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1. Scope 

This guide outlines the procedures and best practices for the submission of a technical assistance 

request and supporting documents. This ensures streamlined processing, improved efficiency, and 

consistent quality control. 

 

2. Prerequisites 

Applications wizards are accessed via the ePQS Portal – https://who.my.site.com/ePQS/s/login/.   

Therefore access to the ePQS portal must be granted first.  To seek registration apply via the form on 

the Portal landing page above. 

Some types of applications have prerequisite conditions.  For instance, a post-prequalification change 

application can only be created if there exists in the ePQS system at least one accepted or prequalified 

product for the applicant account. 

Many wizards include steps that require the applicant to select an account from within the ePQS 

database.  For instance, when an applicant wishes to create a product site for a product, or nominate a 

reference authority.  Users can verify these accounts exist before commencing an application by 

referring to the spreadsheet available from the “View ePQS Registered Accounts” tile, as indicated in 

figure 1. 

 

Figure 1:  The existence of an Account within the ePQS system can be determined by selecting the 
indicate - “View ePQS Registered Accounts” 

 

3. Accessing the Portal 

Applications wizards are accessed via the ePQS Portal – https://who.my.site.com/ePQS/s/login/. 

https://who.my.site.com/ePQS/s/login/
https://who.my.site.com/ePQS/s/login/


   

 

   

 

4. Wizard steps 

Wizard commencement 

 

 

 

Figure 2:  Commence the application process by selecting the Submit an application tile 

An application can be initiated by selecting the Submit an application tile shown above, this opens up 

the “create a new application” page as shown below: 

 



   

 

   

 

 

Figure 3: Create a new application page 

Click next to open the “choose application type” page and select annual report as shown below. 

 

Wizard Selection 

Having passed the initial “Create a New Application screen”, the system will open the “choose a contact” 

page, use the drop-down arrow or search function to find and select the contact from the applicant 

organization, shown below: 

 

 



   

 

   

 

Figure 4: You must first select the associated contact, before selecting the application type. 

 

As part of the preliminary application steps, Applicants will be asked to nominate contacts for the 

application, and if applicable the product. 

After choosing the contact, click next to open the “choose a product type” and select Quality Control 

Laboratory, as shown below: 

 

 

Figure 5: You must first select the associated product type, before selecting the application type. 

After selecting Quality Control Laboratory, click next to open the “choose application type” page, and 

select “technical assistance” option, as shown below: 

 



   

 

   

 

                           Figure 6: Then you will offered the applicant application type and select annual report 

 

Click next to open the “confirm application details” page, displaying: 

a) Application Type 

b) Product Type 

c) Organization 

d) Contact 

As shown below: 

 

Figure 8: Confirm application page 

 

Click next to confirm the application details, a draft application is created, with a system assigned case 

number (TA-QCL-20XX-000X), as shown below: 

 



   

 

   

 

Figure 9: A draft application record has now been created in the system and assigned a case number TA-
QCL-20XX-000X 

 

After clicking next, the “additional application info” page is opened, where information more 

information about the QCL is required:  

a) Product subtype (PQed or Non-PQed) 

b) Technical assistance type (peer audit, training, CAPA etc) 

c) Details of technical assistance 

d) If other type of technical assistance 

       

 

                                  Figure 10: Link application to a QCL 

Input the necessary details, and click next to open the “link to existing laboratory” page, and use the 

down arrow to select relevant QCL, as shown below: 



   

 

   

 

 

 

                            Figure 11: Upload Documents Page 

 

Click next to open the “document page”, where the documents to support the technical assistance 

request are uploaded. 

  

 

                               Figure 12: Documents review page 

 

Upload all the required documents, including the official letter requesting assistance and, any relevant 

QCL information to support the technical request application. 

 



   

 

   

 

Click next to open the “document review” page, where documents can be: 

a) Previewed 

b) Deleted 

c) Renamed 

d) Downloaded 

 

 

 

 

Click next to open the “review application” page, where links to the case (Application details) and 

product lab. i.d. (QCL/Applicant organization details) are provided for easy/quick access for review. After 

reviewing, there is the “ready to submit” section with three options, as shown below: 

 



   

 

   

 

 

                               Figure 13: Review application page 

Click Yes and next to submit the application, the “application submitted” page is opened and click finish 

to complete the application process, as shown below: 

 

 

                                 Figure 13: Application submitted page 

 

 

 

 

 


