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1. Food Business Operator Registration (FBO) 

1.1 Login 

 

Public Users click the link Register as FBO. The publicly available URLs are used for creating the 

account in the system. The links at the bottom of the login page are used to create accounts in 

the system. 

 
       Figure 1 Login page 
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1.2 FBO Registration Process 

1.2.1 Registration Application Submission 

 

The link redirects to the interface below. FBO fills the registration form, completes the three steps, 

Account Setup, Premises Details and Representative steps. Click the Submit & Register button. 

 

 
Figure 2 Registration flow 

 

 

1.2.2 Email Verification 

 

FBO receives a verification email.       
The message displayed after registration form submission and email received by FBO displayed 

in images below. 
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Figure 3 Registration Success message 

 

 
Figure 4 Sample email verification 
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1.2.3 FBO Temporary Account Created 

 

The FBO then verifies the email address. Click the Verify Email Address button in the email 

message received. After verification is done, FBO could login to the system using the credentials 

given when registering.  

 

 
    Figure 5 Email for FBO temporary creation 
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Figure 6 Login page 
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2. Premises Payment Process 
 
1. Once the premise application is submitted by FBO the Outstanding Invoice will appear on 

FCAU finance or Admin side interface under Invoice management tab -> Outstanding invoices 

 
Figure 7 Outstanding invoice page 

 

2.Once they view the updated required invoices this will show below screen with option to edit 

the invoice and publish to the FBO 
 

 
Figure 8 Invoice edit / publish page 
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3.If there any edit or changes of the price and the label FCAU finance or admin can change from 

here and update the invoice. 

 
Figure 9 Invoice edit page 

 

 
Figure 10 Price update 
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4.Once they reviewed and did the changes if there was any necessary, they could publish the 

invoice. 

 
Figure 11 Publish invoice view 

4.Once it is published, FBO gets notified by email and system notification. 

 
Figure 12 Invoice email 
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Figure 13 user side outstanding invoice 

5.Once the FBO / branch manager login to the system it shows the status changing to pending 

as above image.​
6. Once they view the invoice, they will get an updated invoice. Also, they can pay it by clicking 

the “pay invoice” button. 
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Figure 14 Invoice overview 

 
7.There are 3 options to do the payment, in this stage we only have an offline payment pathway.​
8.FBO representative Can select offline payment option to do this payment. 

9.Once you go though it needs to update the method and verify information and image or PDF 

upload about transfer verify document or slip. 
 

 
Figure 15 payment option selection 
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Figure 16 offline payment submission page 

 
10.Once payment is done, the system shows success massage. And also it shows in email as 

well. 
 

 
Figure 17 Payment success system message 
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Figure 18 FCAU side payment review 

11.Once the FBO side pays the amount, the FCAU finance team can review the payment details, 

and if all the details are correct, they can approve it. 

12.FBO side shows the status as paid, and also payment success message was sending via email. 
 

 
Figure 19 Payment receipt list 
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Figure 20 Offline payment approved email 

3. Food Premises Registration 

After receiving approval FBO logins to the system to register the first branch under his business 

profile in the FCAU IIMS.  

 

 

 

 
Figure 21 Premise interface 

 

1 - Actions - Manage Branches - Click the button to Register the first branch under the business 

profile created. 

16 



User Training Guide V1.2 for Interoperable Risk based Food Safety Inspection  
Information Management System 

 

4. Register New Food Premise Branch 

Manage Branches button redirects to the interface below. All premises owned by the user could 

be included into the system.  

 

 

 
Figure 22 Food business branch creation  

 

1 - Add New Branch - Click this button to register the food premise. Below image displays the 

application form. 

 

 
Figure 23 branch registration form 
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2 - Search - To Search the branch by name, type the branch name and click the Filter button. 

 

3 - View Details - The details of the branch could be viewed. The below image displays the view 

interface. 

 

 

 

 
Figure 24 Overview page 
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4 - Edit Branch - Click the button to edit branch information.  

 

5 - Manage Managers - Click the button to add or remove the manager for one particular 

branch. The image below displays the Manage Managers Interface. 

 

 
Figure 25 Mange Managers 

The above interface allows the user to add a branch manager, activate or deactivate the 

assigned manager. When the Manager is activated, the manager receives an email notification 

as below. 

19 



User Training Guide V1.2 for Interoperable Risk based Food Safety Inspection  
Information Management System 

 

 
Figure 26 Email of informed provide access 

 

Branch Manager login to the system and edit branch details. 

Delete Branch - Below two images display the Delete Branch action button for new applications 

only. Users could withdraw the application. After approval it cannot be deleted from the system.  

