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1 Introduction

1.1 Project Scope Overview

The registration process of veterinary products currently operates its submissions using a manual
non automated process and due to the large amount of in-person submissions and the back-and-forth
feedback appointments between the EDA team and the Applicants in a single submission, this hectic
process takes a long time to be reviewed and approved.

The EVERS Project is a web portal that helps ease the process of veterinary products registration.

The system will also manage the task distributions and will help in the process of decision making
and limits the back and forth communication between both parties.

1.2 Intended Audience and Reading Suggestions

The document addresses The Companies that are going to be using this system. Also EDA users
who are going to deal with the system. Basically, anyone who is going to use the EVERS Portal
should read this user manual first before login as to make the experience smooth and easy.

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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2 Company Interface

2.1 Portal overview

The main goal of this project is to facilitate and enhance communication between companies and
EDA team during the registration process of veterinary products.

2.1.1 Login Page

Figure 2.1: First Login page

This is the first page the user encounters once he opens the portal, all the applicants should choose
to login as a company which will then direct them to the company login page

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.



Page 5

Figure 2.2: Second Login page

Companies can only login to the Portal from the Company Login page, Login will be through company
account created in EDA company profile. EDA is responsible to provide each company a user name
and a password for login.

2.1.2 Work-list

Figure 2.3: My Work list

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Once the user logs in he will land on this page: “My Work-list” which is the main page for managing
his work, user can find 3 different tabs to do so:
My Assigned Applications (New): This tab contains all the new submissions or tasks that the
user must take an action upon.
My Assigned Applications (Resume): This tab contains all the resumed submissions or tasks
that the user must take an action upon.
My Assigned Modifications: This tab contains all the modifications that the user must take an
action upon.
Ongoing Application: This tab contains all the submissions or tasks the user has already worked
on to be able to track the progress of his work and at this point the user can’t take any actions on
the submission but just view them.
Ongoing Modification: This tab contains all the submissions or tasks the user has already worked
on to be able to track the progress of his work and at this point the user can’t take any actions on
the submission but just view them.
Completed Application: This tab shows only the finished submissions either the ones who completed
the workflow and got accepted or the ones who got rejected or canceled.
Completed Modification: This tab shows only the finished modifications either the ones who
completed the workflow and got accepted or the ones who got rejected or canceled.
Requested Modification This tab shows the requested modification, modification still waiting
either to be accepted or rejected.

2.1.3 Notifications

Figure 2.4: Notifications

From the side navigation bar you can access the notifications that are sent to you whenever an action
regarding your application occurs or they can be accessed from the top right notification icon.
Also, the company will receive an email as a notification each time the submission requires their
attention or at the company’s side.

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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2.1.4 New Request

Figure 2.5: Request Inquiry

The company can start a new Inquiry Request from the New Request Tab in the side navigation
bar, then they will be able to choose either Local or Export Requests as shown.

Figure 2.6: Type of Marketing

Then company will be able to choose either Local or Export Requests as shown.

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Figure 2.7: Type of Registration

After choosing the type of marketing, you should choose the registration category in the type of
registration (Local or Toll). Then you can choose whether the type of registration is Local or F-toll.
You should tick the checkbox if you’re still under construction.
Please note that each entry affects the required inquiry attachments later on.

Figure 2.8: Registration category

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Depending on the type of registration, you’ll be guided through Manufacturer’s information.

Figure 2.9: Manufacturers Information

Products with imported as registration type will allow you to enter the trade name as this submission
will skip the naming process.
The manufacturer’s information change according to the type of registration.

Figure 2.10: Imported bulk as the registration type

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Please note that the red asterisk means that this file is mandatory which means that you could not
submit unless you upload all the mandatory files.

Figure 2.11: Imported as the registration type

Please note that the red asterisk means that this file is mandatory which means that you could not
submit unless you upload all the mandatory files.

Figure 2.12: Export as type of marketing

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Once the application is filled successfully and all the mandatory fields are filled the user can then
submit his application and he will then get the following message notifying him that the application
is now submitted as shown.

Figure 2.13: Active ingredient

Use the drop down list to choose your active ingredient and salt.

Figure 2.14: More than one Salt

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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There is an option where you can add or remove more than one salt.

Figure 2.15: More than one Active ingredient

There is an option where you can add or remove more than one active ingredient.

Figure 2.16: Product information

The product information like the dosage form, reference country, concentration, etc associated with
each active ingredient. For each active ingredient there should be a corresponding product information

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Figure 2.17: Inquiry attachments

After filling all the data and pressing next the user will be asked to upload a list of files some of
them are mandatory and some are optional as shown.

The company should only upload PDF files, other types of files will be rejected by the portal and
this message should appear ”please check files extensions”. Also, encrypted PDF files won’t be accepted.

The company can use the multiple uploads feature. This means the company can upload more than
one file under each attachment request. There is a difference between the multiple upload feature
and the single upload feature. Multiple uploads feature does not have a load bar, while the single
upload feature has a load bar. Moreover, the button for multiple upload feature says ”Upload Files”,
while the single upload feature says ”Upload”.

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Figure 2.18: Extra attachments

Extra attachments option is available. If the company uploaded all the required attachments and
also wanted to attach more PDF files to the submission.

