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1. ACCESSING THE SYSTEM 

To access the VIWANGO ISQMT system, here are a series of steps to follow. 

a) A user will open a web browser (recommended is Google Chrome, Mozilla Firefox, 

or Microsoft edge) 

b) Type in the provided system address i.e., http://viwango.zbs.go.tz/ 

c) Proceed to open; If you face any difficulties, contact your system administrator to 

get the correct system address. 

 
Figure 1.0: System homepage 

Upon successfully opening the address user will be landed on the homepage which 

contains different options. (See the figure above) 

a) To open the account, click Register button. 

b) For the users with account click login button. 

 User will be prompted to enter username and password as shown on the figure below. 

https://zbs-training.ictpack.net/


         

Figure 1.1: User log in page 

 

c) To continue without account, click Continue as a guest button. User will 

be able to access minimal services in the system. 

 

 

2. ACCOUNT MANAGEMENT 

2.1 CREATING ACCOUNT 

A user must create an account that will help him/her log into the system, and the 

following are the steps to follow.  

a) Fill in the fields required in the sign-up form including your password as shown in 

the screenshot below,  



 

Figure 2.1.A: Registering for new account 

b) Thereafter clicking the Create Account button user will receive the notification to 

verify their email as shown on the figure below. User will be supposed to open their 

email and verify as directed.  

 
Figure 2.1.B:  Email verification note 

 

c) User will login and will be direct to the next stage where will be required to select 

the type of account, do as required for each tab as shown by numbers below. After 

finishing click Save and Continue. 



Figure 2.1.C: Account type details 

 

The next step will require a user to provide all the required details about the operations 

business as well as attaching related documents and thereafter click the Save button 

to save those details. If the user has selected wrong type of account can rectify by 

changing upon clicking Change type as shown on the figure 2.1.D below. 



 

Figure 2.1.D: Entity details 

2.2 UPDATING PROFILE 

A user’s profile will be created, and all the details entered will be displayed so that the 

applicant can review and edit if needed. Refer to the screenshot below 

**image** 

2.3 MANAGE ASSOCIATED USERS 

I. MANAGE EMPLOYEES/USERS 

For the companies’ profile, they can contain number of users under the entity. The 

account owner can add users by following the steps below. 

a) From the list of menus click my entity 

b) On the tabs click Users as shown on the figure below. 



 
Figure 2.3.A: Accessing users 

 

c) User will be landed on the page where they can add and remove users. To add 

user, click on Add User as shown on the figure below. 

Fill in the required details and click Link Account to save. 

 
Figure 2.3.A: Adding users 

 

II. MANAGE AGENTS 



For importation applications, a regular user is expected to apply through an agency. 

User can add agency to work on their behalf by assigning them in the system. To 

assign an agency user will follow the steps below. 

a) From the list of menus click My entity 

b) On the tabs click Agents as shown on the figure below. 

 
Figure 2.3.B: Accessing agent 

 

d) User will be landed on the page where they can add and remove agency. To add, 

click on Assign Agent as shown on the figure below. 

 
Figure 2.3.B: List of agents 

 

Enter the agency's name and click Search Agent. From the suggested results, select 

Assign Agent to complete the assignment to the agency. (See the figure below) 

  
Figure 2.3.B: Searching and assigning agent 

 



3. NEW APPLICATIONS 

 3.1 MAKING APPLICATION  

Using the navigation menu located on the left an applicant can navigate to the 

Dashboard. To start a new application, click the New Application button, see the 

figure below. 

 
Figure 3.1.A: Accessing New applications 

After clicking the new application button, a user will be presented with a page where 

he/she can filter and search for the specific application to apply for as shown in the 

screenshot below. 

Figure 3.1.A: Applications page 



1. An applicant can use the general search to search for any keyword associated with 

the certificate, license, or permit.  

2. Applicant can also use the filters by the office, categories, or tags to allocate the 

desired application. 

Once an applicant has found the application, he/she wants to apply for, will be required 

to click the button “Start” to proceed with the application. Refer to the screenshot 

below. 

 
Figure 3.1.B: Starting application 

 

A. Starting New application 

After clicking the Start button, the applicant will be presented with the confirmation 

page, where will read the application details and after verifying will click on Start 

New Application to proceed. 



Figure 3.1.C: Confirming application to apply 

 

Applicant will be presented with the form for the application he or she is applying 

for, fill in the details as required; then click Save to continue later or continue to 

proceed, see the figure below. 

Figure 3.1.D: Application form 

 

 

B. Linking old Certification (For Product Certification) 



After clicking the Start button, the applicant will be presented with the confirmation 

page, where will read the application details and after verifying will click on Link Old 

Certificate to proceed as shown on the figure 3.1.E: below. 

Figure 3.1.E: Linking old certification 

 

 

3.2 APPLICATION GENERAL FEATURES 

1. ATTACHMENTS 

If an applicant wants to attach a document or image to his or her application, the 

following are the steps to follow, 

i. Go to the field where you are required to attach a file 

ii. Click on the Choose file button 

iii. Click on the Choose from Computer button and choose the file you want to 

attach from your computer. 

iv. Click the Upload button to upload the file from your computer to the 

system. The steps are shown in the screenshots below. 

 
Figure 3.2.A: Choosing file from device 

 



 
Figure 3.2.B: Uploading file 

 

2. ADDING ITEMS  

If applicant is supposing to add a number of items in the table, the following are the 

steps to follow; 

i. Click on the Plus like button with the table of the required item as shown on 

the figure below. 

