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1. Introduction 

This manual explains how a Hospital Admin creates new system users, assigns additional roles, sets up 

warehouses, assigns users to warehouses, and assigns items to warehouses in Swastha HIS. Completing 

these setup tasks correctly is a prerequisite for the Annual Estimation process. 

 

2. Role 

Role Hospital Admin 

 

3. Prerequisites 

Before performing these tasks, confirm the following are in place: 

● This process is governed by Circular No. MSD/ICT/Swastha/User Regis./2024, “User Access 

Management in the Swastha System,” dated 12th May 2025. 

● Hospital Admin access must be requested from the Medical Supplies Division. 

● The user must hold the Hospital Admin role to perform these tasks. 

● The user registration form is available on the MSD website: https://msd.gov.lk/forms/ 

● Institutional Head user creation or transfer must be carried out through the MSD ICT Unit. 

 

4. Process Overview 

Setting up a hospital for estimation involves four sequential steps: 

1. Create New User 

2. Create New Warehouse 

3. Assign User to Warehouse 

4. Assign Item to Warehouse 

 

https://msd.gov.lk/forms/
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5. Step 1 — Create New User 

5.1 Log In and Select Role 

Log in to the system and select the Hospital Admin role. 

 
Figure 5.1 — Role selection at login 

5.2 Select Employee Management 

 
Figure 5.2 — Employee Management menu 

5.3 Add New User 

Click Add Hospital User and enter the required details: Name, Contact Number, User Type (Role), 

Designation, NIC No., Email, and Address. Then click Save. 
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Figure 5.3 — Add Hospital User form 

5.4 Add Additional Roles 

1. Search for the relevant user and click Add Additional Role. 

 
Figure 5.4 — Add Additional Role option 

2. Select the additional role(s) and click Save. 

 
Figure 5.5 — Assign additional roles 
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6. Step 2 — Create New Warehouse 

Path User Data Setups >> Manage Drug Store 

 

Enter the relevant warehouse details. 

Note: Follow Circular No. MSD-ICT-Swastha-Circular-2025, “Standardization of Warehouse Nomenclature in 
the Swastha System,” dated 28th July 2025, when naming the warehouse. 

 

 
Figure 6.1 — Manage Drug Store 
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7. Step 3 — Assign User to Warehouse 

3. Click the view icon (eye icon) to open the required store. 

 
Figure 7.1 — Warehouse list 

4. Select the Assign Employee tab and click the add button. 

 
Figure 7.2 — Assign Employee tab 

5. Select the relevant role and the user, then click Save. 

 
Figure 7.3 — Select role and user 
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8. Step 4 — Assign Item to Warehouse 

6. Click the view icon for the requested warehouse and select the Warehouse tab. 

 
Figure 8.1 — Warehouse tab 

7. Click the + icon in the Action column. 

 
Figure 8.2 — Add item action 

8. Select the Item List tab, then the Eligible Item List tab. 

 
Figure 8.3 — Eligible Item List tab 

9. Filter the required item category, class, group, or SR No. 
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Figure 8.4 — Filter items 

 
Figure 8.5 — Filtered item list 

10. Select the “select all” checkbox, then click the > arrow to add the items. 

11. After selecting all the items, click Submit. 

 
Figure 8.6 — Select and submit items 



To – Director  

Medical Supplies Division 

 

SWASTHA System User Registration Form 

Institution Code & Name  

 

User Details   

Name with Initials                

Full Name                

NIC                                                                                Mobile No  

Designation 

Email ID      

Nature Of Duty                     

         

I certify that the above details are true and correct on behalf of my knowledge.    

                

……………………………...                                                ………………………………  

Signature              Head of the Institution  

  

……………………………...         …………………………          

Date                Date 

 

 

  
FOR SWASTHA ADMIN USE  

 

Approved:        

Username:    

User Role:    

 

Authorized Signature: …………………….               Signature: ………………………….  

Designation: ……………………………….   Date: ………………………………. 

 

  
                                                                           Medical Supplies Division                                                                        ICT UNIT                                                                                             

            Registered:       

  

  

    

 

 

 

 

 

 

 


