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1. Important: Read me first

Licensees were requested to provide the VPA with up-to-date email addresses for
nominated contacts to manage their licence and registration renewals. The VPA has
sent renewal emails to the email address of each nominated contact, including
information on how to register for VPA portal access.

As part of the new process, each nominated contact will need to register for portal
access and log in to the new portal to complete the renewals.

Please note: the nominated contact must use the email address provided to the VPA
to register for portal access. If you use a different email, you will not be able to view
your records on the Portal for renewal.

It is recommended that you register for portal access and complete your renewals using
your laptop or personal computer rather than your mobile phone.

Nominated contacts may receive several emails:
¢ An email for each licence renewal if you are the nominated contact.
¢ An email for each premises registration renewal if you are the nominated contact.

You can create a portal account by clicking the REGISTER button on any one of the
emails. Once registered on the portal you will not need to repeat the steps provided in
other emails. You can scroll down and click the RENEW button to take you straight to the
renewal application form. Alternatively, you can log back in to the VPA Portal and access
all your licence and registration renewals from My Dashboard.
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How to Register Your Account H Complete Your Profile Details
Provide the required details to finish setting up your account your
password, display name, given name, and last name. Accept

n Open the Portal Registration Page ‘terms and conditions’ and "privacy statement’.
Click the Register Mow button below or copy the link inta your

browser to open the registration page. You're In — Access Your Portal Dashboard
- (Once registration is complete, you will b2 autormatically signed in and
m taken to your portal dashboard. From this point on, you can sign in at

O Capy A FatsTe T link ind your beowses any time using your VPA Portal account credentials.

it iivpaediest perwesrappepotabs oo minsgisten et = 2F Sinvitation=a ) You should be able to see your Licence/Registration for renewal on
BIMCSnPu-CHCHF A 1VERRNS GO aRspedfida B HISs AW s ABEIderic this szraen, To view a renewal form, click the reference number link
Wegd SBUT EdXTOThihs Wknogrimz X-AGpON g7 n-TahiO0SRIPRaf TG or the = icon, then click RENEWWIEW fo open the form, complets it,
JOPVBIEshy2qGlazadvl MWh2-PTokoXhhb 3Ky F-sxC IBBFu'Y- pay and submit.

n Selact "No account? Create one™
. _ Ti the li &t & later date, th rial ing i
On the VPA Portal's Login page, chick the Mo account? Create one S;.,'me;cﬁhfﬁm I:ellmrm am:;;::rm”;?dir:gﬂ:gm nor

fink to begin creating your new account.
T
u Enter Your Email Address O copy and paste this link into your browser:
Entar the email address {SEE hElEfﬂ':l whers you recaived this invitation :L!ES:I'NEH-IHL powerappenorials comd’/PE 1/ Fid=fdel3d 16-605a-1 1 -becT-6045bdubdd
~ this will be your username for the portal. Chck Mext fo continue. -
If you hawe any questions about renewals, please email your enguiry to
Emallmmaa:m finance@pharmacy.vic. gov.au or contact the \VFA office on 03 BE53 1700.
n Verify Your Email Address If you hawe already completed your renswal, pleass disregard this email.
WP Portal will send 3 verification code to your inbos. Enter the code
when prompted and complete any additional security steps shown on Kind regards,
screen. Victorian Pharmacy Authority

2. How to Create a Portal Account

To get started, the nominated contact will need to register for a Portal Account.
21 Open the Portal Registration Page

Click the Register Now button in the email or copy the link into your browser to
open the portal registration page.

Open the Portal Registration Page

Click the Register Now button below or copy the link into your
browser to open the registration page.

+ REGISTER NOW

Or copy and paste this link into your browser;

hitps-iivpa-test powerappsportals.comiregister/ ?returnUri=%2F &invitation=ul G
gtGLArPCEkgSmMcM3ICuRalsHITZUHCIYpRCo5pz GSOtMPJ92ppgViemxB
MsHVrHiloMpkehvrhiL4EZdkBI1qb-97iF OdJodRkL pGawltVWcXWBy48HxbTh
mL3QVvaF5yw369YMEwu/Y Tze5cFK-paGx6TyioUhyRcZEVI0-
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2.2 On the VPA Portal Sign in Page

Click the No Account? Create One link to begin creating your new account.

v‘ Victarian
PHARMACY

AUTHORITY
Sign in
Sign in to access VPA Self-Service Portal Test

|EI”TEI| address

0 account? Create ong

2.3 On the Create Account Page

Enter your email address. This will be your username for the portal. Click Next to
continue.

