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INTRODUCTION

As part of the South African Health Product Regulatory Authority’s (SAHPRA) Digitalisation Project,

we have launched the SAHPRA Engagement Portal (https://portal.sahpra.org.za/) on Monday, 04

November 2024. The first phase of the phased roll-out is to have all users start the User Account

creation process.

 The Authorised Persons, Responsible Pharmacists and Key Users will need to create

accounts for the organisations and/or individuals that will be using the Portal to engage with

SAHPRA.

 Refer to Annexure A (see below) for a quick guide to assist organisation administrators in

creating an account and start the process of adding required users – to follow on with their

individual profile creation activities.

https://portal.sahpra.org.za/


Please access the portal at https://portal.sahpra.org.za/ and start the account creation and

registration process. Please feel free to log comments, inquiries or suggestions to

applicationsupport@sahpra.org.za

In January 2025, we will share a request with all registered account holders to verify their legacy

application listings as we start the preparations and clean-up for migration and cut-over. Account

administrators will be required to coordinate organisational communication and ensure the

coordination of the data verification process.

We thank you for the ongoing support during the phased implementation of the SAHPRA Engagement

Portal.

Kind regards,

____________________________ _____________________________
Christelna Reynecke Dr Boitumelo Semete-Makokotlela
SAHPRA Chief Operating Officer (COO)                 SAHPRA Chief Executive Officer (CEO)

mailto:applicationsupport@sahpra.org.za


Annexure A

SAPHPRA Portal Registration Launch Guide

A. SAHPRA Portal Registration and User Invitation Process: Organisations

1. Link to site: https://portal.sahpra.org.za/

2. Registration Type: Select Organisation to register an entity and the main Organisational

Administrator on behalf of the entity for the site:

https://portal.sahpra.org.za/


3. Organisation Type: Select a drop-down option for your Organisation Type from the four (4) main

Types. Each main Type has options under it to choose from – once you have selected an option,

the Next button will become darker:

4. Organisation Information: On this page, you need to complete all the mandatory fields to

proceed. The Next button will remain lighter if all the mandatory fields are not complete.

Note: The Address field is a lookup field: Start typing the address and wait for the results to

populate. Select the address from the list of search results.



5. Personal Information: This is the main contact and Organisational Administrator of the entity

registering on SAHPRA’s portal. This will be the login information for the Organisation Profile. Not

all the fields are mandatory on this page – the information can be added or updated post

registration:



6. Security: The last step of the process is where a password is set up by the Organisational

Administrator. A verification email will be sent to the email address entered in the Personal

Information page. The verification email will contain a button for the user to click to verify and

activate the account:







7. The user will arrive on the page below post-registration and email verification.

The Cookie Policy must be actioned.



s



8. The Organisational Administrator/user can view the Personal Information and update it by

clicking on the icon in the top right-hand corner.

9. The Organisation Information can be viewed and updated on the left menu bar – Organisation

Management, Organisation Details:



10. User Management: On this menu item, the Organisational Administrator can Invite other users

to the site and link them to the Organisation:

11. Inviting another user linked to the Organisation: The user can be invited as an Individual or as an

Organisational Administrator. The invited user will receive an email with a link to register on the

site as well:









The invited user will be able to complete an individual user registration. After successful registration,

the invited user will be visible on the User Management table view:

12. Sub-Divisions: In this section on the menu, the Organisation can invite another entity that should

link to the main Organisation:

Click on Add Sub-Division and complete required information:



B. Password Reset Process



1. To recover a forgotten password, click on Forgot Password?

2. Complete your email address initially captured in the Personal Information and select the Send

Reset Link button:



C. SAHPRA Administrator

1. This profile has the landing view as per below:

2. User Management: This view lists and allows for the management of all users linked to

SAHPRA’s internal team:



3. Invite New User: Clink on the Invite New User button from the User Management screen

and capture details as required and indicate the role this user will fulfil in the SAHPRA profile.

Once the invitation is sent, the user will receive an email with a link to complete the

registration process:









Invited User Profile view in SAHPRA org view:

4. Organisation Management: This view allows SAHPRA to see all the Organisations that have

registered on the platform:
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