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Purpose of this document: Describe the steps for each feature in the Computerised
Transaction Record System (CTR).

*The feature names of the CTR system will be in accordance with the most current user
requirements from the Drug Office.



1 Introduction

This guide is intended to help license traders effectively use the CTR system for creating
and managing antimicrobial transactions in accordance with regulatory requirements.
Inside this manual, users will find step-by-step instructions, best practices, and
troubleshooting tips to facilitate easy navigation of the system. This guide is designed to

deepen understanding and optimize platform experience.



2 User Management

2.1 User Types

Within the CTR system, Licensed traders will have three types of system roles:

Role and
Responsibilities

Authorised User
(AU)

Alternative
Authorised User
(AAU)

Company User
(CU)

Description

Authorised User
hold responsibility
of all submitted
records and require
ensuring
transactions are
submitted
promptly. This role
shall be placed by
managerial
positions.

Alternative
Authorised User acts
as a Company user
normally. However
Authorised User can
transfer his/her role
to Alternative
Authorised User;
Alternative
Authorised User also
allows to claim

Authorised User role.

Company user has
the right to enter
create transaction
draft and require
submitting them for
approval by
Authorised User.

Transfer of
Authorised User

ownership right to

Alternative
Authorised User

Y

N

Right to be
transferred as
Authorised User

Basic Maximum
Number of user
per Licensed
Trader

Create new
transaction draft

Approve
transaction draft

Make change to
approved
transactions

View, search &
export all
transaction
records of own
company

View notification




2.2 How to Register an Authorised User Account

The user Management module covers the journey of what it takes for the Licensed
Traders to register on the CTR system and how to log into the system.

2.2.1 Registering Authorised User Account

This section covers how License Traders can register an account on CTR.

Step 1 | Click “Sign up now” in the login page

Step 2 | Fillin valid company information:

a) License Number (XX/YY/ZZZZ or ML-01234)

b) Business Registration Certificate Number (12345678-XXX)
Click “Next”.

Step 3 | Verify company information and upload supplementary document(s):
Business Registration Certificate (PDF/JPEG with less than 10MB)
Organisational e-Certification (With file extension: “.p12”) [Optional]

Fillin e-Cert PIN after e-Cert is uploaded.

Step 4 | Fillin Personal Information:

a) Name (same as ID Card)

b) Job Title

c) Create User ID (for login purpose)

d) Phone Number

e) Organisation User Email (same as the onein e-Cert)

f) Fax Number (Optional) to call

Step 5 | Verify thefilled information.

Step 6 | Read & Accept Terms and Conditions.

Step 7 | Wait for a confirmation email with a submission reference code.




User Registration (P.1)

Step1: Click “Sign up now” in the login page

Welcome Back!
Login to Computerised Transaction Record

User ID* Forget Username
Password* Forgot Password

Not yet a membe

with iAM Smart

More info »

Step4: Fill in Personal Information
Create Authorised User Account

Autharised User holds respansibility of all submitted records and ensures transactions are
submitted promptly.

Information Previ

@ Company Information @ Personal Information 3

. Personnel Name @

ob Title®

User D+

Phone Number* @ 1 Fax Number

Organisation User Email* @

Back

ponpoe

=

Personnel Name (same as ID Card)
Job Title

Create User ID (for login purpose)
Phone Number

Organisation User Email

Fax Number (Optional)

To be continue from (p.2)

—

Step2: Fill in company information

with license type of

the format of

Create Authofised User Account

Autherised User hibids responsibility of all submited records and ensures transactions are
submitied promp|

@ company Infgrmation 2 Personal Information infarmation Preview

License Number *@

XXIYYIZ

Z or ML-01234

Business Registration Certificate Number @

BRC Number shall consist of 11 digits, in the format of

HOOCOUOOEY Y Back

Step3: Verify company information and upload
supplementary document(s)

Sample

Business Registration Certification (BRC):

Upload your i, Certification with high reschation ™

2039512341234

e-Cert PIN

Create Authorised User Account

Authorised User holds respensibility of all submitied records and ensures transactions are submitied
promptly.

Persanal information 3 Information Preview

o Company Information

License Number
26/2A/2010

Business Registration Gertificate Numbe

12345678-001

Organisation Name
HK Medical Trading Co . Ltd. Supplementary Document(s)
a. Business Registration Certificate

b. Organisational e-Certification (Optional)

Licanse Type
Wiholesaler (24)

ddress
RM. 1401, 14/F, WATERLOO PLAZA, 53-55 WATERLOO ROAD, YAU MA TEI, KLN

Certification (BRC):

n Certification with h stion *

Gllck or drag file to this area to upload

b,
e-Cert (Organisational)

(PDFAIPEG MB} ert File (,p12)
(@ Testing.doc pdf e
200KE =
e-Cert (Drganisational) Click or drag file to this area to upload
Uplosd Company e-Cert Fls 912) or select your file
(& ecertfile-demo p12 o
WA KE - €

Back




User Registration (P.2)

Step5: Verify the filled information

Create Authorised User Account

Authorised User holds responsibility of all submitted records and ensures transactions are
submitted promptly.

@ company information () Personal information () Information Preview

Company Information

License Number Business Regstration Certificate Number
26/24/2010 12345678-001

Organisation Name License Type

HK Medical Trading Co . Lid. Wholesaler

Address

RM. 1401, 14/F, WATERLOO PLAZA, 53-55 WATERLOO ROAD, YAU MA TEI, KLN

Organisation eCert File {.p12)

(& ecertfile-demo.p12
200 KE
Click to view

eCert Pin .
2039512341234 Optional

Business Registration Certificate (BRC) (PDF/JPEG)
& Testing doc.pdf
200 KB

Click to view

Personal Information

Personnel Name

Chan Tal Man

Job Title User ID
Manager chantaiman
Phone Number Fax Number
24528635 -

Organisation User Email
Taiman111@hkmedtrade.com

Back ‘

Click to continue

Step6: Read & Accept Terms and Conditions

A of Terms and C:

1. Introduction

The following are the terms and conditions (“Terms”) for the use of the Computerised
Transaction Record ("CTR") operated by the Department of Health ("DH") of the Government
("Govemment") of the Hong Kong Special Adminisirative Region of the People’s Republic of
China ("Hong Kong®). The Government agrees to provide the Services (as defined in Clause 3
below) and you, as the user of CTR (*User”), agree to use the Services in accordance with the
Terms.

2. Acceptance of Terms of Use

By accessing and using CTR, you agree to be legally bound by these Terms, which may be
modified and/or supplemented by the Government from time to time without prior notice to any
User. Please check the website at https://ctr.drugoffice.qov. hk/portal/ regularly for any
modification and/or supplement which may be made.

3. Services provided in CTR
a1

CTR comprises a website designed to and
dispensing data through electronic means, ensuring proper record keeping of antimicrobials
thrauahauit the sunnly chain from whalesale to end-user delivery.

Back Download as PDF

pt the above terms and conditions

Scroll to the back and Click the green button

Step7: Wait for a confirmation email v

Create Authorised User Account

Thank you
Your application is under review.

You should receive a confirmation email with a submission reference code.




2.2.2 User Registration — Creating New Password

This section covers how to create a password for CTR account once the registration is
approved.

Step 1 | Once registration is approved, click “Create Password” from the received
email.

Step 2 | Input new password twice and click “Submit”.

*Password must be a minimum of 8 characters with a mix of uppercase
letters, lowercase letters, numbers and symbols*

Step 3 | Click "Login" to return to the login page and use your new password.




User Registration — Creating New Password

Step1: Once registration is approved, click “Create
Password” from the received email.

Email Template Step2: Input new password twice, and click “Submit”.

-i— Department of Health Create Password

The Government of the Hong Kong Specizl Administrative Regior

Dear <Name>,
X ) Please create a new password for your account.
Thank you for signing up! Your application has been
approved. Please create a new password for your
account by clicking the “Create Password” button. The New password*
link will expire in 7 calendar days.

1 . @
Personnel Name: Chan Tai Man

User ID: chan_tai_man

Account Role: Manager

Re-enter new password *
2

If the button doesn't show up, please use this link instead 3

For enquirers, please contact our support team at
etr_info@dh.gov.hk

Yours sincerely,
The Computerised Transaction Record System Team

Must be a minimum of 8 characters with
a mix of uppercase letters, lowercase
letters, numbers and symbols.

Step3: Click "Login" to return to the login page and
use your new password.

Email Template Pop up message after click “Submit” A4
T Department of Health Create Password
The Government of the Hong Kong Special Administrative Regior

Dear <Name>,

We are pleased to inform you that your password has
been successfully created. You may now login to your
account with your password OR

n
- Success

Your password has been created.

If the button doesn't show up, please use this link instead:
Click here to access the link

For enquirers, please contact our support team at
ctr_info@dh.gov.hk

Yours sincerely,
The Computerised Transaction Record System Team

Note

Please DO NO
information, pls

to this email. Should you need any further

_info@dh.gov.hk.

se Edge vers refox version 109, Chrome version 109,

for macOs and i0S 16.0 or above if the email content didr't show

correctly.

2025 ® Department of Health




2.3 User Login

This section covers how registered and approved users can log into CTR via 2-Factor
Authentication. There are 3 approaches: One-Time Password, e-certification, and iAM
Smart authentication.

Approach 1: 2 Factor Authentication (Login with One Time Password)
Approach 2: 2 Factor Authentication (Login with e-Certification)
Approach 3: Login with iAM Smart.

2.3.1 Login with One Time Password/ e-Certification

This section explains logging in using a One-Time Password (OTP) or e-Certification.

Step 1 Input User ID and Password, click “Login”.

Step 2 | Select one of the two factor authentications. (Method a/b)

2a. Choose “One Time Password” in the page.
1. Enter 6 digits One Time Password (OTP) received in user’s registered
email. (e.g. 123456)
2. Ifhaven'treceived OTP yet, click "Resend OTP (30s)" to request a new
one.
After 6 digits are entered, page will be redirected to landing page

automatically.

2bh. Choose “e-Cert” in the page (e-Certification)
1. Upload e-Cert File [*Must be an PKCS#12 (.p12) file].
2. Entere-Cert PIN.
3. Click “Login” and direct to landing page.




Login with One Time Password/ e-Certification

Step 1: Input User ID and Password,
click “Login”.

Welcome Back!
Login to Computerised Transaction Record

1 UserID* Forgot User ID
2 password* Forgot Password

3

Not yet a member? Sign up now

Or

Login with iAM Smart

More info >

One Time Password

<

Enter the 6 digits One Time Password that sent to your email to
sign in. The one time password will expire after 15 minutes.

2

Resend OTP (30s)

Step 2: Select one of the two factor authentications.

(Method a/b)

Two Factor Authentication

In addition to your User ID and password, please select a two factor
authentication for extra security.

a.

One Time Password
We will send a 6 digits one time password to your email

b. @

e-Cert

You will need to provide e-Cert pin and e-Cert file

e-Cert

=0

=

Upload the e-Cert file and enter the e-Cert Pin to sign in.

e-Cert File *

e-Cert Pin*
2

S

Click or drag file to this area to upload
or select your file

[ovwere |

1

3




2.3.2 Login with iAM Smart

This section explains how to log in using iAM Smart.

Step 1 | Click “Login with iAM Smart”.
Step 2 | Redirect to login with iAM Smart page.
Step 3 | Scanthe QR Code:
1. OpentheiAM Smart app on your mobile device.
2. Click “QR code scanner” in the app and scan the QR code displayed
on the website.
Step 4 | Direct to Landing page:
4a. If there is only one company associated with the account, the user will
be automatically directed to the landing page.
4b. If there are two or more companies linked to the same iAM Smart
account, the user should select the desired one first.
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Login with iAM Smart

Step 1: Click “Login with iAM Smart”

Welcome Back!
Login to Computerised Transaction Record

User ID* Forgot User ID

Password * Forgot Password

Not yet a member? Sign up now

Or

Login with iAM Smart

More info >

Linked more than one companies
Step4b: Select the desired company first.

Organisation Selection

Organisation*

&

Organisation*

ABC Phar

ABC Pharmacy Ltd
Room 12, Level 2, Victory House, Mong Kok, Kowloon.

EEED PHARMACY COMPANY LIMITED
Rm. 1201, 12/f, Plaza, Lok Man Road, Causeway Bay, Hk

Ming PHARMACY COMPANY LIMITED
Rm. 1201, 12/, Plaza, Lok Man Road, Causeway Bay, Hk

\.

Step 2: Redirect to login with iAM Smart page

Log in with iAM Smart :

1. Please open iAM Smart App in your mobile

2. Tap the scan button in iAM Smart App

3. Scan the QR Code

Step 3: Scan the QR Code
1) Open iAM Smart app
2) Click “QR code scanner”

1m:06 ¢

<@

IR &2]

Scan QR code within the frame

Online services

O

Recent

2

[B Government e-Forms (GovHK)
Hot picks

Yue Sheng Shi (B &%) [octais )
Government Services and Data
Management Bureau of

Guangdong Province

Online Application for
International Driving
Permit

= QR code scanner

\

J

ab 4a. . .
Only a company, automatically redirect
Step 4: Redirect to Landing page
Computerised g Mome  TrnsactonManagement v Productnventory  UserManagement  Quick Links v B S ChenTeiMan 202507021730
y
Hello Tai Man
to C T Record

Transac
Draft Preparation

Organisation Information More

Landing page
Sample

e CHAN, Tai Man

pe Wholesaler

INTERNATIONAL LTD.

Addtional Warenous 52
‘Sulte 2002-05, 20/F; AIA Kowloon Towes, Landmark East, 100 How Ming Street,
Kwun Tong, Kowioon, Hong Kong

Addiions

Wan Cha, Hong Kong

Notification Centre

View Al
i You have 10 transaction drafts due for “Submission for approval” in
48 hours.

13 ming ago

& Incoming Law Change

5 mins ago

& Incoming Law Change

& Incoming Law Change

i You have 10 transaction drafts due for “Submission for approval” in
48 hours.

11



2.4 User Login —Forgot Password

This section covers how can user login and retrieve their account when the password is

forgotten.
Step 1 | Click “Forgot Password” on top of password box.
Step 2 | Fillin the required information:
a) UserlID
b) Email (user’s registered email address)
Step 3 | Pop up message will inform user a Reset Password email has been sent.
Step 4 | Click “Reset Password” from the received email.
Step 5 | Input new password twice, and click “Submit”.
*Password must be a minimum of 8 characters with a mix of uppercase
letters, lowercase letters, numbers and symbols*
Step 6 | After the pop-up message and email are displayed, the reset password can
be used to login.

12



User Login - Forgot Password

Step 1: Click “Forgot Password”

Welcome Back!
Login to Computerised Transaction Record

User ID* Forgot User ID

Password*

Not yet a member? Sign up now

Or

Login with iAM Smart

More info >

Step 4:
Click “Reset Password” from the received email.

Email Template

Dej ent of Heal
The Gowernment of the Hong Kong Specis! Administrative Regior

Dear <Name>,

WE recently received a password reset request for the
account with the UserlD: <User ID. To reset your
password, please click on the below button:

If the butten doesn't show up, please use this link instead:

If you did not request this change, please email us at

Yours sincerely,
The Computerised Transaction Record System Team

Hote

Please DO NOT

informatio

2025 © Departmentgaf Health

Step5:
Input new password twice, and click “Submit”.

Ll | |,

e

Must be a minimum of 8 characters with
a mix of uppercase letters, lowercase
letters, numbers and symbols.

Reset Password

Please enter your new password to reset your password.

New password *

, —)

Re-enter new password *

2 @

Step 2: Fill in the required information

a. UserID
b. Email (user’s registered email address)

Forgot Password

Please enter your User ID and Registered Email to reset your
password.

UserID*

Registered Email*

b

Back

Step 3:
Pop up message to inform a Reset Password email
has been sent.

Forgot Password

A link to Reset Password has been sent to your
email

Step 6:

After the pop-up message and email are displayed, the

reset password can be used to log in.

Department of Health Email Template

The Gausrmment af the Hong Keng Special Administrative Regiar

Dear <Name>,

We are pleased o inform you that your password has
been successfully created. You may now login to your
account with your password.

If the button doesrit show up, please use this link instead:
Click here to access the link

Reset Password Pop-up message

Success
Your password has been reset

13



2.5 User Login - Forgot User ID

This section covers how users can retrieve their account when they forget their User ID.

Step 1 | Click “Forget User ID” on top of the User ID box.

to recover the username.

Step 2 | Popup message willinform user to contact Drug Office with authorised email

User Login - Forgot User ID

Step 1: Click “Forgot User ID”

Welcome Back!
Login to Computerised Transaction Record

User ID* Forgot User ID

Password* Forgot Password

Not yet a member? Sign up now

Or

Login with iAM Smart

More info >

%

Step 2:
Pop up message to inform user to contact Drug
Office with authorised company email to recover
the username.

Forgot User ID

Please contact Drug Office with your authorised company email to

recover the username.
Done

14



2.6 Landing Page

This section shows what functions are there on the landing page of different user types.

2.6 (1) Authorised user

Allows you to go
to the 4 green

Authorised user

Manage users

See product inventory

sections below

Allows creation of

Computerised
Transaction Record

Home i v

Product Inventory v

new drafts and
viewing of drafts

Allows to search
your transactio

5 2 ns Transaction B Transaction
with different Advance Search Draft Preparation

conditions

This section
shows your
organisation
Information

Hello Tai Man,
Welcome to Computerised Transaction Record

User

Allows users to view or search for

Notifications

Transaction
Draft Approval

Quick Links v/ L & ChanTeiMan 202507-0217:30

drug dealers and products via quick
links provided by the Drug Office

Profile viewing/
settings/ logout

Allows
authorised users

Organisation Information More

Name: CHAN, Tal Man Ac
icense No: 1/2A12032

int Role: Authorised User

License Type: Wholesaler

1/1A12032
Organisation
HUKONG INTERNATIONAL LTD.
Address
RM. 1401, 14/F, WATERLOO PLAZA, 53-55 WATERLOO ROAD, YAU MA TEI, KLN
[Raditional Warehouse Address 1

Room 3817, Revenue Tower, 5 Gloucester Road,

Wanchai, Hong Kong

Additional Warehouse Address 2

Suite 2002-05, 20/F; AIA Kowloon Tower, Landmark East, 100 How Ming Street,
Kwun Tong, Kowloon, Hong Kong

Additional Warehouse Address 3

Room 2001-2002, 20/F, Dah Sing Financial Centre, 248 Queen's Road East,
Wan Chal, Hong Kong

Notification Centre

View All

Transaction draft, invoice No.: S02376584 was approved.

® 1day ago

You have 10 transaction drafts that are due to be submitted and
approved in 48 hours

9 2 days ago

Incoming Law 137 & Law138 Change

3 days ago

Transaction draft, invoice No.: S03454674 was rejected.

1day ago

Please provide supply statistics data to Drug Office.

D 4 days ago

2.6 (2) Alternative Authorised User/ Company User

Allows you to go

to the 4 green

Alternative Authorised User / Company User

Manage users

See product inventory

sections below

Allows creation of

Computerised
Transaction Record

Home  Transaction Management ~  Product Inventory

new drafts and
viewing of drafts

Allows to search

your transactions =
. .. ransaction
with different Advance Search

conditions

This section
shows your
organisation
Information

Hello Tai Man,
Wel to C

puterised Ti

Transaction
Draft Preparation

(8)

User Management

to approve

drafts submitted

by company
users

Allow

viewing of

submitted
transaction
status

This section
acts as email
inbox to
receive
different
updates /
notifications

Allows users to view or search for

drug dealers and products via quick
links provided by the Drug Office

Profile viewing/

Ji Notifications

R S WongSuMing 202507-0217:30

4

Quick Links v

Organisation Information More

Name: Wong Siu Ming Account Role: Company User

. License No: 1/2A/2032
License Type: Wholesaler by oo
Organisation

HUKONG INTERNATIONAL LTD.

Address:

RM. 1401, 14/F, WATERLOO PLAZA, 53-55 WATERLOO ROAD, YAU MA TEI, KLN
|+
Additional Warehouse Address 1
Room 3817, Revenue Tower, 5 Gloucester Road,
Wanchai, Hong Kong
Additional Warehouse Address 2:
Suite 2002-05, 20/F, AIA Kowloon Tower, Landmark East, 100 How Ming Street,
Kwun Tong, Kowloon, Hong Kong
Additional Warehouse Address
Room 2001-2002, 20/F, Dah Sing Financial Centre, 248 Queen's Road East,
Wan Chai, Hong Kong

Notification Centre

View All

draft,

D 1day ago

4 was approved.

You have 10 transaction drafts that are due to be submitted and
approved in 48 hours

@© 2 days ag

Incoming Law 137 & Law138 Change

© 3 days age

Transaction draft, invoice No.: S03454674 was rejected.
D 1dayago

Please provide supply statistics data to Drug Office.

9 4 days ago

settings/ logout

Allow
viewing of
submitted
transaction

status

This section
acts as email
inbox to
receive
different
updates /
notifications
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2.7 User: Account Settings

This section covers what functions are there in settings.

2.7 (1) My Profile

This page contains personnel information as well as the information of their respective
company. The status of iAM Smart authentication is also seen. Only certain information
(Job title/ Phone Number/ Fax number) can be edited. To modify the other information,
please contact Drug office.

Account Settings >

Account Settings
Personnel information

Organisation Name
HUKONG INTERNATIONAL LTD.