Important: This is the email address of the nominated contact that was provided
to the VPA. It is also the same email address that the VPA has sent emails about
renewal applications.

Victorian
PHARMACY

AUTHORITY

Create account
Sign up to access VPA Self-Service Portal Test

Email Enter your email address

Have an account? Sign in instead

A unique verification code will be sent to your email address. Enter the code
when prompted. Click Next. The code will only work for 30 minutes.

2.4  Verify your Email Address
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VPA Self-Service Portal Test

Account verification code

VPA, Self-Service Portal Test's apps and resources, please use the code below for account verification. The code will onlly work for 30 mirutes.

Microsoft Corporation, One Microsolt Wary, Redmaond, Wi 88052

Victorian
PHARMACY
AUTHORITY

trainer @gmail.com

Enter code

We just sent a code to trainer @gmail.com

Complete your Profile Details

Important: For password, please use at least 8 characters. Your password is
case sensitive and must include 3 of the following: uppercase letter, lowercase
letter, number, or symbol.

Enter the required details to finish setting up your account: your password,
display name, given name and surname. Tick: | have read and agree to the terms
of use, and | have read and agree to the privacy policy. You can click on the links
specific to the terms of use and privacy policy to be redirected to the VPA Privacy
Policy page. Click Next to proceed.
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2.6

v Wictorian
PHARMACY

AUTHORITY

Add details

We just need a little more information to set up your
account.

Password

Password

Re-enter password

Re-enter password

Display Name

Jame

Given Mame

Given Name

Surname

Surname

[ ] 1 have read and agree to the privacy policy

| 1 have read and agree to the terms of use

Access your Portal Dashboard

Once VPA Portal registration is complete, you will be automatically signed in and
taken to your portal dashboard. You should be able to see a tab for Licences
and a separate tab for premises Registrations on this screen.

To view a renewal application form, click the reference number link or
the > icon, then click Renew/View to open the form, complete it, pay and submit.

Please note:

e If you are the nominated contact for more than one licence renewal, you
will see multiple rows of licences for renewal in the Portal Dashboard. You
will need to renew one licence at a time.

e For premises registration renewals, you may see none, one or many
applications for renewal depending on whether you are the nominated
contact for each premises. You will need to renew one premises
registration at a time.
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Licence renewal tab

My Dashboard

Licences

—

Search reference, licence or premises...

Reference Numbkicgnce Number | Licensee / Entity Raammdcy Premises | Renewal Status | Application FeeCteated On |

3032030-200041 ***Pharmacy-ind 4 Pending $475.00 02/06/2026

Renew/View

Registration renewal tab

Registrations

Search reference, applicant or premises...

Reference Number | Pharmacy Premises | Premises Type | Renewal Status | Application Fee | Payment Completed Qreated On |

RR-26-1046 **Pharmacy-Ind 1 Pharmacy Pending $450.00 No 19/05/2026 O

Go to section 5 and 6 of this user guide for steps on how to renew the licence
and premises registration.

3. How to Access the VPA Portal and Login

Once you have registered for an account, you can access the portal again through the
VPA Portal Landing Page. The landing page also provides help videos and access to this
user guide.

You can also reach the Portal directly by following this link: vpa-
ssp.powerappsportals.com (refer to section 3.3 if you are accessing the Portal via this
link for information on the next steps).

Alternatively, you can access a specific renewal application by clicking on RENEW NOW
link in the corresponding email as described in section 1 of this guide.
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31 Access the VPA Portal Landing Page

You can access the VPA portal landing page from the VPA website. Click on the
CLICK HERE button on the Annual Renewals Alert banner appearing on the VPA
Website Home page to go to the VPA Portal Landing page.

Victorian i - - ABOUT VA *
PHARMACY ‘"f!  usomw
AUTHORITY 2

Welcome to the
VPA

2026/2027

Iicences
ﬂ renewed befare 30 June 2026.

Click here to access the
VPA Portal Landing Page

3.2 Access the VPA Portal

From the VPA Portal Landing Page, click Access to the VPA Portal to enter the
VPA Portal page.

