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1. Purpose of this guide 
This guide provides instructions on how to navigate the PBS Approved 
Suppliers Portal, complete the online application form and submit an 
application to relocate (with a change of ownership) an approved pharmacy 
to supply pharmaceutical benefits at particular premises. 

2. When to use this online form 
Use the online form Application for approval to relocate (with change of ownership) an 
approved pharmacy supplying pharmaceutical benefits if you are applying for such approval 
under section 90 of the National Health Act 1953. 

3. Pharmacy Location Rules ï Applicantôs Handbook 
Refer to the Pharmacy Location Rules ς !ǇǇƭƛŎŀƴǘΩǎ IŀƴŘōƻƻƪ before completing this form. The 
!ǇǇƭƛŎŀƴǘΩǎ IŀƴŘōƻƻƪ ǇǊƻǾƛŘŜǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ tƘŀǊƳŀŎȅ [ƻŎŀǘƛƻƴ wǳƭŜǎ ŀƴŘ ǿƘŀǘ ǘȅǇŜǎ 
of documentation must be attached when submitting this form. 

 

i  If you are a first time user of the Portal, please refer to the PBS Approved Suppliers Portal 

User Guide PAP101 ς How to register and sign in. 

4. Accessing the PBS Approved Suppliers Portal  
¶ Type https://pbsapprovedsuppliers.health.gov.au into your browser. The preferred 

browsers are Google Chrome or Firefox.  

¶ Select the top right Sign in option; the green Sign in button will then display.  

 

¶ {ŜƭŜŎǘƛƴƎ Ψ{ƛƎƴ ƛƴΩ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ŘƛǊŜŎǘƭȅ ǘƻ ǘƘŜ ƳȅDƻǾL5 Ǉƛƴ ŀǳǘƘŜƴǘƛŎŀǘƛƻƴ ǎŎǊŜŜƴ ǿƘŜǊŜ 
you will be required to login with your myGovID and enter the generated 4 digit pin 
code into your smart device. 

https://www1.health.gov.au/internet/main/publishing.nsf/Content/health-pbs-general-pharmacy-acpa-acpaintro.htm
https://pbsapprovedsuppliers.health.gov.au/
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Entering the pin on your myGovID app will take you to your PBS Approved Suppliers Portal 

Home screen:

 

You can select one of the following options by clicking on the tabs in the navigation bar 
located across the top of the screen: 

¶ My Dashboard 

¶ Apply for Approval 

¶ Upload Document(s) 

¶ Surrounding Pharmacy Comments (not relevant to completing an application) 

¶ Contact Us 

¶ FAQ 

When you ǎŜƭŜŎǘ Ψaȅ 5ŀǎƘōƻŀǊŘΩ ŦǊƻƳ ǘƘŜ ƴŀǾƛƎŀǘƛƻƴ ōŀǊ, the following screen will be 
displayed:  

 

i .ȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ǊŜƭŜǾŀƴǘ ǘŀō ŦǊƻƳ Ψaȅ 5ŀǎƘōƻŀǊŘΩΣ ȅƻǳ Ŏŀƴ ŎƻƴǘƛƴǳŜ ǘƻ ǿƻǊƪ ƻƴ ŘǊŀŦǘΣ 
check the status of submitted, or view finalised applications. You can also view and 

ŎƘŜŎƪ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ŀƴȅ ŘƻŎǳƳŜƴǘǎ ȅƻǳ Ƴŀȅ ƘŀǾŜ ǳǇƭƻŀŘŜŘ Ǿƛŀ Ψ¦ǇƭƻŀŘ 5ƻŎǳƳŜƴǘόǎύΩ ƻƴ 

the navigation bar.  
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5. Applying for Approval 

a) Continue an application in progress 
¶ To continue working on a draft application, click on the relevant tracking number from 

the Ψ5raft ApplicationǎΩ ǘŀō.  

b) Start a new application 
¶ ¢ƻ ǎǘŀǊǘ ŀ ƴŜǿ ŀǇǇƭƛŎŀǘƛƻƴΣ ǎŜƭŜŎǘ Ψ!ǇǇƭȅ ŦƻǊ !ǇǇǊƻǾŀƭΩ ŦǊƻƳ ǘƘŜ navigation bar or the 

Home screen.  

