
NAFDAC e-License Application User 
Manual for Certificate/Permit 
Enrolment

This documented procedure provides technical know
how on NAFDAC e-License Application for NAFDAC
Clients who wish to digitize their already issued
permits and certificates.
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FORM RESOURCE LOCATOR (URL):
It can be assessed via the URL: https://trade.gov.ng/nafdac using the Trade Portal. The
NAFDAC homepage will be displayed.
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https://trade.gov.ng/nafdac


Under NAFDAC Services, click on “NAFDAC e-License” to open its page. 
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Log in using your TIN number and password already created from the Single Window
Trade platform. Visit https://trade.gov.ng/firs/registration/ShowValidationPage.do to
generate password if new to the site.
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https://trade.gov.ng/firs/registration/ShowValidationPage.do


NAFDAC e-License main page will be displayed. Default page is for new permits. For 
digitization of certificates/permits, please click ‘Permit/Certificate Enrollment’
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Use the matrix below to correctly match ‘Application Type’ and  ‘Product type’ in the next 
three (3) slides. Please note that ‘Certificate’ must correspond with the document header 
on your hard copy certificate or permit.

R&R_Division Permit Allotment

S/No E-License Field Application Type Drop down Product Type Division

1

Certificate/Approvals 
Enrolment

Market Authorization Holder

Imported Drugs ID: Imported Drugs Division

Biologics and Vaccines BVM: Biologics, Vaccines and 
Medical Devices DivisionMedical Devices

Imported Food and Packaged Water
IFPW: Imported Food and 
Packaged Water Division

Food Products Manufactured in Nigeria
FPO: Food Products and Others 

Division

Drugs Products manufactured in Nigeria 
DH: Drugs and Herbals Division

Herbal and Neutraceutical Products

Cosmetics COS: Cosmetics Division
Animal Health, Agrochemical Products and 

Finished Chemicals
AHFC: Animal Health and Finished 

Chemicals Division

2
Supermarket/Restaurant 

Operator
Supermarket/Restaurant Products

DO: Director's Office
3 Ancillary Approvals

Imported Service Drugs

Imported Service Medical Devices

Imported Orphan Drugs

Special Approvals (NGOs, Medical Missions, 
Donations)

Administrative Approval
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Click ‘Applicant Type’ and select relevant categorization

NAFDAC e-License Application User Manual for 
Certificate/Permit Enrolment

7



Place cursor in Certificate field and all certificates and permits will pop up; click 
relevant or required certificate 
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Place cursor in ‘Product Type’ field and all product types will pop up; click relevant product
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Start data capturing, complete data entry fields on ‘Header tab’ then proceed to other tabs
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Fill relevant fields and ensure mandatory fields are filled before submission
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Click ‘Names and Parties’ Tab and fill relevant fields where applicable.
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Automatically populates details
after successful log in by user.
Details are from registered TIN
from FIRS.



Click ‘Product’ Tab and fill fields where applicable and relevant to your product 
type and document
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Click ‘Items’ Tab and ‘Add (        ) button’, then wait for page to load.
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Enter the H.S. code. Note that when entering the HS code, the system will display
the list of HS codes which will contain the same value. Use the scrollbar to move
up and down the list to select the relevant HS code from dropdown list.

Items tabs loads and reveals mandatory fields, please fill revealed fields
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Place cursor on field and type country of origin,
select country of origin from dropdown list
where the goods come from.

Select unit of measurement from
dropdown list. Supermarket and
restaurant operators on Global Listing
Scheme should reduce quantity to
number of units of products retail
pack.

Please fill reveale fields

Please note that Requested Quantity
should reference Unit of
measurement where this field is
applicable and is the total sum
requested throughout the validity
period of certificate or permit



Continue filling relevant fields and then click ‘add’ button. Please note that fields may be 
greyed out in certain cases as applicable.
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Provide other 
necessary/supporting 

information on products 
and requested quantity 

that would assist prompt 
processing of application



A details row is created on new page after the click of the ‘add’ button as shown in 
the screenshot
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View, edit and delete buttons



For accelerated capturing of numerous items, it is recommended that you click on 
‘Export XLS’ button to generate an empty excel file, save file in your chosen location. 
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Open the excel file, then start data capturing by completing all mandatory fields as 
highlighted by your first data entry on the ‘items’ button



After completing data capturing, import excel file from saved location by clicking 
‘Import XLS’ button
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Items on excel file appear on the Items tabs as seen below
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Click on ‘Attachments’ tab and click the edit icon to input data
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Fill relevant fields on table. Reference Number here refers to any code you might have given 
to your documents for your internal documentation purposes. Enter date of upload and 
click ‘Upload’ tab
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Choose the already scanned copy of the required certificate/permit that is to be
digitized and then click ‘Upload + Add’ button. (Please note that documents must be
scanned into a single document in acceptable formats before attachment and upload)



Attached documents appear as below and the ‘Upload’ button changes to 
‘Download’ for view by user
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Click on ‘Fees’ tab and fill relevant information on payments made for approved
certificate and/or permit on table.
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Click on ‘Store’ button if you do not intend to immediately submit application. Where
you intend to submit, click ‘Submit’ button after proper review for correctness of the
data provided on all relevant and mandatory fields.



Confirmation message will be displayed “Are you sure you want to submit this
application?. Click on Yes button to confirm operation.
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Notification message will be displayed: ‘Application has been submitted successfully’ with 
Certificate Type code.
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An email notification is immediately sent to your registered email address
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Support information tab provides a general status of application. Application
Progress Indicator- shows the current status of your application at NAFDAC.
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Where there is a query on an application, an email notification is immediately sent to your 
registered email address
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Queried

Queried



To search for queried application, click the ‘Search’ button 
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Status of applications appear on table, click to view and edit where necessary



Click ‘Support information’ tab for Query requirement
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Respond to Query by either editing or deleting where applicable 



If required to delete, Click the Delete icon, the item list would populate and then you can 
click the ‘Delete’ button 
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It is mandatory to provide reason for deletion before confirmation can be made
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You can undo delete if done in error by clicking the ‘Undo’ icon
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The Item details is opened for you to further undo delete by clicking the ‘Undo’ button
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Confirmation message will be displayed “Are you sure you want to undo delete
this item?. Click on Ok button to confirm operation.
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Where ‘Update’ button is clicked, Confirmation message will be displayed “Are
you sure you want to update this application?. Click on Yes button to confirm
operation.
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Notification message will be displayed: ‘Application has been updated successfully’ with 
Request number.



Upon approval of Certificate/permit, A ‘Print view’
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Open and View your certificate/permit
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