• Select Documents tab and add all the required documents and click 
Submission tab. Required Document list is mentioned in required documents 

grid on screen. 

• All the added documents will appear in Document grid. 

• Enter Document name, select file and upload it. 
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Figure 32 - Medicinal Product Document 
 

• Click on Submission tab and check the check box given and press Submit. 

 

Figure 33 - Import Medicinal Products Permit Submission 
 

• System will now ask for a payment. Please refer to the Payment section (6.5. 
Payments) for more details. 

 
 
 
 
 
 

 Page has following actions 

  Next On clicking you will go on next tab 

2.  Previous On clicking you will go on Previous tab 
3.  Clear Clear all the un saved information 
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4.  Re-Submit This button will appear if the Drug department sends the 

application back to the agent in case if any requirement is 
missing. 

 
  

MoHAP Copy Right  Page 34 of 74 
 



Ministry of Health & Prevention  Import Export Agent Manual 

 
6.3.2. Import Medicinal Devices and Diagnostic Kit 

 
On Module screen select Type Import/Export and select Medicinal Devices 
and Diagnostic Kit 

 
 
 

• Verify Medical and Store Detail and press clear or next. 

 

Figure 34 - Medicinal Devices Agent Details 
 

• Select Product tab and enter data in all the fields and press save. 

• Saved product will be visible in Product list top on the page. 

• You can add a maximum of 10 (ten) products in one permit. 
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Figure 35 - Medicinal Devices Product Form 
 

• Select Documents tab and add all the required documents and click 
Submission tab. Required Document list is mentioned in required documents 

grid on screen. 

• All the added documents will appear in Document grid. 

• Enter Document name, select file and upload it. 

 

Figure 36 - Medicinal Devices Documents Tab 
 

• Click on Submission tab and check the check box given and press Submit. 
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Figure 37 - Import Medicinal Devices and Diagnostic Kit Submission 
 
 

• System will now ask for a payment. Please refer to the Payment section (6.5. 
Payments) for more details. 

 
 Page has following actions 

  Next On clicking you will go on next tab 
2.  Previous On clicking you will go on Previous tab 
3.  Clear Clear all the un saved information 
4.  Submit Submits the application to the Drug Department 
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6.3.3. Import Raw Material Permit 

 

On Module screen select Type Import/Export and select Module Import 
Controlled Application Controlled Medicines 

 

Figure 38 - Import Raw Material Permit 

• System will load the tabs 

•  
Figure 39 - Raw Material Tabs 

 

• Verify the Local Manufacturing details and click next. 
 

 

Figure 40 - Raw Material Agent Details 
 

• Select Raw Materials Tab. Fill the form and press Save. 

• All the saved raw material items will save in Raw material grid. 

• You can add a maximum of 10 (ten) substances in one permit. 
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• Select Documents tab and add all the required documents and click 
Submission tab. Required Document list is mentioned in required documents 

grid on screen. 

• All the added documents will appear in Document grid. 

• Enter Document name, select file and upload it. 
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• Click on Submission tab and check the check box given and press Submit. 

 

 
 

• System will now ask for a payment. Please refer to the Payment section (6.5. 
Payments) for more details. 
 

Figure 41 - Import Raw Material Permit Submission 
 

 Page has following actions 

  Next On clicking you will go on next tab 

2.  Previous On clicking you will go on Previous tab 

3.  Clear Clear all the un saved information 

4.  Submit Submits the application to the Drug Department 
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6.3.4. Import Chemical Precursors 

 
On Module screen select Type Import/Export and select Module Import 
Controlled Application Chemical Precursors 
 

 
 

Figure 42 - Import Chemical Precursors 

• System will load the forms 

 

Figure 43 - Import Chemical Precursors Form 
 

• Verify the agent details and click next. 
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Figure 44 - Medical Store Details Tab 
 

• Select chemical Precursors tab and enter data in all the fields and press 
Save 
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Figure 45 - Chemical Precursor Tab 
 

• System will save the data in Chemical precursor’s grid. 

• You can add a maximum of 10 (ten) items (pre-approval or authorization of 
each item will be required prior to adding the items). 

• Add all the required documents and click Submission tab. Required 
Document list is mentioned in required documents grid on screen. 

• All the added documents will appear in Document grid. 

• Enter Document name, select file and upload it. 
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Figure 46 - Chemical Precursor Documents Tab 
 

• Click on Submission tab and check the check box given and press Submit. 
 

 

Figure 47 - Chemical Precursor Submission Tab 
 

• System will now ask for a payment. Please refer to the Payment section (6.5. 
Payments) for more details. 

 Page has following actions 

  Next On clicking you will go on next tab 
  Previous On clicking you will go on Previous tab 

2.  Clear Clear all the un saved information 

3.  Submit Submits the application to the Drug Department 
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6.3.5. Export Controlled Application Chemical Precursors 

 
• On Module screen select Type Export and select Module Export Controlled 

Application Chemical Precursors 

 

 

Figure 48 - Export Controlled Application Chemical Precursors 
 

• System will load the tabs 

 
 

• Select Medical and Store Detail and press clear or next. 

