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1.0 Introduction 

1.1 Overview of PhIS 

Pharmacy Information System or better known as PhIS is a complete and comprehensive 
system that integrates pharmacy related services that geared toward pharmacy excellent 
care. This implementation would transform most of the current manual process to electronic 
system would benefit facility end user in the health care sector.  

There are 12 modules to assist service delivery by the health care sector which comprises 
of: 

1. Order Management 

2. Inpatient Pharmacy 

3. Outpatient Pharmacy  

4. Medication Counselling 

5. Ward Pharmacy 

6. Pharmacy Inventory  

7. Manufacturing of Cytotoxic Drug Reconstitution, Parenteral Nutrition, lV Admixture & 
Eye Drop , Radiopharmaceuticals and Extemporaneous  

8. Adverse Drug Reaction & Drug Allergic Card(ADR & DAC) 

9. Clinical Pharmacokinetics Services (TDM) 

10. Drug Information & Consumer Education (DICE)   

11. Medication Therapy Adherence Clinic (MTAC) 

12. Data Mining (PhARM) 

1.2 Purpose and Objectives 

This user manual outlines the IWP Special Approval Medicine (Approval) sub-module and 
its key features and functionalities. The primary objective is to help guide users through the 
process of completing PhIS application process. 

User will understand the following activities in detail: 

• KPK Drug Approval 

• KPK Item Assign 

1.3 Organized Sections 

These are the sections within this document: 

• Section 1 : Introduction 

• Section 2 : Application Standard Features 

• Section 3 : Maintenance (General) 

• Section 4 : Acronyms 

• Section 5 : Link to IWP Modules 
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2.0 Application Standard Features 

 
2.1 PhIS Legend 

 

Standard Legend 

 
Login  

 
Reset Login screen 

 
Logout  

 
Show Help 

 
Expand Menu 

 
Add/Create New Record 

 
Collapse Menu 

 
Calendar Icon 

 
Refresh Screen 

 
Cancel Data Entry 

 
Search Icon 

 

Mandatory Field 

 

Search Record 
 

Edit Record 

 
Close Window 

 
Save Record 

 
Close All Open Tabs 

 

Delete Record 

 

Close Screen 
 

Print Document 

 
Radio Button 

 
Context Menu 

 
Checkbox   

 
Note 

• To learn more about Login Information, kindly click Login Information Modules for descriptive STEP. 

 
 
 
 
 
 
 
 
 
 
 

file:///C:/Users/aaa/Done/HQ_U.MANUAL_IWP_LOGIN-v1.0.pdf
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3.0 Special Approval Medicine (Approval) 

Overview 

The module will provide a portal for configuration guide for the user which describe the basic and advance 
featured available on the system for KPK. This featured allow user to view, key in the relevant data and approve 
or reject the transaction. 

 

User Group 

This module is intended for BPF users (subject to user assigned by the BPF) 

 

Functional Diagram 

 

3.0 

KPK Approval

3.1

KPK Special Drug 

Approval

3.2

KPK Special Drug 

Item Assign

 
 

Figure 3.0-1 
 

Functional Description 

KPK Approval module comprises of two (2) main sub modules:  
 

• KPK Special Drug Approval 

KPK Special Drug Approval screen allows user to approve and fill the approved quantity for KPK Drug 
Approval.  

 

• KPK Special Drug Item Assign 

KPK Special Drug Item Assign screen allow user to choose the Item Code for KPK Drug that has been 
approved at KPK Special Drug Approval screen. 
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3.1 Special Approval Medicine 

This function is used to approve special medicine request from the facility and recommend item 
code for the approved drug. 

3.1.1 Special Approval Medicine Approval 

This function is used to approve special medicine request from the facility 

 

Approval Process – Secretariat 
 

 

Figure 3.1.1-1 Task List 
 
Note 
User have option to Click on the Transaction No hyperlink and the Special Approval Medicine screen will be 
displayed as shown in the Figure 3.1.1-3 to proceed Secretariat task. 
 

 

Figure 3.1.1-2 Special Approval Medicine List Page 
 
STEP 1 
Click on ‘Special Approval Medicine’ followed by ‘Special Approval Medicine’.  
 
STEP 2 
These search criteria can be used to search for existing Special Approval Medicine records: 

a) Facility Request No 
b) PPF Register No 
c) Drug Name 
d) Request Type 
e) Submission Date 
f) Status 
g) Facility Name 

 
 



 

 
PhIS & CPS Project 

User Manual – Special Approval Medicine (Approval) 
 

 

 

 

HQ_U.MANUAL_IWP_SPECIAL APPROVAL MEDICINE (APPROVAL)-12th E                      Page 5 

 
Note 
It is recommended to set search ‘Status’ to ‘Send for Approval’ if there are too many search results 
 
STEP 3 

Click on the  button. The result(s) display will be based on the entered criteria. 
 
