
User Guide: How to Fill the Application Form (Admin 
Access) 
Follow the steps below carefully to complete and submit the application successfully. 

Step 1: Fill in the Laboratory Details 

●​ Enter all required lab information ​
 

●​ Upload any relevant documents if prompted. 
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Step 2: Upload Organisation Chart 

●​ Navigate to the Organisation Chart section.​
 

●​ Upload the required document.​
 

●​ Ensure the file is clear, signed (if needed), and in the accepted format (PDF, PNG, JPG). 
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Step 3: Add Proficiency Testing (PT) 

●​ Go to the PT Section.​
 

●​ Input PT details.​
 

●​ Enter relevant participation details, date of testing, Nodal Lab and result​
 

 

 

 

 

 

 



 

Step 4: Add Discipline(s) 

●​ Add the desired Discipline.​
​
​
​
​
​
​
​
​
​
​
​
​
​
 

●​ Within each selected discipline, complete the following: 

a. Add Reference Materials (RM) 

❖​ For each discipline, enter details of Reference Materials used.​
 

❖​ Include name, source, traceability, and validity.​
​
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b. Add Equipment Details 

❖​ Add all major equipment used in the discipline.​
 

❖​ Provide equipment name, make/model, unique ID, calibration status, and date 
etc.​
 

 

 

 

 

 

 

 

 

 

 

 

c. Add Scope 

❖​ Define the scope for each discipline.​
 

❖​ Include methods, parameters, and measurement ranges as applicable.​
 

 

 

 
 
 

 



Step 5: Map PT, RM, and Equipment with Scope 

●​ Go to the Scope Section under Discipline.​
 

●​ Select the relevant scope and map appropriate PT, RM, and Equipment entries.​
 

 

 

 

 

 

 

 

 

 

 

Step 6: Fill in Manpower Details 

●​ Add all Senior management and Staff of Laboratory.​
 

 

 

 

 

 



 

Step 7: Review the Fees 

●​ Go to the Fee Summary section.​
 

●​ Review the calculated fee based on your entries.​
 

●​ Check for any optional/additional charges.​
 

 

 

 

 

 

 

 

 

 

Step 8: Check Enclosure for Pendency 

●​ Review the Checklist/Enclosures Section.​
 

●​ Ensure all required documents are uploaded.​
 

●​ If any documents are pending, upload them before proceeding.​
 

●​ Confirm that there are no red flags or missing entries.​
 

 



 

 

 

 

 

 

 

 

 

 

Step 9: Accept Terms & Conditions and Declaration 

●​ Carefully read the Terms & Conditions and the Declaration statement.​
 

●​ Upload the relevant declaration document​
 

 

 

 

 

 

 

 

 



Step 10: Preview the Application 

●​ Use the Preview button to review the entire application.​
 

●​ Verify each section for accuracy.​
 

●​ Make any necessary corrections before proceeding.​
 

 

 

 

Step 11: Make Payment 

●​ Proceed to the Payment Section.​
 

●​ Choose a payment method (credit/debit/net banking).​
 

●​ Complete the payment.​
 

●​ After successful payment, click Submit Application.​
 

​
​
​
​
​
​
​
​
 

 

 

 



 Notes: 

●​ Save your progress frequently.​
 

●​ Use the “Preview” feature before final submission.​
 

●​ The Declaration Section will only appear once all enclosures are marked as complete.​
 

●​ All mandatory fields are marked with an asterisk (*).​
 

●​ Upload the relevant and required documents in accepted format(PNG, JPG, JPEG, and 
PDF)​
 

●​ Reach out to support if you encounter technical issues. 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How to Create a Sub-User (Admin Access) 



Follow the steps below to create and activate sub-users under your admin account: 

Step 1: Log in via Admin Account 

Step 2: Navigate to "Create Sub-User" 

Step 3: Fill in the Required Fields 

●​ Enter the following mandatory details:​
 

○​ Full Name 
○​ Email Address 
○​ Contact Number 
○​ Designation 
○​ Assigned Discipline(can assign multiple discipline to single user) 

Step 4: Click on “Add User” 

●​ Once all fields are filled, click Add User to create the account. 

 

 

 

 

 

 

 

 

 

 

Step 5: Activate and Share Login Credentials 



●​ After the user is added, you will see them listed in the sub-user table.​
 

●​ Mark the user as “Active” using the status button.​
 

●​ Click “Send Email” — the system will automatically share the login credentials with the 
sub-user via email. 

 

 

 

 

 

 

 

 

Notes: 

●​ Sub-users will only have access to the sections permitted by their assigned designation 
and discipline(s).​
 

●​ Once a user is added for a particular discipline or set of disciplines, another user 
cannot be added to the same discipline(s). ​
 

●​ You can deactivate or edit a sub-user’s details at any time through the admin panel.​
 

●​ Ensure email addresses are accurate, as login credentials will be sent directly to the 
sub-user via email.​
 

 

 



User Guide: How Sub-Users Can Fill the Application Form 
Sub-users can enter specific discipline-related data after logging in. Please follow the steps 
below: 

Step 1: Log in via Sub-User Account 

●​ Use your sub-user credentials received via email to log in to the application portal.​
 

Step 2: Add Proficiency Testing (PT) 

a. Navigate to the PT Section 

b. Enter relevant participation details, date of testing, Nodal Lab and results 

Note:​
 The entered PT data will only be visible once it is reviewed and approved by the admin.​
 

Step 3: Add RM, Equipment, and Scope Details 

Important:​
 The sub-user will only be able to add information if the assigned discipline(s) 
have already been added by the admin. 

a. Add Reference Materials (RM) 

●​ For each discipline, enter name, source, traceability and validity details 

b. Add Equipment Details 

●​ Add all major equipment relevant to the discipline: 

c.Add Scope 

●​ Define the scope for each discipline. 
●​ Include methods, parameters, and measurement ranges as applicable. 

Note:​
Data added by the sub-user will be pending review and must be approved by the 
admin before becoming active. 

​
 



 Step 4: Map PT, RM, and Equipment with Scope 

●​ Navigate to the Scope Section under each discipline.​
 

●​ Select the relevant scope.​
 

●​ Map the appropriate PT, RM, and Equipment entries.​
 

Note:​
 Mapped data will also require admin approval before it is considered final and 
visible in the main application.​
​
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Notes for Sub-Users 

●​ Sub-users are restricted to managing data only for their assigned discipline(s).​
 

●​ All entries remain in a draft or pending state until approved by the admin.​
 

●​ Contact the admin if you do not see your assigned discipline or encounter access issues. 
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