 

 
• Select chemical Precursors tab and enter data in all the fields and press 

Save 
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• System will save the data in Chemical precursor’s grid. 

• Save as many items here as you want. 

• Now click on User Details and add all the details and click on Documents tab. 

 
 

 
• Add all the required documents and click Submission tab. Required 

Document list is mentioned in required documents grid on screen. 

• All the added documents will appear in Document grid. 

• Enter Document name, select file and upload it. 
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• Click on Submission tab and check the check box given and press Submit. 

 

Figure 49 - Export Controlled Application Chemical Precursors Submission 

 
 Page has following actions 

  Next On clicking you will go on next tab 

2.  Previous On clicking you will go on Previous tab 

3.  Clear Clear all the un saved information 
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6.3.6.  Export Medicinal Devices and Diagnostic Kit 

 
On Module screen select Type Export and select Medicinal Devices and 
Diagnostic Kit 

 
Figure 50 - Export Medicinal Devices and Diagnostic Kit 

 
• System will load the tabs 

 
• Select Medical and Store Detail and press clear or next. 

 

 
• Select Product tab and enter data in all the fields and press save. 

• If you are using already registered Product then select registered product and 
enter details in MAH and Invoice fields. 

• If you are using unregistered product then select unregistered product and 
enter data in other fields and save the product with entering data in MAH and 

Invoice section. 

• Saved product will be visible in Product list top on the page. 

• Add as many products and save then as you want. 
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• Select Documents tab and add all the required documents and click 

Submission tab. Required Document list is mentioned in Required documents 

grid on screen. 

• All the added documents will appear in Document grid. 

• Enter Document name, select file and upload it. 

 
• Click on Submission tab and check the check box given and press Submit. 

 

Figure 51 - Export Medicinal Devices and Diagnostic Kit Submission 
 

• System will now ask for a payment. Please refer to the Payment section (6.5. 

Payments) for more details. 

 
 Page has following actions 

  Next On clicking you will go on next tab 
2.  Previous On clicking you will go on Previous tab 

3.  Clear Clear all the un saved information 
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4.  Submit Submits the application for payment and approval 
5.  Re-Submit This button will appear if the Drug department sends the 

application back to the agent in case if any requirement is 
missing. 
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6.3.7.  Export Medicinal Products Permit 

 
Module screen select Type Export and select Medicinal Devices and 
Diagnostic Kit 
 

 

Figure 52 - Export Medicinal Products Permit 

• System will load the tabs 

•  

• Select Medical and Store Detail and press clear or next. 

 
• Select Product tab and enter data in all the fields and press save. 

• If you are using already registered Product then select registered product and 
enter details in MAH and Invoice fields. 

• If you are using unregistered product then select unregistered product and 
enter data in other fields and save the product with entering data in MAH and 

Invoice section. 

• Saved product will be visible in Product list top on the page. 

• Add as many products and save then as you want. 
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• Select Documents tab and Add all the required documents and click 

Submission tab. Required Document list is mentioned in Required documents 
grid on screen. 

• All the added documents will appear in Document grid. 

• Enter Document name, select file and upload it. 

 
 

• Click on Submission tab and check the check box given and press Submit. 
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Figure 53 - Export Medicinal Products Permit Submission 

 
• System will now ask for a payment. Please refer to the Payment section (6.5. 

Payments) for more details. 

 
 Page has following actions 

  Next On clicking you will go on next tab 
2.  Previous On clicking you will go on Previous tab 

3.  Clear Clear all the un saved information 

4.  Submit Submits the application for payment and approval 

5.  Re-Submit This button will appear if the Drug department sends the 
application back to the agent in case if any requirement is 
missing. 
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6.3.8.  Export Local Manufactured Products 

 
• Module screen select Type Export and select Export Local Manufacturing 

Product. 

 
Figure 54 - Export Local Manufacturing Product 

 
• System will load the tabs 

 

Figure 55 - Local Manufactured Product Application Form 
 

• Review the agent details and click Next. 

 

Figure 56 - LMP Agents Details 
 

• Select Product tab and enter data in all the fields and press save. 

• If you are using already registered Product then select registered product and 
enter details in MAH and Invoice fields. 
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• If you are using unregistered product then select unregistered product and 

enter data in other fields and save the product with entering data in MAH and 

Invoice section. 

• Saved product will be visible in Product list top on the page. 

• Add as many products and save then as you want. 

 

 
Figure 57 - LMP Product Details 

 

• On Documents tab and add all required document. Required Document list is 
mentioned in required documents grid on screen. 

• All the added documents will appear in Document grid. 

• Enter Document name, select file and upload it. 
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Figure 58 - LMP Documents 
 

• Click on Submission tab and check the check box given and press Submit. 
 

 

Figure 59 - LMP Declaration and Submission 
 

• System will now ask for a payment. Please refer to the Payment section (6.5. 

Payments) for more details. 

