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2. Account Management  

I Account Registration 

i. New User Account 

1. Note – For applicants who have chosen to create new user account by submitted the 

“e-CTS Account Registration Form” to Drug Office, it is NOT necessary to perform 

steps described in this section. 

 

2. Please see details below to create new user account via the system: 

- Go to the Login page of e-CTS 

- e-CTS Login page Link: https://www.drugoffice.gov.hk/CTCInterWeb/jsp/ 
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1. Click “Apply user account” 

 

2. Read the Statement of Purposes and put a tick in the declaration box 

 

3. Click “Continue” button 
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For WDL Holder Account (Organisational Applicants), please see details below: 

 

1. Select “WDL Holder” Option 

 

 

 

2. Fill-in Name of Organization (English) e.g. ABC Pharmaceutical Co. Ltd. and/or 

3. (Optional) Fill-in Name of Organization (Chinese) and 

4. Fill-in Business Registration Certificate Number and 

5. Fill-in Office Address and 
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6. Fill-in Proposed User ID and 

7. Fill-in User Name e.g. Mr. CHAN Tai Man and 

8. Fill-in Tel. No. (telephone number) or 

9. (Optional) Fill-in Fax No. and 

10. Fill-in Email and 

11. Select Primary account (with option Y/N) and   

 

 

12. Upload Supporting Document(s) 

 

 

 

Remarks:  

1. Each file must be under 3MB in size to upload.  

 

2. The file type of the supporting document is restricted to PDF (Searchable PDF 

format), .doc, and .docx only. 
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13. Click “Submit” button to submit the account registration application 
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For Investigator Account (Personal Applicants), please see details below: 

 

1. Select “Investigator” Option 

 

 

2. Fill-in User Name e.g. Dr. CHAN Tai Man and 

3. Select Profession and 

4. Fill-in Profession Registration No. and 

5. Fill-in Office Address and 
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6. Fill-in Proposed User ID and 

7. Fill-in Tel. No. (telephone number) and/or 

8. (Optional) Fill-in Fax No. and/or 

9. Fill-in Email and 

10. Select Primary account (with option Y/N) e.g. ‘Y’ for personal account user and 

 

 

 

11. Upload Supporting Document(s) 

 

 

 

 

Remarks:  

1. Each file must be under 3MB in size to upload. 

 

2. The file type of the supporting document is restricted to PDF (Searchable PDF 

format), .doc, and .docx only. 
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12. Click “Submit” button to submit the account registration application 

 

 

Form will be validated if “Submit” button is clicked, possible warning messages are 

shown below: 

Validation Warning Messages 

Missing user ID Please input user ID 

User ID is already in use User id is already in use 

Violate user ID policy Violate user id policy 

User id should only contains 

1. Character (A-Z, a-z) 

2. Digit (0-9) 

3. Non-alphanumeric character 

(!@#$%^&*()-_+={}[]|<>?~:;,.) 

4. No space 

User ID length is less than 5 Minimum user id length is 5 

Missing user name Please input user name 

If user ID and password 

incorrect 

User ID/ password incorrect 

Missing email Please input email 

Email is already in use Email is already in use 

Email is not valid Please input valid email address 

 

If the validation is passed, successfully message will be shown. 
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3. Upon successful application. Activation email will be sent to the new user’s email 

account. An email sample is shown below: 

 

Dear Sir/Madam, 

  Your request for account creation is received. The requested account has been created at 30-Jun-2022 11:11:11. 

  Please click below link to activate the account within 24 hours 

  User ID: TestUser 

  Activation link:    

https://www.drugoffice.gov.hk/TestTest&user_id=TestUser 

Regards, 

 e-CTS 

 

4. New user shall click the activation link within 24 hours. 

5. Page will be redirected to the activation page. 

6. Input Password 

7. Input Confirm password 

8. Click “Activate” button 

 

 

9. Login page will be shown if passed the validation.  
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ii. Reactivate User Account 

1. Follow the step 1 of Section “Create User Account” 

2. Reactivation email will send to the user’s email account. An email sample is 

shown below: 

Dear Sir/Madam, 

  Your account is reset at 30-Jun-2022 11:11:11. 

  Please click below link to re-active the account within 24 hours. 

  User ID: TestUser 

  Activation link: 

https://www.drugoffice.gov.hk/TestTest&user_id=TestUser 

Regards, 

 e-CTS 

 

3. Click the activation link within 24 hours. 

4. Follow the steps 4 - 7 of Section “Create User Account” to assign a new 

password. 