Key Dates
RENEWAL DEADLINE LATE PERIOD RENEWALS CLOSED
30 June 1 July - 28 July 29 July
Sign in to your account, locate your licence or You may continue to submit your renewal Renewal applications cannot be made after 28
premises registration and complete the online applications - late lodgement fees will be July.
renewal form. waived in 2026.
If an application to renew a licence or
Submit your renewal application before this **“Licensees are however encouraged to registration is not made by 28 July, it will be
date. renew by 30 June*** unlawful to continue to carry on the business

or operate in those premises. New applications
will be required

If you have not received your renewal email or cannot access the portal, please contact finance@pharmacy.vic.gov.au

Have you already created an account on the VPA Portal using the email invitation sent to
your nominated email address?
Ready to Renew?

Access the VPA Portal

Guides & Resources

Watch our short video guides or download the user manual for step-by-step instructions.
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3.3 VPAPortal and Login

Click the LOG IN button located on the top right of VPA Portal page.

vm HOME ~ VPA WEBSITE

Welcome to the VPA Self-Servicg Portal

View and renew your licences and premises registrations here.

34 Sign in to the VPA Portal

Enter your registered email address on the Sign in page and click Next.

Enter your password on the Password page. Click Sign in.

v Victorian v Victorian
m PHARMACY m PHARMACY
AUTHORITY AUTHORITY
S|gn in e‘hotmail.com
¢
Sign in to access VPA Self-Service Portal Test Enter password

Email address Password

"
No account? Create one Forgot password?

3.5 Verify your identity
Click the Email Code to <email address> link to receive your verification code.

Enter the code received in your email address. Click Verify. You will now be
logged in to the VPA Portal.
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v Victorian Account verfication code
PHARMACY

AUTHORITY S e R coatin T ode ok mot 3t
ccess YPA Sel-Service Portal Teat's apps and rescurces plese use the code betow for accoust werificaton. The code work e 3] minies

-|otmai|.com
Verify your identity

VPQ ey

AUTHORITY

I Emil code to Zfinotmail.com ———gmalcom

Enter code

We emailed a code to pn@gmail.com.

Please enter the code to sign in.

Cancel )l:|
Cancel Verify |

4. How can | reset my password?

If you have forgotten your password or would like to change it then please follow these
steps.

4.1 On the VPA Portal

Refer to section 3 of this guide on how to access the VPA Portal. Click the LOG
IN button located on the top right of the Portal page.

vm HOME ~ VPA WEBSITE

Welcome to the VPA SeIf-Servicg Portal

View and renew your licences and premises registrations here.

4.2 On the Sign in Page

Enter your registered email address and click Next. Click Forgot password?

OFFICIAL
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4.3

4.4

v Victorian
PHARMACY

AUTHORITY
Signin
«

Sign in to access VPA Self-Service Portal Test

Email address

v Victorian
PHARMACY

AUTHORITY

& @hotmail.com
@

Enter password

Password

No account? Create one

Forgot password?

Verify your identity

Click the Email Code to <email address> link to receive your verification code.
Enter the code received in your email address. Click Verify.

v Victorian
PHARMACY
AUTHORITY

-otmail.com
Verify your identity

™ Email code to ZJlfotmail.com

Cancel

To actess VPR Sel-Service Portal Test's apps and rescunces, e wse th cade betow for aceount wri

Acrount veificaion o
@D
 you dide't st a code, you Gam ke
PHARMACY
AUTHORITY
pE@gmail com
Enter code

We emailed a code to o pS@gmail.com.
Please enter the code 1o sign in

Reset your password

Important: For password, please use at least 8 characters. Your password is
case sensitive and must include 3 of the following: uppercase letter, lowercase

letter, number, or symbol.

Cancel Verify

Enter a new password and Re-enter Password and then click Reset password.

OFFICIAL
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v Victorian
PHARMACY

AUTHORITY

I2hotmail.com

Reset password

Use at least 8 characters. Your password is case
sensitive and must include 3 of the following:
uppercase letter, lowercase letter, number, or
symbol.

New password

New password

Re-enter password

Re-enter password

I Reset password

5. How to Renew a Licence

51 View the licence application form

To view and complete a licence renewal, click the corresponding reference
number link or the > icon, then click Renew/View to open the form.

My Dashboard

Licences

Search reference, licence or premises..

Reference Numbticgnce Number § Licensee / Entity Rhammjcy Premises ] Renewal Status §  Application FeeCgeated On |
3032030-200041 ***Pharmacy-ind 4 Pending $475.00 02/06/2026
Renew/ View
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5.2

Complete Part A: Applicant section of the form

Part A comprises of three sections:

¢ A.1: Personal Details - shows the licensee and premises details. You do
not need to do anything in this section of the form.

