Medicines Control Authority of Zimbabwe

USER MANUAL FOR IMPORT/EXPORT PERMIT APPLICATION OF REGISTERED
MEDICINES

The Registered Medicines System is used for applying for importing and exporting registered
medicinesThis document shows the stages to be followed when applying for an ionport
exportpermit.

1. Online Account Registration

To apply for licenses and use the system to track applications and other functions you need to
have a user account. The following diagr shows the registration process

Online Registration Process

START Visit Website Click Register Link that navigates to the Online
Registration form

Complete Online Registration Form and click crdg
account

Online User Account is submitted for Authorizati

Online user receives Activation Link through e

Click Activation

Reject
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To register, click the AClick here to registe
‘ Z Medicines Control Authority of Zimbabwe

MCAZ ONLINE SERVICES LOGIN

This will take you to the registration page. You need to fill in the details on the registration page.

All fields are mandatorgxcept for the Fax. The CAPTCHA is case sensitive. Once you click the
Acreate an accounto button and al/l i nformati o
to the email address you entered in the email field

‘ Z Medicines Control Authority of Zimbabwe

Online Registration Form

Flrstnasme | SR
Comparny Position In Cormpany
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The email that is sent will have antivation link. You need to click that link for your account to
be activated. I f you donét activate your

activation email and link are depicted below

= Reply 52 Reply All £

s Forwarg

i 16-bAar-18 1142

Activate MCAZ Online Senvices Account

Hello Blecnab

or registening. To actrvate your account click the lnk below

Chck to Activate

eerf¥:cage and any accompanying attachments are confidential and may contain proprietary and legally privileged
mfmma‘tmn mtended for the use of the addressee(s) only. If you are not the mtended recipient, be advised that vou have
recerved the e-mail in error and that any wse, dissemnation, forwarding, printing or copying of this e-mail 15 stnctly prolubited.
Any views or optnions presented in this e-mail are solely those of the author except where the message states otherwise and the
sender 15 authonzed to state them to be the views of the Medicines Control Authorty of Zimbabwe (MCAZ). Although this e-
mal and any attachments are behieved to be free of any vires or other defects which mught affect anv computer or [CT system
mto which they are recerved, no responsibility 15 accepted by MCAZ for any loss or damage ansing i any way from the receipt
or use thereof,

When your account has been activated, logih witur user credentials. The first page you see
wi || have all processes you have access

Medi cinesdo button.

Logged into MCAZ Online Services as SHA|

File * Medicines /E *

Online Services
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Import and Export of Notifications Change Password
Registered Medicines

igned and maintained by Medicines Control Authority of Zimbabwe 2018
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2. Notification of Appointment
If you are a wholesaler or a manufacturevadid Notification of Appointment is needed to
apply forthe import ofanyRegistered Medicine#ny other types of companies can apply for a
import permit without going through the Notification of Appointment process.

This stage is only applicable for import permits. If you are applying for an export permit please
skiptostagéi 4. Application for Export Permit.o

The following diagram shows the process flow for Notification of Appointment.

Notification for Import and Export of medicines
Process

Notification Appointment U GRSt St
Anplication for Kﬂthorisation 9 Attach/Upload Authorisation letter
PP 9 Submit For Processing
Notify the Applicant N[Oz Is Authorised? Review the LE1 form

YES

Notify the Applicant through email

END



ClicktheA Not i f i cat i on iconftobAginphe pracéssn&histisGhown below.

Medicines Control Authority of Zimbabwe

Logged into MCAZ Online Services as SHAMA

File v Medicines I/lE v 17-October-2014

Import & Export of Medicines Dashboard

e . e

Subject Notes AssignedDate DueDate Action Status

- =»

Notification of Application for Import Application for Export
Appointment it(Regk

(Reg (Reg No records to display
Medicines) Medicines)

5 e 0 O

Notification of Notification of Approved Nofification of  Rejected Notification of
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0) Review (0}

. d
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VE of Medicines Permit ~ Pending Impor/Export  Approved Import/Export  Rejected ImportExport
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Apgplication designed and maintained by Medicines Control Authority of Zimbabwe 2018

When you click the Notification of Appointment icon, you are taken to the online I.E.1 Form.
You have to fill in the information required on the form. You have to ¢li@&ved to proceed to
the next stage of the process as shown below.

