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Applications 

Licensees/Service Subscribers can log onto their electronic accounts, and apply for 
licences/services either through Direct Application or Scenario Guided Application. 
Fields which are marked with an ‘*’ are mandatory, and the applicant cannot proceed 
with his/her application without input in the fields. 

 

Languages 

In making an application, the licensee/service subscriber will be asked to choose the 
language of the application. Documents to be issued by the system in connection to that 
application will be in the language chosen. Future renewal/amendment applications of 
this licence/service will also be conducted in this language. 

Please note that the language displayed in the screen will be in the language chosen for 
the user interface, not in the language chosen for the application itself. 

 

Drafts 

During an application, the licensee/service subscriber can save the application as draft. 
A maximum of 5 drafts can be saved in the electronic account, and the licensee/service 
subscriber can view the saved draft(s) in the Draft Application Enquiry. 

Please note that each draft can only be stored for seven days after the date of its last 
update as saved in the account.  

Licensees/Service Subscribers can still make applications for licences/services with 5 
applications already saved in the account, but will be prompted that the new application 
cannot be saved. The new application will have to be submitted immediately by the 
applicant if the information input is not to be lost from the system. 

 

Document Submission 

Licensees/Service/Subscribers can submit documents together with their applications. A 
maximum of 10M is allowed for each document, with a total of 100M of documents the 
applicant can send in each application. 
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The following demonstrates a direct application for an Irradiating Apparatus Licence, 
which will be similar to other Direct/Scenario Guided licence/service applications  

 

Direct Application 

Direct application is available for ’Radiation Board Licensing Services’, ’Radiation 
Monitoring Service Subscriber’, and ’Medical Examination‘ account.  

Sale of IA (IA-S) application is selected as an example. 

Click ’Direct Application‘ on the left hand side navigation menu.  
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Available application forms will be listed.  
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Click the radio button to choose the application. 
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Licence No. is required for renewal/amendment of licence, or amendment of permit .  
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Licence No. search screen is prompted.  
Input search criteria and click the ’Search’ button to search the Licence / Permit No. 
Click the ’Reset’ button to reset the search criteria.  
 
 
 

 
 
 

Click the row from the searching result to select the Licence / Permit.  
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Click the ’Next‘ button to proceed.  
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Please read the Privacy Policy and Disclaimer statements. Check the checkbox to 
acknowledge and agree to the terms, and click the ’Start‘ button to start the application.  
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Information of application will be displayed. Click ’Next‘ button proceed to Step 1, or 
click the ‘Back‘ button to return to the Privacy Policy and Disclaimer page.  
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You can click the ’Save as Draft‘ button in making a draft. You are advised to save the 
draft application from time to time during your input to avoid loss of data. A draft 
application will only be stored by the system for 7 days from the latest update date of 
the draft saved. Data will be purged after this period. A maximum of 5 drafts can be 
saved.  

You can print the page by clicking the ‘Print’ button. 

You will close the application by clicking the ‘Close’ button. Please ensure that you have 
saved the draft before closing the application. Otherwise, the information in the 
application will be lost. 
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Click the ‘Back to First Step‘ button to return to first page of the application form.  

 

  



User Guide for Application of Licences/Services 

12 | P a g e  

 

Tick the checkbox of declaration to confirm application.  

 

Click the ‘Next‘ button to proceed to ’Step 2 Add Supporting Document’  

List of required supporting documents will appear in the screen.  

Total size of supporting document can be uploaded per each application is 100M. File 
size of the supporting document is 10M or below for each file.  

Click ’Upload Document‘ button to upload the supporting document(s).
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Select the ’Document type‘ from the drop down box.  

 

Click the ‘Open‘ button to select the supporting document from the local drive.  

 

Click the ‘Confirm‘ button to upload the selected document. 
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Message ’Document has been uploaded successfully‘ is prompted when document is 
successfully uploaded to the system. 

 

Uploaded document will be displayed at the lower table.  

Click the ‘Remove‘ button of the selected supporting document, to remove the 
document you want to remove from the application.  
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Message ’Are you sure to remove the document?‘ is prompted for confirmation.  

 

Click the ‘Next‘ button to proceed to ‘Step 3 Confirm Submission’. 
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Application summary is displayed for review. Input the captcha and click the ‘Confirm 
and Submit‘ button to submit the application form.  

You may click the ’Print‘ button to print the summary page for future reference.  
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An acknowledgement will be displayed upon successful submission.  

Click the ‘Save‘ or ’Print‘ button, to save or print the acknowledgement for future 
reference.  

Click the ‘Complete‘ or ’Close‘ button to close the application form.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Please note the Application Reference Number as reference for future correspondence 
in referring to the application submitted. 

 

 

 

 

 