¢ A.2: Ownership and other proprietary interest - answer the question
by clicking on the v icon to select Yes or No.

o A.3: Relevant relationships, interests and commercial agreements
and arrangements - answer the questions by clicking on the v icon to
select Yes or No.

Once all the questions have been answered in Part A of the renewal application,
click Next.

Individual - Licence Renewal Application Form

@R.,gmﬂ oo D Pt et

A1 : Personal Details

sk

i Fami il

A

YO B

a e f

P bl |

| A.2; ownership and other proprietary interests|

Sy e ——
vy i Mo s Pt VA VI
] A_3: Rolovant relationships, interests and commercial m;cfn-bnt;mal.-nnqcmenr:l
e I s P e s, o s £y o ot S, e s By g, B g ] s, i nd Mo i g 1 g b s
T B
o s s - o k] . s G Ll e e ey B Al Ty e T i i R v T Gy 0 o ke L B B i iy
S A ——
Pt Ear T 1 D b i T B et b o vt
bk Famn il dally D el b P oV
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If you answered No to any of the questions in A.2 or A.3, the renewal will be
placed on hold.

Part A: Applicant v BEEERZEN SN Part C: Declaration  Payment  Submit

© Review required by VPA
Based on your answers in Part A, your renewal has been placed on hold for review by the Victorian Pharmacy Authority.

Your Part A information has been saved. You cannot proceed to complete the renewal at this time.

What happens next:

1. Please contact VPA to tiSCUSs the chianges you hava reported in Part A
2 AVPA officer wilreview your detals and the information you provide.

3. Once e review is comolete, VPA wil update your renewal status andnotify you when the renewals ready to resume
4. You wilthen be able tolog back in, edit Part A f needed, and complete the remaiing steps:

Contact VPA:
Email: finance@pharmacy vicgov.au
Phone: (03) 96531700

Please contact the VPA Finance Officer by phone at 9653 1700 or by email
finance@pharmacy.vic.gov.au to discuss the changes that were not disclosed to
the VPA.

The VPA will review the information that you have provided. Once the review is
complete, the VPA will update your renewal status and notify you when the
renewal is ready to resume.

You will then log back in, edit Part A as instructed by a VPA officer, and complete
the remaining steps.

If your renewal was placed on hold and you’ve been advised to log back into the
VPA portal, you will need to open the browser in ‘incognito mode’ (Google
Chrome) or InPrivate window (MS Edge) so that you can proceed to complete
the form. You can do this by:

1. Opening your browser of choice
2. Click the three dots (ellipsis) icon in the top-right corner
3. Select:
i.  Private Browsing if you are using Safari or FireFox
i. New Incognito Window if you are using Google Chrome
ii.  New InPrivate Window if you are using Microsoft Edge

v § Nentas X+ - A X
G G SearchGongleortypea URL G5 @ D
O Newab T

5 Newwindow CrlsN

New Incognizo window Ctrl+Shift+N

OFFICIAL 14
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5.3

5.4

Complete Part B: Premises section of the form

Answer the question in Part B by clicking on the v icon to select Yes or No.

Part A: Applicant v BEEUERZENEES Part C: Declaration  Payment  Submit

Part B : Premises

Have there been any changes in the services provided at the premises to which the licence relates since last financial year ending 30 June) which have not already been disclosed to the VPA? *

Select

Previous m

If you answer Yes to the question

If you select Yes, a new row will appear with the heading Provide details of the
change in services. Click on the v icon to provide details of the changes. You can

select more than one option. Click Next to proceed.

Part A: Applicant v [ZEEREENSEN  Part C: Declaration  Payment  Submit

Part B : Premises

Have there been any changes in the services provided at the premises to which the icence relates since last financial year (ending 30 June) which have not aready been disclosed to the VPA?

Yes

Provide details of the changes in services *

Select or search options

Preios m

If you answer No to the question

If you select No, then click Next to proceed.

Complete Part C: Declaration section of the form

Part C comprises of three sections:

C.1: Fit and proper person criteria

Answer the questions by clicking on the v icon to select Yes or No.

