
PATIENT REGISTRATION

PRE

Start

Outpatient/Inpatient
Registration Book

Patient Card / Admission
Slip

Stamp (BCP, Date, EGL
etc.)

Signage (to inform patient
no electricity)

End



PATIENT REGISTRATION

DURING

Start

Call Helpdesk

Notification from Helpdesk
on downtime

Notify counter staff

Signage (to inform patient
no electricity)

Register patient name and
ID in Registration Book
(Outpatient/Inpatient)

Stamp BCP on the patient
card/ admission slip and

registration book

B



PATIENT REGISTRATION

POST

Notification from BCP
Coordinator

New PatientUpdate Existing Patient from
BCP Entry by Pharmacist

Register patient into PhIS
based on patient card/

registration book (outpatient/
inpatient)

Create patient visit

B

Patient
information

Verify inserted data in PhIS
compare to manual

End



PATIENT REGISTRATION

PRE DURING POST

Start

Outpatient/Inpatient
Registration Book

Patient Card / Admission
Slip

Stamp (BCP, Date, EGL
etc.)

Signage (to inform patient
no electricity)

End

Start

Call Helpdesk

Notification from Helpdesk
on downtime

Notify counter staff

Signage (to inform patient
no electricity)

Register patient name and
ID in Registration Book
(Outpatient/Inpatient)

Stamp BCP on the patient
card/ admission slip and

registration book

B



OUTPATIENT CLINIC

PRE DURING POST

Start

Coordinated by Sister in
charge of Ward or Clinic

Coordinated by Sister in
charge of Ward or Clinic

Prepare contact list manager

Daily backup by IT with
coordinator 3 times daily

Prepare and keep BCP
toolkit by coordinator

End

PS (clinic 2 PS per room)
Medication Chart
Pendrive

Start

Confirmation of downtime
within 10 – 15 minutes

Notify coordinator to activate
BCP

To ensure PS has carbon
copy with patient details

All PS copies given to
coordinator

B

Coordinator to update ward/
clinic

All data entry and recovery
done by pharmacist and

coordinator

B

End



OUTPATIENT PHARMACY

PRE

Start

BCP Entry synchronization
routine checking

Decide frequency data back-
up 3 times daily

Prepare contact list manager
(Helpdesk/IT/Pharmacist)

8.30 a.m
11.30 a.m
2.00 p.m
5.30 p.m
10.30 p.m
12.00 a.m

Prepare manual form and
routine checking

Prepare BCP SOP
guidelines

Determine contingency
computer – Satellite

Pharmacy and Outpatient
Pharmacy

Prepare manual dispensing
record – Dispensing BCP

Book

Helpdesk No.
IT Standby No.
PhIS Pharmacist No.

Manual form will be kept at
the cupboard – All

Pharmacy Department

End



DURING

Start

Notification to Helpdesk

Confirmation of
downtime 1 Hour5 – 10 Minutes

Announcement for facility
(patients and staff)

Retrieve data from
contingency computer

(partial RX) and distributed
through shared folder

Proceed dispensing process
using manual forms with

label and record in
dispensing book

Dispenser list down name,
IC number and patient MRN

to transcribe later

Announcement for facility
(patients and staff)

Record Patient details in
BCP Log Book (Counter)

Retrieve patient @
prescription data in BCP

workstation

Queue Number
Log Book
BCP SOP

Record Dispensing using
BCP Entry

Partial Supply
New Rx with online prescription
New Rx without online prescription

Record Dispensing in log
book

Print Label

BCP A (Manual Form) BCP B (BCP Entry)

By BCP
Coordinator

B



POST

Receive notification from
helpdesk

Switch to BCP A (manual
Form)

BCP Entry Data Verification

Disable live PhIS
Application

Data Posting to live PhIS
Application

Posting Live Data
Verification

Enable live application

Patient Data
Prescription
Available Stock

Announcement to start using
PhIS

Announcement

Retrieve data from
contingency computer

(partial RX) and distributed
through shared folder

Proceed dispensing process
using manual forms with

label and record in
dispensing book

Dispenser list down name,
IC number and patient MRN

to transcribe later

Check with PhIS
Clinical Summary

YES

NO

Collect manual prescription

Recording data on BCP A
to Live Application

Record into live PhIS and
dispense drug

All Pharmacy Department

Prepare BCP Report

B

End