STEP 4 
Double click on the selected record and the details of the Special Approval Medicine will be displayed as Figure 
3.1.1-2 
 

 

Figure 3.1.1-3 Special Approval Medicine Edit Page 
 
STEP 5 

Click on the  button to edit the Special Approval Medicine screen and fill all the criteria with mandatory 

flag  
 
Note 

• User is allowed to enter the value of drug assignment even request status not yet ‘Approved by 
KPK/PKPF’. By default, status of drug assign as pending. 

• If request is by existing drug name, drug name will be displayed in drug description. User is not allowed 
to change this value. 

• If request is by ‘new drug’, user has to assign new drug name. Once assign and click on save button for 
request status as ‘‘Approved by KPK/PKPF’, status will change to ‘Completed’. This status will reflect in 
‘KPK Special Drug Item Assign’ screen. 

• Once completed, user is not allowed to change the drug and item. No changes for existing function in 
‘KPK Special Drug Item Assign. 

• ‘Prepacking item’ will be exclude from item code assignment list. User should not assign prepacking item 
as KPK item 

• User able to click on  button for incomplete application 

• Click on  button to reject application 
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• Click on  button to view additional information added by facility for 

incomplete application. Button will be highlighted in blue  if any details 
added by user at facility 

 
STEP 6 
Enter the Serial No column 
 
Note 

• User is allowed to enter the Serial No column, its free text with maximum 300 characters. This value will 
be maintained by HQ. Same fields will be displayed in Facility as read-only. 

 
STEP 7 
Enter the Approved Indication column 
 
Note 
User is allowed to enter the 'Approved Indication'. Free text with maximum 300 characters. This value will be 
maintained by HQ. Same fields will be displayed in Facility as read-only. 
 

 

Figure 3.1.1-3 KPK Special Drug Approval 
 
STEP 8 
Enter the Approved Quantity column 

 

 

Figure 3.1.1-4 Secretariat Review 
 
STEP 9 
Enter Remarks, JKKU Approval and Date accordingly 
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Figure 3.1.1-5 Special Approval Medicine 
 
STEP 10 

Click on the  button to save the record 
 
Note 

Record will save when user click on the  button as shown in Figure 3.1.1-6 
 

 

Figure 3.1.1-6 Information Message 
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Figure 3.1.1-7 Special Approval Medicine 
 
STEP 11 

Click on the  button to approve the record. 
 
Note 

• Confirmation message will be display as shown in Figure 3.1.1-8, click on  button 
 

 

Figure 3.1.1-8 Confirmation Message 
 

• Status will be updated to ‘Pending Ketua Seksyen Recommendation’ and status will be sync back to 
facility 

• All field disabled for secretariat 

• Request will flow to Ketua Seksyen for recommendation 
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Approval Process – Ketua Seksyen 
 

 

Figure 3.1.1-9 Task List 
 
Note 
User have option to Click on the Transaction No hyperlink and the Special Approval Medicine screen will be 
displayed as shown in the Figure 3.1.1-11 to proceed Ketua Seksyen task. 
 

 

Figure 3.1.1-10 Special Approval Medicine 
 
STEP 1 
Click on ‘Special Approval Medicine’ followed by ‘Special Approval Medicine’.  
 
STEP 2 
These search criteria can be used to search for existing Special Approval Medicine records: 

a) Facility Request No 
b) PPF Register No 
c) Drug Name 
d) Request Type 
e) Submission Date 
f) Status 
g) Facility Name 

 
Note 
It is recommended to set search ‘Status’ to ‘Pending Ketua Sekyen Recommendation’ if there are too many 
search results 
 
STEP 3 

Click on the  button. The result(s) display will be based on the entered criteria. 
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STEP 4 
Double click on the selected record and the details of the Special Approval Medicine will be displayed as Figure 
3.1.1-11 
 

 

Figure 3.1.1-11 Special Approval Medicine 
 
STEP 5 

Click on  button to edit the record 
 
Note 

If user click on  button, status will be updated to ‘Not Processed’ and status will be sync 
back to facility 
 

 

Figure 3.1.1-12 Ketua Seksyen Review 
 
STEP 6 
Enter Remarks, Recommendation and Date accordingly 
 
Note 
‘Approve By’ value will be defaulted based on request criteria, however ‘Ketua Seksyen’ still able to change 
the value: 

- Pengarah Amalan & Perkembangan Farmasi (Pegarah A&P) 
- Pengarah Kanan Perkhidmatan Farmasi (PKPF) 
- Ketua Pengarah Kesihatan (KPK) 
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Figure 3.1.1-13 Special Approval Medicine 
 
STEP 7 

Click on  button to save the record 
 
Note 

Record will save when user click on the  button as shown in Figure 3.1.1-14 
 

 

Figure 3.1.1-14 Information Message 
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Figure 3.1.1-15 Special Approval Medicine 
 
STEP 8 

Click on the  button to approve the record. 
 
