
 

USER MANUAL FOR IMPORT/EXPORT PERMIT APPLICATION OF REGISTERED 

MEDICINES  

The Registered Medicines System is used for applying for importing and exporting registered 

medicines. This document shows the stages to be followed when applying for an import or 

export permit. 

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 diagram shows the registration process 
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To register, click the ñClick here to registerò link on the login page as shown below.  

 

 

 

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

All fields are mandatory except for the Fax. The CAPTCHA is case sensitive. Once you click the 

ñcreate an accountò button and all information has been entered correctly, an email will be sent 

to the email address you entered in the email field 

 



The email that is sent will have an activation link. You need to click that link for your account to 

be activated. If you donôt activate your account, you will not have access to the system. The 

activation email and link are depicted below 

 

 

 

When your account has been activated, login with your user credentials. The first page you see 

will have all processes you have access to. Click the ñImport and Export of Registered 

Medicinesò button. 

 
 

 

 

 

 



2. Notification of Appointment  
If you are a wholesaler or a manufacturer, a Valid Notification of Appointment is needed to 

apply for the import of any Registered Medicines. Any other types of companies can apply for an 

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 

skip to stage ñ4. Application for Export Permit.ò 

The following diagram shows the process flow for Notification of Appointment. 
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Click the ñNotification of Appointmentò icon to begin the process. This is shown below. 

 

 

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 click ñSaveò to proceed to 

the next stage of the process as shown below.  

NOTE: All fields wi th *  are mandatory 

 



Once you click ñSaveò as above, you will be able to add the Principal(s) of the Registered 

Medicines you wish to import. To do this, select the Principal on the ñSelect Principalò drop 

down box. Then click the ñAdd Principalò button. Repeat this process if the medicines you wish 

to import are from more than one Principal. All Principals you have added will be listed in the 

Grid below the ñAdd Principalò button. This is shown below 

 

 

 

 

 

 

 

 

 

 

 



The next step is to capture medicines. Click the ñCapture Medicinesò button to add these. If you 

have selected the wrong Principal you may not find the drugs you wish to import. The image 

below shows the button to capture medicines 

 

 

 

 

 

 

 

 

 

 

 

 



You will now be redirected to the capture medicines page where you will select all medicines 

you can import. Select ñAll productsò checkbox to choose all the products then click ñSaveò 

button. Once it has saved click ñCloseò to get back to the I.E 1 online form. This is shown below. 

 

 

When capturing of medicines is complete, you are then required to upload all supporting 

documents. At this stage this is the Letter/Notification of Appointment. Click the ñUpload 

Supporting Documentsò icon to upload the above mentioned documents as shown below. 

 



The following screen appears after you click ñUpload Supporting Documentsò button. On the 

Document Type dropdown, click the ñLetter of Appointmentò option. Then click the ñSelectò 

icon to choose the document from your computer. You then have to click ñUpload Fileò button 

to upload the Letter of Appointment. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Once done, click the ñSubmit for Approvalò button to complete the Notification of Appointment 

process. This will send the application for approval by MCAZ. The button to send for approval is 

circled below 

 

 

 

 

 

 

 

 

 

 

 

 



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

 



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 Stage. The system 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 

 

 

Click the view button to start the application process. You will be redirected to the Application 

For An Import Permit (FORM I.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 

ñApplication Feesò and ñTotal Excluding VATò text fields. These are calculated automatically 

by the system. Click the ñSaveò button to proceed as shown below 

  

 



You will then be able to add the specific medicines you wish to import. To do this click the ñAdd 

Medicinesò button as highlighted below 

 

 

You will be redirected to the page to 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 

ñSaveò button. Therefore, if you are importing more than one registered medicine, repeat this 

process for all medicines. Click the ñCloseò button once done. The diagram below shows this 

page. 

 



All the medicines you have selected will be listed in the medicines grid. If you have made a 

mistake and need to delete any medicines, click the ñDeleteò icon on the right of each medicine. 

 

 

If you have verified your medicines and are satisfied with the accuracy of the information, click 

the ñUpload Supporting Documentsò button as shown below 

 



You will be redirected to the ñUpload Documentsò page where you will upload the remaining 

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 applications and 

you wish to 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 of Zimbabwe. 

So to upload the specific documents you need, select the appropriate document in the ñDocument 

Typeò dropdown list. Then click the ñSelectò button to retrieve the document from your device. 

After you have selected the appropriate document from your device, click the ñUpload Fileò 

button to upload the document. Repeat this procedure for all types of documents including proof 

of payment and pro forma invoice. These buttons are highlighted in the diagram below 

 

 

 

 

 

 



All the documents you successfully upload will be listed in the grid below the ñUpload Fileò 

button. If you have uploaded the wrong document, click the delete icon on the right side of each 

document as shown below.  

 

 

Click the ñCloseò button once finished. If you have uploaded all required documents, the ñSend 

for Reviewò button will be available. Click it to send your application for review as shown below 

 