The following screen will be displayed:  

 
¶ Select ΨApplication for approval to relocate (with change of ownership) an approved 

pharmacy supplying pharmaceutical benefitsΩ.  

After you select you application type, the following screen will be displayed: 

 



 

PAP103a: How to submit an application to relocate (with a change of ownership) an approved 
pharmacy : 06/08/2020 8 

i Please read the information contained in this screen to ensure you have selected the 

correct application type. 

i Ensure you have downloaded the Current owner(s) declaration form. 

i If you are submitting the application on behalf of the applicant(s) or multiple authorised 

person(s), ensure you have downloaded the Appointment of a representative to prepare 

and submit an application form. 

Read the privacy note and accept the Terms of Use 

¶ By clicking on Accept and Start Application, you acknowledge that you have read the 
privacy note and agree to abide by the Terms of Use of the PBS Approved Suppliers 
Portal. 

¶ To proceed, click on:  

 

6. Completing an application 
After you click on the Ψ!ŎŎŜǇǘ ŀƴŘ {ǘŀǊǘ !ǇǇƭƛŎŀǘƛƻƴΩ button, the following screen will be 
displayed:  

 

¶ To display a list of Pharmacy Location Rules item numbers relevant to a relocation 

application, click on the search icon   

  

https://www1.health.gov.au/internet/main/publishing.nsf/Content/pharmaceutical-benefits-scheme-approved-supplier-guides-and-forms
https://www1.health.gov.au/internet/main/publishing.nsf/Content/pharmaceutical-benefits-scheme-approved-supplier-guides-and-forms
https://www1.health.gov.au/internet/main/publishing.nsf/Content/pharmaceutical-benefits-scheme-approved-supplier-guides-and-forms
https://www1.health.gov.au/internet/main/publishing.nsf/Content/pharmaceutical-benefits-scheme-approved-supplier-terms-of-use-for-pharmacy-approvals-portal
https://www1.health.gov.au/internet/main/publishing.nsf/Content/pharmaceutical-benefits-scheme-approved-supplier-terms-of-use-for-pharmacy-approvals-portal
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a) Select the Pharmacy Location Rules item number 
After you click on the search icon, the following selection box will be displayed:  

 
i If the item of the Pharmacy Location Rules under which you wish to apply is not listed, 

you have selected the wrong application type from the Apply for Approval screen. You 

ǿƛƭƭ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ/ŀƴŎŜƭΩ ōǳǘǘƻƴ ŀƴŘ ƴŀǾƛƎŀǘŜ ōŀŎƪ ǘƻ ǘƘŜ Apply for Approval 

screen to select the correct application type.  

¶ Highlight ǘƘŜ ǊŜƭŜǾŀƴǘ ƛǘŜƳ ƴǳƳōŜǊ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŜƭŜŎǘΩ ōǳǘǘƻƴΦ  

You will be returned to the Pharmacy Location Rules screen and your selected item will 

be displayed. 

i Check the Pharmacy Location Rule item number you have selected is correct because it 

cannot be changed once you continue to the next section. If you need to change the 

item number after you have moved to the next section, you will need to start a new 

application from the Apply for Approval screen. 
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b) Select exemption being claimed (if applicable) 

On the date an application is made, one or more approvals in respect of the existing 
approved premises must have been in force for at least five years. If not, you must select 
the exemption being claimed. 

¶ If you are claiming an exemption you can make your selection by clicking on the search 

icon for that field   

After you click on the search icon, the following selection box will be displayed: 

 

¶ Highlight the exemption being claimed and click on the Ψ{ŜƭŜŎǘΩ ōǳǘǘƻƴΦ 

¶ You will be returned to the Pharmacy Location Rules screen and your selected 
exemption will be displayed. 

