
 

USER MANUAL FOR SECTION 75 APPLICATIONS 
 

The Section 75 Application Medicines Module is used to apply for authorisation to import 

unregistered medicines. This document shows the stages to be followed when applying for 

authorisation letter. 

1. Online Account Registration 
To apply for authorisation letters 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 “Click here to register” 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 

“create an account” 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 don’t 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 “Section 75 Authorisation” button. 

 

 

 

 

 



 

2. Application for Section 75 Authorisation 
There are 3 types of applications under section 75, i.e.  

i. Application for Prescription,  

ii. Application for Institutions and  

iii. Application for Bulk Importation  

 

i. Application for Prescription 
The following diagram shows the process flow for Application for Prescription. 

 



 

After clicking the “Section 75 Authorisation” button you will be directed to the Section 75 

dashboard. Click the “Application for Prescription” icon as shown below 

 

 

When you have clicked the icon, you will be directed to the “Request for Authority to Import 

Unregistered Medicines for Prescriptions” page. Fill in all the information required accurately and click 

“Save Application” once done. This is shown below: 

 



 

 

The next stage is to add medicines and this is done by clicking the “Add Medicines” button as shown 

below. 

 

 

A pop up that allows you to add medicines will appear and you can add your medicines from the list 

provided. On the drop down provided ensure to select an entry which has generic name, strength, 

manufacture and country.   If the medicine is not there, then add your medicines using the “Add New” 

button. Save your medicines once done and then close the popup. This is shown below 

 

 



 

If you have clicked the “Add New” drug button then the following popup will be available for you to add 

a drug that is not on the list. Add the New information in the provided fields. Also, if the generic name, 

manufacturer and pack size you want is not available from the provided lists then click the respective 

“Add New” buttons next to each item you want to add. The respective popups will be shown for you to 

add the information you need. Click save then close once done. This is shown below 

 

 

1. Generic name – type in the field the generic name only of the medicine you 

wish to import then a drop down with suggestive names similar to the generic 

name you typed will appear in like this 

 
 If there is no match click on new button encircled in the main 

picture above the type the generic name press save and close 

 Try again to type in the generic name in the generic name field it 

should be now appearing in the drop down ,if it is not appearing 

refresh the page by  clicking this   on the top right of the 

pop up 

                                                                                                                                                           

2. Brand name – if the medicine you wish to add has a brand name just type it 

in the brand name field ,if the medicine you wish to add has no brand name 

you can leave the field blank . 

 Please do not repeat typing in the generic name in the brand 

name field 

 



 

3. Manufacturer- type in the field the manufacturer of the medicine you wish to 

import then a drop down with suggestive names  similar to the manufacturer 

you typed will appear in like this  

 If there is no match click on new button encircled in the main 

picture above, 

  then type the manufacturer name ,street address & country 

press save and close 

 Try again to type in the manufacturer name in the manufacturer 

field, it should be now appearing in the drop down ,if it is not 

appearing refresh the page by  clicking this   on the top 

right of the pop up screen. 

 

4. Dosage form-type in the dosage form in the field then select      from the 

dosage form appearing from the drop down. 

 Please select dosage that are singular such as Tablet ,Injection 

,Capsule etc 

 

5. Strength- type in the strength in the field 

 if your medicines does not have strength please use – 

 

6. Pack size- type in the field the pack size of the medicine you wish to import 

then a drop down with suggestive names  similar to the manufacturer you typed 

will appear in like this 

 If there is no match click on new button encircled in the main 

picture above, 

 then type in the pack size press save and close 

 expected pack sizes should be in this format 30 tablets ,30 

capsules, 10 vials, 10 ampoules etc 

7. Quantity- type in the quantity in the field. If you have included pack size the 

quantity will be the number of units of the pack size required. For example, 

 6 x 30- quantity being 6 and not 180 

  3 x 100- quantity being 3 and not 300 

 

When you are returned to the main application page, you can now upload your supporting 

documents. These are the Prescription and Proof of Payment. To do this click the “Upload 

Supporting Documents” button that will now be visible next to the “Save” button which will 

produce pop up as shown below 



 

 

All the documents you successfully upload will be listed in the grid below the “Upload File” 

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

document as shown below. 

 

 

Click the “Close” button once finished. If you have uploaded all required documents, the 

“Submit for Authorisation” button will be available. Click it to send your application for review 

as shown below 
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ii. Application for Institutions 
The following chart shows the process flow for Application for Institutions process 

 

 

 

To apply for this type of authorisation while on the Section 75 dashboard, click the “Application for 

Institutions” icon. This is shown in the diagram below 



 

 

You will then be directed to the “Request for Authority to Import Unregistered Medicines for 

Institutions” page. Select the name of your premise. The are two checkboxes that are ticked by default, 

that is, “MCAZ Licensed?” and “On Behalf of”.  