License Number
1/2A2032
1/1A/2033

Business Registration Certificate Number
12345678-001

Address

RM. 1401, 14/F, WATERLOO PLAZA, 53-55 WATERLOO ROAD,

YAU MA TEI, KLN

Click to Edit Job
& My Profile > My Profile title/ Phone number
/ fax number
Account Role Personnel Name
> Generate Server Token > Company User Wong Siu Ming
(%) Change password > Organisation Email User ID
taiman123@hukong.com.hk chanmandt
‘@ Bind your "iAM Smart” >
Job Title Phone Number Fax Number
¢ Bind your "e-Cert' > Manager 21492767 22335566
E, Sign out account Organisation Name Business Registration Certificate Number
HUKONG INTERNATIONAL LTD. 12345678-001 Personnel
License Number Address information
1/2A/2032 RM. 1401, 14/F, WATERLOO PLAZA, 53-55 WATERLOO ROAD,
1/1A/2033 YAU MA TEI, KLN
iAM Smart Authentication Activated iAM smart
Yes . .
Authentication status
Account Settings >
Account Settings
£ My Profile N Edit My Profile
Certain data cannot be edited directly on this page.
h Please contact the drug office if you require modifications to that information.
& Generate Server Token >
Account Role Personnel Name
{3 Change password Company User Weng Siu Ming
& Bind your IAM Smart* Organisation email User ID
taiman123@hukong.com.hk chanmandt .
2 Bind your e Cert’ Only Job title/
Job Title* Phone Number * Fax Number +~— phonel Fax
Manager 21492767 22335566 number editable
[3» sign out account

AM Smart Authentication Activated
No

Cannot save if nothing

Press cancel to exit —_ |
without changes 4*‘ Cancel m is changed, press

cancel to exit

16



2.7 (2) Change User Password

User can change their password in account settings. Users first enter their current
password then enter the new password twice to confirm change of password. User will
be redirected to login page to login again after the password is changed.

*Password must be a minimum of 8 characters with a mix of uppercase letters,
lowercase letters, numbers and symbols*

Change Password

Account Settings

Account Settings

Change Password

& My Profile >

Please change your password every 90 days, otherwise your account will be locked
‘2> Generate Server Token > rrent Password *
% Change password > @

Create a minimum 8 characters of
§ Bindyour "iAM Smart” > New Password * @ password with a mix of uppercase letters,
lowercase letters, numbers, and symbols

2 Bind your "e-Cert” >

[ Sign out account >

After entering the current password and
the new password twice.

Account Setfing:

Account Settings

Change Password

& My Profile >

Please change your password every 90 days, otherwise your account will be Jocked
2> Generate Server Token > Current Password *
(%) Change password > @
& Bind your "iIAM Smart” > New Password * @
& Bind your "e-Cert" > @

ter New Password

[ Sign out account > .

Clear all entered _ @7 Save to confirm
information. et change of password

Password successfully changed

Password has been changed.
Please login again.

Inform the user to log
out and then log in using
the new password.

17



2.7 (3) Bind with iAM Smart

Users can bind to iAM Smart account to allow login with iAM Smart rather than One Time
Password or e-Cert after successful binding.

2.7 (3a) Binding
Step 1 | Click “Bind to iAM Smart now”.

Step 2 | Redirect to login with iAM Smart page.

Step 3 | Scanthe QR Code:
1. Open theiAM Smart app on your mobile device.

2. Click “QR code scanner” in the app and scan the QR code displayed
on the website.

Step 4 | After the pop-up message and email are displayed, user’s accountis bound
successfully to “/AM Smart”.

18



Bind with iAM Smart

Step1: Click “Bind to iAM Smart now”

Account Settings >

Please click the "Bind your “iAM Smart” now" button below to bind the existing user account with “iAM Smart”

Account Settings
2 MyProfile 5 Bind your "IAM Smart’
&> Generate Server Token >
2 -
) Change password > e
& Bind your "IAM Smart’ >
& Bind your "e-Cert" >

[ Sign out account

Step 2: Redirect to login with iAM Smart pagew
4]

Smart

Log in with IAM Smart :

1. Please open iAM Smart App In your mabile

2. Tap the scan button in iAM Smart App

3. Scan the GR Code

Step 3: Scan the QR Code
1) Open iAM Smart app
2) Click “QR code scanner”

o T @

11:06 6
<@ Fommasen
D s
— Aifm‘--.:z:;?é;“
@ 85 @ Ii
W mmSsart p
(Lo

Scan QR code within the frame

Online services

= ) ]

Al Recent

[F Government e-Forms (GovHK)
Hot picks
Yue Sheng Shi (B4 )

Government Services and Data
Management Bureau of
Guangdong Province

Online Application for
International Driving
Permit

= QR code scanner

Step 4:
After the pop-up message and email are displayed,
user’s account is bound successfully to “iIAM Smart”.

Successfully Bound

Your "iAM Smart" account has been bound successfully. You
can login to the system with “iAM Smart” in the future.

—

Email Template

Dear <Name>,

You have successfully bound your account to "IAM Smart". You may log in to the
system with "IAM Smart" in the future.

Yours sincerely,
The Computerised Transaction Record System Team

Note

Please DO NOT reply to s email. Shouid you noed any Rt infonmation, plesse smail ci_inlo@dh.govhi
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2.7 (3b) Unbinding

Step 1

From the side menu of Account Settings, click “Bind your “iAM” to access
page of Unbind your “iAM Smart”.

Step 2

Click ‘Unbind “iAM Smart” now’.

Step 3

After the pop-up message and email are displayed, user’s account is
unbound successfully to “iAM Smart”.

Unbine iAM Smart

Step1: Click “Bind your “iAM" from the side menu to access page of Unbind your “iAM Smart”.
Step2: Click ‘Unbind “iAM Smart” now’

Account Settings >

Account Settings

Unbind your "IAM Smart”

2 My Profile >
This account is already connected with an iAM Smart Account.
& Generate Server Token > 2
Unbind your “iAM Smart’ now
1 (& Change password >
& Bind your 'iAM Smart" > |
< Bind your "e-Cert" >

[ Sign out account

Step 3:
After the pop-up message and email are displayed,
user’s account is unbound successfully to “iIAM Smart”.

W

Email Template

° Dear <Name>,

You have successfully unbound your aceount from “iAM Smart”. You can bind your

Successfully Unbound account to "IAM Smart” again in the future via ‘Account Settings” page

You have unbound your account from "iAM Smart"
successfully.

Noto
Please DO NOT reply ta this email. Should you need any furiher informatian, please email ct_infa@dh.gav.hk.

Yours sincerely,
The Computerised Transaction Record System Team

20



2.7 (4) Bind with e-Cert

Users can bind to e-Cert to allow login with e-Cert rather than One Time Password or iAM
Smart after successful binding.

2.7 (4a) Binding

Step 1 | From the side menu of Account Settings, click ‘Bind your “e-Cert”’.

Step 2 | Uploadyour e-Certfile.

Step 3 | Fillin your e-Cert Pin.

Step 4 | Click “Submit”.

Step 5 | After the pop-up message and email are displayed, user’s accountis bound
successfully to “e-Cert”.

21



Bind with e-Cert

Account
Account Settings
& My Profile > Bind your "e-Cert”
Please upload the e-Cert file and enter the e-Cert Pin to bind your existing user account with ‘e-Cert".
% Generate Server Token > e-Cert Flle*
& Change password >

Step1: ¥ B our Wt smarr s % Step2:

Click * Bind your ansopmpmemensy ——rgopload your
“e-Cert"’ w fle e-Cert file

B Sgnoutac

ecentpint Step3:
—=Fill in your e-

Cert Pin

Account Settings

Account Settings

& MyProfile 5 Bind your “e-Cert
Please upload the e-Cert file and enter the e-Cert Pin to bind your existing user account with "e-Cert”
> Generate Server Token > eCert File ™
(@ Change password > ® Ecenpi2 o
200K8
¥ Bind your "IAM Smart” >
e-Cert Pin*
& Bind your "e-Cert’ > e, )

B siriout scoount FSIep&

Click to submit

Step 5:
After the pop-up message and email are displayed,
user’s account is bound successfully to “e-Cert”.

S smeme Email Template

Dear <Name>,

You have successfully bound your account to “e-Cert”. You may log in to the system
Successfully Bound Wkt “e.Cart* I the fulire.
Your "e-Cert" has been bound to the account successfully. You

can login to the system with "e-Cert" in the future. Yours Sincoroly.

The Computerised Transaction Record System Team

Done Nota
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2.7 (4b) Unbinding

Step 1

)

From the side menu of Account Settings, click ‘Bind your “e-Cert”’.

Step 2

Click ‘Unbind your “e-Cert” now’.

Step 3

unbound successfully to “e-Cert”.

After the pop-up message and email are displayed, user’s account is

Unbind e-Cert

Account Settings

Account Settings

Unbind your "e-Cert”

& My Profile >

This account is already connected with an “e-Gert”
&> Generate Server Token >

(I R E RS SR | *Crrent e-Cert will be expired on 2025-09-30
(& Change password >
Step-]: & Bind your "iAM Smart’ >
C||Ck ’ Bmd your * & Bind your "e-Cert’ >
"e-Cert"’ Step2:
B Sonsccaun Click ‘Unbind your

“e-Cert” now’

Step 3:
After the pop-up message and email are displayed,
user’s account is unbound successfully to “e-Cert”.

Email Template

22 Orug Offic

° Dear <Name>,

You have successfully unbound your account frem "e-Cert". You can bind your
Successfully Unbound account to "e-Cert” again in the future via ‘Account Settings” page.

You have unbound your account from "e-Cert" successfully. Yours sincerely,
The Computerised Transaction Record System Team

m et
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2.7 (5) Server Token

Authorised users can generate/ terminate/ regenerate a one-time server token of 128
number digits for APl connection to authenticate requests.

2.7 (5a) Generate Token

Step 1 | Access Account Settings, click “Generate Server Token” from the side menu.

Step 2 | Click the green "Generate Token" button to create a one-time server token

consisting of 128 characters.

* Token can only be copied after pressing the "Copy" button.
* Token will not be displayed again once the user leaves the current page.

* Token will expire after 90 days.

Generate Token

Step1: Access Account Settings, click “Generate Server Token” from the side menu.
Step2: Click the green ‘Generate Token’ button.

Account Settings >

Account Settings

Generate Server token for API connection approach

& My Profile >
1 1. Press "Generate Token" to generate a one-time server token.
&> Generate Server Token > | 2. Copy the 128 characters of generated token and add it to the appropriate API request as needed to authenticate the request.
@ Change password > *Please only share the token with your respective IT team for the permission on the use of API.
2

& Bind your "iAM Smart” >
Generate Token
& Bind your "e-Cert" >

[> sign out account

WV

Generate Server token for API connection approach

& My Profile >
1. Press “Generate Token" to generate a one-time server token.
&> Generate Server Token > 2. Copy the 128 characters of generated token and add it to the appropriate API request as needed to authenticate the request.
@ Change password > *Please only share the token with your respective IT team for the permission on the use of API
& Bind your "iAM Smart" >
3spotvOMfMQIVVQgMIltRI1wb7TBmcSKRy+6uk=2Kh E— "Copy" button
> Bind your "e-Cert >

*Make sure to copy your token now as you will not be able to see this again.

Please copy and save the token, as
| Regenerate Token it will not be displayed again once
—— the user leaves the current page!!!

[ Sign out account

Remind: Token will expire after 90 days. Need to regenerate it later.
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2.7 (5b) Regenerate Token

Token would not be displayed when user leave the page and re-enter the page again. User
will have to regenerate a token and terminate their current one.

Step 1 | Get back to the “Generate Server Token” page.

Step 2 | Click “Regenerate Token” underneath the terminate current token button.

Step 3 | Confirm regeneration.

***New token will appear. Please copy and save again.

Regenerate Token

Step1: Get back to the “Generate Server Token” page.
Step2: Click the white ‘Regenerate Token' button.

Account Settings >

Account Settings

2 My Profile 3 Generate Server token for API connection approach
1. Press "Generate Token" to generate a one-time server token.
Generate Server Token { 2. Copy the 128 characters of generated token and add it to the appropriate API request as needed to authenticate the request.
") Change password >

*Please only share the token with your respective IT team for the permission on the use of AP

Bind your "iAM Smart" >
RCLTCY IR SR < Current token expiry date on 2025-09-30 17:30,00

& Bind your "e-Cert" > 2

Regenerate Token

B+ sign out account

Step3: Confirm regeneration.

Regenerate token will terminate your current token

Click to cancel [ 1 Click to confirm
i Cancel i
the regeneration regeneration

New token will appear.

2 My Profile 5 Generate Server token for APl connection approach

1. Press "Generate Token" to generate a one-time server token.

G Generate Server Token N 2. Copy the 128 characters of generated token and add it to the appropriate API request as needed to authenticate the request
) Change password > +Please only share the token with your respective IT team for the permission on the use of AP,
@ Bind your “iAM Smart’ >
3spOtvIOMIMQIVVQGMIltRITwWb 7Tl "Copy" button
> Bind your "e-Cert’ >

*Make sure to ¢ your token now as you will not be able to see this again.

Please copy and save the token, as
[Z sign out account Regenerate Token it will not be displayed again once
: g the user leaves the current page!!!

2 MyPprofile > Generate Server token for APl connection approach

1. Press "Generate Token" to generate a one-time server token.

& Generate Server Token N 2. Copy the 128 characters of generated token and add it to the appropriate AP| request as needed to authenticate the request,
(3 Change password > “Please only share the token with your respective IT team for the permission on the use of API
& Bind your "iAM Smart” >

Terminate Current Token *Current token expiry date on 2025-09-30 17:30:00 After |eft once
& Bind your "e-Cert’ >

Regenerate Token ‘

[3 sign out account

Remind: Token will expire after 90 days. Need to regenerate it later.
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2.7 (5c) Terminate Token

End or deactivate a token to revoke its access or functionality within the system.

Step 1

Get back to the “Generate Server Token” page.

Step 2

Click “Terminate Token”.

Step 3

Confirm termination.

& My Profile

Terminate Token

Step1: Get back to the “Generate Server Token” page.
Step2: Click the green “Terminate Token” button.

Generate Server token for API connection approach

1

(> Generate Server Token

@ Change password
& Bind your "iAM Smart”

< Bind your "e-Cert"

[5» Sign out account

Click to cancel

the termination.

Account Settings >

Account Settings

My Profile

Qo

&> Generate Server Token
(& Change password
& Bind your “iAM Smart’

= Bind your "e-Cert

[2+ Sign out account

>

1. Press "Generate Token" to generate a one-time server token.
>| 2. Copy the 128 characters of generated token and add it o the appropriate APl request as needed to authenticate the request.
> *Please only share the token with your respective IT team for the permission on the use of API
2

I | *Current token expiry date on 2025-09-30 17:30:00
> —_—
| Regenerate Token
Step3: Confirm termination.
Current token will be terminated
) Click to confirm
Cancel Next . .
termination.

N Generate Server token for APl connection approach

1. Press "Generate Token” to generate a one-time server token.
> 2. Copy the 128 characters of generated token and add it to the appropriate API request as needed to authenticate the request.
> *Please only share the token with your respective IT team for the permission on the use of API.
> "

Generate Token If needed, the user can generate the token again.

>
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2.7 (6) Account Log out

Users can sign out of account in account settings page.

Step 1

Click “Sign out account” from the account settings page.

Step 2

Confirm sign out.

Account Logout

Step1: Click “Sign out account” from the account settings page

Account Settings >

Account Settings

&, My Profile

@ Generate Server Token
(8 Change password
& Bind your "iAM Smart’

2 Bind your "e-Cert"

| [+ sign out account

Click to sign out

My Profile
Account Role
Company User

Organisation Email
taiman123@hukong.com.hk

Job Title Phone Nurnbes
Manager 21492767

Qrganisation Name

HUKONG INTERNATIONAL LTD.

Persannel Name
Wong Siu Ming

User ID
chanmandt

Fax Number

22335566

stration Certificate Number

RM. 1401, 14/F, WATERLOO PLAZA, 53-55 WATERLOO ROAD,

icense Number Address
1/2A/2032
1/1A/2033 YAU MA TEL KLN
AM Smart Authentication Activated
Yes

Sign Out

Confirm to sign out?

‘ Close

Step2: Click

‘@__to confirm
sign out
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2.8 Authorised User: Add company user

This section guides authorised users to add/ approve company users to the system.

Step 1 | Click “User Management” in landing page.
Step 2 | Click “+ Create User” on the top right-hand side of the page.
Step 3 | Fillin the account information:

a) Personnelname

b) JobTitle

c¢) Phone number

d) Company user email

e) UserlID

f) Fax Number (optional)
Step 4 | Preview application information.
Step 5 | Submit and confirmation.

Applicant (New company user) will receive a “Create password email”.
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Authorised User: Add company user

Step1: Click “User Management”

== Computerised " 5 [ ] 07
T Transaction Record Home Transaction Management Product Inventory Quick Links & & chanTaiMan 202507-0217:30

Hello Tai Man,
Welcome to Computerised Transaction Record

Transaction M Transaction Transaction .
Transaction Record
@ Advance Search Draft Preparation ° Draft Approval @ TRASEEEE

Organisation Information More Notification Centre

S

View All

Name: CHAN, Tai Man Account Role: Authorised User 1 Transaction draft, invoice No.: $02376584 was approved.

User Management

User Management

Step2: Click “+ Create User—— ||

~ Action

All Users.

Active  Disabled

Number, Job Titl Account Role ~

Name, Phone e
u:mrsmms & | Personnel Name 4 | Account Role

4 | JobTitle 4+ | Email 4 [Fhome g m
| Active Chan Tai Man Authorised User Manager chan.tmi@drugtrade.com.hk 21492767 21492767
| Active Leung Hel Alternative Authorised User  Manager leung hei@drugtrade com hk 21492768 21492767
] [Active Waong Ka Hei Alternative Authorised User  Manager wong.c@drugtrade.com. hk 21492769 21492767
| Active Chan Siu Ling Company User Clerk chan.sl@drugtrade. com.hk 21493001 21492767
| Active Chan Ka Chun Company User Clerk chan.kc@drugtrade.com.hk 21493002 21492767
| Active Cheng Tse Ching Company User Clerk cheng tc@drugtrade com.hk 21493003 21492767
1-120f 12 1 > 2
Step3: Fill in the account information

Sample a. Personnel name

b. Job Title

Phone number

d. Company user email

Create Company User Account

@ Account Information Application Preview C.

e e. UserlD

Account Information f. Fax Number (optional)
@ personnel Name (English) * B o e

Wong Siu Ming Clerk

€ Phane Number *

91235031

o Company User Email™

wongsiuming123@demopharmacy.com.hk

cancel

Step4: Preview application information

Userm

ment > Create Compeny U

Account

Create Company User Account

© sccourt information

@ soplcation Previen

§ FaxNumber

@ User ID*

wongsiuming

Step3:
Submit and confirmation

Application Preview

Barconnel Name (Engli

Wong Siu Ming

Phone Number
91235831

Company User Email
‘wongsiuming123@demopharmacy.com.hk

Back

Clerk

ax Number

User 1D

Account Created
Aceaunt ereated and activated

Submit

Confirm to submit this application?

Click “Next step”
to preview the
filled information

Applicant (New company user) will

the submission.

receive a “Create password email” after

Email

o o Heait
o Grmant 114 o B Sk A e e

Dear <Name,

Thank yeu for signag s You appication has been
approved. Pioase crvata a naw paseward for pour
aceount b eliking the “Create Password” bution. The
ok will exgiee in 7 calendar days.

Personnel Neme: Ghan Tai Man
User10- chan_taLman
Account Role: Marager

e pa:

I the bution doasrt show up, lease s this ik ingiead
re 0 acce ik

For onquirers, pleasa contact aur support team at

Vaurs sincerely.
TheComputaise Transaction Record Systers Tea

Ffemplate
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2.9 Authorised User: Edit Company Account

Step 1

In user management, select the target user on the left-hand side.

Step 2

In “Action”, click ‘Edit”.

Step 3

Edit selected information:
Job title / Phone / Fax Number

Step 4

Save and confirm the changed information.

Step1:
Select the
target user.

Authorised User: Edit Company Account

User Management
User Management + Create User
All Users

Active  Disabled

Transfer Role

Account Role

na Comber,Jot
m Fesemeiiane ¢

Disable User

. + | Phone .
Account Role Job Title % | Organisation User Email * w
Active Chan Tai Man Authorised User Manager chan tm@drugtrade.com hi 21492767 21492767
Active Leung Hei Alternative Authorised User  Manager cheung km@drugtrade. com.hk 21492768 21492767
[ [Active Wong Ka Hei Alternative Authorised User  Manager wong.c@drugtrade com hk 21492769 21492767
1
Active Chan Siu Ling Company User Clerk chan si@drugtrade com.hk 21493001 21492767
[ ] [active Chan Ka Chun Company User Clerk chan ke@drugtrade.com.hk 21493002 21492767
Active Cheng Tse Ching Company User Clerk cheng.tc@drugtrade.com.hk 21493003 21492767
192 0f12 1>
User Management > View User Account > Edit User Account S 1
Edit User Account P

Account Role
Company user

Personnel Name Job Title *

Chan Ka Chun Clerk Only Job title/
Phone/ Fax

>hene Number* Fax Number number are

21493002 21493555 editable

Organisation User Email Userip

chan.kc@drugtrade.com.hk chankachun

Step4:
Save and confirm the changed information

Cancel

Click to save

° Save

Saved
User account information saved.
3

- T

Confirm to save edited account?

-
-
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2.10 Authorised User: Activate/ Disable User

2.10 (1) Authorised User: Disable User

Step 1

In active list of user management, select the target user on the left-hand side.

Step2 | In“Action”, click ‘Disable user’.

Need to provide reason for disabling user.

Step 3 | Provide reason for disabling user.

Step4 | Confirm action.

*Will have an Email Notification of Disable.

Authorised User: Disable User

User Management

User Management

All Users

featled

e Num Account Role

W UserStats & | PersonnelMame 4 | Account Role 4 | JobTitle 4 | Organisation User Email :

Active Chan Tai Man Authorised User Mznager chan.tm@drugtrade.com hk
Active Leung Hei Altemative Authorised User  Manager cheung km@drugtrade com hk
Ste p'l H Active Wong Ka Hel Altemative Authorised User  Manager wong.c@drugtrade.com.hk
Select the
Active Chan Siu Ling Company User Clerk chan.si@drugtrade.com.hk
target user.
Active Chan Ka Chun Company User Clerk chan ke@drugtrade com hk
Active Cheng Tse Ching Company User Clerk cheng to@drugtrade.com.hk

N2

Disable User
Confirm to disable the selected user(s)?

Reasons of Disablement *

Step3: Enter
reason for ———
disabling user.