¶ To continue, click on: 
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c) Provide current owner(s) contact nominee 

!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜ ŀƴŘ bŜȄǘΩ ōǳǘǘƻƴΣ ǘhe Current Owner(s) Contact Nominee 
section will be displayed. This section is for you to provide details of either a current owner 
or other nominated person who is permitted to act on behalf of the current owner(s) on all 
matters relating to the existing premises in the application. 

 

¶ Ensure all mandatory fields are completed. 

¶ To continue, click: 
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d) Provide applicant(s) details 

After you click on the óSave and Nextô button, the following screen will be displayed. 

 

i For applications involving a change of ownership, the applicant(s) will be the incoming 

owners. 

i An applicant must be a person registered as a pharmacist by the Pharmacy Board of 

Australia, a friendly society or other body of persons (whether corporate or 

unincorporate), able to carry on business as a pharmacist under the law of the relevant 

state or territory. 

An applicant can be an individual pharmacist or an organisation (i.e. company, 

friendly society or trustee of a trust). 

The names of the applicant(s) must be consistent with the details that you provide to 

the relevant state or territory pharmacy approval authority when seeking approval to 

operate a pharmacy business at the proposed premises. 

i If an applicant is an organisation, person(s) officially associated with that organisation 

must be added as authorised persons (refer to the Add an authorised person for an 

organisation section of this guide). 

An authorised person for an organisation should not be added as an individual applicant 
pharmacist unless that person is applying for approval in his or her own right in addition 
to the organisation.  

i Individual pharmacist(s) and/or authorised person(s) for an organisation must be 

qualified to provide pharmacy services, and details provided must be consistent with the 

AHPRA register. 
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i If an application involves bringing in a partner by selling a share of the pharmacy 

business, the current owner(s) must be listed in the application as current owner(s) and 

as applicant(s). Current owner(s) details must be consistent with the existing pharmacy 

approval. 

e) Add an applicant pharmacist 
¶ To add an individual applicant pharmacist, select  

 

The following dialogue box will be displayed:  

 
¶ Complete the pharmacistΩǎ details.  

¶ To save the pharmacistΩǎ details, ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘΩ ōǳǘǘƻƴΦ 

You will be returned to the Applicant(s) Details screen and the applicant will be added 
to the application. 

¶ If you do not ǿŀƴǘ ǘƻ ǎŀǾŜ ǘƘŜ ǇƘŀǊƳŀŎƛǎǘΩǎ ŘŜǘŀƛƭǎΣ ŎƭƛŎƪ ƻƴ  

¶ You will be returned to the Applicant(s) Details screen and the applicant will not be 
added to the application. 
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f) Add an applicant organisation 
¶ To add an applicant organisation, click on  

 

The following screen will be displayed:  

 

¶ Click on  to display a list of organisation types. 

The following screen will be displayed: 

 
¶ Highlight the relevant organisation type, enter the organisation name and then click on 

ǘƘŜ Ψ!ŘŘΩ ōǳǘǘƻƴΦ 

i If a trust is involved in the application, the application cannot be made in the name of 
the trust only. Instead, a pharmacist or body corporate/company qualified to provide 
pharmacy services must be the applicant named as trustee for the trust (for example, 
ΨWƻŜ .ƭƻƎƎǎ !¢C ¢ƘŜ .ƭƻƎƎǎ ¢ǊǳǎǘΩΣ ƻǊ ΨW .ƭƻƎƎǎ tǘȅ [ǘŘ !¢C ¢ƘŜ .ƭƻƎƎǎ ¢ǊǳǎǘΩύΦ 
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g) Add an authorised person for an organisation 

!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘΩ ōǳǘǘƻƴΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΥ 

 
¶ ¢ƻ ŀŘŘ ŀƴ ŀǳǘƘƻǊƛǎŜŘ ǇŜǊǎƻƴ ŦƻǊ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘ ŀƴ !ǳǘƘƻǊƛǎŜŘ 
tŜǊǎƻƴΩ ōǳǘǘƻƴΦ 

i If an applicant is an organisation, person(s) officially associated with that organisation 
must be added to the application as authorised persons, for example: 

¶ If the applicant is a company, all the director(s) must be added as authorised 
person(s). 

