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New Application 

I. Certificate Application 

i. Certificate Search 

ii. Create, Preview and Submit New Application 

iii. Delete a Saved Draft 

iv. Application Status 

II. Payment 

III. Certificate Download / Printing 

 

3. New Application 

I. Certificate Application 

i. Certificate Search 

In order to search specific record, user can select menu ”CTC”  “CTC Search” or redirect 

from Dash Board and then: 
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1. Select Prepared by and/or 

2. Input Protocol Title and/or 

3. Input Protocol Number and/or 

4. Input Ref No. (support partial match) and/or 

5. Select Application Type and/or 

6. Select CTC Type and/or 

7. Select Status and/or 

8. Select Application date range  

 

  

9. Click “Search” button, result will be displayed in the result table 
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10. Click link on related Ref No. to view / edit the certificate application 

 
 

ii. Create, Preview and Submit New Application 

A. Standard Scheme 

1. Go to menu “CTC”  “CTC Application” 

2. Select “Standard Scheme” as the CTC Type and click “Continue” 

 

3. Select the type of study in Section I of the application form 
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4. Fill-in Section II of the application form 

 

Remarks:  

- Name of Applicant and Business Address of Applicant will be filled-in 

automatically by the system and cannot be revised 

- Address of Institution Conducting the Study will be filled-in automatically after 

selecting the Name of Institution Conducting the Study 
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5. Fill-in Section III of the application form 
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6. Fill-in Section IV of the application form, select if Advanced Therapy Products 

(ATP) is/are involved in the study  

 

7. Select applicable type of study drug(s) and fill-in the drug name, dosage form, 

strength and source of supply as applicable (Note: Please only provide name and 

address of final product manufacturer(s)) 
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8. Upload related Supporting Document(s), fill-in File Name, Version and Date 

(Multiple upload is supported if needed) 
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9. Put a tick in the declaration boxes 

 

 

 

 

                  

 

10. A) After all information is filled, user can click “Preview” button to view the filled 

details in the Preview page. 

 

 

i) Click “Back” button to re-edit the form or 

ii) Click “Submit” button to submit the new application to DHDO 

- Click “Choose E-cert” button,  

- Select the corresponding E-cert,  

- Input the corresponding Passphrase of the login user account and  

- Click “Submit” button to submit the new application to DHDO 

 

 

- The successful message of the application will be shown. 
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Link for another application 
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B) Or click “Save as draft” button for future editing. 

- The successful message will be shown. 

 

 

C) Or click “Cancel” button to leave the form and back to search page. 

 

B. Listed Scheme 

 

1. Go to menu “CTC”  “CTC Application” 

2. Select “Listed Scheme” as the CTC Type and click “Continue” 

 

3. Fill-in Part A of the Risk Assessment Form 

 

Remarks: Applicant can add trial drug(s) if needed. 
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4. Fill-in Part B of the Risk Assessment Form 

 

 

5. Select the Rationale for Submitting the Trial under the Listed Scheme  

 

 

6. Fill-in Part D of the Risk Assessment Form 
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7. Fill-in Section I of the application form 

 

Remarks:  

- Name of Applicant and Business Address of Applicant will be filled-in 

automatically by the system and cannot be revised 

- Address of Institution Conducting the Study will be filled-in automatically 

after selecting the Name of Institution Conducting the Study 

 

 

8. Fill-in Section II of the application form 

 

 

 8 

7 



 
 

12 

 

9. Fill-in Section III of the application form, select if Advanced Therapy Products 

(ATP) is/are involved in the study  

 

10. Select applicable type of study drug(s) and fill-in the drug name, dosage form, 

strength and source of supply as applicable (Note: Please only provide name and 

address of final product manufacturer(s)) 
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11. Upload related Supporting Document(s), fill-in File Name, Version and Date 

(Multiple upload is supported if needed) 

 

 

12. Put a tick in the declaration boxes 

 

 

 

 

                  

 

13. A) After all information is filled, user can click “Preview” button to view the filled 

details in the Preview page. 

 

 

 

i) Click “Back” button to re-edit the form or 

ii) Click “Submit” button to submit the new application to DHDO 

- Click “Choose E-cert” button,  

- Select the corresponding E-cert,  

- Input the corresponding Passphrase of the login user account and  
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- Click “Submit” button to submit the new application to DHDO 

 

 

- The successful message of the application will be shown. 

 

 

 

 

 

B) Or click “Save as draft” button for future editing. 

- The successful message will be shown. 

 

 

C) Or click “Cancel” button to leave the form and back to search page. 
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iii. Delete a Saved Draft 

Only draft record can be deleted, the steps show as follows. 

 

1. Select menu “CTC”  “CTC Search” or redirect from Dash Board 

2. Select application with the status as “Draft” 

3. Click “Search” button 

4. Click “Delete” button on related record 

 

 

5. Click “OK” button on the popup box 
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iv. Application Status 

Status name Status description 

Draft Applications are open for edit and delete. 

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. 

Completed Draft Applications are completed by normal users / supervisors and 

are ready to submit. 

Pending Payment Applications are pending for payment by applicant. 

DH Pending Applications are under screening or evaluation in DHDO. 

Approved Applications are approved by DHDO. 

Rejected Applications are rejected by DHDO. 

Expired CTCs are expired. 
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II. Payment 

In order to complete payment, user can select menu “CTC”  “CTC Search” and search 

with following criteria:   

1. Select Prepared by and/or 

2. Input Protocol Title and/or 

3. Input Protocol Number and/or 

4. Input Ref No. (support partial match) and/or 

5. Select Application Type and/or 

6. Select CTC Type and 

7. Select “Pending Payment” as Status and/or 

8. Select Application date range  

 

9. Click “Search” button, result will be displayed in the result table 
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10. Select pay method 

 A Click “Pay Now” button for making on-line payment or 

 B Click “Pay by Cash/Cheque” button 

   

 

 

10 A. On-line payment 

i. Select Payment Method and 

ii. Click “Pay” button 
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10A i 
10A ii 
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iii. Fill-in the details of the selected payment method 

iv. Click “Pay now” button 

 

v. Successful payment message will be shown 

  

 

 

 

 

 

 

 

 

 

 

 10A iii 

10A iv 
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10 B. Pay by Cash/Cheque 

i. Click “Pay by Cash/Cheque” button to download the payment 

notification 

ii. The payment details are listed in the notification 

 

 

 

iii. Bring along the notification to Drug office to complete the payment 
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III. Certificate Download / Printing 

In order to print the Approved Certificate(s), user can select menu “CTC”  “CTC Search” 

and search with following criteria:   

1. Select Prepared by and/or 

2. Input Protocol Title and/or 

3. Input Protocol Number and/or 

4. Input Ref No. (support partial match) and/or 

5. Select Application Type and/or 

6. Select CTC Type and 

7. Select “Approved” as Status and/or 

8. Select Application date range  

 

 

9. Click “Search” button, result will be displayed in the result table 
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10. Click link on related Ref No. to Download / Print the certificate 

 

 

11. Click “Print CTC” button to Download / Print the certificate 

 

 

 

Remarks: The “Print CTC” button would be disappeared after clicking once. 
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