Confirmation

Disable User
Phone

Number

1

2 Transfer Role

Step2: Click to
Disable user

¥ | roanumwer 5

21492767 21492767
21492768 21492767
21492769 21492767
21493001 21492767
21493002 21492767
21493003 21492767

1 > o

Inform user that the account is disable and its

reason for disablement.
Email Template

Department of Health

Tt G iomant of the Hong Keng Spacial Admintarativg Ragion

Dear <LT User Name>,

We regret to inform you that your account has been
disabled due 1o the following reason(s)

<Reason for Disablement>

For enquirers, please contact our Support team at
ctr_info@dh.gov.k

Yours sincerely,
The Computerised Transaction Record Systam Team

Note

Piea
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2.10 (2) Authorised User: Activate User

Step 1 In disabled list of user management, select the target user on the left-hand
side.

Step 2 | In “Action”, click ‘Activate user’.

Step 3 | Confirm action.

Will have an Email Notification of Activation.

If there are already three active company users, the activation will not be successful. In
this case, a pop-up message will appear, notifying you of the limitation.

Authorised User: Activate User

User Management
User Management - Create User

All Users Step2:
Click to
activate user

Step1 S Disabled Wong Ka Hel Alternative Authorised User  Manager wong.c@drugtrade.com.hk 21492769 21492767

Select the Disabled Chan Siu Ling Company User Clerk ugtrade com hk 21493001 21492767
target user.

Disabled Chan Ka Chun Company User Clerk igtrade.com.hk 21493002 21492767

Disabled Cheng Tse Ching Company User Clerk cheng to@dnugtrade.com hk 21493003 21492767

1404 i >

J

Inform the disable user that the account has been
reactivated and is now available for use.

Activate User
Email Template

Confirm to activate the selected user(s)?

Cancel m—— Step:’): Dear < Name of Disable User>,
Confirmation .

d to inform you that your sccount has been successfully reactivated.
in and continue using our senvioes.

If you require assistance, please contact our support team at cr_In‘oieh. gov.hk

Yours sincerely,
The Computerised Transaction Record System Team

If there are already three active company users, the activation of
a new user will not be successful.

Only 3 company users can be activated at the same time,
please disable 1 or more person or contact Drug Office for
further assistance.
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2.11 User Role conversion
2.11.1 Transfer User Role (Performed by AU)

2.11.1 (1) Authorised User (AU): Transfer User Role

Step 1 | Inactivelistof user management, selectthe target user on the left-hand side.

Step 2 | In “Action”, click “Transfer Role”.

Step 3 | Provide reasons of role transfer.

Step 4 | Confirmation

Upon completing the role transfer, both users will be logged out of the system. They can
log backin to view the changes in their roles, access permissions, and receive an email
notification confirming the role transfer.

Authorised User: Transfer User Role

User Manageme:

User Management

2
All Users
Jisabled : Step2: Click to
transfer role
Name er, Job i Q Account Role v
Disable User
User Status  § 4 | Email 1] Phone % | FaxNumber §
+ ' ¢ | Nmber ¢ | '
Step1: hctive Chan Tai Man Authorised User Manager chan tm@dnigtrade com hk 21492767 21492767
Select the 1
———— [ et Leung Hel Alternative Authorised User  Manager leung hei@drugtrade.com bk 21492768 21492767
target user.
active Wong Ka Hel Alternative Authorised User  Manager wong c@drugtrade com.hk 21492769 21492767
hctive Chan Siu Ling Company User Clerk chansl@drugirade.com.hk 21493001 21407767
Active Chan Ka Ghun ompany ser Clerk chan kc@drugtrade com hk 21493002 21492767
Active Cheng Tse Ching Company User Clrk cheng to@drugtrade.com hk 21493003 21497767
1-120f 12 1 > 2

Sample ¢

Transfer Role

Confirm to transfer authorised user role to Leung Hei?
Step3: Provide Reasons of Role Transfer *

reasons of role

Pop up message to inform user the role is transferred.
Please login again to exercise your new role.

———Chan Tai Man is on sick leave.

transfer. Authorised User Role Transferred
Please login again to exercise your new role,
>
Step4:
Confirmation
After the login, a notification should be received. Back to Login page

N N N Welcome Back!
fofcation Gentze > olfietion Detals Login to Computerised Transaction Record
Notification Details

et

i Authorised User Role Successfully Transferred 202507-02 12:30 (5 hours ago)

From System
Yois have successfully transferred your Authorised User Role to Leung Hei

Reason for Transfer.
<Reason text>

Vour ol v change 1 At Auhortd Use, You o havs thehts 10 sl Fnct 1 it s s of At e

If you have any questions o need assistance, please contact our support team

Mot yet a member? Sign up now

e

33



2.11.1 (2) Alternative Authorised User (AAU): Receive the Transferred Role

Condition 1: Role Transfer with Online Opponent

When an authorized user transfers a role to another user (referred to as the "opponent”

or AAU), the opponent (the user receiving the role) is online at the time of the transfer.

Step 1 | Click “Logout” on a pop up message.
Step 2 | Login
Step 3 | Receive a notification.

Condition 2: Role Transfer with Offline Opponent

An authorized user attempts to transfer a role to another user (the opponent) who is

currently offline.

Step 1

Login

Step 2

Receive a notification.
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Alternative Authorised User(AAU): Receive the Transferred Role

Condition 1: Role Transfer with Online Opponent

Condition 2: Role Transfer with Offline Opponent
Status: Offline

Step1: Click “Log out”

W Crmemied | dome  Tuimdwomor v Py v Usiogmer  Oukie v @ & GunTuie 35e021730
Welcome to Computerised Transaction Record
-
-

toa  Motifcstion Centre sien

Role Transfer to Authorised User

as ot
Fosm 20012002 207 Cun 13 France Cerve, 248 et Rosd East.
W G g kg

Step2: Login

Welcome Back!

Login to Computerised Transaction Record

Forget Username

Password* Forgot Password

Not yet a member? Sign up now

| Login with iAM Smart

More info

Step3:

Step1: Login

Step2:

After logging in, will receive a notification to informing user has been transferred a new role.

Notification Centre > Nof

Notification Details

i Your User Role Has Been Transferred to Authorized User Role

From System

User Role by Chan Tai Man.

Your account role has been tothe

Reason for Transfer:
<Reason text>

You now have the rights to use all functions associated with the role of Authorised User.

If you have any questions or need assistance, please contact our support team.

Back

2025-07-02 12:30 (5 hours ago)

Delete
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2.11.2

Claim Authorised User Right (Performed by AAU)

2.11.2 (1) Alternative Authorised User (AAU): Claim User Role

Step 1

In user management, select an active authorised user on the left-hand side.

Step 2

In “Action”, click “Claim Authorised User Right”.

Step 3 | Provide reasons of role change.

Step 4 | Confirmation

Alternative Authorised User: Claim User Role

User Management

User Management

All Users.

peese

: . tle, Em Q Account Role v
e+ [ N
Select the ! Active Chan Tai Man Authorised User Manager chan tm@drugtrade com hk
target user.
|| [hetive Wong Ka Hei Altemnative Authorised User  Manager wong.cl@drugtrade.com hic
htive Chan Ka Ghun Company User Clerk chan ko@drugtrade com ik
Active Cheng Tse Ching Company User Clerk cheng te@drugtrade. com.hk.

Sample

J

~ Acton 1) Step2:
S Click to
Right claim right
¢ | fhone, & | Faxnumber §
21492767 21452767
21492768 21492767
21492769 21492767
2149300 20492767
43002 2102767
21493003 21492767
1120012 1o

Pop up message to inform user the role is transferred.
Please login again to exercise your new role.

Claim Authorised User Right

Confirm to claim authorised user right from Chan Tai Man?
. Reasons of Role Change*

Step3: Provide 9

reasons of role——— Leung Hei is on sick leave
change.

e ()

Authorised User Role Claimed
Please login again to exercise your new role

1
Step4:
Confirmation
After the login, a notification should be received. Back to Login page

Natification Centre > Nofification Details

Notification Details

i Authorised User Role Successfully Claimed
From System

20250702 12:30 (5 hours ag0)

You have successfully claimed the Authorised User Role from Chan Tai Man

Reason for Claiming
<Reason

You now have the rights 1o use all functions associated with the role of Authorised User Role.

1 you have any questions or need assistance, please contact our support team.

=N

Delete

Welcome Back!

Login to Computerised Transaction Record

Forget Username

Forgot Password

E

Not yet a member? Sign up now
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2.11.2 (2) Authorised User (AU): Role Conversion Notification

Condition 1: Claiming Rights from an Online Opponent (AU)
When an alternative authorized user claims right from an authorized user (referred to as
the "opponent”), the opponent (the user changed the role) is online during the process.

Step 1 | Click “Log out” on a pop up message.

Step2 | Login

Step 3 | Receive a notification.

Condition 2: Claiming Rights from an Offline Opponent (AU)
When claiming rights from an Authorized User (referred to as the "opponent") who is
currently offline, the opponent will receive a notification of role change after login.

Step1 | Login

Step 2 | Receive a notification.
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Authorised User(AU): Role Conversion Notification

Condition 1: Role Transfer with Online Opponent Condition 2: Role Transfer with Offline Opponent
Step1: Click “Log out” Status: Offline
Gt Ve TomckaMast v Pedmtmewsy o Uwewags Gukims v R & Ot 050

Welcome to Computerised Transaction Record

Vi A

Step2: Login Y Step1: Login

Welcome Back!
Login to Computerised Transaction Record

er ID* Forget Username

Not yet a member? Sign up now

& Login with iAM Smart

More info

Step3: Step2:
After logging in, will receive a notification to informing user has been transferred a new role.

Notification Centre > Notification Details

Notification Details

i Your User Role Has Been Changed to Alternative Authorised User 2025-07-02 12:30 (S hours ago)
From System
Your account role: Authorized User Role, has been claimed by Leung Hei with the following reason(s).

Reason for Claiming
<Reason text>

Your role has now changed to Alternative Authorized User. You now have the rights to use all functions associated with the role of Alternative Authorised User.

If you have any questions or need assistance, please contact our support team

Back Delete



2.12 User Logout

This section covers how users can log out/ sign out of their account.

2.12 (1) Method 1: From Landing page

Step 1 | Click on profile icon.

Step 2 | Click “Logout”.

Step 3 | Confirmation of sign-out.

User Logout (From Landing page)

Step 1: Click on profile icon Profile icon
[ Somputerised o Home  Transaction Management ~  Product Inventory ~ User Management  Quick Links & Chan Tai Man  2025-07-02 17:30
Chan Tai Man

chantai1234@dtdhcompany.com
HUKONG INTERNATIONAL LTD.
Hello Tai Man,
. . Account Role: Authorised User
Welcome to Computerised Transaction Record o
Last Login: 20240517 17:30

Transaction [ Transaction Transaction
Advance Search Draft Preparation Draft Approval My Profile

setings - Step2: Clic‘k to logout

Organisation Information More Notification Centre
Logout l
MName: CHAN, Tai Man Account Role: Authorised User | 1 Transaction draft, invoice No.: SO was
" License No: 1/24/2032 ©1 day ago
License Type: Wholesaler AAR032
Organisation:
HUKONG INTERNATIONAL LTD. i You have 10 transaction drafts that are due to be submitted and
" approved in 48 hours
Address

@ 2 days ag
RM. 1401, 14/F, WATERLOO PLAZA, 53-55 WATERLOO ROAD, YAU MA TEI, KLN = fdmeage

Additional Warehouse Address 1

Room 3817, Revenue Tower, 5 Gloucester Road,
Wanchai, Hong Kong

Additional Warehouse Address 2

Suite 2002-05, 20/F, AIA Kowloon Tower, Landmark East, 100 How Ming Street,
Kwun Tong, Kowloan, Hong Kong

Incoming Law 137 & Law138 Change

© 3 days ago

Transaction draft, inveice No.: 503454674 was rejected.
®1 day ago

~

Additional Warehouse Address 3: |

Room 2001-2002, 20/F, Dah Sing Financial Centre, 248 Queen's Road East,
Wan Chai, Hong Kong

1 Please provide supply statistics data to Drug Office.
© 4 days ago

Step3: Confirmation of sign-out

Sign Out

Confirm to sign out?

[ o | Click to confirm
lose — .
the sign-out

2.12 (2) Method 2: In Account Settings Page

*See “2.7 (6) Account Log out” in Account settings*



3 Module 2: Transactional And Inventory Management

This module covers how can users create transactions and what transaction data needs
to be recorded.

3.1 Transaction Type and Transaction Nature

There are two types of transactions nature in scope: Transactions -IN and Transactions-
OUT. Transactions IN implies any antimicrobial products that are received by Licensed
Traders; Transactions OUT implies transactions related to antimicrobial products that
are supplied by the Licensed Traders.

There is different transaction nature of In and Out as outlined in the table:

MANUFACTURER | MANUFACTURER | WHOLESALE | PHARMARCY
(ML) REPACAKAGER R (2A) (4A)
(7A)
Import Import Import Wholesale
Transaction | Wholesale Wholesale Wholesale Return
IN Return Return Return
Manufacture Manufacture
Export Export Export Dispense
Wholesale Wholesale Wholesale Wholesale
Transaction Damage Damage Damage Damage
ouT Dispose Dispose Dispose Dispose
Retention Retention Retention Retention
Return Return Return Return
Import

Import refers to a transaction where licensed trader processes a Signed Import License,

importing products from overseas suppliers.
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Export
Export refers to a transaction where licensed traders process a Signed Export Licensee,
exporting products abroad.

Manufacture
Manufacture refers to transactions where licensed traders produce their own products.

Wholesale
Wholesale refers to a transaction where licensed traders supply or distribute products
to another licensed trader.

Dispose

Dispose refers to any licensed traders getting rid of the products by disposing in
accordance with Environmental Protection Department, due to the product being
damaged, oris expired etc. When this occurs, documentary evidence will be required for
licensed traders to support the disposal process and a disposal reference code will be
shared which is required to be submitted to the CTR system as a record.

Damage
Damage refers to any antimicrobial products that are damaged and destined for
disposal.

Retention
Retention refers to any antimicrobial products that are kept for retention purposes and
kept by the Licensed Trader for a certain period of time for legal or specified intention.

Return
Return refers to any licensed traders who return the drugs to their counterparty/supplier.

Dispense
Dispense refers to pharmacies (a specific licensed trader with 4A license type) to record
the dispense transactions with patients.
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3.2 How to Create New Transaction Draft

There are 3 ways of data entry:

Approach 1: Direct Web Entry
Approach 2: CSV Upload through CTR Website
Approach 3: Application Programming interface (API)

3.2.1 Direct Web Entry

CTR direct entry is an approach where users can enter their transactional and inventory
data through CTR web interface directly. CTR System will perform data validation on the
data entry by users.

This function enables Licensed Traders to create a new transaction record and view any
draft transaction records in draft. This section covers how each type of LT (2A/4A/7A/ML)
can record their transaction and what is needed to be recorded and filled in.

3.2.1.1 General Steps

3.2.1.1 (1) Create new transaction draft

Step1 Go to Transaction Draft Preparation page, you may
Click “Transaction Draft Preparation” from Landing page. Or

from the top side menu, click “Transaction Management” and select
“Transaction Draft Preparation”.

Step 2 In Transaction Draft Preparation page, click “+ New Transaction Draft” to
create a new draft.

Step 3 Review user’s respective organisational information, then click “Next Step”
to enter the further transaction details.
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Create new transaction draft

Step1 (Method a/b):
Go to Transaction Draft Preparation page

1b. From the top side menu, click “Transaction Management”

1a. Click “Transaction Draft Preparation” from Landing page. and select “Transaction Draft Preparation”.
1

Computerised Computarised
R Crrmonmaced  Home v ¥ ” Qucklnks v @ & ChanToiMon 202507021730 I Comouwiess . Home Prodictivemtoy v UserMenagement  Quickliks v M & ChanTeiMan 202507021730

Transaction Advanced
Search

2
Transaction Draft
Hello Tai Man, Hello Tol Man, preparation

Welcome to Comput: Scord

Transaction Draft Approval

Y"""d"m

Organisation Information More Notification Centre View Al Organisation Information More Notification Centre
e e a2 dor o e T Wholesser Uowsen: 1
rmanisatio o i Youhave
HUKONG INTERNATIONAL LTD. ‘ i 'meinuhwn mmh = INTERNATIONAL LTD. i .;am.d 10 i
. H “" H ”n
Step2: click “+ New Transaction Draft” to create a new draft.
Transaction Management > Transaction Draft Preparation 1

Transaction Draft Preparation

& Import CSV

v Adtion | | B Manage Columns

Draft Records

Draft - Incomplete  Draft - Complete / Withdrawn ~ Rejected  Other's Draft

= Fiter (1) ‘ Transaction Type v Transaction Date v Last Updated Time v  Product Type v

Reference Drug Reference

[omsses ¢ Norg Transaction Type 4 | Product Type Pack Size

No rows

0-00f 0

Step 3: Verify Organisation Information, click “Next Step”.

[ Computarised

v ° y
Tricisaction Resord Home  Transaction Management v Product Inventory User Management Quick Links v L S ChenTaiMen 202507-0217:30

Transaction Management > Transaction Draft Preparation > New Transaction Draft
New Transaction Draft

A\ Every transaction shall be recorded within 7 Days from the dispense time.

@ organisation Information Transaction Nature Selection Receiver/Supplier Selection 4 Product Selection Transaction Preview

Step 1
Organisation Information

Organisation Name

EEE PHARMACY COMPANY Ensure the license type
License Number

471482019

Address Warehouse Address

SHOP A, G/F., FANLING LAU, 98 NORTH STREET, FANLING, NT -

Cancel
HONG
e BE
>3
2025 © Department of Health Terms & Conditions User Manual Version 00.XX.XX
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3.2.1.1 (2) Transaction Nature Selection

3.2.1.1 (2a) If the transaction is late for submission (over 7 days)

Step 1 Select a transaction date over 7 days, click “Next” from the pop up
message.

Step 2 Enter the reasons for late submission and click “Submit”.

Step 3 Click “Next Step” and follow the transaction nature to finish the rest of

steps until Transaction Preview.

*After finishing the submission, if redirected to Transaction Record, approved drafts
with late submission are highlighted in red.
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Late submission

Step1: Select a transaction date over 7 days,
click “Next” from the pop up message.

Pop up a message to
remind, click “Next".

By logaltenms. i ansaction recond i ot fo subevissicn,

Step2: Enter the reasons for late submission,
and click “Submit”.

Transaction
Nature
Selection
page

© s [ ] ' & sz S——

Reasons for late submission is
displayed.

Step3: Click “Next Step”, and follow the transaction nature
to finish the rest of steps until Transaction Preview.

ple from Tr tion Preview
New Transaction Draft

& Erry o s b rccess i T Deps o e varosccn e

S Wi e 8 SR @ e

Step5: Approved drafts with late submission
e are highlighted in red.
. (From Transaction Record)

AAK PHARMACEUTICAL TRADE COMPANY LRATED.

Transaction Record

0l 2023, 27 Pt et o See. Far T Tranguction Record + Ve

s
MECS  sopgus LW s P P n
o e i e i T R
e T e
122 Frit Sweet Washirghen 0.¢ 2345054 -
Step4: P S - A em
Product Sebcton Finished the ET ST csmp— e P oo oo SO4
FLEMNIAFON SUESIISON 312 Sl L. Nalosi W) GRANGCKKOTASKONG M sz o o 5350 i
baseelr SN — e | SUbMISSION = okt 5 a8 a5 i S a8 |
pasa =
—— Maeosn somwio omwcwmEImN s woms W P |
o Pomder os ors maagenmn. ‘Submitted!
e T e —“- oav
e has b bt ss Pending Approvel
Aopores byl o oo,
vprored i) amaacionRacore. e —
|-| e e T |
2 - S Tl e T v wek W vins D s -
20240822 soowassen SYRASLOCK 400 TAB H0OMO. s POD00ITZ  OUT Wocksds. 10000 —
o 5 o e " ot
ey e S U S S Cr
PR . - } =
ki T e = oo
’ boore =
Confirm to submit this draft for approval? " LA e 2 M
Trade Quantity 2
oee Gty cancel (SN (0} O™
et e L
# et @ /
I,
i =
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3.2.1.1 (2b) If the transaction submitted within 7 days

1. Click “Submit” or “Submit for Approval”.
2. Click “Confirm” from a pop up message.
3. Click “Confirm” again from another pop up message.

Step 1 Select a transaction date within 7 days and fill in the valid information,
click “Next Step”.

Step 2 Follow the transaction nature to finish the rest of steps until Transaction
Preview.

Step 3 Finish the submission.

* After submission, if redirected to Transaction Record, approved drafts with normal

submissions will appear in white and green.
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Normal submission
Stepl:
Select a transaction date within 7 days and fill in the valid information, click “Next Step”,
New Transaction Draft
A\ Every transaction shall be recorded within 7 Days from the transaction time.

@ Organisation Information €) Transaction Nature Selection 3 Receiver/Supplier Selection 4 Product Selection 5 Transaction Preview

Transaction Nature Selection

Transaction Date*

20250702

Transaction Type*
® N O our
Transaction Nature *
® Wholesale > Rewm

Transaction Remark

e Number *
5029293444 a

Please fill in Invoice/ Reference Number in this field

Cancel Save Dral

Step2:
Follow the transaction nature to finish the rest of steps until Transaction Preview.

New Transaction Draft

a winin

o ° L o L

Swps

Tranaaction Preview If redirected to Transaction Record, approved drafts
with normal submissions will appear in white and green.