NOTE: All fields wi th * are mandatory

NOTIFICATION OF APPOINTMENT OF AUTHORIZED IMPORTER (FORM LE. 1)

Select Option

Importer Details

Premise Select Premise . Premise Licence No “

Importer Name Type ‘ mporte x |
Street Address Area

Premise Status Premise Supervisor

Country Select Co ) > ‘ Town Select To x |
Telephone No Fax

Email Address Submitted By

On Behalf Of Company [m] Paosition In Company Select Position .

Date Of Appointment Date of Expiry

Products Authorized

= O OO O O O O O OO



On c e vy o wvaras abavé, yoi Bill be able to add the Principal(s) of the Registered
Medi cines you wish to import. To do this
down box. Then click the AAdd Principasho
to import are from more than one Principall. Principals you have added will be listed in the
Grid bel ow the nAAhsdsHwnibelawi pal ¢ butt on.

Status: Capturing

Importer Details

Premise

Premise Licence No WO B
Type Imporier .

Importer Name

Street Address T RN SOy T Area

Premise Status A Premise Supervisor RIS

Country Town ‘ |
Telephone No LITATTE Y Fax

Email Address Submitted By [ Thl ARyl

On Behalf Of Company = Position In Company Supervisor .
Date Of Appointment 2122011 ® Date of Expiry ®
Products Authorized

Principal Details

Prgs e GAPS PVT LTD MANCHESTER ROAD, 2 MAND.

A 4ad Principal '

Principal Name Principal Address

T e

s el
but t



The next

step is

t o capture

me d i c iteseslfyouCl i ¢ k

have selected the wrong Principal you may not find the drugs you wish to ifipeiimage
below shows the button to capture medicines

Importer Details
Premise

Importer Name

Street Address
Premise Status
Country

Telephone No

Email Address

On Behalf Of Company

Date Of Appointment

Products Authorized

Principal Details

Principal Name

Principal Name

— -

v.-z
=1
2

[E]

Colm v T CANGEE T ER HLAT, 2 lh.."'."”,.

Principal Address

IR P ONL DTROCT NFW Vo AL T A

Status: Capturing

Premise Licence No
Type

Area

Premise Supervisor
Town

Fax

Submitted By
Position In Company

Date of Expiry

M e HEUS R RO 2RI GHTTVER L aD, DL T T s D

Imporier .

MO MU o HIVWA

Supervisor .

[




You will now be redirected to the capture medicines page where you will select all medicines
you can i mport. oSeheckbiiAl it oprchhdwstes all the pr
button. Once it has saved click ACloseo to ge

[ List Medicines

MEDICINES TO BE IMPORTED

Drag a column header and drop it here to group by that column

[} Trade Name Generic Name Strength Zmm Registration No
NORLOX NORFLOXACIN 400MG 2002/7.2.5/4021
KANANYCIN KAMANMYCIN SULPHATE 1G 91/7 2 1/2506
CIPOLOX CIPROFLOXACIN HYDROCHLORIDE 250MG 2001/7 2 5/3984
CO-CODAMOL CODEINE PHOSPHATE, PARACETAMOL S500; BMG 9342 242825
MEZENOL PAEDIATRIC SULFAMETHOXAZOLE, TRIMETHOPRIM 120 MG 92/7.2.3/2638