OFFICIAL
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Part A: Applicant ~  Part B: Premises | Part C : Dedlaration | Payment  Submit

|Part C: Declarationl

| C.1: Fit and proper perscn criteria]

Has the applicant ever been found by 2 panel, VCAT or court to have contravened or fsied to carTy on 2 pharmacy business in accordance with: () Pharmacy Regulation Act 2010 (i) regulations made under the Pharmacy Reguation Act
2010 (f sy have besn mads, (1) the VPA Standards; andiior (1) cenditions on any other licence or registration granted by the Authority? *

setect

Has the applicant ever been convicten of an offence agamst: ) the PNaMMacy Reguiation ACt 2000 (1) TeqUiSons Made LNSer e PAMMACY RegUStioN ATt 2010 (1 any NaVe Desn Madel ana/or (i) SMiar ACTs of Teguistons I otner
jurisdictions? *

Select

Has the applicant has ever been found Guity of an offence under cther Acts? *

Select

Are there any matfers or circumstances indicating that the applicant is of a character such that it would not be in the public interest 1o allow the spplicant 1o hold a licence o carry on a pharmacy busines? *

Select

C.2: Compliance of pharmacy business with requlatory requirements

For this section:

Answer the questions by clicking on the v icon to select Yes or No.

Tick: I confirm compliance with all the following regulatory requirements
regarding premises from the VPA Standards. You can use the scroll bar
to view the regulatory requirements.

Sign by typing your full name as signature.

Enter your name, position and the date. The date should be automated,
but you can select the date using the calendar icon if it is not the correct
date.

C.2: Compliance of pharmacy business with regulatory requirements

The appiicant declares that the Information provided in this appication is true, accurate and complete *

Select

The appiicant confirms compliance with the relevant requirements of the Schedule to the Pharmacy Regulation Act 2010 *

Select

The appiicant confirms compliance with the following regulatory requirements regarding licensees from the VPA Standards: *

[ &

] 1 confirm compliance with all of the following regulatory requirements regarding premises from the VPA Standards:

PR K

® 111 Complance with the requirements of the Act, the Standards and any conditions imposed by the Authority -

® 112, Ensuring that the delivery of pharmacy services complies with refevant legislation, and follows good pharmacy practice

@ 12.1.2) Acting as the pharmacist regularly and usually in charge, or b Appointing a pharmacist to be regularly and usualy in charge, and ¢) Notifying the Authority,in each case
® 12.2 Ensuring that employed pharmacists hold appropriate and current registration

@ 12.3 Ensuring that all staff are suitably qualiied and trained

@ 12,4 Ensuring that there are enough suitably qualified and trained staff to support service demands and the safe and effective provision of pharmacy services.

@ 125 Ensring that staff comply with professional and legal obiigations

@ 126, Ensuring that staff have access to current reference texts.

all medic d in accordance with legislation and good pharmacy practice.

» 131 Records relating to pharmacy services are created, stored and retsined in accordance legislation and good pharmacy practice
* 132.Re & onsumers'  and health informati secure from theft, misuse, interference, loss, unauthorised access, modification or disclosure:
® 13:3 Records for Schedule 8 and 9 poisons are in accordance with Drugs and Poisons legisiation x

I Signature of the applicant(Please type your full name as signature) * I

“Appicant Position
Declaration Date

01/06/2026

OFFICIAL 16
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Payment Method

In this section:

¢ Choose the payment method by selecting Card (there are no card
surcharges) or BPAY using the v icon.

¢ If you are paying by BPAY, download the invoice for payment details.

Please note:

At this stage, please review the form by clicking the Previous button. You will
not be able to change the form selections once payment is processed.

Click on the POF link
i to download the
VPALicence Renewal Invoice INV-238158pdf @cickflenametodownload |, ~ F
invoice for details on
how to pay by BRAY,
Select
A Please note

v

Please review the complated form carefully before proceeding to payment. You can use the Previous button to make any changes or updates to your selections. Once
the payment has been processed, the form can no longer be edited.

Complete Payment section of the form

If you are paying by Card

Enter the card details. Click Pay Now.

OFFICIAL 17
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Part A : Applicant « Part B: Premises +* Part C : Declaration ~ EI Submit

Payment

Payment

Application Fee
$475.00

i Secure, fast checkout with Link

Card number

| 1234 1234 1234 1234 [visa] i Jome] |

Expiration date Security code

| MM / YY | | v =

Country

| Australia ~ |
Optional

Save my information for faster checkout

Email

| you@example.com |

Mobile number

| -~ 0412345678 |

Full name

+ By providing phone number and email, you agree to creste an
account subject to Terms and Privacy Policy.

If you are paying by BPAY

If you have not downloaded the invoice from the Part C: Declaration section,
then you will need to click on the Previous button to access and download the

invoice for your BPAY payment details. Once this is done, click Next to return to

the Payment section.

