
 

 

 

 

 

 

 

 

NAMIBIA RESEARCH AND ABS 
IT PERMIT APPLICATION 

SYSTEM 
 

 

 

 

 

 

USER MANUAL 
 

 

 

 

 

 

   

 

 

 

 

 

 

 



 

 

]\ 

 

1 

 

The Home Page  

 

 

 

The Home Page provides a summary of research and ABS permit application process in Namibia. 

It advises the applicant on the whole application process for both National Commission on 

Research, Science and Technology (NCRST) and Ministry of Environment and Forestry (MEFT).  
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Under NCRST the homepage states the types of application i.e. certificate, authorization and 

permits issued, target group, documents needed and fees payable. 

 

Under MEFT the homepage discusses the Prior Informed Consent (PIC), Access and Benefit 

Sharing Agreement, Access permit and Materials Transfer Agreement (MTA) and fees payable. 
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The front end shows applicants which documents they will need to supply during the application 

process on the page  

Applicants will also sign up and sign in to the system through this page at the top right hand-side corner. 

 using ORCID. 
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1. SIGN UP with ORCID 

ORCID is short for Open Researcher and Contributor ID.  

ORCID’s mission is to enable transparent and trustworthy connections between researchers, 

their contributions, and their affiliations by providing a unique, persistent identifier for 

individuals to use as they engage in research, scholarship, and innovation. 

 

ORCID does the above by providing three interrelated services: 

 The ORCID iD: a unique, persistent identifier free of charge to researchers 

 An ORCID record connected to the ORCID iD  

 A set of Application Programming Interfaces (APIs), as well as the services and support of 

communities of practice that enable interoperability between an ORCID record and 

member organizations so researchers can choose to allow connection of their iD with 

their affiliations and contributions 

 

Why ORCID? 
 
ORCID is a unique, persistent digital identifier that distinguishes researchers from those who 

might have the same (or similar) names. These also keep researchers connected to their work, 

regardless of name changes or changes to organizational affiliation. These iDs link researchers 

and their scholarly activities - like published articles or dissertations, patents, artistic 

performances and even datasets.  
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ORCID login page 

 

name@email.com  

mailto:name@email.com
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Namibia Research and ABS system sign up page 

 

 

The signup page displays data fields to be filled by the applicant in-order for their profile to be 

registered by the system. The applicant will need to fill all fields and attach a PDF photocopy of 

their passport and a passport photo in jpeg/jpg and png formats ONLY. 

 

Sign up crop profile photo 
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The photo crop functionality is used to remove unwanted outer areas from the image attached 

by the applicant. The image can be centered to capture the applicant’s full face and remove of 

peripheral areas of an image to improve its framing. The aspect ratio can also be changed and 

the applicant can be accentuated or isolated from the background. 

 

Sign up verify email address 

 

 

Upon successful registration with the Research and ABS system, the system opens a verification 

code window which instructs the applicant to key in a code which has been sent to the email 

provided by the applicant. Upon successful verification, the system opens the Research and ABS 

application form. 
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2. Home 

Once an applicant logs in he/she will be redirected to the page below. 

 

The page displays four menus at the top; 

1. Home  

2. My permits 

3. Invoices 

4. Need help 

Home 

The home page has six modules; 

1. Research certificate 

2. Research Authorization 

3. Research permit 

4. Access permit 

5. Material Transfer Agreement 

6. My permits 
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1. Research certificate 

A research certificate will be issued to a Namibian based research institute (private or public) 

whose mandate is to do research or as part of their daily duties. 

A research institute based in Namibia which has been issued with a research certificate MUST 

apply for a written authorization for specific research projects to be undertake and for 

collection of research samples. 

The research certificate has nine application steps. 

Step 1: General 

 

The applicants fills in all the fields displayed and clicks on “save and continue” to move to the 

next step. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

]\ 

 

10 

 

Step 2: Address 

 

The applicant fills all the displayed fields and uploads documents where requested and the clicks 

on save and continue at the bottom to proceed to the next step. 

Step 3: Shareholders 

 

The applicant clicks on “add record” fills all the displayed fields and the clicks on save and 

continue at the bottom to proceed to the next step. 
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Step 4: Directors 

 

The applicant clicks on “add record” fills all the displayed fields and the clicks on save and 

continue at the bottom to proceed to the next step. 

Step 5: Employees/ Researchers 

 

The applicant clicks on “add record” fills all the displayed fields and the clicks on save and 

continue at the bottom to proceed to the next step. 
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Step 6: Supporting team 

 

The applicant clicks on “add record” fills all the displayed fields and the clicks on save and 

continue at the bottom to proceed to the next step. 

