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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:

e This process is governed by Circular No. MSD/ICT/Swastha/User Regis./2024, “User Access
Management in the Swastha System,” dated 12th May 2025.
e Hospital Admin access must be requested from the Medical Supplies Division.

e 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/

e 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:

Create New User
Create New Warehouse

Assign User to Warehouse

H w nNoRe

Assign Item to Warehouse
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5. Step 1 — Create New User

Hospital Admin — User Manual

5.1 Log In and Select Role

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

@ Please Select User Role, Which is You Want to
Login And Perform in the Session

Apeksha Hospital, Maharagama

| Hospital Admir|

Save

Figure 5.1 — Role selection at login

5.2 Select Employee Management

g Employee Management v
Add Hospital Users
My Institiute Employees
Transfer/Cover Up (In)

Transfer/Cover Up (Cut)

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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J (&l“} X

Add Hospital User

B cuidsines
ame Gantast Hmber

P check sick
L Ty Designation
M vahices » T - i

ne Emal
*& UserDamSenips ¥ 5

B surgeal Equipmenis >

BB Cmplayes Mansgament v

Figure 5.3 — Add Hospital User form

5.4 Add Additional Roles

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

Action UseriD |

"3
s/ & A ©
Figure 5.4 — Add Additional Role option

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

Add Another Role/s to User --

User Type/s
Hospital Director € Jzor Type/s -
Role

Medical Laboratory Technologist

Chief MLT

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.

'i= User Data Setups w
Manage Clinic
Manage Front Desk

Manage OPD
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.

ACTWE DRUG STORE DEACTIVE DRUG STORE UNIERVICTABLE DG STORE
-
e & m
Diuig Stara Id Mamg Location Type Actian
[ ol .| O471-AHM-PHA-003 AHM drug stare (Retired) MAHARAGAMA Linsarvisable s, o
[ & CATE-AHEM-PTF-001 Apaksha Gen Consum 5toses (Retired) Apaksha Hospital Unsarvisable Fa
O O O4T5-AHM-CFB-DOT Apaksha Ganersl Stores Apakaha Hospital Servisable s o
[ ol -] oam Apaksha Hospital-Drug (Retised) Apakeha Haspital Maharagama Lnsarvisabls 5 o
@O O o474 Apaksha Hospital-L AR Apaksha Haspital Maharagama Servisable s, o
O O O4T4-AHM-LAB-005 Apaksha haspital-Lab-05 Sarvicabla s ©
@O O DATA-AHM-LAB-008 Apaksha Hospital lab-DE Servisabla -

Figure 7.1 — Warehouse list

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

ASSIGN EMPLOYEES

a8 Assign Employee

Figure 7.2 — Assign Employee tab

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

Employee Type

Drug Store Pharmacist v

Employee Name

M.A.C.M.Ihjas ¥

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

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

ASSIGH EMFLOVEES WIRREROUSES HIGHER LEVELS

Warehouse List
Search
Shore Nams Store Type Bction
Apekiha Hospital-LAR Bin 4
Figure 8.1 — Warehouse tab
7. Click the +icon in the Action column.
Brore-il Store Name.
0474-AHM-LAB-006 Apeksha Hospital lab-06
EM Calugary Nams Clais Nama
e Snrlsl Coce
Q ssach
o & m
flem Codo Group Mame Eom Catagory ‘Short Deccription Actions
Sorry, na matching records found
a-0ei0

Figure 8.2 — Add item action

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

VEN Catagary Nama Cines Nams.

Gerinl Code

Group

ELIGIRLE ITEM LT

Figure 8.3 — Eligible Item List tab

9. Filter the required item category, class, group, or SR No.
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Cairgiy Hame Taana Mo
e v = | LE-iabonlary Sonsumatie
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(- Amama
[ Tee [R—
0 m

[ Bottie drapgang Anbier glees with gop atapr, cepasity 100m

caps Rt PR mathine,

= sceife, {PTR grade)

T 130

o AlERTE

G DRI A TN ST I L

L g

5 EBottle mxpioator-poly A 9 g ity 103,000

ML comtihges ftees ) 3 ik BER e, hea futes i s G

it A i

T ceni g e fon s -2 haped bds, sz 0.2 mimivs

Figure 8.4 — Filter items

FLIGDLE TEM 1T

A llems

B Screw capped s fute for swats, auinclivatie, poypropeene, sopedmately 755100 mm

B Test tube vacic chrudar B0 damatsr, B2mm high, tuba slie 18

Pt paper for blttieg pupose

we  Elottieg sheels o stiacrt: an excess of lipoh setstances apreus. sre - 28457 cm shickness 03

O mm
W Fusest oasscste 3.3, 80 noat angs, Hamess 100me

B o pantwih diffessnt coors)

VaE of 1582 3

10. Select the “select all” checkbox,

Figure 8.5 — Filtered item list

then click the > arrow to add the items.

11. After selecting all the items, click Submit.

ELIGIBLE [TEM LIST

<]

a

1<)

Centrifuge tubezp , screw capped, capacity 15 mi
Bottle-dropping Amber glass with grip stopper, capacity 100mi

wicro centrifugs tubes:0.2 mi PCR grade, clear tuges In strips (& tubas)with & strip caps Realtime
PCR machinge,

Micro i tubes fior Flat-shaped lids,size 0.2 mi i tubes sterile, [PCR
grade}

L¥00¢200 & month PM Kit for One Lambda LABScan 100 IModel Luminex 100/200] & XPONENT
Software

‘Weighing bottle tall form, borosilicate glass fiat bottomead with push-on glass lid, diameter
30mm dapth 50mm

Boithe aspirator, boroailieate, wbulsted at bottom with stoppercock & stoppar S000 mi

Figure 8.6 — Select and submit items
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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

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

FOR SWASTHA ADMIN USE

Approved: |:| Registered: |:|

Username: |

User Role:

Authorized Signature: ......................l Signature: ...........cocviiiiiiiin..
Designation: .........coovviiiiiiiiiiiiiniian, Date: ..o

Medical Supplies Division ICT UNIT



