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1. Introduction 

The Annual Estimation module in Swastha HIS enables healthcare institutions to forecast, request, review, 

approve, and finalize their yearly medical supplies estimation. This manual walks each user role through the 

complete process — from generating the estimation to printing the final signed document. 

 

2. Users Who Participate 

The following roles take part in the Annual Estimation process, each with a distinct responsibility at a 

specific stage. 

Role Responsibility in the Annual Estimation Process 

Regional Director of Health Service 
(RDHS) 

Provides the final approval for estimations raised by Provincial Hospitals. 

Institutional Head DDG / Director / Medical Superintendent / DMO / MOIC / SD — approves 
the estimation at institution level. 

Divisional Pharmacist Reviews and forwards estimations for Provincial Hospitals. 

Chief Store Manager Chief Pharmacist / Chief MLT / Chief Radiographer / AO / DO — generates 
and assigns estimations, and completes stage 1 approval. 

Stores Manager Pharmacist / MLT / Radiographer / DO / PHMA — enters the estimation 
and accepts it after approval. 

 

3. Prerequisites 

Before starting the Annual Estimation process, confirm the following are already in place: 

● Users must have access to the relevant released item list. 

● Users must have access to the relevant warehouses. 

● The item list must be assigned to the applicable warehouses. 

 

Note: If any of the above are not yet set up, use the Hospital Admin role to grant the required warehouse 
and item access. Refer to the Swastha System PDF Guide, available at the top right corner of the system, for 
detailed instructions. 
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4. Process Overview 

The Annual Estimation process consists of four sequential steps: 

1. Generate Estimation & Assign Estimation 

2. Enter Estimation 

3. Approve Estimation 

4. Print Document 

 
Figure 4.1 — Annual Estimation process flow 
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Step 1 — Generate & Assign Estimation 

1 Generate Estimation 

User Chief Stores Manager 

Role Chief Pharmacist / Chief MLT / Chief Radiographer 

Path Forecasted Estimate >> Hospital Forecasted Estimate 

 

 
Figure 1.1 — Hospital Forecasted Estimate screen 

1. Click the Generate button to create the estimation record. 

 
Figure 1.2 — After Generated 

2 Assign Employees 

Once the estimation is generated, assign the responsible Stores Manager to each warehouse. 

 
Figure 1.3 — Assign employees screen 

2. Select the Warehouse. 

3. Select the Pharmacist. 

4. Set the Expected Date. 

5. Click Save. 
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Figure 1.4 — Warehouse and pharmacist assignment 
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Step 2 — Enter Estimation 

User Stores Manager 

Role Drug Store Pharmacist / MLT / Radiographer 

Path Forecasted Estimate >> Forecasted Estimate Request 

 

 
Figure 2.1 — Forecasted Estimate Request 

6. Enter the estimate quantities for each item. 

7. Click Save. 

 
Figure 2.2 — Entering the estimate 

Note: A remark must be selected whenever the estimate shows a significant deviation (more or less) from 
the last year estimate. 

 

 
Figure 2.3 — Remark selection for deviations 
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Step 3 — Approve Estimation 

The estimation passes through up to four approval stages depending on the institution type. 

Stage 1 Approval 

User Chief Drugstore Manager 

Role Chief Pharmacist / Chief MLT / Chief Radiographer 

Path Forecasted Estimate >> Hospital Forecasted Estimate >> View Estimate 

 

Save all the entered estimate data before finishing the forecast. 

 
Figure 3.1 — View Estimate screen 

8. Review and save all entered estimate data. 

9. Select the Save tab, then click Finish Forecast Estimate. 

 
Figure 3.2 — Finish Forecast Estimate 

Stage 2 Approval 

User Institutional Head 

Role Hospital Director 

Path Forecasted Estimate >> Hospital Forecasted Estimate >> My Pending Approval 
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Figure 3.3 — My Pending Approval (Institutional Head) 

● Click Approve to complete the estimate. 

● Click Amend to send the estimate back to the Chief Pharmacist (CP) level. 

 
Figure 3.4 — Approve / Amend options 
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Stage 3 Approval (Provincial Hospitals) 

User Divisional Pharmacist 

Role Divisional Pharmacist 

Path Forecasted Estimate >> Hospital Forecasted Estimate >> My Pending Approval 

 

 
Figure 3.5 — My Pending Approval (Divisional Pharmacist) 

● Click Approve to forward the estimation to the RDHS. 

● Click Amend to send the estimate back to the Institutional Head. 

 
Figure 3.6 — Approve / Amend options 
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Stage 4 Approval (Provincial Hospitals) 

User Regional Director of Health Service 

Role RDHS 

Path Forecasted Estimate >> Hospital Forecasted Estimate >> My Pending Approval 

 

 
Figure 3.7 — My Pending Approval (RDHS) 

● Click Approve to complete the estimation process. 

● Click Amend to send the estimate back to the Divisional Pharmacist. 

 
Figure 3.8 — Approve / Amend options 
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Step 4 — Print Document 

Before printing, confirm the following requirements are met: 

● Approval has been given by the Institutional Head (Line Ministry / sales customer institution) or the 

RDHS (Provincial Hospitals). 

● The Warehouse Manager has accepted the estimation. 

 

4.1 Accept the Estimation 

User Stores Manager 

Role Drug Store Pharmacist / MLT / Radiographer 

 

Accept the estimation and confirm the item category. 

 
Figure 4.1 — Accept estimation 

 
Figure 4.2 — Accept item category 
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4.2 Print Signature Sheet 

User Chief Store Manager 

Role Chief Pharmacist / Chief MLT / Chief Radiographer 

Path Forecasted Estimate >> Hospital Forecasted Estimate >> Saved tab 

 

Print the signature sheet to complete the Annual Estimation process. 

 
Figure 4.3 — Print signature sheet 