™ GENTAMYCIN SULPHATE GENTAMICIN SULPHATE 40MGML 95/7 2 1/2885 :I
WATER FOR INJECTION WITH CHLOROCRESOL WATER FOR INJECTION, CHLOROCRESOL SML 91/23.02.02/2467
STREFPTOMYCIN STREPTOMYCIN SULPHATE 5G 917 2 12511
PHENOBARBITONE PHENOBAREITONE 30MG 9113.1/2471
BIOTET QXY TETRACYCLINE HYDROCHLORIDE 3% 92/14.1.1/2587

161 items in 17 pages

ListingMedicines7op=add

When capturing of medicines is complete, you are then requingoload all supporting
documents. At this stage this is the Letter/ N
Supporting Documentso icon to upload the abov

Status: Capturing

Importer Details

Premise

Premise Licence No e et “
Type Importer -

Importer Name

Street Address T Lemgene e T Area

Premise Status A Premise Supervisor -

Country ZIMBABWE | ] Town HAR [ ]
Telephone No LT Fax

Email Address Submitted By PISrTIe M oy KIVA

On Behalf Of Company = Position In Company Supervisor -
Date Of Appointment 2r2/2011 @ Date of Expiry m
Products Authorized

Principal Details

Principal Name GAPS PVT LTD MANCHESTER ROAD, 2 MANC-

Add Principal

Principal Address
22T F 51 SEI0Iw € 4ELT 0K

MMCTSTAT A0, 2 Y TET_ AD D, VO T s T - TRl ST




The foll owing screen apperanrtsi md teoc Qnuleentcd ¢ clku t
Document Type dropdown, click tiieetter of Appointmerio pt i on. Then cl i ck t
icon to choose the document from your comput e
to upload the Letter of Appointment.

] upload Supporting Documents

Q File uploaded successfully..

UPLOAD DOCUMENTS

Allowed flle types jpg. jpeq. png, gif, pdf, doc, docx .
Size li

Document Type Select Document ] %

u———

Upload File | Close

Drag a column header and drop it here to group by that column

Document Mame Document Type File Type Export Document

Registers_March 2018 Letter Of Appointment

UploadDocuments?op=ienoti&doc=3

[ = Ta e s



Once done, click the fASubmit for Approval o bu
process. This will send the application for approval by MCAZ. The button to send for approval is
circled below

Status: Capturing

Importer Details

Premise Select Premise . Premise Licence No B

Importer Name Type Importer .
Street Address Area
Premise Status Premise Supervisor
Country Select Countr) - Town Select To x
Telephone No Fax
Email Address Submitted By NORIA MUSEKIWA
On Behalf Of Company [l Posgition In Company Supervisor .
Date Of Appointment 2212011 i) Date of Expiry ®
NORLCX 400MG -
KANAMYCIN
Products Authorized CIPOLOX
CO-CODAMOL

MEZENOL PAEDHIATRIC

Principal Details

Principal Name

Add Principal

Principal Name Principal Address

PFIZER INC 235 EAST SECOND STREET NEW YORK U S A

CAPS PVT LTD MANCHESTER ROAD, 2 MANCHESTER ROAD, SOUTHERTON HARARE ZIMBABWE

-

TERICan B S FErared By MESenes o RGnT of Zebabws 2018



3. Application for Import Permit
The following diagram is the process flow for the application of an import permit

Application Process (Medicines)

Capture Application details following
given format

Export Proforma Invoice

Save Application

Start Application for Export/Import

e Upload proof of payment

e Submit Application for reviewing Heluiiay

Submit Application for reviewing

Review Application

e State Reasons Is Application

Valid?