Figure 2.19: Submit message

After the company entered all the mandatory data and uploaded all the obligatory PDF files. There
is a message ensuring that you filled all the mandatory fields successfully.

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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2.1.5 Draft

Figure 2.20: Draft

While filling the application the user will have the ability to save the application as a draft from the
button at the top right corner “Save As Draft”

Figure 2.21: Draft 1

The user will then be asked to confirm his choice and press save as shown.

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Figure 2.22: Save as draft successfully

The submission should be saved as draft for the company to resume working on it.

Figure 2.23: Save as draft successfully

The company can find the saved as draft submission by clicking on the ”Draft” section in the navigation
side bar.

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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2.1.6 Submission Details page

Once the user submits his application he can then find it inside the ongoing tab, and he can press
on it to open the submission details page.

Figure 2.24: Work-list page

The submission details page will contain more than one tab each containing different types of data
regarding the application. These tabs are as follows:

Product Details

The Product Details page contains the submission details

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Figure 2.25: Product details page

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.



Page 19

Inquiry request Checklist

Inquiry request Checklist contains the Inquiry documents uploaded by the company.

Figure 2.26: Inquiry request Checklist

Naming files

This is the files that is submitted duing the naming process

Figure 2.27: Naming files

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Naming List

This is list of names submitted during the naming process

Figure 2.28: Naming List

Soft files checklist

The Soft files checklist are the documents uploaded by the company during the soft file process

Figure 2.29: Soft files checklist

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Hard files Checklist

The Hard files checklist are the documents uploaded by the company during the hard file process

Figure 2.30: Hard files checklist

Modifications

This list of modifications the company applied for regarding any of its submissions

Figure 2.31: Modifications

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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2.1.7 Final approval

In this section the company can find all the final approvals

Figure 2.32: Final approval

The company can find the comments sent to them in the comments section showing the date of the
comment and who sent it and in which step was it sent along with an attachment if any.

2.2 Re-uploading Documents

At any time during the process the submission can be sent back to the company to re-upload the
unaccepted documents

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Figure 2.33: Re-uploading documents

The company will be able to open the submission from their work list “My Assigned Applications
Tab” or from the notification they received to open the submission details page from which they will
be able to access all their submission details and re-upload the required documents.

The company will then have to re-upload the required documents by opening the Checklist Tab on
the navigation bar inside the details page and start re-uploading all the documents.

After uploading all the documents the user should make sure to press on the save button on the top
right to confirm his new uploads.

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.



Page 24

Figure 2.34: Take action enabled

The take action button on the top corner inside the details page will now be enabled.

Figure 2.35: Taking action

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Figure 2.36: Action Taken

The company is now able to press on the “Take Action Button” to Re-forward their submission
again to the EDA; they will also be given an option to upload any extra attachment or send a comment
if needed.

By pressing submit the application will be sent once again to the EDA to continue assessment.

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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2.3 Naming process

2.3.1 Line extension

Figure 2.37: Line extension form

2.3.2 Normal name list

Figure 2.38: Normal name list form

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Figure 2.39: Normal name list form

Figure 2.40: Normal name list form

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.



Page 28

2.4 Start soft file

Figure 2.41: Waiting to start soft file

To start Soft Files Process you will be asked to upload a checklist of files according to your registration
type and submit it to the EDA

Figure 2.42: Uploading the soft files

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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2.5 Start hard file

Figure 2.43: Waiting to start hard file

To start Hard Files Process you will be asked to upload a checklist of files according to your registration
type and submit it to the EDA

Figure 2.44: Uploading the hard files

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Figure 2.45: Uploading the suppliers details

2.6 Modifications

Figure 2.46: Applying for a modification

The user can apply for a modification through the modification section in the side navigation bar.
Firstly the user should select the modification that he/she wish to request. Then the user should
make sure that the submission ID is correct.

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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Figure 2.47: Applying for a modification

For any modification request the following points should be considered:

• The user requesting the modification should enter the Submission request id to proceed with
the request.

• Only One modification can be requested at the same time for each request.

• Once the user applies for a modification request, all due dates regarding this submission in the
normal request are to be put on hold and no action can be taken on the submission until the
end of the modification request.

• After approval of the request all the concerned users will be notified.

• A Modification history on each submission will be available for viewing inside the details page.

• Any modification will require a list of requirements to be filled or uploaded.

• Each modification request has its own workflow and action plan with its own outcomes.

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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2.7 Status List

This is a table for the each status in the system. This works as a guide to know exactly the status
of the application.

Status
Name

Description

Pending This means the submission is under processes

Queue
This means your submission is inside a Queue and waiting
for its turn for the EDA to start working on

Modification
This means your submission is under a modification
process

Rejected/Cancelled
This means the submission is rejected or cancelled by the
EDA

Accepted
This Means the submission has ended and you got your
Certificate of Registration

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.



Page 33

2.7.1 Screenshots for the status names

Figure 2.48: Rejected status

Figure 2.49: Pending status

Figure 2.50: Accepted status

Note : Any Updates on the system resulting in a change in the user manual, an updated user manual
will be sent

The contents of this document and any attachments are confidential and are intended solely for the
use of the individual or entity to whom they are addressed.
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