 
Figure 3.2.D: Adding an item 

ii. On the popup window fill in the required details and click save to continue. 

iii. On the table, the item will be already added, you can continue to add as more 

items as required. 

iv. User can remove added item by clicking on the Minus like symbol with the label 

of the item. 

 



 
Figure 3.2.E: Filling the form 

 

 
Figure 3.2.F: Removing item 

 

4. NOTIFICATIONS 

Applicants can access different notifications in the system, these notifications help 

applicants to track the status of their application. It will notify the user for action to be 

done (if required) as well as successful action like application or payments. These 

notifications are visible at the top bar on the right side as shown by the arrow. 

 
Figure 4.1: Notifications 



 

Upon opening the notification bar user can click on See all Notification to open list of the 

notification where they can be viewed as a whole as shown on the figure below. 

 

Figure4.2: List of notifications 

 

5. NAVIGATION MENUS 

The navigation menu, is located on the left side of every applicant's account, serves as 

a central hub for accessing various features and sections of the system. It is designed 

to provide access to the tools and information they need throughout the application 

process. 

Figure 5.0: Navigation menus 

A. DASHBOARD 



The applicant’s dashboard contains notifications, areas where the applicant can 

observe the statuses of different applications. Through the dashboard, an applicant 

can view, payments, Applications in progress, Active licenses, and Expired licenses. 

Refer to the screenshot below. 

Figure 5.A: System dashboard 

 

B. MY ENTITY 

This menu redirects users to a page where they can view, and update account details 

as well as managing associated users like employees and agency, as shown on the 2.3 

above. 

 

C. APPLICATIONS 

This menu directs a user to a page where he or she can access all applications he or 

she has applied before. A user can view status of these applications and act 

accordingly. 

 

 
Figure 5.C: List of applications 

 

D. APPROVALS 



This menu direct user to the page where they can access all approvals required from 

the user. i.e. Payment approvals. User will be directed to the page with the list of 

processes waiting for approval. Click on the respective one to open then click Accept 

or Reject to finish. 

 

 
Figure 5.D: Accepting/reject 

 

E. INVOICES 

This menu directs a user to a page where they can access all the invoices that they 

have been issued including description, amount, control number, currency, and the 

status of payment. 

 

 
Figure 5.E: List of invoices 

 

F. DOCUMENT ISSUED 

This menu directs a user to a page that shows a list of all documents issued after the 

whole process to that specific applicant. A user can view every certificate individually 

and print them.  



 
Figure 5.F: List of end documents 

G. CHECK VALIDITY 

This menu directs a user to a page where he or she can check the validity of the 

certificate, permit or license by entering the document number. User will be required 

to enter the number of the document (Certificate, Permit, Licence &etc.) and then click 

Validate Now to search. The window will pop up shown the name and the dates of 

the given document. See figure 5.G below. 

 

 
Figure 5.G: Validating document 

 

H. STANDARD PROPOSAL 

Here user may propose for the development of national standards or adoption of 

national Standards. User will confirm to start the application of standard proposal by 

clicking Start a new process. Then they will fill in all the required details and confirm 

to submit the application. See the figure below. 



Figure 5.H.: Start a new application for Standard proposal 

 

 

            Figure 5.H: Proposal application form 

 

I. ENQUIRY 

This is a centralized feature within the navigation menu that allows applicants to 

submit their requests, concerns, need of assistance. Enquiry submitted through this 

menu are logged and directed to the appropriate team for review and resolution. 

User will be redirected to the application form, fill as required and submit. 

J. COMPLAINT 

This is a dedicated section in the navigation menu designed specifically for submitting 

and managing complaints. This feature allows users to formally report issues or 

grievances related to their application process or the platform's functionality. Users 

can describe their concerns, attach relevant files or evidence if necessary, and track the 

status of their complaints. 

User will be redirected to the application form, fill as required and submit. 



 

K. STANDARD CATALOGUE 

The Standard Catalogue Menu is a specialized feature within the navigation menu 

that provides users with access to a comprehensive list of standard services, products, 

or items available within the system. This menu is designed to serve as a reference 

point, offering detailed information about each standard, including specifications, 

descriptions, categories, and any associated guidelines or requirements. 

 
Figure 5.K: Standard catalogue 

1. User can see list of standards with details as standard code, year, title and scope as 

well as its price. 

2. To buy a standard user will add the standard in a shopping cart by clicking a plus like 

symbol as shown on the figure 5.K above. 

3. Click Shopping Cart to see the selected standard and proceed with payments. 

 
Figure 5.K: Check out 

User will click Proceed to check out the purchasing. User will be redirected to the page 

where will be able to download the standard.  



L. PUBLIC COMMENT  

This is an essential feature in the standardization process, enabling stakeholders to 

actively participate by providing feedback on proposed standards. This menu serves 

as a platform for transparent collaboration, allowing the public, industry experts, and 

other stakeholders to review draft standards and submit their comments or 

suggestions for improvement. 

User will be redirected to the page as shown on the figure 5.L below where they can 

select the respective standard draft to comment on. 

 

 

 

Figure 5.L: Public comment 

1. Click View file to view the standard draft. 

2. Click Submit Comment to write a comment. 

User will be redirected to the form, fill in the comment as required and click Continue to 

submit. 



 
Figure 5.L: Posting a comment 

 

M. CHECK TESTING CAPABILITY  

This feature is designed to help users evaluate the availability and suitability of testing 

services within the laboratories. It provides detailed information about the testing 

facilities, methods, and parameters available for specific products and equipment.  

 

Figure 5.M: Checking test capability 

1. User will enter the parameter name  

2. Click Search to see results. 

3. System will return the results if it is Testable or Not Testable in a specific 

laboratory. (See figure 5.M above) 
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