The “MCAZ Licensed?” checkbox should be ticked if you are an importer who is registered with MCAZ 

and un tick if you are a public institution or a non-profit making organization that is not Licensed by 

MCAZ .Also, if you are importing in behalf of another institution, then make sure the “On Behalf of” 

checkbox is selected. Then choose the name of the institute you are importing in behalf of. If you are 

importing on behalf of a public institution or a non-profit making organization un-tick the checkbox on 

the extreme right. This is shown below 

 



 

 

 

 

At this point you will then be able to add medicines by clicking the “Add Medicines” button as depicted 

below 

 

The pop up to add medicines is then visible to you. Select your medicine from the drop down list. Ensure 

to select an entry which has generic name, strength, manufacture and country .If it isn’t available then 

click the “Add New” button to add your unregistered drug. This is shown below 

 

 

 

 



 

 

 

 

 

If you click the “Add New” button then you can add a new drug. You need to enter the Generic name, 

Brand name, Manufacturer, Dosage form and strength of the drug in the popup as below. Click save to 

add the drug information and click close once done. 

 

 

1. Generic name – type in the field the generic name only of the medicine you 

wish to import then a drop down with suggestive names similar to the generic 

name you typed will appear in like this 

 
 If there is no match click on new button encircled in the main 

picture above the type the generic name press save and close 

 Try again to type in the generic name in the generic name field it 

should be now appearing in the drop down ,if it is not appearing 

refresh the page by  clicking this   on the top right of the 

pop up 

                                                                                                                                                           

2. Brand name – if the medicine you wish to add has a brand name just type it 

in the brand name field ,if the medicine you wish to add has no brand name 

you can leave the field blank . 



 

 Please do not repeat typing in the generic name in the brand 

name field 

 

3. Manufacturer- type in the field the manufacturer of the medicine you wish to 

import then a drop down with suggestive names  similar to the manufacturer 

you typed will appear in like this  

 If there is no match click on new button encircled in the main 

picture above, 

  then type the manufacturer name ,street address & country 

press save and close 

 Try again to type in the manufacturer name in the manufacturer 

field, it should be now appearing in the drop down ,if it is not 

appearing refresh the page by  clicking this   on the top 

right of the pop up screen. 

 

4. Dosage form-type in the dosage form in the field then select      from the 

dosage form appearing from the drop down. 

 Please select dosage that are singular such as Tablet ,Injection 

,Capsule etc 

 

5. Strength- type in the strength in the field 

 if your medicines does not have strength please use – 

 

6. Pack size- type in the field the pack size of the medicine you wish to import 

then a drop down with suggestive names  similar to the manufacturer you typed 

will appear in like this 

 If there is no match click on new button encircled in the main 

picture above, 

 then type in the pack size press save and close 

 expected pack sizes should be in this format 30 tablets ,30 

capsules, 10 vials, 10 ampoules etc 

7. Quantity- type in the quantity in the field. If you have included pack size the 

quantity will be the number of units of the pack size required. For example, 

 6 x 30- quantity being 6 and not 180 

  3 x 100- quantity being 3 and not 300 

 

 

 



 

Close the add medicines popup when you are done to be redirected to the main application page. At this 

point the “Upload Supporting Documents” button will be visible to you. Click this button to upload all 

required documents. These are the Institute Letter and the Institute Proof of Payment. To upload the 

specific documents you need, select the appropriate document in the “Document Type” 

dropdown list. Then click the “Select” button to retrieve the document from your device. After 

you have selected the appropriate document from your device, click the “Upload File” button to 

upload the document. Repeat this procedure for all types of documents. This is depicted below 

 

 

Click the “Close” button once finished. If you have uploaded all required documents, the 

“Submit for Authorisation” button will be available. Click it to send your application for review 

as shown below
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iii. Application for Bulk 
The following chart shows the process flow for Application for Institutions process 

 

 

 

 



 

To apply for this type of authorisation while on the Section 75 dashboard, click the “Application for 

Bulk” icon. This is shown in the diagram below 

 

 

This will take you to the “Request for Authority to Import Unregistered Medicines for Bulk” 

page. Fill in the required information and click “Save”. Note that you cannot change the 

Application Fees field. 

 

 

 



 

After saving you will now be able to add medicines. Click the “Add Medicines” Button to add 

your medicines as shown below 

 

The popup to add medicines will be shown where you must add all the medicines that need to be 

imported. Click “Save” to add each drug that you want, then click “Close” to close the popup 

and return to your application. This is shown below 

 

 

 

 



 

When you are returned to the main application page, you can now upload your supporting 

documents. These are the Pro Forma invoice and Proof of Payment. To do this click the “Upload 

Supporting Documents” button that will now be visible next to the “Save” button as shown 

below 

 

 

The page to upload supporting documents will popup. To upload the specific documents you 

need, select the appropriate document in the “Document Type” dropdown list. Then click the 

“Select” button to retrieve the document from your device. After you have selected the 

appropriate document from your device, click the “Upload File” button to upload the document. 

Repeat this procedure for all types of documents. This is depicted below 

 



 

All the documents you successfully upload will be listed in the grid below the “Upload File” 

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

document as shown below.  

 

 

Click the “Close” button once finished. If you have uploaded all required documents, the 

“Submit for Authorisation” button will be available. Click it to send your application for review 

as shown below 

 



 

Once your application has been approved, you will see the notification on your dashboard. This 

will be under the “Applications for Bulk Importation (Approved)” icon. Your application process 

will have been successful. If your application has been rejected, you will also get a notification 

under “Applications for Bulk Importation (Rejected)” icon.  The reasons for rejection will also 

be listed. This will help you to resolve any issues that caused the rejection. Once these are 

rectified you can go through the application process successfully. The diagram below shows 

where the notifications will appear. 

 

 