Note 

• Confirmation message will be display as shown in Figure 3.1.1-16, click on  button 
 

 

Figure 3.1.1-16 Confirmation Message 
 

• Status will be updated to ‘Pending Endorsement by TP’ and status will be sync back to facility 

• Ketua Seksyen still able to change ‘Approval By’ value to another user after assigned if the status still 
‘Pending Endorsement by TP’ 

• Request will flow to Timbalan Pengarah for endorsement 
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Approval Process – Timbalan Pengarah 
 

 

Figure 3.1.1-17 Task List 
 
Note 
User have option to Click on the Transaction No hyperlink and the Special Approval Medicine screen will be 
displayed as shown in the Figure 3.1.1-19 to proceed Timbalan Pengarah task. 
 

 

Figure 3.1.1-18 Special Approval Medicine 
 
STEP 1 
Click on ‘Special Approval Medicine’ followed by ‘Special Approval Medicine’.  
 
STEP 2 
These search criteria can be used to search for existing Special Approval Medicine records: 

a) Facility Request No 
b) PPF Register No 
c) Drug Name 
d) Request Type 
e) Submission Date 
f) Status 
g) Facility Name 

 
Note 
It is recommended to set search ‘Status’ to ‘Pending Endorsement by TP’ if there are too many search results 
 
STEP 3 

Click on the  button. The result(s) display will be based on the entered criteria. 
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STEP 4 
Double click on the selected record and the details of the Special Approval Medicine will be displayed as Figure 
3.1.1-19 
 

 

Figure 3.1.1-19 Special Approval Medicine 
 
STEP 5 

Click on  button to edit the record 
 

 

Figure 3.1.1-20 Timbalan Pengarah Review 
 
STEP 6 
Enter Remarks and Date accordingly 
 
Note 

• Action By value will be defaulted to Timbalan Pengarah name 

• Date will be defaulted to current date during endorsement 
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Figure 3.1.1-21 Special Approval Medicine 
 
STEP 7 

Click on  button to save the record 
 
Note 

Record will save when user click on the  button as shown in Figure 3.1.1-22 
 

 

Figure 3.1.1-22 Information Message 
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Figure 3.1.1-23 Special Approval Medicine 
 
STEP 8 

Click on the  button to endorse the record. 
 
Note 

• Confirmation message will be display as shown in Figure 3.1.1-24, click on  button 
 

 

Figure 3.1.1-24 Confirmation Message 
 

• Status will be updated base on Approval By value selected as below: 
- Pengarah Amalan & Perkembangan Farmasi (Pengarah A&P) 

o Status will be updated to ‘Pending Pengarah A&P Approval’ 
o Task list will be created for ‘Pengarah A&P’, Type = ‘Special Drug Request Approval’ with 

status ‘Pending Pengarah A&P Approval’ 
- Pengarah Kanan Perkhidmatan Farmasi (PKPF) 

o Status will be updated to ‘Pending PKPF Approval’ 
o Task list will be created for ‘PKPF’, Type = ‘Special Drug Request Approval’ with status 

‘Pending PKPF Approval’ 
- Ketua Pengarah Kesihatan (KPK) 

o Status will be updated to ‘Pending KPK Approval’ 
o Task list will be created for ‘KPK’, Type = ‘Special Drug Request Approval’ with status ‘Pending 

KPK Approval’ 
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Approval Process – Pengarah Amalan & Perkembangan Farmasi (Pegarah A&P) 
 

 

Figure 3.1.1-25 Task List 
 
Note 
User have option to Click on the Transaction No hyperlink and the Special Approval Medicine screen will be 
displayed as shown in the Figure 3.1.1-27 to proceed Pengarah Amalan & Perkembangan Farmasi task. 
 

 

Figure 3.1.1-26 Special Approval Medicine 
 
STEP 1 
Click on ‘Special Approval Medicine’ followed by ‘Special Approval Medicine’.  
 
