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NDOH and SAPC license application 

User/Applicant manual 
 

1. New username and password request. 
Go to www.sapc.za.org and click the [Members of the Public] tab on the main menu of the 

website. Select [Apply for Pharmacy License] page (fig.1.1). 
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Enter an email address to where the password should be sent and click the [Next] button (fig.1.2). If there 

is already a username and password associated with the email address entered, an option will be available 

to resend the username and password (fig.1.3). 

 

Fig.1.2 

 

 

 

Fig. 1.3 

 

 

 

 

 

 



For a new username and password, complete all required fields on [Apply for Pharmacy License 

(username and password)] screen. Click the [Create Password] button (fig.1.4). Fig.1.5 message will be 

displayed when a username and password is successfully created. Login to your email account to retrieve 

your login details (fig.1.6). 

Fig.1.4 

 

Fig.1.5 

 

 

 

 

 

 



Fig.1.6 

 

 

 

2. Apply for a new pharmacy license. 

Go to www.sapc.za.org and click [Login] button and then the [Group Owner Login] page of the SAPC 

website (fig.2.1). Enter a username, password and click the [Enter] button(fig.2.2). On a successful login 

you will be redirected to the secure site dashboard screen (fig.2.3). 

Fig.2.1 
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Fig.2.2 

 

 

To enter a new pharmacy license application, either click the [My Pharmacies] tab on the main menu or 

the [view/update your pharmacies] link/image button found in the content of the dashboard page (fig.2.3). 

Fig.2.3. 

 

 

 

 

 

 



Under [My Pharmacies] tab- locate the [NDOH Pharmacy License Applications] block and click the 

[New Pharmacy] link option (fig.2.4). This will redirect to the new pharmacy license page where all 

application information can be entered and submitted both to the NDOH and SAPC (fig.2.5).  

NB: No application will be able to be submitted until all 6 sections are completed 

Fig.2.4. 

 

 

 

 

Fig.2.5 

 

 

 

 



I. Premises 

NB: No other section of the application can be completed until the [Premises] information has been 

entered and saved. 

Enter all required fields under the [Premises] tab and click the [Save] button on the bottom right hand side 

of the screen (fig.3.1). A message will be displayed once successfully saved (fig.3.2). At this point the 

system can be exited and the rest of the application completed at a later stage. To continue with an 

application- Under [My Pharmacies] tab- locate the [NDOH Pharmacy License Applications] and click 

the [My License Application List] link (fig2.4). A list of all un-submitted application will be displayed. 

Clicking the [Select] link on the grid will redirect to the license application information page (fig.2.5). 

Fig.3.1 

 

 

Fig.3.2 

 

 

 



II. Responsible Pharmacist (RP) 

Search the appointed RP using their “P” number registered with the SAPC. Enter the “P” number in the 

search text box provided and click the [Search] button. A summary of the RP details will appear under the 

[Search Results] section. Click the [Add RP] button to save the RP information. On a successful addition 

the RP information will appear under the [Responsible Pharmacist Details] section of the screen. If the 

“P” number is unknown/not found- Use the “Click Here” link to search the SAPC register (Fig.4.1). 

Fig.4.1 

 

III. Owner Details 

In some cases, the owner information might already exist on the SAPC register. In this circumstance- 

search the owner information by entering the CK (company no.)/National ID number (Sole Trader) in the 

text box provided and click the [Search] button. If the owner is found- information will automatically 

populate- enter all missing information and click the [Save] button at the bottom right of the screen. A 

message will be displayed on a successful save (fig.4.2). The owner details will be displayed on the owner 

list (fig4.4). 

Fig.4.2

 



To enter new owner information, select the [Owner Type] from the dropdown list provided and complete 

the required fields on the form (fig.4.3). Click the [Save] button at the bottom right of the screen. A message 

will be displayed on a successful save. The owner details will be displayed on the owner list (fig4.4). 

Fig.4.3 

 

 

 

Fig.4.4 

 

 

 

 

 

 

 

 



IV. Documents 

To upload supporting documentation- Browse to the file on your computer, select the document type from 

the [Outstanding Documents] dropdown list and click the [Upload] button. A message will be displayed 

on a successful upload and the document will appear on the [Document List] grid. To update an already 

uploaded document, simply delete the document using the [Delete] link on the [Document List] grid and 

upload the updated version (fig.4.5) 

Fig.4.5 

 

PL01, PL02, PL03 and PL04 

Complete all sections of the online application form, select pre-populated forms PL01 and PL04 (signature + 

Commissioner of oaths), PL02 and PL03 only signature required. Upload only once signed and stamped 

(fig.4.6). 

Fig.4.6 

 

 

 

 

 

 

 



V. Questionnaire  

To complete the questionnaire section- Answer all questions using the “Complies/Does not comply” 

dropdown options. Once all questions have been answered, click the [Next] button at the bottom right hand 

side of the screen. This will load the next set of questions (fig.4.7), [General] being the final section 

(fig.4.8). 

NB: All questions need to be answered “Complies” in order for the [Questionnaire] to comply. 

Fig.4.7 

 

Fig.4.8 

 

 

 

 

 

 

 

 

 



VI. Services and Activities 

Enter answers in the text boxes provided and click the [Save] button at the bottom right hand side of the 

screen. Not all answers need to be completed in order to save, but all question need to be answered in 

order for the section to be complete (Fig.4.9). 

Fig.4.9 

 

VII. Submit 

All sections need to be complete in order to submit the application both to the NDOH and the SAPC. The 

[Submit] section highlights any incomplete or non-compliant sections (fig.4.9). These will all need to be 

Complete/Compliant in order to have the [Proceed to payment] option (fig.4.9.1). 

Fig.4.9 

 

 

 

 

 

 



Fig.4.9.1 

 

Submit Application 

[Proceed to payment] – This will redirect to the online application payment page (Fig.5). Choose a 

payment type from the options provided and click the [Next] button at the bottom right hand side of the 

screen. 

 Fig.5

  

 

 

 

 

 



In this example we have chosen the [EFT] payment option. With this option it is necessary to upload proof 

of payment before submitting the application. Once proof of payment has been uploaded, click the [Save] 

button at the bottom right hand side of the screen(fig5.1). A message will be displayed on a successful 

submission (fig.5.2). 

 

Fig 5.1 

 

 

Fig.5.2 
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