OFFICIAL
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Part A: Applicant ~  Part B: Premises ~*  Part C: Declaration v/ Submit

_| I Payment by BPAY

Please download the invoice on the Declaration page with payment details. Please click Next to proceed to submit the renewal form.
Application Fee: $450.00

Payment

BPAY Payment Instructions

Biler Code
67975

Application Fes
$45000

Reference Number
2381595

e R

Once you have returned to the Payment section. Click Next to proceed to the next
section.

5.6

Part A : Applicant v Part B: Premises v Part C : Declaration v Submit

il Payment by BPAY

Please download the invoice on the Declaration page with payment details. Please click Next to proceed to submit the renewal form.
Application Fee: $475.00

Payment

BPAY Payment Instructions

Application Fee
$47500

Biller Code
67975

Reference Number

2321589

Submit section of the form

You will see a summary of your licence renewal application. Scroll to the bottom
of this page and click Submit Application to complete your renewal application.

Where BPAY payment was selected, your renewal will be marked as Submitted —

Awaiting Payment. The VPA will finalise your renewal once your BPAY payment
has been received.

OFFICIAL 19
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5.7

submit

A7 Ownership and other proprietany Interests

el par ek 0 oy s e o sknacky beon Secioasd i e WG
Mo

A3 Redevant relationships, Interests and commercial agreements and arrangements

2y Cungm. 0 maEg et pies 1
- g 32 o e WA armaciy o St = e VPR
Mo [
ot el e g 30 sey wheh e o Hiaw hmos Exoeny 3 chutr s 0 sy $m bereiciary o s Bokies sce b Sl oo pecieg 30 ey whet
emuachy by clazirne 0 tha 'WPT s it sty by im0 b TR
Ha R

PrCang 30 Jnmy Wi Fave a0t slssacty Boea clickone 10 the VIS
Ha

Fart B - Premisss
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Part C : Dedlaration : C_2- Complance of pharmacy business with regulatory requirements

i der i 200
Lo
-t Eerrmes o e VPA s
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= 1L Complarce of Ay, e
e
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Confirmation from the VPA

You will see the image below as confirmation from the VPA that your licence

renewal application has been completed. If you have paid by card, your payment
has been successfully processed. For BPAY, your renewal will be finalised once

OFFICIAL
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payment has been received. You will receive a separate email with your receipt
and updated certificate once payment is confirmed.

Individual - Licence Renewal Application Form

Thank you for completing your renewal application. If you have paid by card, your payment has been successfully processed. For BPAY or bank transfer, your renewal will be finalised once payment has been
received. You will receive a separate email with your receipt and updated certificate once payment is confimed

OFFICIAL
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6. How to renew a registration

6.1

6.2

View the premises registration application form

To view and complete a premises registration renewal, go to the Registrations

tab on My Dashboard and click the corresponding reference number link or
the > icon, then click Renew/View to open the form.

Registrations

Search reference, applicant or premises...

Reference Number § Pharmacy Premises |

RR-26-1046

***Pharmacy-Ind 1

Premises Type |

Pharmacy

Renewal Status |

Pending

Application Fee §

$450.00

Payment Completed Created On |

No 19/05/2026 O

View Part A: Applicant section of the form

This section provides details of the premises registration. You do not need to do
anything in this section of the form. Click Next to proceed.

Registration Renewal Application Form

Reference Number
RR-26-1066

Application Fea
345000

Renewsl Status &
Pending

Pharmacy Premises
*“Pharmacy-ind 1

Registration Number
3149018

Premises Type
Pharmacy

Nominated Contact Name
WPA Trainer |

Neminated Conlact Emal
VPAtrainer @gmailcom

(=

(= L S¥NTs oy ol | Part B: Premises  Part C : Declaration

Payment Submit
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6.3 Complete Part B: Premises section of the form

Answer the question in Part B by clicking on the v icon to select Yes or No.

If you answer Yes to the question

If you select Yes, a new row will appear with the heading Details of significant
alterations. Provide details of the significant alterations in the free text box. Once

completed, click Next to proceed.

Part A : Applicant v Part C: Declaration  Payment  Submit

Part B : Premises

Have there been any significant alterations to the premises since last financial year {ending 30 June) which have not dready been disclosed to the VPA? *

Detais of significant alterations *

Previous Next

If you answer No to the question

If you've selected No, proceed by clicking Next.