Step 7: Review 

 

The applicant reviews all the answers he/ she has completed in the application. Those answers 

that have been satisfactorily given are represented by a green tick while blank questions are 

shown by a red X. The applicant then clicks on “save and continue” to proceed to the next step. 
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Step 8: Payment 

 

In this step the applicant clicks on accept and invoice and the system will automatically send the 

invoice amount to the registration email and open the step below; 

 

The applicant then clicks on pay now which then opens the step below; 
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The applicant then clicks on “I have already paid” which opens the page below; 

 

The applicant then clicks on choose file and uploads the receipt of payment and the system 

displays the page below. 
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 The applicant then clicks on “save and continue” at the bottom of the page. 

Step 9: Submit 

 

The applicant checks all the dialogue boxes and clicks on “submit”.  

 

The system will then display to the applicant his/her application has been successfully submitted 

and an application issued. 
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2. Research authorization 

A research authorization is issued to all Namibian based research persons not affiliated to any 

research institute intending to do research in the country. 

A research institute based in Namibia which has been issued with a research certificate MUST 

apply for a written authorization for specific research projects to be undertake and for 

collection of research samples. 

The research authorization application has seven steps. 

Step 1: Applicant 

 

The applicant fills all the displayed fields and uploads documents where requested and the clicks 

on “save and continue” at the bottom to proceed to the next step. 
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Step 2: Address 

 

The applicant fills all the displayed fields and uploads documents where requested and the clicks 

on “save and continue” at the bottom to proceed to the next step. 

Step 3: Supporting team 

 

The applicant clicks on “add record” fills all the displayed fields and the clicks on save and 

continue at the bottom to proceed to the next step. 
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Step 4: Research details 

 

The applicants fills in all the fields displayed and clicks on “save and continue” to move to the 

next step. 
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Step 5: Review 

 

The applicant reviews all the answers he/ she has completed in the application. Those answers 

that have been satisfactorily given are represented by a green tick while blank questions are 

shown by a red X. The applicant then clicks on “save and continue” to proceed to the next step. 
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Step 6: Payment 

 

In this step the applicant clicks on accept and invoice and the system will automatically send the 

invoice amount to the registration email and open the step below; 

 

The applicant then clicks on pay now which then opens the step below; 
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The applicant then clicks on “I have already paid” which opens the page below; 

 

The applicant then clicks on choose file and uploads the receipt of payment and the system 

displays the page below. 
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 The applicant then clicks on “save and continue” at the bottom of the page. 

Step 7: Submit 

 

The applicant checks all the dialogue boxes and clicks on “submit”.  

 

The system will then display to the applicant his/her application has been successfully submitted 

and an application issued. 

 

 

 

 



 

 

]\ 

 

23 

 

3. Research permit 

A research permit is issued to; 

 Non-Namibians based research institute/researcher intending to do research in 

Namibia; 

 All Namibian based researcher studying abroad and intend to do research in Namibia; 

 Non-Namibian based researchers collaborating with Namibian based research 

institute/researcher. 

 The research permit application process has 11 steps all to be filled by the applicant in-order to 

submit a successful ABS permit application request. The steps are as follows: 

 

Step 1: Documents 

 

In this step the applicant attaches supporting documents for their application in PDF format. If 

the applicant returns to this step, they may not see the file name but as long as a green tick is 

shown, it has been uploaded. The applicant then clicks on “save and continue” to proceed to the 

next step. 
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Step 2: Trigger questions 

 These are the trigger questions which dynamically alter the applicants’ application questions 

depending on the answers provided in this section. For example if they confirm their work 

involves species listed in CITES Appendices, they will later in their application be directed to 

questions relating to this and a CITES permit application will be autocompleted.  

 

 

Step 3: Supporting team 

 

The applicant clicks on “add record” fills all the displayed fields and the clicks on save and 

continue at the bottom to proceed to the next step. 
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Step 4: Location  

 

In this step the applicant lists the location(s) where the research project will be undertaken. They 

do this by clicking the “add record” button and filling the fields displayed. The applicant then 

proceeds to fill the remaining fields and clicks on “save and continue” to proceed to the next 

step. 
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Step 5: Role players 

 

The applicants fills in the details of the person whom will be issued with access permit and clicks 

on “add record” to fill in the details of the role players involved in the access permit. Finally the 

applicant clicks on “save and continue” to proceed to the next step. 
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Step 6: Institutional 

 

This steps involves filling in the access permit questions and application to export any biological/ 

genetic resources or traditional knowledge or their parts, derivatives and products. The applicant 

clicks on “add record” fills all the displayed fields and the clicks on save and continue at the 

bottom to proceed to the next step. 
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Step 7: Samples 

 

 

In this step the applicant states which samples(s) will be collected during their research project. 