 Page has following actions 

  Next On clicking you will go on next tab 

  Previous On clicking you will go on Previous tab 
 Clear Clear all the un saved information 
 Submit Submits the application for payment and approval 
 Re-Submit This button will appear if the Drug department sends the 

application back to the agent in case if any requirement is 
missing. 
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6.3.9.  Export Raw Material Permit 

 

On Module screen select Type Export and select Module Export Controlled 
Application Controlled Medicines 

 

Figure 60 - Export Raw Material Permit 

• System will load the tabs 

 
• Select Medical and Store Detail and press clear or next. 

 
• Select Raw Materials Tab. Fill the form and press Save. 

• All the saved raw material items will save in Raw material grid. 

• You can save as many items as you want. 
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• Select Documents tab and Add all the required documents and click 

Submission tab. Required Document list is mentioned in Required documents 
grid on screen. 

• All the added documents will appear in Document grid. 

• Enter Document name, select file and upload it. 

 
• Click on Submission tab and check the check box given and press Submit. 

 

Figure 61 - Export Raw Material Permit Submission 
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 Page has following actions 

  Next On clicking you will go on next tab 

2.  Previous On clicking you will go on Previous tab 

3.  Clear Clear all the un saved information 
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6.4. Shipment Clearance Applications 
 

• Click Create Application from the following menu: 

 
Figure 62 - Create Shipment Clearance Application 

 
• Click OK button to agree with the Terms and Conditions 

 
Figure 63 - Terms and Conditions 

 
 

• On the Shipment Clearance menu, select the desired module/product type for 
which the shipment clearance is required. 
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Figure 64 – Shipment Clearance Modules 
 

• Select the Approved Permit to be added and Click Add button to include it in 

the shipment clearance request.  

• You can add multiple permits in one clearance request. 

 
Figure 65 - Shipment Clearance Add Permits 

 
• Double click each permit in the Approve permit list to list its items. 
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Figure 66 - Permit Items 
 

• Double click each item to view and verify its details. The details layout will 
change depend on the type of the item, such as, Medicinal Product, Raw 

Material, etc. and then click next. 

 
Figure 67 - Permit Item Details 

 

• Fill in the shipment details and add the relevant shipment documents and 

click Next button. 

MoHAP Copy Right  Page 63 of 74 
 



Ministry of Health & Prevention  Import Export Agent Manual 

 

 
Figure 68 - Shipment Details 

 

 
Figure 69 - Shipment Documents 
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• Fill in the invoice details with relevant attachments for each associated 

invoice and Click Save Invoice button to add an invoice.  

 
Figure 70 - Invoice Details 

 

• You can also update or delete an existing invoice from the invoice list. 

 
Figure 71 - Invoice List 

 

• Click next when all invoices are done. 
 

• Fill in the packaging details and attach the relevant documents and click 
Save Packaging Info button to save. 
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Figure 72 - Packaging Details 

 

• You can also update or delete an existing packaging detail from the 

Packaging list. 

 
Figure 73 - Packaging List 

 

• Click next when all packaging information is done. 
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• Fill in the Certificate of Analysis (COA) details for each applicable item in the 

selected permit and attach the relevant documents and click Save COA 

button to save. 

 

 

Figure 74 - Certificate of Analysis 
 

• You can also update or delete an existing COA from the COA list. 

 
 

Figure 75 - COA List 
 

• Click next when all COA are done. 
 

• Confirm the declaration and click Submit button to submit the request to Drug 
Department. 
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Figure 76 - Shipment Declaration 
 

• System will now ask for a payment. Please refer to the Payment section (6.5. 
Payments) for more details. 
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6.5. Payments 
 

• For Import/Export Pre-Permits and for Shipment Clearance requests, the 
System will redirect the user to online Payment (e-dirham) website, whenever 

a payment is applicable. 

• The applicant shall be shown the following message before redirecting to the 
payment website: 

o “Please note that your application is not submitted yet. Once you have completed 

the payment process, you shall be redirected back to the Drug Import Export e-

service website for submitting your request (when the payment is processed 

successfully).  

You shall now be redirected to the E-Dirham website for payment.” 

 

• Select the payment method 

 

Figure 77 - E-Dirham Payment Method 
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Figure 78 - E-Dirham Payment Method Selection 
 

• Review amount and click confirm to continue 
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Figure 79 - Payment Method Confirmation 

• Provide the payment credentials (Card Number and Code, etc.) and click 
submit. 

 

Figure 80 - Payment Credentials 
 

• Save the payment receipt as proof (optional), and click OK. 
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Figure 81 - Payment Receipt 
 

• You shall be redirected to the Drug Import Export System 

• Select the Application for which you made the payment; the application will 
be with “Check Payment Status” status. 

 

Figure 82 - Pending Payment Confirmation 
 

• You will be taken to the Payment Status Form 
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Figure 83 - Payment Status 

• Click "Check Payment Status" button to get the latest status of your payment. 

• Click "Submit Request" button once the Payment Status becomes 

"Successful". 

• Click "Retry" button if the Payment Status becomes "Failed". 

• Once you click the submit button, your application shall be submitted to the 

Drug Department for processing. 
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6.6. View Applications 

 
Click on View Application system will open the task list. 
 

 

Figure 84 - View Applications in Workspace 
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