Part A - Applicant v Part C:Declaration  Payment  submit

Part B : Premises

Have there been any significant aiterations to the premises since last financial year ending 30 June) which have not aready been disclosed to the VPA? *
Select

Previous Next

6.4 Complete Part C: Declaration section of the form

For this section:

e Answer the questions by clicking on the v icon to select Yes or No.

e Tick: I confirm compliance with all the following regulatory requirements
regarding premises from the VPA Standards. You can use the scroll bar

to view the regulatory requirements.
e Sign by typing your full name as signature.
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Enter your name, position and the date. The date should be automated,
but you can select the date using the calendar icon if it is not the correct
date.

Part A: Applicant v/ Part B: Premises v Payment  Submit

Part C : Declaration

Declarations

The applicant declares that the person signing this dedlaration s legally authorised to make 1t on behalf of the applcant and all relevant kcensees *
Selact

“The appiicant deciares that the Information provided I this appICAtion & true, accurate and complete *
Salact

‘The applicant confirms compliance with the from the VPA Standards. *

[] Iconfirm compliance with all of the following regulatory requirements regarding premises from the VPA Standards:

« 2.11Regsterad pramises shal comply with relevant requrements of the schedule to the Act on an angoing basis

.21 shall be ised, uncl

» 22.1Authorty approval shall be obtained prior to making any significant alteration to registered premises

= 231 The doors, windows. skylghts. walks and celings of registered prermises shall be substantially constructed and secured to prevent unauthorised access

232 There shall be adequate perimeter securtty lace to prevent and deter access.

233 The regstered premises shall be fitted with a functional, 24-hour monitored ntrusion dtector alarm which: a) 1s monitored by an appropriately graded moritorng centre or an onsite sacustty service approved by the
Authority In special crcumstances. and b covers al areas where medicines and poisons are kept

241 The dispensary shall be a private ares, dedicated to tasks assodated with the dispensing. supply and compounding of medicnes and secure storage of medicines and patient records.

& 242 The dispensary shall be fitted with: 2) a sk with Inegrated crainer. that s supplled with hiot and cold running water and connected to an appropriate waste outiet b refrigeration which ks dedicated to and appropriate for
storage of medicines, with adequate temp  an approp of suably stations d) sufficient free working space and areals for equpment storage and Lse & a storage system whic
provides for the safe custody and accurate sekection of medicines f) a dedicated storage facity for Schedule 8 and 9 polsons which complies with legisiation. provides adequate storage for palsons on hand at al times and
facitates their accurate slection.

243 The dispensary shall be well It adequately ventfated and temperature controlied. to mainialn the Integrity of medicines and provide for pessonal comfort.

| Sianature of legaly authorised represeniaiive of applcantiPease type you fl name as signature) * |

01/06/2026

Premises Type @ SetnPart A
Pharmacy
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6.5

Payment Method

In this section:

¢ Choose the payment method by selecting Card (there are no card
surcharges) or BPAY using the v icon.

¢ If you are paying by BPAY, download the invoice for payment details.

Please note:

——| At this stage, please review the form by clicking the Previous button. You will

not be able to change the form selections once payment is processed.

Click on the POF link
i to download the
VPALicence Renewal Invoice INV-238158pdf @cickflenametodownload |, ~ F
invoice for details on
how to pay by BRAY,
Select
A Please note

v

Please review the complated form carefully before proceeding to payment. You can use the Previous button to make any changes or updates to your selections. Once
the payment has been processed, the form can no longer be edited.

Complete Payment section of the form

If you are paying by Card
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Enter the card details. Click Pay Now.

Part A : Applicant ~ Part B: Premises Part C : Declaration EI Submit

Payment

Payment

Application Fee
$475.00

B Secure, fast checkout with Link ~

@ |
Expiration date Security code
| MM / ¥y | | cve =
Country
Awustralia ~ |

Opticnal
Save my information for faster checkout

Email

Mobile number

B~ 0412 345 678

Full name

= By providing phone numbsr and email. you agres to creats an
account subject to Terms and Privacy Bolicy.

e

If you are paying by BPAY

If you have not downloaded the invoice from the Part C: Declaration section,
then you will need to click on the Previous button to access and download the
invoice for your BPAY payment details. Once this is done, click Next to return to
the Payment section.

Payment Method

Click on the PDF link

Invoice
VPALicence Renewal_Invoice INV-238158 pdf § clck flename to download !0 dqwmoad 1he
invoice for details on
Choose Payment Method* how to pay by BPAY.

Select

A Please note
Please review the completed form carefully before proceeding to payment. You can use the Previous button to make any changes or updates to your selections. Once
the payment has been processed, the form can no longer be edited.
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Part A : Applicant v Part B: Premises v Part C : Declaration v Submit

& Payment by BPAY
Please download the invoice on the Declaration page with payment details. Please click Next to proceed to submit the renewal form.

