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Glossary 

 

The table below details the terms, entities, acronyms and abbreviations relevant to this specification. 

 

Terms Definition 

Client A person who requires service from the government 

Registrant A person who has been registered in terms of the Act 

Applicant A person who has applied to be registered in terms of the Act 
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1 INTRODUCTION 

 

The purpose of this document is to outline the user manual for the National Liquor Authority (NLA) Solution. This 

document is a deliverable within the training and system commissioning phase of a system development life 

cycle. It outlines the workflow and details the usability of the Case Management (CMS) System.  

 

2 USER ADMINISTRATION 

2.1 User Registration 

 
An applicant is required to register on the NLA CMS system as a user to gain access to the system. To register 
as a user, follow the steps below: 

 
 

Figure 1:  User Registration  
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Step Action Expected System response 

1.  Enter the following URL 
‘http://10.11.202.116:7531’ link on the internet 
explorer  

NLA home screen appears on the screen 

2.  Click on ‘Register as a new user’ Link A ‘new account’ screen appears; 

3.  Enter the User Name The user name is captured 

4.  Enter the Surname The surname is captured 

5.  Enter the E-mail address Email address is captured 

6.  Enter the Password Password is captured 

7.  Enter the Confirm password Confirm password is captured 

8.  Click on ‘Register’ button The ‘Home’ screen is displayed 

 
 

2.2 User Log in 

 
Registered CMS users can access the system using the user credentials (username & password). To sign in on 
the system follow the steps below: 
 

 
Figure 2:  User Log in 

 

Step Action Expected System response 

1. Enter the following URL 
‘http://10.11.202.116:7531’ link 

NLA home page appears on the screen 

2. Enter the email address Email address is captured 

3. Enter the Password Password is captured 

4. Click on the ‘log in’ button ‘Home’ screen appears, 
The user name is displayed 
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2.3 Forgot Password 

 

Registered users have the capability to reset their passwords, to reset a user password, follow the 

steps below. 

 

 
Figure 3:  Forgot Password 

 

 

Step Action Expected System response 

1. Enter the following URL 
‘http://10.11.202.116:7531’ link 

NLA home page appears on the screen 

2. Click ‘Log in’ The ‘Log in’ screen appears 

3. Click on the ‘Forgot your password?’ 
link 

The ‘Forgot Password’ screen appears 

4. Enter the email address The system captures the email address 

5. Click the ‘Submit’ button The system sends a reset link to the 
Applicant/Registrant’s mail box 

6. Open the Applicant/Registrant’s mail 
box and click the reset link to reset the 
password 

A reset password screen appears 

 

 

 
Figure 4:  Reset Password 
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Step Action Expected System response 

6. Open the Applicant/Registrant’s mail 
box and click the reset link to reset the 
password 

The Reset password screen appears.  

7.  Enter the new password and 
confirmation password 

The system captures the password 

8. Click the ‘Reset’ button The new password is saved on the system 

 

3 SYSTEM FEATURES 

3.1 Application for macro manufactures/distributers of liquor 

 
When a user is signed in on the system, the ‘Dashboard’ screen will be displayed (Please refer to figure 3). This is the main 
screen that allows a user to view existing applications, and create new applications as well. 

 

 
Figure 5:  Dashboard (Home) Screen  

 

To view an existing application, click on the ‘View’ link under the View Details column, a detailed application will be displayed. 
To create a new application, follow the steps below 

 

Step Action Expected System response 

1.  Log in on the CMS as a registrant 

http://10.11.202.116:7531’ 

The registrant is logged on the system 

2.  Click ‘Application’ > ‘New Registration’ from 

the menu 

‘Conditions of applications’ page is displayed.  

3.  Select the applicable condition that an 
applicant is not compliant with. Note! None of 
the options should be selected if the applicant 
complies with the prescribed regulation 
requirements 
 

A selected condition is captured 
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 A minor   
 

 An un-rehabilitated insolvent   
 

 Committed in terms of the Mental Health 
Act, 1973   
 

 A person who has been convicted of an 
offence as contemplated in section 
11(2)(d) or (e) of the Liquor Act, 2003   
 

 Person who has been convicted of an 
offence in terms of the Liquor Act, No. 27 
of 1989 

 

 
Figure 6:  Qualification of application for registration  

 

Step Action Expected System response 

4.  Click ‘Begin Application’ button  Should the applicant not comply with the prescribed regulation 
requirements, the following message will be displayed 
“Unfortunately, you cannot apply for a Registration as the 
minimum requirements are not met!” 