 

 
Figure 27 delete branch 
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Figure 28 Withdraw application 

 

 
 
 
 
 
 
 

5. MOH - Reviews Application and Assign to PHI 
 
MOH login to the system to review the Food Premise registration applications.  
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Figure 29 MOH premises application dashboard 

1 - Assign to PHI - Click the button. The below popup will appear.  MOH adds a remark and MOH 

assigns a PHI Officer for one particular application. PHI is assigned for inspection. 
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Figure 30 PHI assign section 

2 - Reject Application - MOH can reject the application. The below popup appears. MOH adds a 

remark and clicks the Reject button. 

 

3 - Reassign PHI - Reassign the premises application to a PHI Officer. This action will change the 

assigned PHI officer while keeping the current application status. 

 

4 - View Review - PHI visit information and Application Details collected after PHI Inspection is 

done is displayed in the Application Assessment Interface below. 
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Figure 31 Overview PHI visits 
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5 - Final Approval - MOH chooses to Approve or Reject this premises application for final 

approval. 

 
Figure 32 Final approval premise application 

6 - View Application - MOH can view the premise registration application details. The page is 

redirected to the below View Interface. 
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Figure 33 PHI overview of FBO 

 

7 - Advance Search - MOH could search by business name, Business Registration Number or 

Branch name. MOH could also search by Application ID, NIC, Category, Risk, Status, PHI Area, GN 

Division and click the Apply Filters button to search. 
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6. PHI - Inspection Process 

PHI login to the system to begin field visits after applications are being assigned to PHI by MOH. 

 
Figure 34 PHI login 

 

 
Figure 35 Premise branch application 
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Figure 36 PHI inspection 

 

1 - New Application - PHI also can register a premise, on behalf of FBO. PHI fills the application 

and submits for review. MOH reviews and the process continues from section (5). 

 
Figure 37 PHI premise registration 

2 - PHI can search by, search by Business Name, Business Registration Number or Branch name. 

PHI could also search by Application ID, NIC, Category, Status and click the Apply Filters button 

to search. 

3 - Schedule Inspection - Schedule the Inspection as displayed in the image below. 
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Figure 38 H-800 Inspection schedule 

4 - View Review - PHI visit information and Application Details collected after PHI Inspection is 

done is displayed in the Application Assessment Interface below. 

5 - View Application - PHI can view the premise registration application details. The page is 

redirected to the below View Interface. 
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Figure 39 Premise information from PHI side 

 

MOH gives the final approval. If approved premise registration will be completed. If rejected. FBO can 

appeal. Appeal Process explained in the next section. 
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6 - Review Application - PHI fills from Part I to Part VI after visiting the premises. See image 

below for more details. 

 
Figure 40 PHI Assessment review 
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7. Appeal and Final Decision Process 
 
Rejection Notice 

If the Premise Registration application is rejected during the evaluation process, the system will 

issue a Rejection Notice to the Food Business Operator (FBO). The notification will include the 

reasons for rejection and any relevant remarks provided by the reviewing authority. 

 

 

Appeal Submission (Optional) 

The FBO may submit an appeal against the rejection decision through the system It should be 

within 14 days after the rejection. During the appeal submission process, the FBO can provide 

supporting information, explanations, or additional documents for reconsideration. 

 

 

Appeal Board Review 

Once an appeal is submitted, the Appeal Board reviews the application, supporting documents, 

and the grounds for appeal. The board records its observations and recommendations in the 

system. 

 
Figure 41 RD dashboard 
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Figure 42 Assigned appeals 

 
Figure 43 Assign appeal board 
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Figure 44 Selecting appeal board member 

 

Recommendation Submission 

After completing the review, the Appeal Board forwards its recommendation to the Regional 

Director for the final decision. 
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Figure 45 Appeal board appeal list 

 
Figure 46 Appeal board decision section 
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Regional Director Decision 

The Regional Director reviews the appeal details and the recommendations provided by the 

Appeal Board and records the final decision in the system. 

 

 

If the Appeal is Approved 

1. The system sends an Approval Notification to both the Medical Officer of Health (MOH) and 

the Food Business Operator (FBO). 

2. The Premise Registration process is marked as completed. 

3. The premise registration remains valid and active within the system. 

 

 

If the Appeal is Rejected 

1. The system sends a Final Rejection Notification to both the Medical Officer of Health (MOH) 

and the Food Business Operator (FBO). 

2. The registration application is permanently closed. 

3. No further processing is carried out unless a new registration application is submitted 
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