* Notify the Applicant through
email

Application Approval

e Give Recommendation
Prepare Rejection letter f————= Is Approved?
e Notify the Applicant

Generate Permit

Notify Applicant through email




Once your Notification of Appointment has been approved, you will receive an email notifying
you that you are now able to proceed to Application for Import STdgesystem also sends task
notifications to show current state of the process you are at and what tasks are pending your
action. This is shown below

Logged info MCAZ Online Services as 8.4 "iaH J'.wJ

File ¥ Medicinesl/E v 17-October-2018 18:45:52

Logout

Import & Export of Medicines Dashboard

” - e

Aulin
AssignedDate DueDate
= Status

Appoiniment  Permil{Registered  Permi istered
yedieines) Process IE Process IE Medicines
Medicines Application. Notification Cagine 17-8ep-2018 19-Sep- Pending
Application Ref No: 'NOA-IE1- Shr-Cianga P 2018 (Pending) View
3 7 PP 2018-1021'
Nalification of Approved Nofification of  Rejected Nofification of

Appoiniment Appointment (0)

Appeintment(Capturing)

)

I/E of Medicines Permit  Pending Approved Import Rejected

Applications(Capturing) Application (9) Applications (0) Applications (0}
©

Click the view button to start the application proc&ssu will be redirected to the Application

For Animport Permit (FORM L.E. 2) page. Fill in all the required details such as Supplier

details, port of entry, approximate date of arrival and currency. Do not try to adjust the
AApplication Feesodo and ATotal Excultamdticalyy VATO
by the system. Click the ASaveo button to pro

Medicines Control Authority of Zimbabwe

Logged into MCAZ Onling Services as Sli.= " il JLS.u
File v Medicines I/E v 17-Oclober-2018 18:51.09
Logout}

APPLICATION FOR AN IMPORT PERMIT (FORM LE. 2)

Notification of Appointment Ref No NO: =Ty 2u'S 5o Application Type | ‘ ‘
Importer ‘ ‘ | Supplier l Select Supplier .
Mode Of Transport l Select Mode Of Transport . Port of entry l Select Port Of Eniry .
Approximate date of arrival Purpose

Currency l Select Currency .

@n Fees $50.00 Total Excluding VAT

"Hpplieation designad Snd maintsined by Wedienes Contral RUanty of Zimbabue 2018



You will then be able to add the specific med
Me d i c lbutioae asdighlighted below

APPLICATION FOR IMPORTER (FORM LE. 2)

Ref No

Application No AR aE e MM

Notification of Appointment Ref No w22 "=5-2u15-1%21 Application Type | mport L
Importer ‘ ol uT AL s CF T TAL DT . Supplier I Tor NG Cu L0OF R o = ‘:-\HA.
Mode Of Transport l Air-Freight . Port Of Entry I VEURERS DITERMANTDMAL LDPOTT .
Approximate date of arrival 30/Sepi20" Purpose MEDICAL USE

Currency l US Dollar .

Products Cost $0.00 Insurance and Freight Cost  50.00

CIF Value $0.00 Verification Fees $0.00

Application Fees $50.00 Total Excluding VAT $50.00

Discard Application

Add Medicines '
e g™

Drag a column header and|dBragtagredo greender that column

Trade Name Generic Name Strength Total Quantity PackSize Supplier Manufacturer Zim Regisiration No CIF Value

Mo records to display.

You will be redirected to the page select all the medicines to be imported. On this page, select
the medicine, manufacturing sight, cost, quantity and pack size of EACH medicine and click the
ASaveo button. Therefore, i f you are i mportin
process for al/l medicines. Click the AClIl oseo0o b

page.

] Ada Medicine

@Medical Medicines saved successiully...

MEDICINES TO BE IMPORTED

Medicine l SAZ L STaraG 2 IhTine REC v Iny 5 s 075

15pg

dat

st Manufacturing Site Zim Registration No

Cost Quantity

:eecll Pack Size 10x 105
.

SelectMedicines.aspx?type=add&appid=2




All the medicines/ou have selected will be listed in the medicines grid. If you have made a
mi stake and need to del et enoathgrighhef dachcmedicns., c | i

Mode Of Transport l Air-Freight . Port Of Entry l HARARE INTERNATIONAL AIRPORT .
Approximate date of arrival 30/Sep/2018 Purpose MEDICAL USE

Currency I US Dollar .