Organisation Iformation
Orgarisation Hame Transaction Recond Lot e
AAR PHARMACEUTICAL TRADE COMPANY LIWITED
ansa e cense Type FI—— vane cnems
TeaA99 Whlesaler
TRA99
Address - - P
Unit A-0, B/F, ABE Industrial Bullding, 26 Trading Road, Kun Tang, HK 0. 8/F, ABC Industrial Bullding, 28 Trading Raad, Kwun Tong, HK fhamber T
202-3, 21F Fanng warahouss,  North iree, Faniing, HT p— P P——
Tromsaction Nature Selection s .
2040531 HAApEL ez o Whaskiak 450 =
Uense Raferenc Numbes ransecton Date Transsstion Type Transasron Hsure
201962170890 50702 " whoesale m— - S o o
asction Remark mmama i [rT ot
e EE = —
Susplor Selection dmemr s oo womm [T [
20000327 w00 FORFHARCCIN TR 25045 Heamen waeas Wraa 12000 |
[N e
Pharmacy 2mesar GO VAR TAB SOEMIS. s amesm Wi e A
‘Supplier Organisation Name Supplier Address aoemsae METROGIL 400 Tk cComea I LR oot Cusperse. 100 Paen
EFE PHARMACY COMPANY LIMITED Shop &, 17 Ak Tower, 2 Rtal Stree, Cantra, HK
Product Seloction s comcvanemms e " Woewe  mmm ke
21 s GRABLOCK 400 TAD T e ovonszz o Whomsais wem oo
FLEMING FOR SUPSENSION 312.5mg/Sml. o @ d i
U [T A dwmn  mswn  wnouscms  woms —— e e
Registared Froduct — FLERENG FOR SUPSIRNON W22 rssse GRSEOFNMINTAD S0ING e s ur 2 Tn byl
fLeuna ror . s, om0 e o o o
i Route Visartsa oo o wm s oa
ol P or e suspension
s 3 o

Bateh Number
coses

Pack Form ©

Size ok Unit Outer Pack Steps:
1 o e o Finish the submission

Trade Quantity
Submit
e Qusntity
1 (50mi Bottle) Confirm to subrmit thés ot for spproval?
Totel Cusity @
I ——
Anproued raf(s)

Submitied By Status
Chuan Tai Man Dratt




3.2.1.1 (3) Product Selection

User can choose the desired product from the available options to proceed with your transaction.

Step 1 Filling in Search and select a product from the option “Search Your
Product”

Search your product by text/ number.

Click the product from the option list.

If have multiple products, can click “+ add” for the product addition.

Step 2 Input or select a batch number. If input a new one, please follow 1-3 to
create.

1. Clickthe option field “Input/ Select Batch Number”.

2. Click “+ Create New Batch Number”.

3. Fillin a batch number.

Step 3 Input or select pack form. Ifinput a new one, please follow 1-5 to create.
1. Clickthe option field “Input/ Select Pack Form”.

Click “+ Create New Pack Form”.

Fillin the pack size.

Select the pack unit. (If not default, need to select.)

Select the outer pack.

ok oob

Step 4 Fillin “Quantity in Pack” and “Loose Quantity”.
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Step1: Search and select a product from the option “Search Your Product”

New Transaction Draft

Teansactan Dt Fraparaon e Teanaacie Cest

Y

Filling in Product Selection

€ e Sepir sencten

If have multiple products, can click
“+ add"” for the product addition.

@ proseecton

2. (Optional)
lloro a
. SEarch you” proguCt by 1ext/ number "

s
b Click the product from the opticn fst. o

[ —

@ ecanar suppia saesen

s
Simite T s

S an s

» WAKAMOTO TAB

o Step3:
Input or select pack form
(If input a new one, please follow 1-5 to create.)

Resemarosect Pack Form
s a
R rt ol Q
s [ .
8 PR Py
= . =
(If not default, need to select.) -«
R N "
=
=——— List of pack unit and outer pack
pack_unit ‘outer_pack
N 0.25gwial 100mgbag wial
T o 05gvial 100mibag bottle
075guisl 20l bag bag
1gwal oumi vag o
[ " . - | 1.2gvial 50mi bottle cartridge
Step2: Input or select a batch number zaval 100micerte caton
45gvial 250mg/ 2ml glassbottle
145 Ami vial 500mg/ 2ml
Batch Number Condition1 b i P b
atch el B 5mi vial capsute
I a (If input a new one, Tomtuat on
"
i P please follow 1-3 to Toomat -
o create.) ool n
L s Ionoonoluval saener
s . s vy
ot ol somiborte
vial 70mibottle
Mumiber 3. 1mi ampoule: 36mmi bottle.
+ Croate Naw Batch Numdar Q Ccoosa 2mi ampoute: 150mi bettle
Sl ampoute
Condition 2
& Select
Filled sample Step4:
. - Fill in Quantity in Pack and Loose Quantity.
EST— Q  omes Trade Quantity
Pack Rom Pl k1 Pk o i it s ol Tade Guanity
e 1 pack tablet
N Park Fom a
- — o
0 . 3] (e " A
T Quanty 8
s pack . it
" L laron
1%+ 0 (tablet)
=21 [tabet)
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3.2.1.1 (4) Transaction Preview

Transaction Preview feature allows users to view a summary of transaction details before

finalizing any edits or submissions, ensuring accuracy and clarity.

Step 1
submission.

On Transaction Preview step, verify all the details and finish the

New Transaction Draft

A\ Every transaction shall be recorded within 7 Days from the transaction time.

° Organisation Information ° Transaction Nature Selection

Filled sample

° Product Selection o Transaction Preview

Step 5
Transaction Preview

Organisation Information

Organisation Name
EEE PHARMACY COMPANY LIMITED

License Number
47/4A/2019

License Type
Pharmacy

Address
SHOP A, G/F., FANLING LAU, 98 NORTH STREET, FANLING, NY

Transaction Nature Selection

Transaction Date
2025-07-03

IE License /Reference Number
$029293444

Transaction Remark

Drugs that are d d during tation (e.g., broken vials, crushed packaging)
cannot be sold.

Product Selection

OCTMENTIN TAB 375MG

Product Type Product Reference Number

Registered Product HK87123

Admin Route Dose Form

Oral Tablet

Ingredient(s

Amoxicillin

Clavulanic Acid 125 mg

Prescriber’s Instructions
Take with a meal, 1 tablet three times a day; Antibiotic: Complete the whole course

Batch Number

CD3846

Pack Form @

Pack Size Pack Unit
20 Tablet

Trade Quantity @

Quantity in Pack Loose Quantity

1 (Pack) 1 (Tablet)
Total Quantity @

1x20+1

= 21 (Tablet)

Submitted By Status

Chan Tai Man Draft

Warehouse Address
SHOP A, G/F., FANLING LAU, 98 NORTH STREET, FANLING, NY

Transaction Type Transaction Nature

out Damage

Product Full Name
OCTMENTIN TAB 375MG

(s)
porsen® : SeengttiEhe : Srenote \ _
250 mg 1

Tablet

1 Tablet

Outer Pack
Pack

Reviewed By




3.2.1.1 (5) Submit Transaction Draft
Users can submit a transaction draft based on their assigned roles, which may determine

the level of access and approval required for finalizing the transaction.

3.2.1.1 (5a) If you are Authorised User

Step 1 On Transaction Preview step, click “Submit”.

Step 2 Acknowledged by pop up window with message “Confirm to submit this
draft?”, click “Confirm” to finish the submission.

Step 3 Acknowledged by pop up window with message that the submitted draft

will be shown in Transaction Record. Click “Confirm”.

*The draft submitted by Authorised User will be defined as “approved” transaction
directly, and it can be found on the Transaction Record page.

Transaction Preview

Total Quantity o

X1+
=7 (60ml Bottle)

Last Modified By
Chan Tai Man

[ Previous Step ] Cancel }

Submit Transaction Draft (AU)

Submit

Confirm to submit this draft for approval?

2
=]

Submitted!

Draft(s) has been submitted and will be shown in Transaction
Record.
3
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3.2.1.1 (5b) If you are Alternative Authorised User/ Company User

Step 1 On Transaction Preview step, click “Submit for Approval”.

Step 2 Acknowledged by pop up window with message “Confirm to submit the
draft for approval?”, click “Confirm” to finish the submission.

Step 3 Acknowledged by pop up window with message "Draft has been

submitted. Approved transaction will be shown in Transaction Record.”
Click “Confirm”.

* The draft submitted by Alternative Authorised User/ Company User will be defined as

“Pending approval” transaction, and it can be found on the Transaction Draft Preparation

page.

Transaction Preview

Total Quantity @

6x1+1
=7 (60ml Bottle)

Submitted By
Chan Tai Man

{ Previous Step Cancel { Save Draft Submit for Approval

Submit Transaction Draft (AAU/CU)

Status Reviewed By
Draft

1

Submit

Confirm ta submit this draft for approval?

2
caeel

Submitted!

Draft has been submitted as Pending Approval.
Approved Draft(s) will be shown in Transaction Record.
3
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3.2.1.2 Create new transaction with different transaction nature

Transaction

Type

License Type

Transaction Nature

2A
(Wholesaler)

4A
(Pharmacy)

7A
(Manufacturer
repackage)

ML
(Manufacturer)

Wholesale

Return

Import

Manufacture

ouT

Dispose

Damage

Retention

Wholesale

Return

Export

Dispense

AR RN BN RS
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3.2.1.12(1) 2A/4A/7A/ML - IN/OUT - Wholesale

Step 1

Refer to 3.2.1.1 (1) Create new transaction Draft.

Step 2

If redirected to Transaction Nature Selection, fill in the valid

information:
a) Transaction date (within 7 days)
b) Transaction type (IN/OUT)
c) Transaction nature (Wholesale)
d) Reference number

Then, click “Next Step”.

Step 3

If redirected to Supplier Selection, select supplier type, search supplier,

and click “Next Step”.

Step 4

If redirected to product selection, please refer to 3.2.1.1 (3) “Product

Selection” tofill in the valid information and click “Next Step”.

Step 5

If redirected to Transaction Preview page, verify all the details and finish

the submission. Please refer to 3.2.1.1 (5) Submit Transaction Draft.
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Create new transaction - IN/OUT - Wholesale (p.1)

Step1: Refer to 2.2.1.1 (1) Create new transaction Draft.

¥ tion Management > Transaction Draft Preparation > New Transaction Draft

New Transaction Draft

A\ Every transaction shall be recorded within 7 Days from the dispense time.

@ organisation Information Transaction Nature Selection Receiver/Supplier Selection 4 Product Selectio Transaction Preview
Organisation Information
Organisation Name - -
EEE PHARMACY COMPANY (iar:ll':‘_e \Imthlulher license type
License Numbe L P 2. Pharmacy (4A)
47/4A/2019 Pharmacy 3 M af; K (7A)
4. Manufacturer (ML)
Address Warehouse Address

SHOP A, G/F., FANLING LAU, 98 NORTH STREET, FANLING, NT

Cance!

Step2: Fill in the valid information, then click “Next Step”.
New Transaction Draft

A\ Every transaction shall be recorded within 7 Days from the transaction time.

@ organisation Information | Transaction Nature Sel | Receiver/S

1 Product Selection Transaction Preview

Step

Transaction Nature Selection

1
a. Transaction date (within 7 days)
] b. Transaction type (IN/OUT)
c. Transaction nature (Wholesale)
d. Reference number
€. Transaction Nature*
® Wholesale Returm
Transaction Remark
d. Reference Number *
5029293444 Q

Please fill in Inveice/ Reference Number in this field

Step3:
Select supplier type and search supplier from the option field, then click “Next Step”.

@ Organisation information @ Transaction Nature Selection © Receiver ! Suppiier Selection 4 Product Selection

Original page

O Wnolesaler O Pharmacy O Manutacturer

O Manutacturer (Repackage)

@ Organisation Information Transaction Nature Selection () Receiver/Supplier Selection Transaction Preview
Step 3
Supplier Selection
Supplier Type* v
Wholesaler @ Pharmacy Manufacturer Manufacturer Repackage

Search Organisation Name / Address / License Number*

nN

. EEE PHARMACY COMPANY LIMITED Q

Supplier 0 nName

[EEE PHARMACY COMPANY LIMITED

Supplier Address

Shop A, G/F, AlA Tower, 2 Retail street, Central, HK
3.

Previous Step Cancel Save Draft

To be continue from (p.2)
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Create new transaction - IN/JOUT - Wholesale (p.2)

Step4:
Redirected to the Product Selection, fill in the valid information and click “Next Step”.
(Refer to 2.2.1.1 (3) “Product Selection”)

Step5: Verify all the details and finish the submission
(Refer to 2.2.1.1 (5) Submit Transaction Draft).

New Transaction Draft
A\ Every transaction shall be recorded within 7 Days from the transaction time.

° Organisation Information ° Transaction Nature Selection ° Receiver/Supplier Selection ° Product Selection e Transaction Preview

Step 5
Transaction Preview

Organisation Information

Organisation Name
AAA PHARMACEUTICAL TRADE COMPANY LIMITED

License Number License Type

78/2A/1996 Wholesaler

78/1A/1996

Address Warehouse Address

Unit A-D, 8/F, ABC Industrial Building, 28 Trading Road, Kwun Tong, HK Unit D, 8/F., ABC Industrial Building, 28 Trading Road, Kwun Tong, HK

Unit 202-3, 2/F, Fanling warehouse, 8 North Street, Fanling, NT

Transaction Nature Selection

IE License /Reference Number Transaction Date Transaction Type Transaction Nature
IE201902170890 2025-07-02 IN Wholesale

Transaction Remark

Supplier Selection

Supplier Type

Pharmacy

Supplier Organisation Name Supplier Address

EEE PHARMACY COMPANY LIMITED Shop A, G/F, AlA Tower, 2 Retail Street, Central, HK

Product Selection

FLEMING FOR SUPSENSION 312.5mg/5mL

Product Type Product Reference Number Product Full Name
Registered Product HK82195 FLEMING FOR SUPSENSION
312.5mg/5mL
Admin Route Dose Form
Oral Powder for oral suspension
Ingredient(s)
_
Amoxicillin 250 mg/5ml 1 Powder for oral suspension
Clavulanic Acid 62.5 mg/5ml 1 Powder for oral suspension

Batch Number

CD3845

Pack Form @

Pack Size Pack Unit Outer Pack
1 60mi Bottle Box

Trade Quantity

Quantity in Pack Loose Quantity
6 (Boxes) 1 (60ml Bottle)
Total Quantity @

6x1+1

=7 (60ml Bottle)

Submitted By Status Reviewed By
Chan Tai Man Draft -

Filled sample
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3.2.1.12 (2) 2A/4A/7A/ML - IN/OUT - Return

Step 1 Refer to 3.2.1.1(1) Create new transaction Draft.
Step 2 If redirected to Transaction Nature Selection, fill in the valid
information:
a) Transaction date (within 7 days)
b) Transaction type (IN/OUT)
c) Transaction nature (Return)
d) Transaction Remark
e) Reference number
Then, click “Next Step”.
Step 3 If redirected to Supplier Selection, select Return Party type, search
Return Party, and click “Next Step”.
Step 4 If redirected to product selection, please refer to 3.2.1.1 (3) “Product
Selection” to fill in the valid information and click “Next Step”.
Step 5 If redirected to Transaction Preview page, verify all the details and finish

the submission. Please refer to 3.2.1.1 (5) Submit Transaction Draft.
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Create new transaction - IN/OUT- Return (p.1)

Step1: Refer to 2.2.1.1 (1) Create new transaction Draft.

Transaction Management > Transaction Draft Preparation > New Transaction Draft

New Transaction Draft

A\ Every transaction shall be recorded within 7 Days from the dispense time.

@ organisation information Transaction Nature Selection upplier Selection 4 Product Selectior Transaction Preview

Organisation Information

Organisation Name Can be with other license type
EEE PHARMACY COMPANY 1. Wholesaler (2A)

2. Pharmacy (4A)
License Number 3. Manufacturer repackage (7A)
47/4A12019 4. Manufacturer (ML)
Address

SHOP A, G/F., FANLING LAU, 98 NORTH STREET, FANLING, NT -

Cancel Next Step

Step2: Fill in the valid information, then click “Next Step”.
New Transaction Draft

A\ Every transaction shall be recorded within 7 Days from the transaction time.

@ organisation information | Transaction Nature Selection | Retum Party 4 Product Selection Transaction Preview

Step 2

Transaction Nature Selection

& Transaction Date*
e a. Transaction date (within 7 days)
b. Transaction type (IN/OUT)

c. Transaction nature (Return)

d. Transaction Remark

Transaction Type* e. Reference number

@ N ouT

20250702 m

Please fill in the Date of Issue in this field.

Transaction Nature™

Wholesale @ Rewm
d. Transaction Remark *

Drugs that are reached their expiration date.

- Reference Number *
5029293444 Q
Please fill in Invoice/ Reference Number in this field

2

Previous Step H Cancel Save Draft

Step3:

Select return party type and search return party from the option field, then click “Next Step”.

© Orpanisation Information @ Tansaction Nature Selection © return Party Product Selction Transacton Preview
O Wholesaler © Pharmacy © Manufacturer Manufacturer (Repackage)

Save [

@ Organisation Information @) Transaction Nature Selection (@) Retum Party 4 Product Selection Transaction Preview

Step3

Return Party

Retum Party Type®

Wholesaler Pharmacy ) Manufacturer Manufacturer Repackage
Return Party Organisation Name / Address / License Number*
2. EEE PHARMACY COMPANY LIMITED Q

Retum Party Organisation Name
EEE PHARMACY COMPANY LIMITED

Retumn Party Address

Shop A, G/F, AlA Tower, 2 Retal street, Central, HK

Previous Cancel E

To be continue from (p.2)

Original page

58



Create new transaction - IN/OUT- Return (p.2)

Step4:

Redirected to the Product Selection, fill in the valid information and click “Next Step”.
(Refer to 2.2.11 (3) “Product Selection”)

Step5: Verify all the details and finish the submission
(Refer to 2.2.1.1 (5) Submit Transaction Draft).

New Transaction Draft
A\ Every transaction shall be recorded within 7 Days from the transaction time.

° Organisation Information ° Transaction Nature Selection

° Return Party

Filled sample

o Product Selection e Transaction Preview

Step 5
Transaction Preview

Organisation Information

Qrganisation Name
AAA PHARMACEUTICAL TRADE COMPANY LIMITED

License Number
78/2A/1996
78/1A/1996

License Type
Wholesaler

Address
Unit A-D, 8/F, ABC Industrial Building, 28 Trading Road, Kwun Tong, HK

Transaction Nature Selection

Transaction Date
2025-07-02

[E License /Reference Number
1E201902170890

Transaction Remark
Drugs that are reached their expiration date.

Return Party

Return Party Type
Pharmacy

Return Party Organisation Name
EEE PHARMACY COMPANY LIMITED

Product Selection

FLEMING FOR SUPSENSION 312.5mg/5mL

Product Type Product Reference Number
Registered Product HK82195

Admin Route Dose Form

Oral Powder for oral suspension
Ingredient(s)

Amoxicillin mg/Sml

Clavulanic Acid 62.5 mg/5mi
Batch Number

CD3845

Pack Form @

Pack Size Pack Unit

1 60ml Bottle

Trade Quantity

Quantity in Pack
6 (Boxes)

Loose Quantity
1 (60ml Bottle)

Total Quantity @

6x1+1
=7 (60ml Bottle)

Submitted By Status
Chan Tai Man Draft

==

Warehouse Address
Unit D, 8/F., ABC Industrial Building, 28 Trading Road, Kwun Tong, HK
Unit 202-3, 2/F, Fanling warehouse, 8 North Street, Fanling, NT

Transaction Type Transaction Nature
IN Return

Return Party Address
Shop A, G/F, AIA Tower, 2 Retail Street, Central, HK

Product Full Name

FLEMING FOR SUPSENSION
312.5mg/5mL

S § | senathvee § | Swenoth e * _
250 1

Powder for oral suspension

1 Powder for oral suspension

Outer Pack
Box

Reviewed By

Save Draft
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3.2.1.12 (3) 2A/7A/ML - IN - Import

Step 1 Referto 3.2.1.1 (1) Create new transaction Draft.
Step 2 If redirected to Transaction Nature Selection, fill in the valid
information:
a) Transaction date (within 7 days)
b) Transaction type (IN)
c) Transaction nature (Import)
d) Reference number (IE License number, E.g.: IE201902170890)
Then, click “Next Step”.
Step 3 If redirected to the foreign exporter information, double check that
organisation name and address is correct, and click “Next Step”.
Step 4 If redirected to product selection, please refer to 3.2.1.1 (3) “Product
Selection” tofill in the valid information and click “Next Step”.
Step 5 If redirected to Transaction Preview page, verify all the details and finish

the submission. Please refer to 3.2.1.1 (5) Submit Transaction Draft.
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Create new transaction 2A/ML - IN - Import (p.1)

Step1:
Refer to 2.2.1.1 (1) Create new transaction Draft.

Transaction Management > Transaction Draft Preparatio New Transaction Draft

New Transaction Draft

A Every transaction shall be recorded within 7 Days from the transaction time.

@ Organisation Information Transaction Nature Selectior 3 Receiver/S

Supplier Selectic Product Selection Transaction

Organisation Information

Organisation N

AAA PHARMACEUTICAL TRADE COMPANY LIMITED Can be with other license type
1 2A

License Numbe pe 2. Manufacturer (ML)
781241996
78/1A/1996

A S Warehouse Address
Unit A-D, 8/F, ABC Industrial Bullding, 28 Trading Road, Kwun Tong, HK Unit D, 8/F., ABC Industrial Bullding, 28 Trading Road, Kwun Tong, HK
Unit 202-3, 2/F, Fanling warehouse, 8 North Street, Fanling, NT

Step2:
Fill in the valid information, then click “Next Step”.
New Transaction Draft

4\ Every transaction shall be recorded within 7 Days from the transaction time.

Foreign Exporter Information Product Salection Transaction Preview
Step2
Transaction Nature Selection
3. Transaction Date* 1
20250702 ] . N
— " — a. Transaction date (within 7 days)
ESOX 0N Inhi Dits afimeart (Amiveg Jo ¥hie e b. Transaction type (IN)
b. Transaction Type* c. Transaction nature (Import)
® N our d. IE License number
¢. Transaction Nature*
@ Import Wholesale Return
Transaction Remark
d. Reference Number*
1E201902170890
Previous Step

Reference Number*

~~_

1E201902170890

No. and Kind Of Packages:

o of U "G, Ve D
— R |

i e me o / 1E201902170899
ARC Oner No /N 1= 20 gt e oo

Find the IE License number from Import License Form,
and select the used one when have multiple options.

e can enly be used oace  Thia llemcs connd
AT -SRI SR

~CIF_ Ve HK comprines e Cost Of e 0o0dS 10 1 HIK mponor | Exporing Place
1070 el 1 MK of tho vosaed vohcie o« arcral camng o goods
1oguthor wih e amount of o Insurance. gt and amy ohor charges. ({11 8
KD means Hong Kong Dollar
150 L YRS - MRIREE 28V & 10 United States of America (USA
* (B - MRE(MRARAER) - HKD'

hom Mo Pisce of Orgin 00 A1 000 H

e i 0 be continue Trom (p.