¶ If the applicant is a friendly society, all the board member(s) must be added as 
authorised person(s). 

¶ If the applicant is a trustee of a trust, either the individual pharmacist(s) or the 
director(s) of the company acting as trustee for the trust must be added as 
authorised person(s). 

You must provide details of all authorised person(s) for the organisation and these 

details must accord with documentary evidence (e.g. ASIC extract that lists the directors 

of the company and/or official list of friendly society board members and/or trust 

documents) requested later in the application.  
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After you click on the Ψ!ŘŘ !ǳǘƘƻǊƛǎŜŘ tŜǊǎƻƴΩ button, the following screen will be 
displayed.  

 
¶ /ƻƳǇƭŜǘŜ ǘƘŜ ƳŀƴŘŀǘƻǊȅ ŦƛŜƭŘǎ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘΩ ōǳǘǘƻƴΦ 

¶ Once all authorised person(s) have been added for the organisation, click  

¶ To edit or remove an applicant from the Applicant(s) Details screen, select adjacent 
ǘƻ ǘƘŜ ǊŜƭŜǾŀƴǘ ŀǇǇƭƛŎŀƴǘΩǎ ƴŀƳŜ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ ƎƛǾŜƴ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ŜŘƛǘ ƻǊ ǊŜƳƻǾŜ ǘƘŜ 
applicant and/or authorised person from the application. 

¶ To continue, click: 

 

h) Provide details of a contact nominee for this application 

After you click on the Ψ{ŀǾŜ ŀƴŘ bŜȄǘΩ button, the Contact Nominee for this Application 
section will be displayed. This section is for you to provide details of either an applicant or 
other nominated person who is permitted to act on behalf of the applicant(s) on all matters 
relating to the application.  

i This section will default to the signed-in user; however, you are able to edit the fields if 

the contact nominee for the application is someone other than the signed-in user.  

¶ Ensure all mandatory fields are completed and click: 
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i) Provide details of the proposed premises 

!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜ ŀƴŘ bŜȄǘΩ ōǳǘǘƻƴΣ ǘƘŜ Proposed Premises section will be 
displayed. This section is for you to provide details of the pharmacy business name and 
address of the proposed premises and the anticipated settlement/opening date. 

i The anticipated settlement/opening date cannot be in the past, today or on a weekend 

or ACT public holiday.  

 

¶ Ensure mandatory fields are completed. 

¶ To continue, click: 
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j) How to attach documents 

i Please do not submit documents that are password protected. 

i. For each mandatory document listed at the Supporting Documents section, you will 

need to click on the arrow  adjacent to the applicant or document name and then 
ŎƭƛŎƪ ƻƴ Ψ!ǘǘŀŎƘΩ 

 
 

ii. /ƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘ ŦƛƭŜǎΩ ōǳǘǘƻƴΦ  
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iii. !ŘŘ ŦƛƭŜόǎύ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ψ.ǊƻǿǎŜΩ ōǳǘǘƻƴ ŀƴŘ ǳǇƭƻŀŘƛƴƎ ȅƻǳǊ ŦƛƭŜόǎύΦ 
 

i The ΨhǾŜǊǿǊƛǘŜ ŜȄƛǎǘƛƴƎ ŦƛƭŜǎΩ ŎƘŜŎƪōƻȄ ŘŜŦŀǳƭǘǎ ǘƻ ǎŜƭŜŎǘŜŘΦ LŦ ȅƻǳ Řƻ ƴƻǘ ǿƛǎƘ ǘƻ 

overwrite files already uploaded, ensure you uncheck this box before adding files. 

i You can attach multiple files at a time and you can upload as many times as required, 

but each upload must be under 50 MB (i.e. if you are uploading a single file, its size must 

be under 50 MB; if you are uploading multiple files at once, their combined size must be 

under 50 MB). 