Application Fee: $450.00
Payment

BPAY Payment Instructions

Biler Code
67975

Applcation Fee
$450.00

Reference Number
2381595

e

Once you have returned to the Payment section. Click Next to proceed to the
next section.

Part A : Applicant v Part B: Premises v Part C : Declaration v Submit

I Payment by BPAY

Please download the invoice on the Declaration page with payment details. Please click Next to proceed to submit the renewal form.
Application Fee: $475.00

Payment

BPAY Payment Instructions

Application Fee
$47500

Biller Code
67975

Raference Number

2381589

I:p'e‘[li

6.6 Submit section of the form
You will see a summary of your premises registration renewal application. Scroll

to the bottom of this page and click Submit Application to complete your
renewal application.
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Where BPAY payment was selected, your renewal will be marked as Submitted —

has been received.

Awaiting Payment. The VPA will finalise your renewal once your BPAY payment

Part A : Applicant v Part B: Premises v Part C : Declaration v Payment v m

© EPAY payment selected
‘When you click Submit Application, your renewal will be marked as Submitted -- Awaiting Payment. The Victorian Pharmacy Authority will finalise your renewal once
your BPAY payment has been received.

Submit

Part B : Premises

Have there been any significant dlterations to the premises since last finandial year &nding 30 June) which have not already been disclosed to the VPA?
No

Part C : Declaration

The appicant deckares that the person sigring this declarstion & legally authorised to make it on beheif of the applicant and all refevant licensees (where there are muiple fcenseed)
information provided in ths application s true, accurate and complete

The applicant confinms compliance with the olowing reguiatory requirements regarding premises from the VPA Standards:

I confirm compillance with all of the following regulatory requirements regarding premises from the VPA Standards

>

21 1Registerad premi omply with relevant of the Schedue to the Act on an cngoing basis
+ 212Registered premises shallbe maintained in an organised, undluttered siate:

s 221Authority aproval shall be obtsined prior to meking any significant alevation to registered premises

2.3 The doors, windows, skylights, walls and ceiings of reg hall b ially constructed and secured to prevent sed access.

» 232 There shall be adequate perimeter security messures in place to prevent and deter unauthorised access.

233, The registered pramises shall be fitted with a functional, 24-hour monitored intrusion detector S which: 3 is monitared by an appropriately graded monitoring centre: or an onsite security service approved by the
Autharity in special crcumstances, and b covers al areas where medicines and poisons are kept.

+ 2.41 The dspensary shallbe a private area, dedicated to tasks associated with the dispensing, supply and compounding of medicines and secure storage of medicines and patient records

2.4.2 The dispensary shall be fitted with a) a sink with integrated drainer, that is supplied with hot and cold running water and connected to an appropriate waste outiet b refrigeration which is dedicated to and appropriate for
the storage of medicins, with adequate tempersture moritoring <) an appropriate number of suitably equipped dispensing stations d) sufficient free werking space and areafs for equipment storage and use & a storage system
which provides for the safe custody and accurste selection of medicines f a dedicated storage facilty for Schechie 8 and 9 paisans which compiies with kegisation, provi for po hand at ll imes and
faciitates ther accurate selection

» 2.4.3 The dispensary shall be wel it, adequately ventiated and temperature controlled, to maintain the integrity of medicines and provide for personal comfort.

Yes w

Yes w

Signature of legally authorised representative of applicant:

Dedlaration date:
01/06/2026

Premises Type
Pharmacy v

OFFICIAL

28



OFFICIAL

6.7 Confirmation from the VPA

You will see the image below as confirmation from the VPA that your premises
registration renewal application has been completed. If you have paid by card,
your payment has been successfully processed. For BPAY, your renewal will be
finalised once payment has been received. You will receive a separate email with
your receipt and updated certificate once payment is confirmed.

Registration Renewal Application Form

Thank you for completing your renewal application. If you have paid by card, your payment has been successfully processed. For BPAY or bank transfer, your renewal will be finalised once payment has been
received. You will receive a separate email with your receipt and updated certificate once payment is confimed.

7. Frequently Asked Questions

Click on the link here to go to the VPA Portal Landing Page for answers to frequently
asked questions.

8. Who to contact for support

Please contact the VPA by phone at 9653 1700 or by email
finance@pharmacy.vic.gov.au
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