They will also specify if they will be tagging any specimen(s) and the method of tagging for said 

specimen(s). The applicants then clicks on “save and continue” to proceed to the next step. 

 

 

 

 

 

 

 

 

 

 

 



 

 

]\ 

 

29 

 

Step 8: Export 

 

This step involves filling questions related to the Material Transfer Agreement. The applicant fills 

all the questions and clicks on “save and continue” to proceed to the next step. 
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Step 9: Review 

 

The applicant reviews all the answers he/ she has completed in the application. Those answers 

that have been satisfactorily given are represented by a green tick while blank questions are 

shown by a red X. The applicant then clicks on “save and continue” to proceed to the next step. 
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Step 10: Payment 

 

In this step the applicant clicks on accept and invoice and the system will automatically send the 

invoice amount to the registration email and open the step below; 

 

The applicant then clicks on pay now which then opens the step below; 
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The applicant then clicks on “I have already paid” which opens the page below; 

 

The applicant then clicks on choose file and uploads the receipt of payment and the system 

displays the page below. 
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 The applicant then clicks on “save and continue” at the bottom of the page. 

Step 11: Submit 

 

The applicant checks all the dialogue boxes and clicks on “submit”.  

 

 

The system will then display to the applicant his/her application has been successfully submitted 

and an application issued. 
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4. Access permit 

An access permit is issued to researchers who want to; 

 Access permit renewal 

 Access permit extension. 

 Bioprospecting. 

The access permit application process has four steps. 

Step 1: General 

 

This steps involves filling in the access permit questions and application to export any biological/ 

genetic resources or traditional knowledge or their parts, derivatives and products. The applicant 

clicks on “add record” fills all the displayed fields and the clicks on save and continue at the 

bottom to proceed to the next step. 
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Step 2: Review 

 

The applicant reviews all the answers he/ she has completed in the application. Those answers 

that have been satisfactorily given are represented by a green tick while blank questions are 

shown by a red X. The applicant then clicks on “save and continue” to proceed to the next step. 
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Step 3: Payment 

 

In this step the applicant clicks on accept and invoice and the system will automatically send the 

invoice amount to the registration email and open the step below; 

 

The applicant then clicks on pay now which then opens the step below; 
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The applicant then clicks on “I have already paid” which opens the page below; 

 

The applicant then clicks on choose file and uploads the receipt of payment and the system 

displays the page below. 
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 The applicant then clicks on “save and continue” at the bottom of the page. 

Step 4: Submit 

 

The applicant checks all the dialogue boxes and clicks on “submit”.  

 

 

The system will then display to the applicant his/her application has been successfully submitted 

and an application issued. 
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5. Material Transfer Agreement 

You have indicated that you intend to IMPORT OR EXPORT WILD ANIMALS OR PLANTS OR 

THEIR PARTS, DERIVATIVES AND PRODUCTS from Namibia. In this section we require details of 

the proposed export in order to generate an export permit. 

Step 1: General 

The Material Transfer Agreement application process has four steps. 

 

This step involves filling questions related to the Material Transfer Agreement. The applicant fills 

all the questions and clicks on “save and continue” to proceed to the next step. 
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Step 2: Review 

 

The applicant reviews all the answers he/ she has completed in the application. Those answers 

that have been satisfactorily given are represented by a green tick while blank questions are 

shown by a red X. The applicant then clicks on “save and continue” to proceed to the next step. 
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Step 3: Payment 

 

In this step the applicant clicks on accept and invoice and the system will automatically send the 

invoice amount to the registration email and open the step below; 

 

The applicant then clicks on pay now which then opens the step below; 
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The applicant then clicks on “I have already paid” which opens the page below; 

 

The applicant then clicks on choose file and uploads the receipt of payment and the system 

displays the page below. 
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 The applicant then clicks on “save and continue” at the bottom of the page. 

 

Step 4: Submit 

 

The applicant checks all the dialogue boxes and clicks on “submit”.  

 

 

The system will then display to the applicant his/her application has been successfully submitted 

and an application issued. 
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3. My Permits 

 

This section displays the applicant’s previously submitted applications. When the applicant 

selects ‘view’ the submitted application pops up in PDF format. 

4. Invoices 

 

 

This page displays all the payments the applicants have made in regards to their applications 
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5. Need help 

 
This is an email functionality the applicant can use to contact the system administrator for any 

help regarding the system. 