 

 

iv. /ƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘ ŦƛƭŜǎΩ ōǳǘǘƻƴΦ  

 

i If you attempt an upload that is more than 50 MB you will receive an error message. To 

continue, ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ/ŀƴŎŜƭΩ ōǳǘǘƻƴ ŀƴŘ ǘƘŜƴ ΨwŜǘǳǊƴ ǘƻ !ǇǇƭƛŎŀǘƛƻƴΩ ōŜŦƻǊŜ ǘǊȅƛƴƎ 

again with an upload that is under 50 MB.  
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v. Your uploaded documents will be listed. 

vi. When you have added all ǘƘŜ ǊŜƭŜǾŀƴǘ ŦƛƭŜǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨwŜǘǳǊƴ ǘƻ ŀǇǇƭƛŎŀǘƛƻƴΩ ōǳǘǘƻƴΦ 

 

vii. You will be returned to the Supporting Documents screen. The Provided column will 
ǎƘƻǿ Ψ¸ŜǎΩ ŀƎŀƛƴǎǘ ŜŀŎƘ ƛǘŜƳ ǿƘŜƴ ǘƘŜ ŘƻŎǳƳŜƴǘǎ ƘŀǾŜ ōŜŜƴ ŀǘǘŀŎƘŜŘΦ  

 

viii. When you have provided all mandatory ǎǳǇǇƻǊǘƛƴƎ ŘƻŎǳƳŜƴǘǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜ ŀƴŘ 
bŜȄǘΩ ōǳǘǘƻƴΦ 
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k) How to remove documents 

i. Click on the arrow  adjacent to the applicant or document name for which you wish 
ǘƻ ǊŜƳƻǾŜ ŀ ŘƻŎǳƳŜƴǘ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ Ψ9ŘƛǘΩΦ 

 

ii. Click on the arrow  ŀŘƧŀŎŜƴǘ ǘƻ ǘƘŜ ǊŜƭŜǾŀƴǘ ŦƛƭŜ ƴŀƳŜ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ Ψ5ŜƭŜǘŜΩΦ 

 
 

iii. /ƘŜŎƪ ŀƴŘ ŎƻƴŦƛǊƳ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ŘŜƭŜǘŜ ǘƘŜ ǎŜƭŜŎǘŜŘ ŦƛƭŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ψ5ŜƭŜǘŜΩ 
button.  
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iv. After the file has been deleted, it will no longer be listed on the following screen: 

 
v. /ƭƛŎƪ ƻƴ ǘƘŜ ΨwŜǘǳǊƴ ǘƻ ŀǇǇƭƛŎŀǘƛƻƴΩ ōǳǘǘƻƴ. You will be returned to the Supporting 

Documents screen, and the Provided ŎƻƭǳƳƴ ǿƛƭƭ ǊŜǾŜǊǘ ǘƻ ΨbƻΩ ŀƎŀƛƴǎǘ ǘƘŜ ƛǘŜƳ ŦƻǊ 
which the document has been deleted.   

 
  



 

PAP103a: How to submit an application to relocate (with a change of ownership) an approved 
pharmacy : 06/08/2020 23 

 

l) Attach supporting documents 

After you click ƻƴ ǘƘŜ Ψ{ŀǾŜ ŀƴŘ bŜȄǘΩ ōǳǘǘƻƴΣ ǘhe Supporting Documents section will be 
displayed. This section requires you to attach documentation to support your application.  

i For instructions on how to attach documents, refer to the How to attach documents 

section of this guide. 

The Portal will request supporting documents based on your previous selections 
(i.e. applicant type and item number).  

The screen below is an example of what you might see depending on your selections. 
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i. Attach applicant(s) documents 

If an applicant is a company, you must attach evidence confirming the authority 
of the authorised person(s) to act on behalf of the applicant (e.g. ASIC company 
extract that lists the Directors of the company). 

If an applicant is a friendly society, you must attach an official document listing 
all board members.  