3 TINA
' Antigua & artud
e where 1t spplionth
3 ook 1
£ [ioraicyfs Narme  Block Leters
w0 onEmmn
3 Avoroved AGNED AND VERIFIE
cem Igitaly signed by - d
‘ g ot [ate. Sgrature & Company Crop
for Diector-Ganara of Trade and LR TP
s ft —
BUEEES s
g t and the N i his orm, the Rl st ahal be taben as conchusive, R4 AIBERB R AHIEMEN - BELER SAW

I
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Create new transaction 2A/ML - IN - Import (p.2)

Step3:
Verify foreign exporter information

° isation Infe i ° Nature Selection | ‘oreign Exporter Informati | Product Selection 5 Transaction Preview
Step3
[Foreign Exporter Information
Organisation Name Address
XYZ Co.Ltd 123 Frist Street Washington D.C 12345 U.S.A
Previous Step ‘ | Cancel Save Draft

Step4:
Redirected to the Product Selection, fill in the valid information and click “Next Step”.
(Refer to 2.2.1.1 (3) “Product Selection”)

Step5:
Verify all the details and finish the submission
(Refer to 2.2.1.1 (5) Submit Transaction Draft).

New Transaction Draft

A\ Every transaction shall be recorded within 7 Days from the transaction time.

I © Transaction Preview |

o ' o

Nature Selection (@) Foreign Exporter Information (@) Product Selection

Step 5
Transaction Preview

Organisation Information

Organisation Name
AAA PHARMACEUTICAL TRADE COMPANY LIMITED

License Number

78/2A/1996
78/1A/1996

Address

Unit A-D, 8/F, ABC Industrial Building, 28 Trading Road, Kwun Tong, HK

Transaction Nature Selection

IE License /Reference Number
1E201902170890

Transaction Remark

Foreign Exporter Information

Organisation Name
XYZ Co.td

Product Selection

License Type
Wholesaler

Tra
2025-07-02

FLEMING FOR SUPSENSION 312.5mg/5mL

Product Type
Registered Product

Admin Route

Product Reference Number

HKB2195

Dose Form

tion Date

Warehouse Address
Unit D, 8/F., ABC Industrial Building, 28 Trading Road, Kwun Tong, HK
Unit 202-3, 2/F, Fanling warehouse, 8 North Street, Fanling, NT

Transaction Type Transaction Nature

N Import

Within 7 days won't havelll

Address
123 Frist Street Washington D.C 12345 U.S.A

Product Full Name
FLEMING FOR SUPSENSION
312.5mg/5mL

Oral Powder for oral suspension

Ingredient(s)
Ingreaient(s) $ trength Unit
Amaxicillin 250 mg/smi Pawder for oral suspension
Clavulanic Acid 625 mg/5mi 1 Pawder for oral suspension

Batch Number

C€D3845

Pack Form @

Pack Size Pack Unit Outer Pack
1 60mi Bottle Box
Trade Quantity

Quantity in Pack Loose Quantity

6 (Boxes)
Total Quantity @

6x141
=7 (60ml Bottle)

Submitted By
Chan Tai Man

Previous Step Cancel

1 (60ml Bottle)

Status

Reviewed By

Save Draft

62



3.2.1.12 (4) 7A/ML - IN — Manufacture

Step 1

Refer to 3.2.1.1 (1) Create new transaction Draft.

Step 2

If redirected to Transaction Nature Selection, fill in the valid
information:
a) Transaction date (within 7 days)
b)
c) Transaction nature (Manufacture)
d) Reference number
Then, click “Next Step”.

Transaction type (IN)

Step 3

If redirected to product selection, please refer to 3.2.1.1 (3) “Product
Selection” to fill in the valid information and click “Next Step”.

Step 4

If redirected to Transaction Preview page, verify all the details and finish
the submission. Please refer to 3.2.1.1 (5) Submit Transaction Draft.

63



Create new transaction - IN - Manufacture (p.1)

Step1: Refer to 2.2.1.1(1) Create new transaction Draft.

New Transaction Draft
A Every ransaction shall be recorded within 7 Days from the transaction time,

@ Organisation Information Transaction Nature Selectio Product Selectio 4 Tiansaction Previe

Organisation Infarmation

QOrganisation Name Can be with other license type
BEE MANUFACTURE COMPANY LIMITED 1. Manufacturer repackage (7A)
2, er (ML)
icense Number ense Typ
T87AN996 Manufacture
TAAN99E
Adre: Warehouse Address
Uit A-D, 8F, ABC Industria| Bulding, 28 Trading Road, Kwun Tang, HK Unin 0, B/F., ABC Industrisl Building, 28 Trading Road, Kwun Tong, HK

Unit 202-3, F, Fanling warehousa, 8 North Street, Fanling, NT

N2

Step2: Fill in the valid information, then click “Next Step”.

New Transaction Draft

A\ Every transaction shall be recorded within 7 Days from the transaction time,

@ organisation Information € Transaction Nature Selection

Transaction Nature Selection

8 Transaction Data* a. Transaction date (within 7 days)
b. Transaction type (IN}

Has002 & ¢. Transaction nature (Manufacture)
N d. Reference number
Tramsaction T
® M ouT
G tion Natu
mport @ Manutaciue Wholesale Fetum
Transaction R

o ®
5029793444 Q
Pleass fill in Invoice/ Reference Number in this field

Previous Step Cancel Save Draft

Step3:
Redirected to the Product Selection, fill in the valid information, and click “Next Step”,
(Refer to 2.2.1.1(3) “"Product Selection”)

To be continue from (p.2)



Create new transaction - IN — Manufacture (p.2)

Step4:
Verify all the details and finish the submission.
(Refer to 2.2.1.1 (5) Submit Transaction Draft)

Transaction Management > Transaction Draft Preparation > New Transaction Draft

New Transaction Draft Filled sample

A\ Every transaction shall be recorded within 7 Days from the transaction time.

@ oOrganisation Information @ Transaction Nature Selection @ Product selection 4 Transaction Preview

Step 5
Transaction Preview

Organisation Information

Organisation Name
AAA PHARMACEUTICAL TRADE COMPANY LIMITED

License Number License Type

78/2A/1996 Wholesaler

78/1A/1996

Address Warehouse Address

Unit A-D, 8/F, ABC Industrial Building, 28 Trading Road, Kwun Tong, HK Unit D, 8/F., ABC Industrial Building, 28 Trading Road, Kwun Tong, HK

Unit 202-3, 2/F, Fanling warehouse, 8 North Street, Fanling, NT

Transaction Nature Selection

Reference Number Transaction Date Transaction Type Transaction Nature
5029293444 2025-07-02 N Manufacture

Transaction Remark

1. Damage
2. Flow away
3. Recycle

Product Selection

FLEMING FOR SUPSENSION 312.5mg/5mL

Product Type Product Reference Number Product Full Name

Registered Product HK82195 FLEMING FOR SUPSENSION
312.5mg/5mL

Admin Route Dose Form

Oral Powder for oral suspension

Ingredient(s)

Ingredient(s) [ ] Strength Value [} Strength Unit ] Dose Value Dose Uni $
250 1

Amoxicillin mag/smi Powider for oral suspension

Clavulanic Acid 62.5 mg/5mi 1 Powrder for oral suspension

Batch Number

cD3845

Pack Form @

Pack Size Pack Unit Outer Pack
1 ‘60ml Bottle Box

Trade Quantity

Quantity in Pack Loose Quantity
6 (Boxes) 1 (60ml Bottle)

Total Quantity @

6X1+1
=7 (60ml Bottle)

Submitted By Status Reviewead By
Chan Tai Man Draft -

Cancel Save Draft

|




3.2.1.12 (5) 2A/4A/7A/ML - OUT - Dispose

Step1 Refer to 3.2.1.1(1) Create new transaction Draft.

Step 2 If redirected to Transaction Nature Selection, fill in the valid information:
) Transaction date (within 7 days)
) Transaction type (OUT)
c) Transaction nature (Dispose)
)
)

a
b

d
e) Reference number
Then, click “Next Step”.

Transaction Remark

Step 3 If redirected to EPD, click “Next Step”.

Step 4 If redirected to product selection, please refer to 3.2.1.1(3) “Product

Selection” to fill in the valid information and click “Next Step”.

Step 5 If redirected to Transaction Preview, verify all the details and finish the

submission. Please refer to 3.2.1.1 (5) Submit Transaction Draft.
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Create new transaction - OUT- Dispose (p.1)

Step1: Refer to 2.2.1.1(1) Create new transaction Draft.

New Transaction Draft
Ab Every transaction shall be recorded within 7 Days from the dispense time.

@) organisation Information

tion Natur

Organisation Informatien

Organisatian Nama
EEE PHARMACY COMPANY Can be with other license type
1. Wholesaler (24)

2. Pharmacy (4A)

3. Manufacturer repackage (7A)
4. Manufacturer (ML)

Atras:
SHOP A, GIF., FANLING LAU, 98 NORTH STREET, FANLING, NT

faneel m

Step2: Fill in the valid information, then click “Next Step”.

Transacticn Management > Transaction Draft Pregaration > New Transection Draft

New Transaction Draft

A\ Every transaction shall be recorded within 7 Bays from the transaction time.

@ organisation Information | @ Transaction Nature Selection | EFD Product Selection Transaction Presiew

a, Transaction date (within 7 days)
b. Transaction type (QUT)

= c. Transaction nature (Dispose}
d. Transaction Remark

e. Reference number

Wihalesale @ Dispose Damage Retention Retur

Drugs that are reached their expiration date

& FReferznce Number®
5029293444 Q

Pieasa fill in Invoice/ Reference Number in this fiel

N2

Step3:
Click “Next Step”.

& Organisation Information @ Transaction Nature Selection |} EP0 |

Step 3

Return to Enviranmental Protection Department

Selectior Transaction Preview

Inform user that

products from this type
P E— . :
Dispese of transaction nature will

Drugs are disposed by the orgainsation itsslt. be shipped to EPD.

Step4:
Redirected to the Product Selection, fill in the valid information, and click “Next Step”.
(Refer to 2.2.1.1(3) “Product Selection”)

To be continue from (p.2)
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Create new transaction - OUT- Dispose (p.2)

Step5:

Verify all the details and finish the submission.
(Refer to 2.2.1.1 (5) Submit Transaction Draft)

New Transaction Draft
A\ Every transaction shall be recorded within 7 Days from the transaction time.

° Organisation Information ° Transaction Nature Selection ° EPD

Filled sample

° Product Selection o Transaction Preview

Step §
Transaction Preview

Organisation Information

Organisation Name
AAA PHARMACEUTICAL TRADE COMPANY LIMITED

License Number License Type
78/2A/1996 Wholesaler
78/1A/1996

Address

Unit A-D, 8/F, ABC Industrial Building, 28 Trading Road, Kwun Tong, HK

Transaction Nature Selection

Reference Number Transaction Date
5029293444 2025-07-02

Transaction Remark

Drugs that are reached their expiration date.
Environmental Protection Department
Dispose

Drugs are disposed by the orgainsation itself.
Product Selection

FLEMING FOR SUPSENSION 312.5mg/5mL

Product Type Product Reference Number
Registered Product HK82195

Admin Route Dose Form

Oral Powder for oral suspension
Ingredient(s)

Amoxicillin 2 ma/Sml

Clavulanic Acid 62.5 mg/5ml
Batch Number
CD3845
Pack Form @
Pack Size Pack Unit
1 60ml Bottle
Trade Quantity
Quantity in Pack Loose Quantity
6 (Boxes) 1 (60ml Bottle)
Total Quantity @

6x1+1
=7 (60ml Bottle)
Submitted By Status
Chan Tai Man Draft

Previous Step Cancel

Warehouse Address
Unit D, 8/F., ABC Industrial Building, 28 Trading Road, Kwun Tong, HK
Unit 202-3, 2/F, Fanling warehouse, 8 North Street, Fanling, NT

Transaction Type Transaction Nature
out Dispose

Product Full Name

FLEMING FOR SUPSENSION
312.5mg/5mL

(
apsin s kg y m_
50 1

Powder for oral suspension

1 Powder for oral suspension

Outer Pack
Box

Reviewed By

Save Draft

}
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3.2.1.12 (6) 2A/4A/7A/ML - OUT - Damage

Step1

Refer to 3.2.1.1(1) Create new transaction Draft.

Step 2

If redirected to Transaction Nature Selection, fill in the valid information:
) Transaction date (within 7 days)

) Transaction type (OUT)

) Transaction nature (Damage)

)

)

o O T 9

Transaction Remark
Reference number
Then, click “Next Step”.

D

Step 3

If redirected to product selection, please refer to 3.2.1.1(3) “Product
Selection” and “Sample for Product Selection” tofill in the valid information
and click “Next Step”.

Step 4

If redirected to Transaction Preview, verify all the details and finish the
submission. Please refer to 3.2.1.1 (5) Submit Transaction Draft.
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Create new transaction - OUT- Damage (p.1)

Step1: Refer to 2.2.1.1(1) Create new transaction Draft.

ransaction Management > Transaction Draft Preparation > New Transection Draft

New Transaction Draft

Ak Every ransection shall be recorded within 7 Days from the dispense time.

@ organisation information Trangaction Nature Selection T T Ll e

Step 1
Organisation Information

Organisation Name

Can be with other license type
EEE PHARMACY COMPANY

1. Wholesaler (2A)

2. Pharmacy (4A)

3. Manufacturer repackage (7A)
4. Manufacturer (ML)

License Numbe:
ATAAZ09

Addee

SHOP A, G/F, FANLING LAU, 98 NORTH STREET, FANLING, NT

el m

Step2: Fill in the valid information, then click “Next Step”.

° Organisation Information @ Transaction Nature Selection Product Selection 4 Transaction Preview

Step 2

Transaction Nature Selection

1
a. Trznsaction Date” . L
(RnssEion bt a. Transaction date (within 7 days)
20250702 [ b. Transaction type (OUT)
¢. Transaction nature (Damage)
B ransaction Type * d. Transaction Remark
W @ our e. Reference number
€ Tr n Nature *
w I Dispense Retention @ Damage ) Dispose Retum
d ion Remal
e, Reference Number*
5029293444 Q
Flease fill in Invoice/ Reference Number in this field
2
Previous Step Cancel Save Draft

Step3:
Fill in the valid information, and click “Next Step”.
(Refer to 2.2.1.1(3) "Product Selection”)

@ orgsnisation infrmation & Transaction Nature Selection 1 Froduct Selection iansachion Ireview

Product Selection + et

» Product #1

Product Type
Registorad Product

To be continue from (p.2)
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Create new transaction - OUT-Damage (p.2)

Step4:
Verify all the details and finish the submission.
(Refer to 2.2.1.1 (5) Submit Transaction Draft)

New Transaction Draft

Filled sample
A\ Every transaction shall be recordad within 7 Days from the transaction time.

e Organisation Information ° Transaction Mature Selection ° Product Selection o Transaction Preview

Step 5
Transaction Preview

Organisation Information

Organisation Name
EEE PHARMACY COMPANY LIMITED

License Number License Type

47/4A/2019 Pharmacy

Address Warehouse Address

SHOP A, G/F., FANLING LAU, 98 NORTH STREET, FANLING, NY SHOP A, G/F., FANLING LAU, 98 NORTH STREET, FANLING, NY

Transaction Nature Selection

IE License /Reference Number Transaction Date Transaction Type Transaction Nature
5029293444 2025-07-03 out Damage

Transaction Rerark

Drugs that are di d during p ion (e.g., broken vials, crushed packaging)
cannot be sold.

Product Selection

OCTMENTIN TAB 375MG

Product Type Product Reference Number Product Full Name

Registered Product HK87123 OCTMENTIN TAB 375MG

Admin Route Dose Form

Oral Tablet

Ingredient(s)

m_
Amoxicillin 250 mg 1 Tablet
Clavulanic Acid 125 mg 1 Tablet

Prescriber's Instructions
Take with a meal, 1 tablet three times a day; Antibiotic: Complete the whole course

Batch Number

CD3846

Pack Form @

Pack Size Pack Unit Outer Pack
20 Tablet Pack
Trade Quantity @

Quantity in Pack Loose Quantity

1 (Pack) 1 (Tablet)

Total Quantity @

Tx20+1

= 21 (Tablet)

Submitted By Status Reviewed By
Chan Tai Man Draft -

Save Draft
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3.2.1.12 (7) 2A/4A/7A/ML - OUT - Retention

Step1

Refer to 3.2.1.1(1) Create new transaction Draft.

Step 2

If redirected to Transaction Nature Selection, fill in the valid information:
) Transaction date (within 7 days)

) Transaction type (OUT)

) Transaction nature (Retention)

)

)

o O T 9

Transaction Remark
Reference number
Then, click “Next Step”.

D

Step 3

If redirected to product selection, please refer to 3.2.1.1(3) “Product
Selection” and “Sample for Product Selection” tofill in the valid information
and click “Next Step”.

Step 4

If redirected to Transaction Preview, verify all the details and finish the
submission. Please refer to 3.2.1.1 (5) Submit Transaction Draft.
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Create new transaction - OUT- Retention (p.1)

Step1: Refer to 2.2.1.1(1) Create new transaction Draft.

ransaction Management 5 Transaction Draft Preparation > New Transaction Draft
New Transaction Draft

A\ Every ransection shail be recorded within 7 Days from the dispense time.

@ Organisation Information Transaction Nature Selection Receiver/Suppliet Selection Product Seiection Transaction Preview
i
Organisation Information
Oraceain Nens Can be with other license type
EEE PHARMACY COMPANY 1. Wholesaler (2A)
Liosnas Hiombe 2. Pharmacy (4A)
o 3. Manufacturer repackage (7A)
4. Manufacturer (ML)
Addre Warshouse Addrss

SHOP A, G/F, FANLING LAU, 98 NORTH STREET, FANLING, NT

Step2: Fill in the valid information, then click “Next Step”.

@ Organisation Information I @ Tronsaction Nature Seloction I Product Selection 3 Transaction Proview

Transaction Nature Selection

a, 1.
) a. Transaction date (within 7 days)
b. Transaction type (OUT)
b. ¢. Transaction nature (Retention)
d. Transaction Remark
e. Reference number
. Wholesale Dispense @ Retention Damage Dispose Returr
d. ral ¥
e. Reference N
$029293444 Q
Please il in Invoice/ Reference Number in this fiel
Previous Step Canced
Step3:
Fill in the valid information, and click “Next Step”.
(Refer to 2.2.1.1(3) “Product Selection”)
© orgsnisaton intormation @ Transaction Nature Selection © Froduct sewection ansacton Froview

AN
t Selection

> Product #1

Product Type

Registered Product

To be continue from (p.2)
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Create new transaction - OUT- Retention (p.2)

Step4: Verify all the details and finish the submission.
(Refer to 2.2.1.1 (5) Submit Transaction Draft)

Transaction Management > Transaction Draft Preparation > New Transaction Draft

New Transaction Draft

Filled sample

A\ Every transaction shall be recorded within 7 Days from the transaction time.

° Organisation Information

9 Transaction Nature Selection ° Product Selection o Transaction Preview

Step 5
Transaction Preview

Organisation Information

Organisation Name

EEE PHARMACY COMPANY LIMITED

License Number

License Type

47/4A/2019 Pharmacy

Address Warehouse Address

SHOP A, G/F., FANLING LAU, 98 NORTH STREET, FANLING, NY SHOP A, G/F., FANLING LAU, 98 NORTH STREET, FANLING, NY
Tr ion Nature Sel

IE License /Reference Number Transaction Date Transaction Type Transaction Nature
$029293444 2025-07-03 out Retention

Transaction Remark

Retaining drugs for additional quality control checks to ensure they meet safety and

efficacy standards.

Product Selection
OCTMENTIN TAB 375MG

Product Type
Registered Product

Admin Route
Oral

Ingredient(s)

Product Reference Number Product Full Name
HK87123 OCTMENTIN TAB 375MG
Dose Form

Tablet

Ingredient(s) 4+ | strength value L ‘ Strength Unit 4 | Dose value 4 | Dose Unit -

Amoxicillin

Clavulanic Acid

Prescriber's Instructions

250 mg 1 Tablet

125 mg 1 Tablet

Take with a meal, 1 tablet three times a day; Antibiotic: Complete the whole course

Batch Number
CD3846

Pack Form ©

Pack Size
20

Trade Quantity @

Quantity in Pack
1 (Pack)

Total Quantity @

1x20+1
=21 (Tablet)

Submitted By
Chan Tai Man

[ Previous Siep}

Pack Unit Outer Pack
Tablet Pack

Loose Quantity
1 (Tablet)

Status Reviewed By
Draft -
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3.2.1.12 (8) 2A/7A/ML - OUT - Export

Step 1 Refer to 3.2.1.1(1) Create new transaction Draft.
Step 2 If redirected to Transaction Nature Selection, fill in the valid information:
a) Transaction date (within 7 days)
b) Transaction type (OUT)
c) Transaction nature (Export)
d) Reference number (IE License number, E.g.: IE201902170890)
Then, click “Next Step”.

Step 3 If redirected to the consignee information, double check that organisation
name and address is correct, and click “Next Step”.

Step 4 If redirected to product selection, please refer to 3.2.1.1(3) “Product
Selection” and “Sample for Product Selection” tofillin the valid information
and click “Next Step”.