If passed the validation, “Password changed successfully” will be shown. 
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II. Account Management 

i. Login and Dashboard 

1. Enter e-CTS via Drug Office website (www.drugoffice.gov.hk)  

Pharmaceutical Trade  Login – e-CTS 

2. Drug Office website will open a new window popup for e-CTS Login page. 

3. Select “e-Cert Login” 

4. Select the e-Cert from file system 

5. Input password and passphrase (e-Cert)  

6. Click “Login” button, page will be redirected to “Dash Board” page 
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Dash Board is a summary of status. Users are allowed to click on the result to navigate the 

details.  

 

 

 

 

Status name Status description 

Draft Applications are open for edit and delete. 

Completed Draft Applications are completed by normal users / supervisors and 

are ready to submit. 

DH replied Applications are replied by DHDO, user need to follow DHDO 

officer’s instruction before re-submit them. 

Follow up (DH 

replied) 

Follow up application are replied by DHDO. 

Pending Payment Applications are pending for payment by applicant. 

Pending Applications are under screening or evaluation in DHDO. 

Approved Applications are approved by DHDO. 
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ii. View Company Profile 

In order to view company profile, users can select “Profile”  ” Company Profile 

Maintenance”. 

Compnay Profile information will be displayed 

 

 

iii. User Profile Maintenance 

In order to maintain user profile, users can select “Profile”  ”User Profile Maintenance”. 

 

1. Users will be displayed in “List of user” 
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iv. Create User Account   

1. Please see details below to create new user account: 

- Go to”Profile”“User Profile Maintenance”“User details” 

1. Input “User ID” and 

2. Input “User name” e.g. CHAN Tai Man and 

3. Input “Email address” and 

4. Select “Role” and 

5. Select “Status” and 

6. Click “Submit” button 

 

*Email entered must be same as the one registered in Hong Kong Post e-Cert if 

you choose “Supervisor” 
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Form will be validated if “Submit” button is clicked, possible warning messages are 

shown below: 

Validation Warning Messages 
Missing user ID Please input user ID 

User ID is already in use User id is already in use 

Violate user ID policy Violate user id policy 

User id should only contains 

1. Character (A-Z, a-z) 

2. Digit (0-9) 

3. Non-alphanumeric 

character(!@#$%^&*()-_+={}[]|<>?~:;,.) 

4. No space 

User ID length is less than 5 Minimum user id length is 5 

Missing user name Please input user name 

If user ID and password incorrect User ID/ password incorrect 

Missing email Please input email 

Email is already in use Email is already in use 

Email is not valid Please input valid email address 

Missing user role Please select a user role 

Missing user status Please select a user status 

If the validation is passed, “User created, activation email sent” will be shown. 

 

 

 

 

2. Activation email will send to the new user’s email account. An email sample is 

shown below: 

Dear Sir/Madam, 

  Your request for account creation is received. The requested account has been created at 30-Jun-2022 11:11:11. 

  Please click below link to activate the account within 24 hours 

  User ID: TestUser 

  Activation link:    

https://www.drugoffice.gov.hk/TestTest&user_id=TestUser 

Regards, 

 e-CTS 
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3. New user shall click the activation link within 24 hours. 

4. Page will be redirected to the activation page. 

5. Input Password 

6. Input Confirm password 

7. Click “Activate” button 

 

 

 

8. Login page will be shown if passed the validation.  
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v. Update User Info 

Go to “Profile”  ”User Profile Maintenance”. 

 

1. Click on the target ID below the “List of user” 

2. Change the “User name” e.g. CHAN Tai Man or 

3. Change the “Email” (email for business use) or 

4. Change the “Role” or 

5. Click “Reset password/ reactivate” to reset password or reactivate the account or 

6. Change the “Status” 

7. Click “Update” button to submit change 

 

 

Form will be validated if “Update” button is clicked, below shows possible warning 

messages. 

Validation Warning Messages 

Missing user name Please input user name 

Missing email Please input email 

Email is already in use Email is already in use 

Email is not valid Please input valid email address 

Missing user role  Please select a user role 

Missing user status Please select a user status 

 

If the validation is passed, “User updated” will be shown. 
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vi. Reset User Password / Reactivate 

A. Go to “Profile”  ”User Profile Maintenance”. 

1. Click on the target ID below the “List of user” 

2. Put a tick in the “Reset password/ reactivate” box to reset password or reactivate the 

account and 

3. Click “Update” button to submit change 

 

 

The successful message will be shown. The reactivation mail will be sent. 

 

B. User is required to change the password if password expired. 

 

 

Remarks: e-CTS has a fine grain password policy implemented and require password 

change every 90 days. 
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Login page will be redirected for user to login again if password expired.  

User is required to use the new password to login. 

 

 

 


