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Introduction

This guide outlines the steps involved in completing Continued Registration for a Retail
Pharmacy Business in the PSI Registration Portal by a pharmacy owner.

If you need to complete Continued Registration for more than one pharmacy at the same
time, then you should refer to the guide for Bulk Continued Registration for Two or More

Pharmacies.

Process

= Step 1: A notification to complete Continued Registration for the pharmacy is sent by
the PSI via email and as a message in the Registration Portal 60 days before your
registration certificate expires. Login to your PSI portal by clicking on the link in the
email. You will need your email address and password, along with the phone you used
to set up your account — a unique code will be sent to your phone as a text message
each time you log into the portal as part of the system security checks. Once you are
logged in, navigate to Pharmacies > Manage my pharmacies > Renew.

Continued Registration reminders are sent based on your pharmacy’s registration expiry

date.
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= Step 2: It is important that the details held on the PSI register about you and the
pharmacy are kept up to date. Before you progress with Continued Registration, you
should review your profile and the pharmacy’s details and amend anything that
requires an update, such as services provided by the pharmacy and opening hours.

You can update these details at any time during the year in the Registration Portal

= Step 3: Review and complete all the declarations and proceed with the application
by clicking Save & Continue.
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If you are unable to complete any part of the declaration below, please contact the Registration Unit of the PSI

DECLARATIONS
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Step 4: Submit the application by completing payment — you can choose one of two
payment options:

= Pay by Credit or Debit card
= Pay by Electronic Funds Transfer (bank transfer)

You will receive an email and a notification in the Registration Portal confirming that your

application has been received by the PSI. Please note that payment by cheque is not
possible

A Home Q. Search Register My Registration Notifications 10 & Jessica Hayes -

Home » RSP Applications » Confinued Registrstion > Application Details

Fee Payment

Yfou must pay the outstanding application fee in srder for your application to be processed

Payer email address
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Billing address line 1

Apartment 32
Billing address linz 2

Capstan Building

Step 5: Following review of the application by the PSI, you will receive a confirmation email

and a portal notification approving your application and confirming your pharmacy’s
registration for a further 12 months.

It may be necessary in some circumstances for the PSI to request further information from you at
this stage before the pharmacy’s registration can be confirmed.

= Step 6: Once your pharmacy’s Continued Registration has been confirmed, a digital

Registration Certificate will be made available immediately in the portal (Pharmacies >
Manage My Pharmacies > (Pharmacy name) > Registration). The official

Registration Certificate which must be displayed will be printed and posted to
the pharmacy.
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SUMMARY
Registration Number Certificate Issued Date Registration Status
10000578 26/08/2021 Registered
Pharmacy Expiry Date Registration Type
Pharma-easy (10000578) 24/10/2022 RPB

REGISTRATION CERTIFICATE

Name 4 Modified
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