If an applicant is a trustee of a trust, you must attach evidence of the 
relationship between the trust and the trustee (e.g. the trust deed). 

ii. Attach Pharmacy Location Rules ï Item Documents 

The Pharmacy Location Rules require documentary evidence for the item under 

which you are applying.  

 Attach evidence for each mandatory document listed.  

i If the same documentary evidence pertains to several mandatory documents, you 

should attach that evidence in each applicable instance.  

i  You will not be able to progress to the next section until all mandatory 

documents have been attached. You may need to use the scroll bar at the right of 

the screen to see all mandatory documents.  

¶ When you have attached all your documents and are ready to continue, click: 

 

m) Attach other documents 

!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜ ŀƴŘ bŜȄǘΩ ōǳǘǘƻƴΣ ǘhe Other Documents section will be 
displayed. This section is for you to attach any other documents relevant to your 
application. 

 

¶ If you do not need to attach other documents to your application, simply click on the 

Ψ{ŀǾŜ ŀƴŘ bŜȄǘΩ ōǳǘǘƻƴΦ 



 

PAP103a: How to submit an application to relocate (with a change of ownership) an approved 
pharmacy : 06/08/2020 25 

¶ If you do need to ŀǘǘŀŎƘ ƻǘƘŜǊ ŘƻŎǳƳŜƴǘǎ ǘƻ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘ ŦƛƭŜǎΩ 

button and then follow the relevant steps provided in the How to attach documents 

section of this guide.  

¶ When you have attached other documents, you will be returned to the Other 

Documents section and the documents you have added will be listed. 

 

¶ When you have finished adding your ƻǘƘŜǊ ŘƻŎǳƳŜƴǘǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜ ŀƴŘ bŜȄǘΩ 

button. 
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7. Provide payer details 
!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜ ŀƴŘ bŜȄǘΩ ōǳǘǘƻƴΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ be displayed. 

i When you search on a valid ABN, the form will auto-populate the organisation name 
linked to that ABN. 

 

¶ Ensure all mandatory fields are completed and then click on the Ψ{ŀǾŜ ŀƴŘ bŜȄǘΩ ōǳǘǘƻƴΦ 
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8. Before progressing to the declarations section 
!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜ ŀƴŘ bŜȄǘΩ ōǳǘǘƻƴΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƴƻǘƛŎŜ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΥ 

 

¶ ²ƘŜƴ ȅƻǳ ŀǊŜ ǊŜŀŘȅ ǘƻ ǇǊƻŎŜŜŘ ǘƻ ǘƘŜ Ψ5ŜŎƭŀǊŀǘƛƻƴǎΩ ǎŜŎǘƛƻƴΣ ŎƭƛŎƪΥ 

 

9. Declarations 
After you click on the óContinueô button, the following Declarations screen will be displayed. 

 

i If you are the sole applicant/authorised person, you can choose to submit the application 

yourself or you can appoint a representative to submit the application on your behalf. 

If there are multiple applicants and/or authorised persons for an organisation, you must 

appoint a representative to submit the application on behalf of all applicants and/or 

authorised persons. 

The appointed representative can be one of the applicants or the contact nominee named 

in the application, or another person appointed by the applicant(s)/authorised person(s), 

but the appointed representative must be the person who is submitting the application via 

the PBS Approved Suppliers Portal. 
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a) Sole applicant or authorised person submitting the 
application yourself 
¶ If you are the sole applicant/authorised person named in the application, and you are 
ǎǳōƳƛǘǘƛƴƎ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ȅƻǳǊǎŜƭŦΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨbƻΩ ōǳǘǘƻƴΦ 

!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨbƻΩ ōǳǘǘƻƴΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ: 

 

i. Attach the current owner(s) declaration form 

¶ Attach the Current Owner(s) Declaration to the application by clicking on the  

and ǘƘŜƴ ŎƭƛŎƪƛƴƎ ƻƴ Ψ!ǘǘŀŎƘΩΦ  

!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ƻƴ Ψ!ǘǘŀŎƘΩΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΥ 
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¶ Enter the date the Current Owner(s) Declaration was uploaded. 