Step 5 If redirected to Transaction Preview page, verify all the details and finish the

submission.
Please refer to 3.2.1.1 (5) Submit Transaction Draft.
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Create new transaction 1A/2A - OUT- Export (p.1)

Stepl:
Refer to 2.2.1.1 (1) Create new transaction Draft.

went > Transaction Draft Freparation > Mew Transaction Dra

New Transaction Draft

A\ Every transaction shall be recorded within 7 Days from the iraneactin time.

ion Information Transaction Nature Selectio Recoiver/Supplier Selectior Produst Selectios Transaction Praview

O o

Step 1
Organisation Information

AAA PHARMACEUTICAL TRADE COMPANY LIMITED Can be with other license type

1. Wholesaler (2A)
2. Manufacturer (ML)

TR/2A/1996
TBAA996

Unit D, &/, ABC Industrial Bullding, 28 Trading Road, Keun Tong, HK
Unit 202-3, 2/F, Fanling warehouse, & North Streat, Fanling, NT

Unit A-D, 8/F, ABC Industrial Bullding, 28 Trading Road, Kwun Tong, HK

Step2: Fill in the valid information, then click “Next Step”.
New Transaction Draft

4 Every transaction shll be recorded within 7 Days from the transaction time.
@ Organisation Information ;1 nsaction Nature Sele Consianee Informat Produst Salact Transaction Praview

Transaction Nature Selection

@ a. Transaction date (within 7 days)
b. Transaction type (OUT)

c. Transaction nature (Export)

d. IE License number

Vinolesale Dispase Bamage Retention Rewrn

]

Reference Mumber
IE2019021 70890 Q

wniaer in this fie

Previous Step Canc Sawe Deafs

\I\ Reference Number*
Br RS - RiPE ] ; 1 2 ' \\
Marics and No. Mo. and Kind of Packages: No. of Unils F.0.B. Valus HKD IE201902170850
Container No. Brand and Mooo! {0 g itre)
s AR, nEm 1201902170899
LLC LR 1L i Liatit)
ABC Order No. C/No 20 gramsbottle SAMFLE®R 1.00Cbattle 0
Find the IE License number from Export License Form,
and select the used one when have multiple options.
Tom .
To be continue from (p.2)
Destinadon & Code FLARATION 1IN
e, i
Chis
Code of Place of | Name and Address of HK ManitachurorProcissor
Item No. Flace of Origin ERWRE 1 M LR AN 4\ Tehil 1+ S0 Mt
il Ry FIMR it o T SRS §
1 Antigun & Rarbudn AG
2 Y SICNED AND VERIFIEL
Roproved
2 Cits Diggitally
& for Divecicr-Gonaral o Trade and Indust
e nwn‘#wi‘w
sext and
i
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Create new transaction 1A/2A - OUT- Export (p.2)

Step3: Verify Consignee information

@ o vomaion @ T

Nature Selection Consignee Inform: |; Product Selection

Step 3
Consignee Information

Organisation Name
ADVANCE PHARMACEUTICAL COLTD

Previous Step | Cancel

Address
99 Guanghua Road Bei jing China

Step4:
Redirected to the Product Selection, fill in the valid information and click “Next Step”.

(Refer to 2.2.1.1 (3) “Product Selection”)

Step5:

Verify all the details and finish the submission
(Refer to 2.2.11 (5) Submit Transaction Draft).

New Transaction Draft

A\ Every transaction shall be recorded within 7 Days from the transaction time.

9 e

Nature Selection () Consignee Information @ Froduct Selection

Transaction Preview

Transaction Preview

ransaction Preview

Organisation Information

Organisation Name

AAA PHARMACEUTICAL TRADE COMPANY LIMITED

License humber
THZAI1996
TBNAI996

Address

License Type
Wholesaler

Unit A-D, 8/F, ABC Industrial Building, 28 Trading Read, Kwun Tong, HK

Transaction Nature Selection

IE License/ Reference Number
IE201902170890

Transaction Remark

Consignee Information

Organisation Name
ADVANCE PHARMAGEUTICAL CO LTD

Product Selection

Transaction Date
2025-07-02

FLEMING FOR SUPSENSION 312.5mg/5SmL

Product Type
Registered Product

Admin Route

oral

Ingredient(s)

m

Amoicilin 250
Clawtanic Acid 625
Batch Numbe

£D3845

Pack Form @

Pack Size

1

Trade Quantity

Quantity in Pack
& (Boxes)

Total Quantity @
bx1+1

=7 (60m| Bottle)
Submitted By

Chan Tai Man

Previous Step Gancel

Product Reference Numbar
HK82195

Dose Form

Pawder for oral suspansion

gl

/sl

Pack Unit
60ml Bottle

antity

1 (60ml Bottle)

Status

Warehouse Address
Unit D, 8/F, ABC Industrial Bullding, 26 Trading Read, Kvun Teng, HK
Unit 202-3, 2/F, Fanling warehouse, & North Street, Fanling, NT

Transaction Type Transaction Nature
out Expart

Address

99 Guanghua Road Bei jing China

Product Ful 3

FLEMING FOR SUPSENSION
312.5mg/5mL

1 awder for oral suspension

1 Pawider for aral suspension

Outer Pack
Box
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3.2.1.12 (9) 4A - OUT - Dispense

Step 1

Refer to 3.2.1.1(1) Create new transaction Draft.

Step 2

If redirected to Transaction Nature Selection, fill in the valid information:
a
b

) Transaction date (within 7 days)
)
c) Transaction nature (Dispense)
)

Transaction type (OUT)

d) Reference number
Then, click “Next Step”.

Step 3

If redirected to product selection, please refer to 3.2.1.1(3) “Product
Selection” and “Sample for Product Selection” tofill in the valid information
and click “Next Step”.

Step 4

If redirected to Prescription Record, fill in the valid information:

o))

) Date of prescription

) Prescription number
) Name of prescriber
)
)

o O T

Patient’s name (Must be same as your identification document)
Patient’s address

= 0

Prescriber’s instructions

g) ldentity Document Type (Optional)

h) Identity Document Number (Optional)
Date of birth (Optional)

Gender (Optional)

Step 5

If redirected to Transaction Preview, verify all the details and finish the
submission. Please refer to 3.2.1.1 (5) Submit Transaction Draft.
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Create new transaction - OUT- Dispense (p.1)

Step1: Refer to 2.2.1.1(1) Create new transaction Draft.

on Management > Transaction Draft Preparation > New Transaction Draft

New Transaction Draft
A\ Every transaction shall be recorded within 7 Days from the dispense time.
@ organisation information Transaction Nature Selection Receiver/Supplier Selection Product Selection 5 Transaction Preview

step
Organisation Information

Organisation Name

Only can be with Pharmacy (4A)
EEE PHARMACY COMPANY

License Number
471412019

Address Warehouse Address
SHOP A, G/F, FANLING LAU, 98 NORTH STREET, FANLING, NT

Cance Next Step

Step2: Fill in the valid information, then click “Next Step”.

@ Orcwrisation iformation @ r2nsaction Neture seiection Product Selct

Step 2
Transaction Nature Selection

1
= a. Transaction date (within 7 days)
b. Transaction type (OUT)

p, P L} c. Transaction nature (Dispense)

. - d. Reference number
e N @ our

Wholesaler @ Dispense Retention Damage Dispese Retum S reton
d.

&0?9?‘;?9;6&9
Step3:
Fill in the valid information, and click “Next Step”.
(Refer to 2.2.1.1(3) “Product Selection”)

@ organisation Information @ Transaction Nature Selection © Product Selection 4 Prescription Record Transaction Preview

Selection

> Product #1

Du

o1
Registered Product

To be continue from (p.2)
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Create new transaction - OUT-Dispense (p.2)

Your name must be same as the one on

your identification document.

@ Organisation Information @ Transaction Nature Selection

Step4:
Fill in the valid information, and click “Next Step”.

@ Product Selection D Prescription Record 5 Transaction P

Prescription Record

Adapton Centicas
Bith Carticabe - O

) Male () Female

Sample

Consulw Corps 10 Card
Diocument of ety for Viss Puiposas
Exapion Carticate

cHR dogument

D Card

[T

Teavsl documarts - PR
Teaval documan - orarseas
Ona - way Pamit
Racogizance Fom

R~ sty Pame

o - way Parmi

Must

a. Date of prescription

b. Prescription number

c. Name of prescriber

d. Patient’s name

e. Patient’s address

f. Prescriber’s instructions

Optional

g. ldentity Document Type

h. Identity Document Number
i. Date of birth

j- Gender

Step 4
Prescription Record
a. Date of Prescription® b. Prescription Number
2025-06-28 &
d. Patient's Name * @ g. Identity Document Type

WONG KEUNG Identity Card

e. Patient's Address*

ROOM 1001, 10/F., WAH HING ESTATE, 12 WAH YUEK STREET, FANLING, NT

f. Prescriber’s Instructions *

Take with a meal, 1 tablet three times a day, Antibictic: Complete the whole course

i. Date of Birth |- Sex
1962-01-20 ]

Male ® Female

~

€. Name of Prescriber*
DR. CHAN CHI MAN
Please fill in Doctor Name
h. Identity Document Number

A123456(7)

Step5:
Verify all the details and finish the submission.
(Refer to 2.2.1.1 (5) Submit Transaction Draft)
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3.2.2 CSV Upload through CTR Website

CTR allows the user to prepare the transaction record in a CSV file offline and then upload
itinto CTRin one go. In this approach, a CSV file with a maximum of 100 transactions can
be uploaded.

For using approach 2: CSV Upload through CTR Website approach, please refer to
instruction guide “CSV File Upload Specification v4.0”.

License Traders Drug Dealers Search can be found from the below:

< c 25 ctruat.drugoffice.gov.hk/Its/portal/
+_ Computerised " " :
T Transaction Record Home Transaction Management v Product Inventory v User Management Quick Links v
License Traders > Drug Dealers Search
‘ Products Manufacture (ML)
. w
Hello Chan Tai Man, Manufacturers (Secondary
o A Packaging) (7A)
Welcome to Computerised Transaction Record \
. Wholesaler (2A)
Transaction 8\ Transaction Transaction
z Pharmacy (4A) ¥
@ Advanced Search Draft Preparation ° Draft Approva y (48 (

https://www.drugoffice.gov.hk/eps/do/tc/consumer/search_drug_dealers2.html
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https://www.drugoffice.gov.hk/eps/do/tc/consumer/search_drug_dealers2.html

3.2.2.1 Page of CSV Upload

This section shows what functions are there on the page of CSV upload.

> Computerised

i [ ] -07-
Transaction Record Home Transaction Management Product Inventory ~ User Management Quick Links ~ 3 am ChanTaiMan 2025-07-0217:30

License Traders Drug Dealers Search — 4 Search all dealers and verify
their information, including

Transaction Management » Transaction Draft Preparation > Import CSV Products Manufacturer (ML) T
their license numbers
Import Ccsv Manufacturers (Secondary
Packaging) (7A)

Access lists of
Wholesaler (24) dealers categorized

Search all products and by license type.

Select CSV File* verify their Hong Kong  pharmacy (44)

registration numbers.

Click or drag file to this area to upload
or select your file

View the CSV samples that
How to setup your CSV file have been inputted

CSV File Upload Specification v4.0

1. Data Input Guideline | |

o, Download PDF Instruction J [ &, Download Trade Nature CSV Example J { <, Download Dispense Nature CSV Example }

2, CSV Template Normal CSVTTempIates
I 1

& Download Trade Nature CSV Template ] [ & Download Dispense Nature CSV Template ]

—* & Download Trade Nature CSV Template - Smart Excel [ = Download Dispense Nature CSV Template - Smart Excel
[ I

1
3. Data Input Procedure Excel templates can export data in the required CSV
- Do not change the headers in CSV template  file format after inputting the necessary information

+ Please refer to Pack Form List and Pack Form Example for product package information

+ Please refer to Pack Unit List and Outer Pack List for the complete list of Pack Unit and Quter Pack values

*Late Submissions can only be submitted via Direct Entry

File Home Insert Draw Pagelsyout Formulas Data Review View Automate Help Acrobat
Cn Cut - » = AutoSum  + A [T
. s A& o B == J B B faa BEEHE v
ByCopy ~ = Fill
Paste B I U-e dre A Merge & Center = ; g  Condiional Fommatss oo — Insert Delete Format Sot& Find&  Addins | Am
~ < Format Painter e = erge & Centar $-% %R Formatting ~  Tablex | o pa - - - & Clearv Filter~ Select ~ D
Cipbosra 5 Feont 5 Algnment 5 Number 5 stytes ceis edtting Aggns
Q12 v i Fd
A B [ bl E r (3 " I hi K L M b L
I Notweis v z
m re—— Monsarory Mandatory iandtory Manaatory ondotory  |uandotory |Manaatory  [andotory | mandstory ptionsr R Dansice ., “DISPOSE or
Doce Tex Text Text integer__[Tex Tor integer inieger Tet e
et el me me e of
indicatewhether || reror o auantiny of [The unitof [packeging  [The number of outer [Quantity of loose:
ehis ransaction is of ¥ U et etk regisuation|The batch no, of|produrt | measurem [use forthe |packages contained [items thatarenor| o Lgditional remark forthis
svpe OUT (supply) or . o no.of the product. [the product.  [items ina |entforthe [outer layer fin 2 single packaged in cuter = -
§ g liense. . §
IN (receive). IMPORT/EXPORT, e s"::e pack size. :;::n transaction. packs.
should be the e s
WHOLESALE imvoice 001 riss409 vz 100|copsue[vortie i) o1/2/1000 This is for excmpe only
Transaction Date | Transaction Type Transaction Nature Reference Number Pack Size | Pack Unit | Outer Pack Quantity in Pack Loose Quantity Receiver / Sugplier License Number i
/0B W WANUFACTURE 123456 FKe608 co0oz 100 capsui=_ bortie n C/2A/1000
Click to export CSV
CSV sample
File Home Insert Draw Pagelayout Formuls Data Review View Automate Help Acrobat | 2 comments
o] = AutoSum  ~ i
[y Ao [ptos arrow |1 2 wiap Text [seneaa B BE [voma Bad RO e v O 2
[Bcomy ~ ] Eri~
Paste g 5 Condtionsl Fomatas Insert Delete Format Sot& Find& ansize  Cieate
Iy . .
~ < Fomat Painter - 5 varge e Conter $ % 3% R oinge Tabler | 090 el e~ v Qe Fiter~ Select ~ Data aPOF
Clipboard ™ Font Ll Alignment il HNumber & Styles Cells Editing Add-ins. Adobe Acrobat -
D10 ~|i fx -
A B C D E F G H 1 ] | K L M N o P ] R 5 T A
Type ion N umber Batch Number PackSize Pack Unit Outer Pack Quantityin Pack Loose Quantity Receiver / Supplier License Number Transaction Remark
2025-03-01 IN MANUFACTURE 123456 HKE6409 C0002 100 capsule bottle 20 01/2A/1000
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3.2.3 Application Programming interface (API)

CTR Application Programme Interface (API) is an approach in which enables Licensed
Traders system to connect to CTR system directly. Licensed Trader can upload their
transactional data onto CTR system through an API that CTR would offer. This requires
technical change from Licensed Traders side.

User can use a CTR pre-defined excel template to upload certain type of transaction
records on the CTR system. Users need to populate all the required entries in the
expected format and upload it on the CTR System, a single day of transactions per excel
file.

For using APl approach, please refer to instruction guide “CTR - API Specificationv2.0.4”.
Also download the material zip folder named “CTR - APl Reference File”.
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3.3 Transaction Status and List

3.3.1 Transaction Draft Preparation

3.3.1 (1) Status of transaction draft

There are different transaction statuses that apply to various roles, as outlined in the

table below:
Role and Authorised User Alternative Authorised User &
Responsibilities Company User
Status of e Draft-Incomplete e Draft-Incomplete
Transaction e Draft- Complete e Draft-Complete
Draft e Rejected e  Withdrawn
e Pending Approval
e Rejected

Draft —Incomplete
This status indicates that the transaction draft is not fully completed, as not all required
information has been filled in.

Draft - Complete
This status signifies that the draft has been fully completed but has not yet been
submitted or submitted for approval.

Withdrawn

This statusisvisible only to Alternative Authorized Users or Company Users. When a draft
is marked as Withdrawn, it indicates that the draft was previously in Pending Approval
status but has since been retracted. This allows the user to modify the draft as needed.

Pending Approval

This status is visible only to Alternative Authorized Users or Company Users. It indicates
that the drafts have been submitted but have not yet received approval from an
Authorized User.

Rejected
This status applies to drafts that have been reviewed and not approved.
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3.3.1 (2) Status Lists of Transaction Draft

Each status has its own dedicated list.

Table tab: Draft - Complete/Withdrawn:

Drafts with the status of Draft - Complete or Withdrawn will also appear in the “Draft -

Complete/Withdrawn” list.

Table tab: Other’s Drafts:

There is a separate list called 'Other’s Drafts' that displays drafts created by other staff
members within the same company, allowing users to view and manage collaborative

work effectively.

3.3.1 (2a) Authorised user

Draft Records

Draft - Incomplete Draft - Complete/Withdrawn Rejected Other’s Draft

3.3.1 (2b) Alternative Authorised user/ Company User

Draft Records

Draft - Incomplete Draft - Complete/ Withdarwn Pending Approval Rejected

3.3.2 Transaction Record

3.3.2.1 Transaction Change Log

Other’s Draft

Once Change: Transaction is only modified once after its initial completion.

Multiple Changes: Edit and update the details of a single transaction multiple times.
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Transaction Change Log
Once Change

Organisation Infarmation

ARA PHARMACEUTICAL TRADE COMPANY LIMITED

Trads Quantity
Y L
s Boxes) xro
= 6 (60ml Bottle)
Latest . 55_2:2.&1; PackQuanity o Tolban
Change "
ch | Transaction Chang Log
ange log
withoutthe |+ i — e e R
latest one ! e Chan TaiMon

Multiple Changes to a transaction (5 times)

5th

2023-10-22 Batch number changa ; Pack Quantity Chan Tai Man
0822:46 change

Changes
Transaction Change Log
e e
20231022 )
s v Chan Tai Man s
a0 , .
1st-4th 4 Gt Chan Tai Man
Changes 3 1o Chan TaiMan
20231020 2
2 e Chan Tai Man
Tai 23101
Original —— aasi0e Chan Taibsn

3.3.2.2 Authorised User: Edit Approved transaction

This section guides authorised users to edit approved transactions in the Transaction
Record.

Step 1 | Access transaction details in transaction record.

Step 2 | Click “Edit”.

Step 3 | Update the information as required by the user.

Step 4 | Submitthe edited transaction.

Step 5 | Provide reasons of change.

* If the approved transaction was reconciled, will not be able to be edited.
There is no ' Save Draft ' option when editing a transaction from the transaction record.

Any changes made must be submitted immediately, accompanied by a reason for the
modification.
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Once the transaction is edited and submitted, a change log will be generated and
displayed in the transaction details for user reference.

Authorised User: Edit Approved transaction

Step1: Access transaction details in transaction history.

Transaction History

Transaction History Marage Coten

Click to

0250702 020293444 i i ';‘: APSINGON HIE2105 03846 ~ Whalesale 12500 AP ess the
detail.
20260531 020158521 GRISEOFULVIN TAS 500MG W32 precem out Dagense 7 Patwn
20260531 029356520 PORPHYROCIN TAB 250MG HIAO1BY 1esa22E  OUT Ahiiesse 4500 e
20240530 029054332 METROGYL 400 TAB 400MG HK333 oo\ W Betum 00 ADVA

S029356300 PYRASAT TAB 500MG HK34750 GMLD2EY N Wholesate 12,400 RN

co
™ o Mansgeme ransaction Hisseey 3 Tranasction Deta Step2:
Transaction Detail - 029293444 Click to edit —— ~ 1
the details

Organisation information

i!:(‘ WWLW

AV/aA2009 : mem.

WA GJF, FANLING LAU, 98 NORTH STREET, FANLING, NY

Transaction Nature

SONN)“‘ . 2025-07-02 our ' Wholesale

* If the approved transaction was reconciled, will not be able to be edited.
Step3:
Update the information as required by the user.

PR ]
6x1+0
= 7 (60mi Bottle)

Chan Tai Man
Stepd:
Provious Step Cance Submit the edited
transaction
Step5:
Provide change reasons

Pop up message

Change Reasons

Please fill in the reasons of changes

.-
°: Reasons of Changes *
Batch number change ; Pack Quantity change.
Submitted! e
Transaction has been updated Click to submit

Cancel
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3.4 Actions: Transaction Draft Preparation

This section shows what actions can be done in the Transaction Draft Preparation page.

3.4 (1) Copy as New Draft

This subsection covers how to copy a draft/ record.

Step 1 On Transaction Draft Preparation page, select the draft by clicking the
checkbox on the table.

Step 2 Click “Action” in the top of right-hand side of the page.

Step 3 Choose “Copy as New Draft”.

* New cloned draft will appear on the top with the current time.
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Step1: Select the
draft(s) by clicking
the checkbox(s).

Example

™

ction Manag:

Transsction Management >

Action for Draft Preparation: Copy as New Draft

Transaction Brafl Preparstion

Transaction Draft Preparation

Draft Records

Oratt - Incomplete

Reference Numb

202407.02
16,5040

20240702
15:30:40

202407.02
150218

202407-02
142433

202407.02
122246

202407-02
1222:46

Z02407.02
122248

2024-07-02
[
Z024.07.02
003128
2020.07.02
Do:3126
20240627
zaem
20200621

1243

20240627
056116
20240628
0:73:46

[ ze0rn
0:23:46

Dratt - Completed

Draft-

Draft-

Dratt-

Draft-

Draft.

oraft-

Draft-

Draft-

Draft-

oraft

Draft

oraft

raft

raft

diawn  Pending Aoprovel  Rejected

Step2: Click “Action”

Grher's Oraft

e R WtepS:Choose"Copy

Referance
Number

S022400006

Incomplele|  S022400006

Incomglele 3019130859

Incomplete  SD26555096

incomelets| 017240858

Incompléts  SO19678640

ingomgleta| soz198se38

incompleis| $027854889

incompleta] so71832428

Incomplets| 027244044

incomplets| 501830659

Incomglets| $022093280

ingomplets] 5017128958

Incomplets| $026991248

Incomplels] 029793435

Transaction
Date

202407-02

202407.02

202440702

202407-02

202407.02

20240526

202407.02

2020.07-02

20240702

202407-02

20240627

20240627

20240627

20240626

202407-02

GRISEOFULVIN TAR 500MG.