Products Cost $5,880.00 Insurance and Freight Cost | 50.00

CIF Value $5.,680.00 Verification Fees $29.40

Application Fees $50.00 Total Excluding VAT 579.40

Upload Supporting Documents | Discard Application

A
Print Proforma Invoice
Add Medicines

Drag a column header and drop it here to group by that column

Total Zim Registration CIF
Trade Name Generic Name Strength PackSize  Supplier Manufacturer <

Quantity No Value
PHI7CR
(AP [T R
PHEFMILI

SAL 4 Ly i thN win PEASSL AZINE SMIM 5 : 177 s fan -
&UruL. N

() Supporting documents required

s /8 \ Please unload Proof of Pavment or Fxemntion Pavment Schedu

A CVONE S RONT A ASTONE 2003 "ol A v H

If you have verified your medicines and are satisfied with the accuracy of the information, click
the AUpload Supporting Documentso button as s

Mode Of Transport l Air-Freight . Port Of Entry l HARARE INTERNATIONAL AIRPORT .
Approximate date of arrival 30/Sep/2018 Purpose MEDICAL USE

Currency I US Dollar .

Products Cost $5,880.00 Insurance and Freight Cost | 50.00

CIF Value $5.,680.00 Verification Fees $29.40

Applicatiop £50.00

Total Excluding VAT 579.40

Save I Upload Supporting Documents Jiscard Application

Print Proforma Invoice &
Add Medicines

Drag a column header and drop it here to group by that column

Total Zim Registration CIF
Trade Name Generic Name Strength . PackSize  Supplier Manufacturer <
Quantity Value

A CVONE S RONT A ASTONE ol "ol A v H

= - CHETAILTY
SAL 4 Ly i thN win PEASSL AZINE SMIM 5 : 177 s " fane -0’0l
&UruL. N

documents required

s /8 \ Please unload Proof of Pavment or Fxemntion Pavment Schedu



You will be redirectedtothBfUp | oad Document so page where you
required documents. The Payment Schedule document is for applicants who do not wish to make
the full payment of the imports all at once. For example, if you have multiple applicatidns

you wishto pay for some of them, that document is the one you upload, showing which

applications you wish to pay first and so on.

The proof of exemption is the document that shows you have been exempted in one way or
another by the Medicines Control Authority afibabwe.

So to upload the specific documents you need,
Typeo dropdown | ist. Then click the fASelecto
After you have selected the appropriate documentfromyod evi ce, cl i ck the #f
button to upload the document. Repeat this procedure for all types of documents including proof

of payment and pro forma invoicEhese buttons are highlighted in the diagram below

[ upload Documents

UPLOAD DOCUMENTS

Allowed file types: jpg. jpeg, png, gif, pdf, doc, docx . [
Size limit *1 MB..

focument Type | Profoma Invoice | [l

Payment Schedule

I Td [nvoice

' Upload File I Proof Of Exemption

Proof Of Payment

Drag a column header and drop it here to group by that column

Document Name Document Type File Type Export Document

Mo records to display.

UploadDocuments.aspx?doc=4&op=ieapp&appid=2




All the documents you successfullyp | oad wi | | be |isted in the gr
button. If you have uploaded the wrong document, click the delete icon on the right side of each
document as shown below.

Allowed file types: jpg, jpeg, png, gif, pdf, doc, docx .
Size limit *1 MB .

Document Type [ Select Document l!

| | oot |

Upload File

Drag a column header and drop it here to group by that column

LILENL

Document Name Document Type
ri .
Receipt - AKA Proof of Payment Proof Of Payment .PDF
Pro forma Invoice Profoma Invoice PDF @

UploadDocuments. aspx?doc=4&op=ieapp&appid=2

Click thefi @®sed button once finishedf you have uploadedalle gui r ed document s,
for Reviewd button will be avail abl e. Click it