¶ /ƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘ ŦƛƭŜǎΩ ōǳǘǘƻƴΦ 

¶ Attach the Current Owner(s) Declaration by following the relevant steps provided 

at the How to attach documents section of this guide.  

¶ ²ƘŜƴ ȅƻǳ ƘŀǾŜ ǳǇƭƻŀŘŜŘ ǘƘŜ ŦƻǊƳΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨwŜǘǳǊƴ ǘƻ ŀǇǇƭƛŎŀǘƛƻƴΩ ōǳǘǘƻƴΦ 

¶ You will be returned to the Declarations screen, and the Provided column will 

show that the Current Owner(s) Declaration has been provided. 

 You must attach the Current Owners Declaration form to the application.  

i The Current Owners(s) Declaration form must be signed by all current 

owner(s).  

b) Appointed representative submitting the application on 
behalf of the applicant(s) 
¶ If you are the appointed representative preparing and submitting the application on 

ōŜƘŀƭŦ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀƴǘόǎύκŀǳǘƘƻǊƛǎŜŘ ǇŜǊǎƻƴόǎύΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ¸ŜǎΩ ōǳǘǘƻƴΦ  

!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ¸ŜǎΩ ōǳǘǘƻƴΣ ǘhe following screen will be displayed: 

 

  

https://www1.health.gov.au/internet/main/publishing.nsf/Content/pharmaceutical-benefits-scheme-approved-supplier-guides-and-forms
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i. Attach the Appointment of a representative form 

¶ Attach the appointment of a representative form to the application by clicking 

on  ŀƴŘ ǘƘŜƴ ŎƭƛŎƪƛƴƎ ƻƴ Ψ!ǘǘŀŎƘΩΦ 

!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ƻƴ Ψ!ǘǘŀŎƘΩΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΥ 

 

¶ Enter the date appointed. 

¶ /ƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘ ŦƛƭŜǎΩ ōǳǘǘƻƴΦ 

¶ Attach the appointment of representative form by following the relevant steps 

provided at the How to attach documents section of this guide.  

¶ ²ƘŜƴ ȅƻǳ ƘŀǾŜ ǳǇƭƻŀŘŜŘ ǘƘŜ ŦƻǊƳΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨwŜǘǳǊƴ ǘƻ ŀǇǇƭƛŎŀǘƛƻƴΩ button. 

¶ You will be returned to the Declarations screen, and the Provided column will 

show that the appointment of a representative form has been provided.  

 If you are the appointed representative submitting this form on behalf of the 
applicant(s)/authorised person(s), you must attach the appointment of a 
representative form to the application. 

i The appointment of a representative form must be signed by all applicants 

and/or all authorised persons for an organisation.  

  

https://www1.health.gov.au/internet/main/publishing.nsf/Content/pharmaceutical-benefits-scheme-approved-supplier-guides-and-forms
https://www1.health.gov.au/internet/main/publishing.nsf/Content/pharmaceutical-benefits-scheme-approved-supplier-guides-and-forms
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ii. Attach the Current Owner(s) Declaration form 

¶ Attach the Current Owner(s) Declaration to the application by clicking on the  

and ǘƘŜƴ ŎƭƛŎƪƛƴƎ ƻƴ Ψ!ǘǘŀŎƘΩΦ  

!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ƻƴ Ψ!ǘǘŀŎƘΩΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΥ 

 

¶ Enter the date the Current Owner(s) Declaration was uploaded. 

¶ /ƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘ ŦƛƭŜǎΩ ōǳǘǘƻƴΦ 

¶ Attach the Current Owner(s) Declaration by following the relevant steps provided 

at the How to attach documents section of this guide.  