GRISEOFULVIN TA 500MG.

FYRAFAT TAR SDOMG

CLOZOLE VAG TAB S00ME

GYRABLOGK 40D TAB 409MG

METROGYL 400 TAB 400MG

METROGYL 200 TAB 200ME

CLOZOLE VAG TAB S00MG

METROGYL 200 TAB 200M6

METROGYL 400 TAB 400MG

CLOZOLE VAG TAB 500MEG.

GRISEOFULVIN TAB 500MG.

GRISEOFULYIN TAB 500MG.

GYRABLOCK 400 TAB 400MG

CLOZOLE WAG TAB 500MG

New cloned draft(s) will appear on the top with the current time.

Transaction Draft Preparation

Draft Records

oraft

weomplete

Oraft - Complete / Withdrawn

ton Draft Prepartion

Pending Appreval

- Last Undated Time. ~

Transaciion Date

Transaction Type +

v action || B

+ e

Transactian Naturm

Dolote
Pro B
Humber
33380
Hica33m0
HK34750
HKasa2a
Hxaseas
Hxa3e3a
HK33008
H35040
HK33005
HK33938
HK35040
Hk3g128
HK33380
HK35834

Hia5949

as New Draft”.

coiesea9a o
co18seg93 o
co1z38 o
BB332228 o
cxk23333 "
GaKLDZ40 "
40052949 [
AB295011 o
BE1048 [
AB1295 [}
co1239 o
FIO0003322 o
1238800 "
90048560 [}
BE1BAC [}

Pop up message to inform the selected draft(s)
has been cloned.

list

Copied
2 Draft(s) has been copied.
)| G raiiCompleta] 5022400008 0240702 GRISEQFULVIN TAB S00MG HK33380 01858993 (s) P
Cloned,
draft(s) |11 B BEEER] covws MMM PYRAGTTAOSNG Hesizs0 coss -
[] Zesaraz Draft - Comy 20240702 GRISEQFULYIN TAB 500MG K33380 CO1858-503
] SGampe]  so2z400008 ; ISEOFULVIN TAB r< 0
[] Zedsraz Braft Complete| 5022400006 202407.02 "GRISEGEULYIN TAB 500MG k33380 Co1853.893
T5sm40 i E
Selected i i
|7 m e coon mos osusmesse  wse o If draft(s) is cloned from Pending Approval
[ 0% e owows  mow s oo o or Rejected list, have different pop up message.
70240702
| G ComA] 5020555095 2024072 GLOZOLE VAG TAB 500MG [ 1nsaaz228 o
[ e i Compiee]  so17219858 0240702 GYRABLOCK 400 T8 400MG resan CoeanE " -
0 Ruee R R e ey an ° =
O R Bl Complete| 5071086938 20240702 METROGYL 200 TAB 20005 HK33005 45052320 "
Copied
[ esvra i G somesiny  azeoroz CLOZOLE VAG TAE S0 o pr— o P
Copied Draft(s) will be shown in Draft - Complete list.
[ Fgae Gl Campleia] 5071637428 20260702 METROGYL 200 TAB 200V k33005 [ "
[ masae B oo mew | wnconsomacwe | ranss | Done
[ e GG sowosse 020057 clomtE e e s00 = p— q
[] messew BN coceno mesz owsnan s i ez
11501150 123 e W0 >

Click to view the
cloned drafts
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3.4 (2) Submit

This subsection covers how to submit completed drafts for approval as an Alternative

Authorised User/ Company User.

3.4 (2a) Method 1: From the table

Step 1 On Transaction Draft Preparation page, select the draft with status
“Draft- Complete” by clicking the checkbox on the Draft-Complete table.

Step 2 Click “Action” in the top of right-hand side of the page.

Step 3 Authorised User: Choose “Submit”.
Alternative Authorised User/ Company User: Choose “Submit for
Approval”.

Step 4 Confirmation for submission.

* The draft submitted by Alternative Authorised User/ Company User will be defined as
“Pending approval” transaction, and it can be found on the Transaction Draft Preparation

page.

* The draft submitted by Authorised User will be defined as “approved” transaction
directly, and it can be found on the Transaction Record page.
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Submit (Method 1: From the table)

Authorised User

Transaction Draft Preparation

Draft Record

Last Updated
Time

0240702
165040

20240702
153040

20240702
150219

Step1: Select the w2s0102
draft(s) by clicking =
the checkbox(s).

240702
122246

0240702
122246

0240702
122248

20240702
w4730
20240702
093126
20240702
240627
123401

0240627
111243

0240827
105618
20240626
102346

20240702
102346

Step3:
Choose “Submit”

Submit

Alternative Authorised User/ Company User

Status must be “Draft- Complete”

Draft- Complete

Draft- Camplete

Oraft- Complate

Draft- Complate

Draft- Camplete

Oraft- Complete

Draft- Complete

Draft- Camplete

Oraft- Complate

Draft- Camplete

Draft- Camplete

Oraft- Complete

Draft- Complete

Oroft-Complete

Oraft- Complete

Delete

o [ ora- comp T— e

Last Updiated Time

Raference
s
soz2a0006
sozz400006
sor9139958
so2858509
sorrzsesa
so19628640
soniomsosn
sor7astisn
sovazeza
soar244044
soreanssmn
sozamszm
soi7i28088
soasmnie

5029293435

20240702

20240702

20240702

20240702

20240526

20240702

20240702

20240702

20240702

20240702

Others ratt

Stlus v Trnsaction Type v
Product Name
GRISEDFULVIN TAB SDIMG

GRISEDFULVIN TAB 500§

avragLoCKAo0 T8 400MG

WETHOGYL 200 TAB 200G
glozoLe vac 1A s0amc
METROGYL 200 TAB 200G
WETROGYL 400 TAG 400MG
CLOZOLE vAG TAB S00MG
GRISEOFULVIN TAB S00MG
GRISEOFULVIN TAB SO0MG
GYRABLOCK 400 TAB 400MG

CLOZOLE VAG TAB 500MG

1150f 150

Edit

Copy

Delet

Step4:
Confirmation for submision

k33381

HK33281

Hi3a75

k3504

K358

Hia303

HK3300¢

HK3504¢

3300

k33938

k35045

3812

k33388

K358

35041

Step2:

Click “Action”

Product Type

4 | BatchMumber 4

coresass o
coresass o
conse a
Tusaaz2ze o
cozam w
CKLDZ40 "
45052505 »
proc] o
Banse »
am1295 w
conz a
FPo0o033z2 a
1238800 »
99048560 »
Banas »

4 wa > ol

as New |[Draft Step3:

Submit for Approval

e

Choose “Submit for
Approval”

Submit

Confirm to submit the selected (3) draft(s)?

Confirm

Approved Directly.

Submitted transaction(s) can be found in
Transaction History.

WV

Submitted!

Record.

Draft(s) has been submitted and will be shown in Transaction

Displayed in:
1. "Pending Approval” list. (After submission)
2. "Transaction History”. (Once approved)

Waiting for the approval.

Submitted!

Draft(s) has been submitted as Pending Approval.
Approved Draft(s) will be shown in Transaction Record.
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3.4 (2a) Method 2: In Transaction Detail Page

Step 1 On Transaction Draft Preparation page, on the Draft-Complete table,
click into the draft.

Step 2 If redirected to Transaction Detail page of this draft, verify all the details
and click the submit button to submit.

Step 3 Acknowledged by pop up window with message, click “Confirm” to
submit the draft.

Step 4 Confirm for successful submission.

* The draft submitted by Alternative Authorised User/ Company User will be defined as
“Pending approval” transaction, and it can be found on the Transaction Draft Preparation

page.

* The draft submitted by Authorised User will be defined as “approved” transaction
directly, and it can be found on the Transaction History page.

Please refer to 3.2.1.1(5) Submit Transaction Draft.
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3.4 (3) Edit Drafts

The following subsection covers how to edit an incomplete transaction draft.

table.

Step 1 On Transaction Draft Preparation page, select the draft with status
“Draft- Incomplete” or “Draft- Complete” by clicking the checkbox on the

Step 2 Click “Action” in the top of right-hand side of the page.

Step 3 Choose “Edit”.

Action for Draft Preparation: Edit

Step2: Click “Action”

ansaction Management > Transaction Draft Preparation

Transaction Draft Preparation

Draft Records ‘ v Action(3) | | ® Manage cat

Only draft(s) in this

two lists can be edited ———{ _onRinompiew Dt Conpiee /vitrann_| fandng aspoval  fefcted Ot s EE ————— Step3: Choose “Edit”.

by “Action”

Copy as New Draft

Pre

Reforence

2024-07-02

[ 2o GRefiIREompE] 5072400006 20240702 GRISEQFULVIN TAB S00MG HK33380 1858933
Step'] : Select a draft B} i Diafi-Indemplie]  s022400006 20240702 GRISEOFULVIN TAB S00MG HK33380 CD1856-993
by C||Ck]ng the —a 2% Oraft - lncomplete  S019139359 20240702 PYRAFAT TAB S00MG HK34750 co238
checkbox. i BfiGompeE] sorssssoes  anzan7az CLOZOLE VAG TAB ScoMG Hkasoas Tomsz228
20240702 = F— — § 4
], 22808 Biafizincompiets] S017249858 20200702 GYRABLOGK 400 TAB 400MG HKasa3a cxx2:3333
20240702 s : 3 s S
| Draft incomplela] 5019628640 20240526 METROGYL 400 TAB A00MG HK33939 GJKLD240
| 20200702 — SR GGV S5h A Soaia T 50508
] 3 el ipsompieis] s021986938 20240742 METROGYL 200 TAB 200MG HK33005 40052949
20240702 e . T . .
| O947:38 Draft - Incomplete  S027854389 20240702 CLOZOLE VAG TAB 500MG HK35949 AB295011
20240702 > s 2
| oo Draftiincomplete] 021832428 20240702 METROGYL 200 TAB 200MG HK33005 881948
2020702 . a .
] 2x2on Brafsinsompieis] S027244044 20240702 METROGYL 400 TAB 400MG HK33939 81295
20200627 . 5 coonc . :
], Ty Draftiincompleta) S018306596 20240627 CLOZOLE VAG TAB S0OMG HK35949 01239
B prseett Drafinompleta) 022003280 20240627 GRISEOFULVIN TAB 500MG HK38128 FI00003322
20240627 - - y .
| 05616 DRfSiRcomplete| 5017128958 20240627 GRISEOFULVIN TAB 500MG HK33380 1238800
]j 20202 DfisiRcempleia] S026991246 20240626 GYRABLOCK 400 TAB 400MG HK35834 99948569
20240702 i = i
| 02346 Droft - Incomplete 029293435 20240702 CLOZOLE VAG TAB 500MG HK3594% BB18AC

After entering the transaction draft, user is able to edit it as needed.

Transoction Management > Transaction Oraft Preparation > New Transaction Draf

New Transaction Draft

A Every transaction shall be recorded within 7 Days from the transaction fime

@ Organisation information Transaction Noture Selection Recaber/Suppier Seociion Product Slectior Transaction Proview
Step 1
Organisation Information
rganisation Name License Number
AAA PHARMACEUTICAL TRADE COMPANY LIMITED 78/2A/1996
78101996
License Type
Wholesaler
Address archouse Address
Unit A-D, B/F, ABC Industrial Building, 28 Trading Road, Kwun Tong, HK Unit D, B/F., ABC Industrial Building, 28 Trading Road, Kwun Tong, HK

Unit 202-3, 2/F, Fanling warehouse, 8 North Street, Fanling, NT
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3.4 (4) Delete

This subsection covers how to delete drafts/ records.

Step 1
checkbox on the table.

On Transaction Draft Preparation page, select the draft by clicking the

Step 2

Click “Action” in the top of right-hand side of the page.

Step 3 Choose “Delete”.

Step 4 Confirmation for delete.

Action for Draft Preparation: Delete

Transaction Management > Transaction Draft Preparation

Transaction Draft Preparation

Draft Records

Draft - Incomplete  Draft- Complete/ Withdrawn  Pending Approval  Rejected  Othes

Step2: Click "Action”

+ New Transaction Draft

~ Action (3) | | & Manage Columns

Copy as New Draft

wumber, P P i LostUpdated Time v Status v TransactionType ~  Transaction [
La: N o | Ref 4 | Transacti 0 N m R
n fine ™" 4| e f o ‘ § | orchmber ¢
202407.02
15500 Drafiincomplete] 5022400006 20240702 GRISEOFULVIN TAB 500MG 133380 CD1856-993 d
202407.02 ; z
Stepfl: Select gL Diaii“incomplele]| 5022400006 20240702 GRISEOFULVIN TAB 500MG HK33380 CD1858-993 0
d L 202407.02
raft (S) by cl |Ck|ng e Draft-incomplete 3019139959 20240702 PYRAFAT TAB 500MG HK34750 co1238 0
the checkbox (S) . Eos Draft - Incomplete 5026555006 202407.02 CLOZOLE VAG TAB 500MG HK35049 188337228 0
202407.02 ;
A Draft-incomplete| so17249858 20240702 ‘GYRABLOCK 400 TAB 400MG HK35834 Cxx29333 in
Epdil Draft- Incomplete 5019628640 20240526 METROGYL 400 TAB 400MG HK33039 GUKLD24D 0
Frria Draf I 20240702 OGYL 200 TAS 200MG 4300 9052949
A il ineomplele]| s021986938 407 METROGYL 200 TAB 200 HK33005 4905294 in
202407.02 0 .
Frodts raftincomplete| 5027854889 20240702 CLOZOLE VAG TAB 500MG HK35349 AB295011 0
202407-02
Frtte Drafidincomplele] S021832428 20240702 METROGYL 200 TAR 200MG HK33005 BE1948 i~
202407.02
fs Drafi incompiete| 5027244048 20240702 METROGYL 400 TAB 400MG HK33939 AB1295 i
v Diafi“incomplete| 5018306596 20240627 CLOZOLE VAG TAB S00MG HK35349 co123 0
122?2-3227 Draft incomplets] S022093280 20240627 GRISEOFULVIN TAB 500MG HK38128 FID00D3322 o
20240627 B
20oa e’ et ineompleis]| S017128958 20240627 GRISEOFULVIN TAB 500MG HK33380 1238800 i
iehal) Diaft-Incomplele. S026991246 20240626 GYRABLOCK 400 TAB 400MG HK35634 99948569 in
202407-02 . y
A Diafi incomplete| 5029293435 20240702 CLOZOLE VAG TAB 500MG HK35949 BB18AC in
11501150 12 3 s w0 >l

Step4: Confirmation for delete.

Delete Click to confirm

Confirm to delete the selected (3) draft(s)?

‘ Cancel

Pop up message to inform the draft(s) has
been deleted.

Deleted!
Draft(s) has been deleted.

Step3: Choose
“Delete”.
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3.4 (5) Withdraw Pending Approval Transaction

This subsection covers withdrawing a pending approval transaction for Alternative
Authorised Users/ Company Users.

Step 1 On Transaction Draft Preparation page, select the “Pending Approval”
transaction by clicking the checkbox on the table with tab “Pending
Approval”.

Step 2 Click “Action” in the top of right-hand side of the page.

Step 3 Choose “Withdraw”.

Step 4 Confirmation for withdraw.

* The “Withdraw” transaction will show in Transaction Draft Preparation page, on table
with tab “Withdraw”. *And the “Withdraw” transaction can do action of “Edit”, “Copy
as New Draft”, “Delete” and “Submit”.

Action for Draft Preparation: Withdraw
Step2: Click “Action”

Transaction Draft Preparation

My Draft Record v A anage Columas
Only draft(s) in “Pending Copy t
Approval” can be o Step3: Choose
withdrawn by “Action” v (S| Fseedn o v (medy “Withdraw”.
= Product =
o mm
260702 " i T = = TER
2026001 Pending Appreval 5022400006 20240702 GRISEOFULVIN TAS S00MG Hrks3380 conesasas o
20260702 — o T R 5 it
2 Pending Appreval 5022400006 20240702 GRISEOFULVIN TAB S00MG HKk33380 coresas9s o
20200702 " " B
Step1: Select 160210 Pending Approval 5019139959 202407.02 PYRAFAT TAB S00MG HK34750 coiz38 o
draft(s) by C|icking—ﬂ Sl Pending Approval 5026555096 2020702 CLOZOLE VAG TAB S00MG HK35949 188332228 o
20260702 " # ” p . —
€ CNeckKbox(s). e ol S017249856 20240702 GYRABLOCK 400 TAB 400MG Hrkases4 s
w002 rppovel sorsezmeio 20260526 METROGY. 400 TAB 400NG s a0 »
provl 5021986938 20240702 METROGYL 200 TAB 200MG HK33008 49052949
Approval 027854889 20240702 CLOZOLE VAG TAB 500MG HK35040 AB29501 0
aApproval  so21B32428 20240702 TAB 200MG HK33008 Bo194
uze0ror Mol SozmmoM 20240702 400748 400MG Hes939 A 1255
ae0sr ahpponl SOU6S6 20260627 VA TAB 00 e con p
20260627 e g ons = 5 s
202405 vl 5022093260 20240627 GRISEOFULVIN TAB S00MG HK38128 F100002322 0
2240627 al  so1M28088 20240627 GRISEOFULVIN TAB SOOMG K380 1238800
as0020 oal SN 2260626 GIRABOCKAOTADANMG HKISO4 —
w2 sz cioao A TARsaG s wneac
1501150 1000

¢ Pop up message to inform the draft(s) has

Step4: Confirmation for withdraw. been withdrawn.
Withdraw Click to confirm
Confirm to withdraw the selected (3) draft(s)? ° E
Cancel \
— Withdrawn!
Draft(s) has been withdrawn.
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3.5 Actions: Transaction Draft Approval

3.5 (1) Approve the Transaction

This section covers how an Authorised User approve the transaction draft submitted by
Alternative Authorised User/ Company User.

3.5 (1a) Method 1: From the table

Step 1 On Transaction Draft Approval page, select the draft(s) by clicking the
checkbox on the table.

Step 2 Click “Action” in the top of right-hand side of the page.

Step 3 Choose “Approve”.

Step 4 Confirmation of approval.

*The Approved transaction will show in Transaction Record page.
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Approve the Transaction (From table)

Step2: Click “Action”

Transaction Management > Transaction Draft Approval

| Transaction Draft Approval I v Action } ® Manage Columns
£t 3
Transaction Draft Approval A Steps' Choose
“ "
Produc Name Refrence N Batch umber. | [ 5 Pl () e i — Approve”.
n Submitted Time 4 | Created By N f‘:':‘:;"r“ 4 | Product Name $ ZL‘L‘?Z?, famess e
[] 2040m02 4 RISEOFULVIN TAB S00M K333 1858-99: 4-07-
s WongSiuMing  S022400006 GRISEOFULVIN TAB 500MG HK33380 CD1858-993 202407-02
Ste p»] : Select ] 2aine CheungKaMing  SO19139959 PYRAFAT TAB 500MG HK34750 cD1238 2024:07-02
icki 20231022
rart(s) by clicKing———4 20 Chan Siu Ling 5026555096 CLOZOLE VAG TAB 500MG HK35949 188332228 2024-07-02
the checkbox(s). ) 2evore Lee Kin Keung 5017249858 GYRABLOCK 400 TAB 400MG HK35634 CXx2:3333 202407-02
i Chan Siu Ling 5019628640 METROGYL 400 TAB 400MG HK33939 GJKLD240 20240526
A Law Kin Ho 5021986938 METROGYL 200 TAB 200MG HK33005 49052949 2024:07.02
el Tse Ka Yan 5029293435 CLOZOLE VAG TAB 500MG HK35949 BB1BAC 202407-02
ol Tse Ka Yan 5028530166 PORPHYROCIN TAB 250MG HK40181 19603485 2024-07-02
2024-07-02 = . = .
iy eungKaMen  S027854889 CLOZOLE VAG TAB 500MG HK35949 AB295011 202407.02
20240702 o N " .
s eungKaMen 5021832428 METROGYL 200 TAB 200MG 33005 BB1948 202407-02
Zapporie, Chan Siu Ling 5027244044 METROGYL 400 TAB 400MG HK33939 AB1295 20240702
Aptas Tse Ka Yan 501830659 CLOZOLE VAG TAB 500MG HK35949 co1239 20240627
[ S L K 9 RISEOFULVIN TAB 500M( HK381 1 4-06-27
A LS ee Kin Keung 5022093280 GRISEOFULVIN TAB 500MG 38128 FI00003322 2024062
ARt Law Kin Ho 5017128958 GRISEOFULVIN TAB S00MG HK33380 1238800 20240627
2024-06-26
200 Lam Sze ki 5026991246 GYRABLOCK 400 TAB 400MG HK35634 99948569 20240626
« .
111501150 12 3 a4 1000 > >l
Step4: Confirmation of approval.
Approval Click to confirm

Confirm to approve selected transaction(s)?

Cancel

Pop up message to inform the draft(s) has
been approved.

Approved

Draft(s) has been Approved and will be shown in Transaction Record

View History
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3.5 (1b) Method 2: In Transaction Detail Page

Step 1 On Transaction Draft Approval page, on the table, click into the draft.

Step 2 If redirected to Transaction Detail page of this draft, verify all the details
and click "Approve" button to approve.

Step 3 Confirmation of approval.

* The Approved transaction will show in Transaction History page.
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Approve the Transaction (From Transaction Detail)

Step1: Click into a draft.

Transaction Management > Transaction Draft Approval

Transaction Draft Approval ~ Action | | & Manage Columns

Transaction Draft Approval

rence Number, Batch Numbs = Fiter (1) | Transaction Type ~  Transaction Nature \»  Receiver/Supplier Type
] e e = e e e
O 23eemez Wong Siu Ming 5022400006 GRISEOFULVIN TAB 500MG HK33380 €01858.993 202407.02
| EEe CheungKaMing 5019139959 PYRAFAT TAB S00MG HK34750 01238 2024-07-02
202407 02 Ghan Siu Ling 5026555096 CLOZOLE VAG TAB S00MG HK35049 188332228 202407.02

Example
Transaction Management > Transaction Draft Approval > Transaction Detail
Transaction Detail - S029293444 coneas bt |2 e

Organisation Information

Organisation Name

AAA PHARMACEUTICAL TRADE COMPANY LIMITED

License Number License Type

TBI2AN996 Wholesaler

TBNAN996

Address Warehouse Address.