 

 If the applicant complies with the prescribed regulation 
requirements, the application registration form will be displayed 
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Figure 7:  NLA 1 Form 

 

Step Action Expected System response 

1.   Click ‘Application’ > ‘New Registration’ from the menu 

 Click ‘Begin Application’ button 

‘Form NLA 1’ – Application for registration is displayed 

2.  Select the application  type Application  type is selected 

3.  Enter the following Application Details: 

 Name 

 Registration ID 

 Business name 

Application details are captured 

4.  Enter the following – ‘Contact Details of Applicant’: 

 Street No 

 Street Name 

 Suburb 

‘Contact Details of Applicant’ are captured 



User Manual for National Liquor Authority Solution 
 

 

10 

 

 City 

 Province 

 Area Code 

 Phone No 

 Cell phone number 

 Email 

5.  Enter the following – ‘Address of Proposed Registered 
Activities’: 

 ERF number 

 Street / Farm No 

 Street Name 

 Suburb / Town 

 City 

 Province 

 Area Code 

 Phone No 

 Email 

‘Address of Proposed Registered Activities’’ are captured 
 
 

 
 

 
 

Figure 8:  NLA 1 Form Continues… 

 

Step Action Expected System response 

6.   Select the ‘Description of Activities’ 
option. Note! Various combination can be 
selected 

 The selected type of liquor is captured 
 

 The indicated option is captured 
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 Indicate a yes option by clicking on ‘Will 
you distribute liquor manufactured 
elsewhere? (Import certificate required) ‘ 
checkbox or No option by leaving it blank 

 

7.   Enter the following ‘Declaration’ 
information: 

 Name 

 Street No 

 Street name 

 Suburb 

 City 

 Province 

 Area Code 

 Phone No 

 Email 

 If acting on behalf of the client, select the 
‘I am acting as a Proxy for the applicant’ 
check box 

 As A client select ‘I declare that the 
information…’ check box 

Declaration’ information is captured 
 

8.  Click the ‘Submit’ button Overview screen appears 

 

 

 
 

Figure 9:  Application Details & Required Documents 

  

Step Action Expected System response 
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1.   Click the browse button, select the 
relevant document to be upload e.g. 

 ID Document 

 Company registration 

 Tax clearance certificate 

 Police clearance certificate 

 BBB EEE Certificate 

 Zoning certificate 
 
 
 

 
Additional applicable documents 

 Passport  

 Work Permit  

 Product Analysis Report/Certificate & 
Confirmation Certificate  

 Import/Export Certificate  

 Proof of Financial Contribution  

 Proxy Document 

Source location of a file is displayed and the applicable document is 
captured 

2.  Click the ‘Upload’ button A list of uploaded documents is displayed 

3.  Select the ‘View’ link to view the uploaded 
documents 

An uploaded document is displayed 

 

 
 

Figure 10:  View uploaded documents 

 

 

 

 

 

 

 

 



User Manual for National Liquor Authority Solution 
 

 

13 

 

3.2 Accept/Decline the condions of registration 

 
The applicant is prompted by the system (via Email) to respond to the NLA 6 within 30 days. The following steps 

below details the options available to the user for response: 

 

 
               Figure 11:  Accept/Decline the conditions of Registration 

 

Step Action Expected System response 

1.  Log on the CMS system 

http://10.11.202.116: 7531 

User is logged in 

2.  Click the ‘Generate NLA 7’ link on 

the Correspondence section 

NLA 7 form is generated 

3.  Consent option 

Select the ‘Consent’ option  

The option is captured 

4.  Select the Declaration to declare 

the information furnished  

The declaration is captured 

5.  Click the ‘Submit’ button  Registrant response is updated on CMS  

 Process Status change to ‘Processing’  
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6.  Objection option 

Repeat step 1 & 2,  

Select the objection option 

 

A list of 10 conditions is displayed 
 
A reason of objection is also displayed  

7.  Select condition/s that are being 

objected to 

Selected conditions are marked with an X 

8.  Repeat step 4 & 5 the application will be sent for review 

 
 