¶ ²ƘŜƴ ȅƻǳ ƘŀǾŜ ǳǇƭƻŀŘŜŘ ǘƘŜ ŦƻǊƳΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨwŜǘǳǊƴ ǘƻ ŀǇǇƭƛŎŀǘƛƻƴΩ ōǳǘǘƻƴΦ 

¶ You will be returned to the Declarations screen, and the Provided column will 

show that the Current Owner(s) Declaration has been provided. 

 You must attach the Current Owners Declaration form to the application.  

i The Current Owners(s) Declaration form must be signed by all current owner(s).  

c) Make the declaration 
¶ wŜǾƛŜǿ ǘƘŜ Ψ¢ŜǊƳǎ ƻŦ ¦ǎŜ ƻŦ ǘƘŜ t.{ !ǇǇǊƻǾŜŘ {ǳǇǇƭƛŜǊǎ tƻǊǘŀƭΩ ŀƴŘ ǘƘŜ Ψ5ŜŎƭŀǊŀǘƛƻƴΩ 

by clicking on the relevant link.  

¶ To proceed, you must check the box to: 

ü ŎƻƴŦƛǊƳ ȅƻǳǊ ŀƎǊŜŜƳŜƴǘ ǘƻ ŀōƛŘŜ ōȅ ǘƘŜ Ψ¢ŜǊƳǎ ƻŦ ¦ǎŜ ƻŦ ǘƘŜ t.{ !ǇǇǊƻǾŜŘ 

{ǳǇǇƭƛŜǊǎ tƻǊǘŀƭΩΤ ŀƴŘ 

ü make the Declaration. 

 

https://www1.health.gov.au/internet/main/publishing.nsf/Content/pharmaceutical-benefits-scheme-approved-supplier-guides-and-forms


 

PAP103a: How to submit an application to relocate (with a change of ownership) an approved 
pharmacy : 06/08/2020 32 

10. Submitting your application 
¶ When you are ready to submit your application, click on: 

  

i You will not be able to submit the application until you have attached the appointment 

of a representative form (if applicable) and current owner(s) declaration, and checked 

the box to confirm that you agree to abide by the Terms of Use of the PBS Approved 

Suppliers Portal and make the Declaration. 

Review confirmation of successfully submitted application 

!ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴΣ ǘhe following screen will be displayed when your 
application has been successfully submitted: 

 

Take note of the application Tracking ID number 

¶ Please take note of the application Tracking ID number, which you can use to identify and 
review the status of your application on your Dashboard. If you need to make an enquiry 
about your application, please quote the Tracking ID number.  

i Application Numbers are provided for applications that are referred to the Australian 

Community Pharmacy Authority, and will be issued only if an application has been verified 

by the Department. Once verified, the status of your application will be updated ǘƻ ΨLƴ 

ǇǊƻƎǊŜǎǎΩ ƛƴ ǘƘŜ tƻǊǘŀƭ ŀƴŘ ǘƘŜ !ǇǇƭƛŎŀǘƛƻƴ bǳƳōŜǊ ǿƛƭƭ ōŜ ǾƛǎƛōƭŜ ƻƴ ȅƻǳǊ 5ŀǎƘōƻŀǊŘΦ  
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11. Issue of an invoice for the application fee 
When you submit an online application form, in most instances, the invoice will be issued 
immediately and the following screen will be displayed: 

 

i The submission date and time will be recorded as the date and time a valid application is 
submitted, not when payment is finalised. 

12. Payment of the application fee upon submission 

a) Credit card - EasyPay 
¶ LŦ ȅƻǳ ǿƛǎƘ ǘƻ ƳŀƪŜ ŀ ŎǊŜŘƛǘ ŎŀǊŘ ǇŀȅƳŜƴǘ ǳǇƻƴ ǎǳōƳƛǎǎƛƻƴΣ ŎƭƛŎƪ ƻƴ ΨaŀƪŜ ŀ 
tŀȅƳŜƴǘΩ ŦǊƻƳ ǘƘŜ ŀōƻǾŜ ǎŎǊŜŜƴΦ  

The Confirm and Pay/Government EasyPay screen will be displayed: 

 


