Unit A-D, 8/F, ABC Industrial Building, 28 Trading Road, Kwun Tong, HK. Unit D, 8/F, ABC Industrial Building, 28 Trading Road, Kwun Tong, HK

Unit 202-3, 2/F, Fanling warehouse, B North Street, Fanling, NT

Transaction Nature

Reference Number Transsction Date Transaction Type tion Nature

502929344, 2025-07-02 out Wholesale

Transaction Remark Reason of Late Submission

- Lost Invoice has been found.

Supplier

Supplier Type plier Organisation Name Supplier Address

Manufacture THOMSON LIMITED 20/F, AIA TOWER, 1 LOGISTICS ROAD, KWUN TONG, KLN

Product

OCTMENTIN TAB 375MG

Praduct Type Product Reference Number Product Full Name

Registered Product HK87123 OCTMENTIN TAB 375MG

Admin Route Dose Form

Oral Tablet

Ingredie
[— ) P— R —— + | bosevsue .
Amoxicillin 250 mg 1 Tablet
Clavulanic Acid 120 mg 1 Tablet

Batch Number
CD3846

Package Form 0

Pack Size Pack Unit
20 Tablet
Trade Quantity @
Quantity in Pack Laose Quantity Total Quantity @
1 (Pack) 1 (Tablet) 122041

= 21 (Tablet)
Submitted By Status Reviewed By
‘Wong Siu Ming Draft

Step2:

i Back ‘ eject Click
"Approve”.
Pop up message to inform the draft(s) has

been approved. Step3: Confirmation of approval.

Click to confirm

° = Approval
Confirm to approve selected transaction(s)?
Approved Cancel
Draft(s) has been Approved and will be shown in Transaction Record.
=




3.5 (2) Reject the Transaction

This section covers how an Authorised User reject the transaction draft submitted by
Alternative Authorised User/ Company User.

3.5 (2a) Method 1: From the table

Step 1 On Transaction Draft Approval page, select the draft(s) by clicking the
checkbox on the table.

Step 2 Click “Action” in the top of right-hand side of the page.

Step 3 Choose “Reject”.

Step 4 Confirmation of rejection.

Step 5 Submit reasons of rejection.

* The Rejected transaction will show in Transaction Draft Preparation page.

Reject the Transaction (From table)

Step2: Click "Action”

Transaction Draft Approval ~ Action || & Manage Columns |
e
Transaction Draft Approval oprove
" ‘ . ter(1) ] TrnsscoonType v TransactionNature v Recsiver/SupoH peect Step3: Choose
- A — m— # B "
. = Reject”.
B soomorine 5 | ey & | B | s ey re—
20040702 . ] S -
20 WongSuMing  SOZ2M00006  GRISEOFULVINTAB SOOMG Heazasn cotaseasa 2040702
4 Sl Cheung Ka Ms $010139959 PYRAFAT TAB S00MG HK34750 cD1238 2024-07-02
Step1: Select 150219 e Katins ” e o
draft(s) by CIICkH"]g—.u e Chan SiuLing 3026555096 CLOZOLE VAG TAB 500MG 5040 188232228 20240702
the checkbox(s). o o
o ChenSioley SO METROGYLANTADAONS Hkamon cxuoren mans2s
oy LawkinHo SOMGEsSE  METROGYL20D TAB 200MG Hkzanos 052909 2040702
240702 Tookavan SO2005 GLOZOLE VAG TAB S00MG e P e
2s0702 con o , . )
08:47:38 Toe Ka Yan £028530166 PORPHYROCIN TAE 250MC HK40181 9603485 2024-07-02
mrorar ChewngKaMen  SOZ7ESMS CLOZOLEVAGTAR 00MG Wk a9 a1
w0702 CheungKaMen  SOZISSMZI  METROGYLZ00TAB 200MG Hk33003 sero4a 240
G henSilng  SOTPADM  METROGYLAO0TABADONG 30 ap1235 2024072
200z Toe aVon SOlBMENE  CLOZOLEVAG TABSOOMO cssaea corase P
0627 LeeKmKeng  SOZZS9W GRISEOFURVINTAR SOUMG sz Fioooaz2 24067
w0027 Low kit ST GRSEORUNTAS SOOMG ro— - P
T3 at150 ] o >
Step4: Confirmation of rejection. Step5: Submit reasons of rejection.
Reject Click to confirm Reason

Reasons of Rejection*

Confirm to reject selected transaction(s)?
1
r 1 Data incorrect
Cancel ‘
L 2.
ceneel w

Click to submit

. '

Pop up message to inform the draft(s) has
been rejected.

Rejected
Drafi(s) has been Rejected.
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3.5 (2b) Method 2: In Transaction Detail Page

Step 1 On Transaction Draft Approval page, on the table, click into the draft.

Step 2 If redirected to Transaction Detail page of this draft, verify all the details
and click "Reject" button to approve.

Step 3 Confirmation of rejection.

Step 4 Submit reasons of rejection.

* The Rejected transaction will show in Transaction Draft Preparation page.
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Reject the Transaction (From Transaction Detail)

Step1: Click into a draft.

Transaction Management > Transaction Draft Approval

Transaction Draft Approval

Transaction Draft Approval

atch Numbe [ : Filter (1) |  Transaction Type ~  Transaction Nature v

Product Name, Reference Number, Batch N
n SubmittedTime & | CreatedBy & | Reference 4 | Product Name

‘ ~ Action H > Manage Columns

Recelver/Supplier Type v/

. e 7
2024.07-02 7 =
ks Wong Siu Ming 5022400006 GRISEOFULVIN TAB 500MG HK33380 01858993 20240702
[} :30260702 CheungKaMing  S019139959 PYRAFAT TAB 500MG HK34750 01238 20240702
20240702 ) .
el Chan Siu Ling 5026555096 CLOZOLE VAG TAB 500MG HK35949 188332228 20240702

Example

I Transaction Management > Transaction Draft Approval > Transaction Dc(a\ll

Transaction Detail - S029293444

Organisation Information

Organisation Name
AAA PHARMACEUTICAL TRADE COMPANY LIMITED

License Number

78/2A/1996
78/1A/1996

License Type
Wholesaler

Address Warehouse Address

Unit A-D, 8/F, ABC Industrial Building, 28 Trading Road, Kwun Tong, HK

@ Clone as Draft J " 2 Edit ‘

Unit D, 8/F., ABC Industrial Building, 28 Trading Road, Kwun Tong, HK

Unit 202-3, 2/F, Fanling warehouse, 8 North Street, Fanling, NT

Transaction Nature

Reference Number
5029293444

Transaction Date Transaction Type
2025-07-02 out

Transaction Nature
Wholesale

Transaction Remark Reason of Late Subn|

- Lost Invoice has bee

Supplier

Supplier Type Supplier Organisation Name Supplier Address

Manufacture THOMSON LIMITED 20/F, AIATOWER, 1LQ
Product

OCTMENTIN TAB 375MG

Product Type Product Reference Number Product Full Name
Registered Product HK87123 OCTMENTIN TAB 375
Admin Route Dose Form

Oral Tablet

Ingredient(s)

o«

Ingredient(s) Strength Value % | Strength Unit
Amoxicillin 250 mg 1

Clavulanic Acid 120 mg 1

Batch Number
CD3846

Package Form 0@

Pop up message to inform the draft(s) has
been rejected.

-
o
Q=
Rejected
Draft(s) has been Rejected.

Step4: Submit reasons of rejection.

Reason
Click to submit

Reasons of Rejection*
b Data incorrect
2.

Step3: Confirmation of rejection.

Reject Click to confirm

Confirm to reject selected transaction(s)?

|

Pack Size Pack Unit Outer pack
20 Tablet Pack
Trade Quantity @
Quantity in Pack Loose Quantity Total Quantity @
1 (Pack) 1 (Tablet) 1x20+1
=21 (Tablet)
Submitted By Status Reviewed By
Wong Siu Ming Draft & -

Back

Step2:

Click "Reject T ]
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3.6 ProductInventory

Product Inventory allows users to check products according to different criteria, as well
as to check the transaction history of the product and to reconcile balance of selected

products.

3.6 (1) Product Inventory (Real-Time) - Reconcile Balance

This section allows users to reconcile product balance in product inventory (Real-Time)

page.

Step 1 From the top side menu, click “Product inventory” and select “Product
Inventory (Real-Time)”.

Step 2 Select a row of data on the table of Product Inventory by clicking the
check box.

Step 3 Click reconcile balance button.

Step 4 A pop up asking the user " Confirm to reconcile balance of the selected
product(s)?”, click confirm.

Step 5 Once redirected to product inventory table, check whether the last
reconcile time is updated and rearranged to the top of the list.

* Reconciled products should have an updated last reconciled time and rearranged to
the top of the list.
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Reconcile Balance
Step1:
Click to access this page

® Computerised

o ecard Home  Transaction Management ~ | Produet Inventory User Management  Quick Links B & ChanTaiMan 202507021730

Product Inventory (Reak
time)

Product Inventory > Praduct Inventory (Real-time)

| Product Inventr (Historic)
Product Inventory (Real-time)

@ After reconciliation, transactions contribute ta the balance are not subject to change
Step3:
Product inventory (Real-me) o v counns | ([ Click to reconcile
Juct Reference Number/ Product Name/ Batch N Last Regonciled Time ~  Pack Unit ~  Outer Pack balance.
Product
B | Reference 4 | Product Name s ﬁi'ﬂ; s |Packsize 4 |Packumt & |Outerpack & | LustReconc
Number amer e
O Hk31010 CLOZOLE VAG TAB 500MG CD1858-993 100 tablet box N/A
Step2:
8 Hk31011 GRISEOFULVIN TAB 500MG AB3I3445 20 tabiet box Nra
Select row(s) of Product(s) h "
e roduct(s) have no
—* @ HK:M2 PORPHYROCIN TAB 250MG 188332228 10 250 bos NrA L I &
Prr(:dl.l(r:‘t bi;"‘:kmg - § been reconciled yet
the checkbox(s). B HK31013 METROGYL 400 TAB 400MG CXx2:3333 15 tablet box NrA
O HK31014 PYRAFAT TAB 500MG GJKLD240 250 tablet box N/&
Step4:

Confirmation of reconciling balance

Reconcile Balance b 4

Confirm to reconcile balance of the selected product(s)?

Confirm

Click to confirm

Step5:
Reconciled products should have an updated last reconciled time and rearranged to the top of the list.

Product Inventory Manage Columns

Product N o Last Reconciled Time ~  PackUnit v Outer Pack

Prod ence Number/ Product Name/ Batch N
Product
4 | Baten . g s s "
nce roduct Name ack Size ack Uni uter Pack
N"m" bl e b I D
box

O Heawon GRISEOFULVIN TAB 500MG AB33445 20 tablet

Last Reconciled
Time

20250702 173011

O Hkawz PORPHYROCIN TAB 250MG 188332228 10 tablet bax 20250702 17:30:11

O HKkawia METROGYL 400 TAB 400MG €XX2-3333 15 tablet box 202507-02 17:30:11
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3.6 (2) Product Inventory (Historic)

This section allows users to view the closing balance of each traded product up to the

previous day or earlier.

Step 1 From the top side menu, click “Product inventory” and select “Product
Inventory (Historic)”.

Step 2 Click a row of a selected product to view its batch list.

Step 3 Click a row of batch numbers to view batch transaction history.

Step 4 Click a row of transaction to view its detail.

* Canfiltertransactionsin the batch transaction history by selecting a specific date range.

* CSV Export: When export the data to a CSV file, it will include all columns, even if they
are hidden in the original view.
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Product Inventory (Historic) (P.1)

Step 1: Access to Licensed Traders Authorised User Application
.k Computerised

i ° 2817
Transaction Record Home Transaction Management Product Inventory v User Management Quick Links v R S ChenTaiMan 202502:2817:30

Product Inventory (Real-

time)
Hello Tai Man Product Inventory (Historic)
Wel to Computerised Tr. tion Record

Transaction Transaction
Advance Search Draft Preparation

Transaction
Draft Approval

Organisation Information More Notification Centre View All

Product Inventory > Product Inventory (Historic)

"roduci Inventory (Historic) I

Product Inventory (Historic)

Product Name, Product Number Q = Filter
Step2: * This table will show the yesterday’s closing balance of each product that has been traded
Click a row Product Name 4 | Active Ingredients Pack Unit End Date Closing Balance
of product )
. 63089 LEVOFLOXACIN TABLETS 250MG 1. levofloxacin 250 mg / 1 tablet tablet 10,690
to view
batch list HK64299 APO-AZITHROMYCIN X TABLETS 200MG 1. azithromycin 250 mg / 1 tablet tablet 1,000
HK63015 AXCEL METRONIDAZOLE-200 1. metronidazole 200 mg / 1 tablet tablet 500
HK67144 %:;Gg”mwc'" STELLATABLETS 1. clarithromycin 250 mg / 1tablet  tablet
-
150f 5 1
Product Inventory > Product Inventory (Historic) > Batch List
&, Save as CSV ]
LEVOFLOXACIN TABLETS 250MG
Product Number HK63089 Active Ingredient 1. levofloxacin 250 mg /1 tablet
Yesterday's Closing Balance (Total)
5,000 wse
Step3:
Click a row of Batch List  Manage Columns
batch to view

batch Batch Number Q = Filter \

. * This table will show the yesterday’s closing balance of each product that has been traded.
transaction

Batch Number § | Active Ingredient 4 Pack Unit Outer Pack Yesterday's Closing Balance ]

history

CD23545 1. levofloxacin 250 mg / 1 1ablet tablet

CD46533 1. levefloxacin 250 mg / 1 tablet 20 tablet Box 900

CD46533 1. levefloxacin 250 mg / 1 tablet 10 tablet Box 1,000

CD66533 1. levofloxacin 250 mg / 1 tablet 20 tablet Box 600

CD63545 1. levafloxacin 250 mg / 1 tablet 10 tablet Box 1,500

. >
1-50f 5 1

Back

To be continue from (p.2)
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Product Inventory (Historic) (P.2)
* Can filter transactions in the batch transaction history by selecting a specific date range.

Product Inventory > Product Inventory (Historic) > Batch List > Batch Transaction History

I Batch Transaction History I & Save as CSV

LEVOFLOXACIN TABLETS 250MG - CD23545

Product Number Active Ingredient When export the data to a CSV file, it will include all
HKG3089 1. levofloxacin 250 mg / 1 tablet columns, even if they are hidden in the original view.
Batch Number Pack Size Pack Unit Quter Pack

CD23545 10 tablet Box

2025-01-28 Opening Balance (Total) 2025-02-27 Closing Balance (Total)

10,000 we: 1,000 ue

Batch Transaction History & Manage Columns
Step4: { = Filter (1)
Click a row of
transaction to
view its detail

* This table shows transaction records in previous 30 days by default. The period can be adjusted

Balance After
Transaction

Invoice/ Licence/

Transaction , | Transaction , | Transaction ,
v Reference Numbe

' .
Date ¥ | Type ¥ | Nature PackSize &

PackUnit % | OuterPack & 3

Total Quantity %

202501-28 Wholesale

tablet 50234234234234

2025-01-28 ouT Wholesale 10 tablet Box 3,000 8,000 S50226465156132

2025-01-26 IN Wholesale 10 tablet Box. 100 8,100 S0246513151451

2025-01-29 out Wholesale 10 tablet Box 8,000 100 S50326465156132

2025-01-29 IN Wholesale 10 tablet Box 900 1,000 50234234234235

< >
1-50f 5 1

Back ‘
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3.7 Transaction Advanced Search

This section allows users to search all transactions with advanced search criteria.

Step 1 Go to Transaction Advanced Search page, you may
Click “Transaction Advanced Search” from Landing page. Or

From the top side menu, click “Transaction Management” and select
“Transaction Advanced Search”.

Step 2 Click “Search” after selected criteria.
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Transaction Advanced Search

Step1 (Method a/b):
Go to Transaction Advanced Search page

1a. Click “Transaction Advanced Search” from Landing page.

uckUnks v & ChnTaMn 202507021730

4

Home  Tisnsaction Management Productimentory ~  User Management

B s et

Hello Tal Man,

Welcome to Computerised Transaction Record

More Notification Centre View Al

1b. From the top side menu, click “Transaction Management”

and select “Transaction Advanced Search”.
Rt o i

Heme q ™~ v

Qkinis v R &

ChanTaian 202507021730

4

i Computanued
Transacton Record

2 | rrensaction avances
Search

Transaction Draft
Preparation

Hello Tai Man,
Welcome to Computer

Transaction Draft Approval

Organisation formtion Organisation Information More Notification Centre View/
Nome: AL ol e | ’ 3 Iveos i CHAN, Tal Man Autharised User ‘ | Transaction draft, invoice No.: S02376584 was approved.
eeie e Wholesler inzosz - Wholessar anm i
e L oA T | i Youhave 10 ransaction drafts that are dus to be subitted and Ongarieat S
Click to
Transaction Management > Transaction Advanced Search export an
Transaction Advanced Search cSsV
Search Criteria
action Date *
202502-21 @ - 20250321 @
Transaction Nature ~
Transaction IN
All Import Wholesale Return "] Open Balance
Transaction OUT
Al Export Wholesale Retention Damage Dispose Retum
pense e Q
Counterparty Information ~
Counterparty Type
All Manufacturer (ML) a‘:;;gf;;‘;’g " Wholesaler (24) Pharmacy (4A)
Organisation Name / License Number
License Nurbr Q Select/
|__, input the
Prescription Record o~ search
Date of ption ption Number Name of Presciber criteria.
] Q Q
Patient's Name
Q Q
Product information ~
Product Full Name / Pro Batch Number
Pr ame e nbes Q Seled Numbes Q
Pack Size Pack Unit Outer Pack Total Quantity
v v = v Total Quantin
Active Ingredients
3 Q
Extra Information ~
Created Source
API Portal Q e Q Stepz.
Click
—o
“ ”
Search
after
Search Results [ vTT— selected
criteria.
Transaction Transaction Transaction
m-m s el m
DEXACILLIN FORORAL SUSP 1. epicillin 0 PRLS Data
20250321 Chan Tai Man WHOLESALE $012345 HK00019 2G5 Cormzion [ 6 PRLS Dati teset] 2mi vial
9 | 4

1-10f1 1
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4 Module 4: Notification Management

4.1 Notification Centre Page

This section covers what actions can be taken under the notification centre.

Notificationtypes include useful information, requests and reminders sent by drug office.

Notification Centre

Allows to search Allows to filter
Notification Centre notification(s) with notification(s) with
different conditions different conditions

Notification Centre

N it Notificat € Notifications Type Notification Status v Date v

Today
Information+—=i You have 10 transaction drafts due for “Submission for approval” in 48 hours. @ 13 mins ago
Reminder —+ 4 Incoming Law Change © 16 mins ago
& Incoming Law Change [i7] Eﬁtl?;i
& Incoming Law Change o
Yesterday
i You have 10 transaction drafts due for “Submission for approval” in 48 hours. @ 1 day ago
i You have 10 transaction drafts due for “Submission for approval” in 48 hours. @ 1 day ago

& You have 10 transaction drafts due for "Submission for approval® in 48 hours.

& You have 10 transaction drafts due for "Submission for approval” in 48 hours.

& You have 10 transaction drafts due for “Submission for approval” in 48 hours. day ago
Request I Please provide supply statistics data to Drug Office.

! Please provide supply statistics data to Drug Office. @ 1 day ago

Can't
Request
delete@ q Remind / Need
. user to action
Reminder
Can delete

after read .
Information
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4.2 Access Notification Centre

This subsection covers how to access the Notification Centre.

4.2 (1) Method 1: From Landing page

Step 1

Click notification icon on header.

Step 2

Click “Notification Centre”.

4.2 (2) Method 2: From Landing page

Step 1

Click “view all” from notification centre section.

= Computerised
b g

Transaction Record Home

Transaction Management v

Hello Tai Man,
Welcome to Computerised Transaction Record

Transaction é Transaction
Advance Search Draft Preparation

Organisation Information

Name: CHAN, Tai Man Account Role: Authorised User

License No: 1/2A/2032

License Type: Wholesaler 1/1A/2032

Organisation

HUKONG INTERNATIONAL LTD.

Address:

RM. 1401, 14/F, WATERLOO PLAZA, 53-55 WATERLOO ROAD, YAU MA TEI, KLN
Additional Warehouse Address 1

Room 3817, Revenue Tower, 5 Gloucester Road,

Wanchai, Hong Kong

Additional Warehouse Address 2

Suite 2002-05, 20/F, AIA Kowloon Tower, Landmark East, 100 How Ming Street,
Kwun Tong, Kowloon, Hong Kong

Additional Warehouse Address 3:

Room 2001-2002, 20/F, Dah Sing Financial Centre, 248 Queen's Road East,
Wan Chai, Hong Kong

Product Inventory v

More

Access Notification Centre

» » » ~.

~

User Management

Notification Centre

Step1:
Click on notification icon
u ; Chan Tai Man  2025-07-02 17:30
7

Method 1

Quick Links v

Transaction
Draft Approval

Step1: Click to access -

gt : View All
notification centre

You have 10 transaction drafts due for “Submission for approval” in

48 hours.

® 13 mins ago

Incoming Law Change

® 16 mins ago

Incoming Law Change

® 1 hour ago

Incoming Law Change

® 1 hour ago

i You have 10 transaction drafts due for “Submission for approval” in

48 hours.
©1 day ago

Unread Notification

Today

i

1

ul

1

Yesterday

1g

You have 10 transactions draft
and they are due for submissio...
3 mins ago

a Incoming Law Change

a Incoming Law Change

# Incoming Law Change

i You have 10 transactions draft and they are
due for submission for approval in 48 hours

3¢

i You have 10 transactions draft and they are
due for submission for approval in 48 hours

Notification Centre

Step 2:

Click to access this centre
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