STEP 2 
These search criteria can be used to search for existing Special Approval Medicine records: 

a) Facility Request No 
b) PPF Register No 
c) Drug Name 
d) Request Type 
e) Submission Date 
f) Status 
g) Facility Name 

 
Note 
It is recommended to set search ‘Status’ to ‘Pending Pengarah A&P Approval’ if there are too many search 
results 
 
STEP 3 

Click on the  button. The result(s) display will be based on the entered criteria. 
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STEP 4 
Double click on the selected record and the details of the Special Approval Medicine will be displayed as Figure 
3.1.1-27 
 

 

Figure 3.1.1-27 Special Approval Medicine Report 
 
STEP 5 

Click on  button to view details of request 
 

 

Figure 3.1.1-28 Special Approval Medicine 
 
STEP 6 

Click on  button to edit the record 
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Figure 3.1.1-29 Pengarah A&P Review 
 
STEP 7 
Enter Remarks, Attachment and Date accordingly 
 

 

Figure 3.1.1-30 Special Approval Medicine 
 
STEP 8 

Click on  button to save the record 
 
Note 

Record will save when user click on the  button as shown in Figure 3.1.1-31 
 

 

Figure 3.1.1-31 Information Message 
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Figure 3.1.1-32 Special Approval Medicine 
 
STEP 9 

Click on  button to close the detail 
 

 

Figure 3.1.1-33 Special Approval Medicine Report 
 
STEP 10 

Click on  button to approve the record 
 
Note 

• Confirmation message will be display as shown in Figure 3.1.1-34, click on  button 
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Figure 3.1.1-34 Confirmation Message 
 

• Once click on yes button, information message will be shown in Figure 3.1.1-35 
 

 

Figure 3.1.1-35 Information Message 
 

• Status will be updated to ‘Approved by KPK/PKPF/Pengarah A&P’ 

• If user click on  button, status will be updated to ‘Reject by KPK/PKPF/Pengarah A&P’ and 
status will be sync back to facility 

• All field will be disabled 
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Approval Process – Pengarah Kanan Perkhidmatan Farmasi (PKPF) 
 

 

Figure 3.1.1-36 Task List 
 
Note 
User have option to Click on the Transaction No hyperlink and the Special Approval Medicine screen will be 
displayed as shown in the Figure 3.1.1-38 to proceed Pengarah Kanan Perkhidmatan Farmasi task. 
 

 

Figure 3.1.1-37 Special Approval Medicine 
 
STEP 1 
Click on ‘Special Approval Medicine’ followed by ‘Special Approval Medicine’.  
 
STEP 2 
These search criteria can be used to search for existing Special Approval Medicine records: 

a) Facility Request No 
b) PPF Register No 
c) Drug Name 
d) Request Type 
e) Submission Date 
f) Status 
g) Facility Name 

 
Note 
It is recommended to set search ‘Status’ to ‘Pending PKPF Approval’ if there are too many search results 
 
STEP 3 

Click on the  button. The result(s) display will be based on the entered criteria. 
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STEP 4 
Double click on the selected record and the details of the Special Approval Medicine will be displayed as Figure 
3.1.1-38 
 

 

Figure 3.1.1-38 Special Approval Medicine Report 
 
STEP 5 

Click on  button to view details of request 
 

 

Figure 3.1.1-39 Special Approval Medicine 
 
STEP 6 

Click on  button to edit the record 
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Figure 3.1.1-40 PKPF Review 
 
STEP 7 
Enter Remarks, Attachment and Date accordingly 
 

 

Figure 3.1.1-41 Special Approval Medicine 
 
STEP 8 

Click on  button to save the record 
 
Note 

Record will save when user click on the  button as shown in Figure 3.1.1-42 
 

 

Figure 3.1.1-42 Information Message 
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Figure 3.1.1-43 Special Approval Medicine 
 
STEP 9 

Click on  button to close the detail 
 

 

Figure 3.1.1-44 Special Approval Medicine Report 
 
STEP 10 

Click on  button to approve the record 
 
Note 

• Confirmation message will be display as shown in Figure 3.1.1-45, click on  button 
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Figure 3.1.1-45 Confirmation Message 
 

• Once click on yes button, information message will be shown in Figure 3.1.1-46 
 

 

Figure 3.1.1-46 Information Message 
 

• Status will be updated to ‘Approved by KPK/PKPF/Pengarah A&P’ 

• If user click on  button, status will be updated to ‘Reject by KPK/PKPF/Pengarah A&P’ and 
status will be sync back to facility 

• All field will be disabled 
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Approval Process – Ketua Pengarah Kesihatan (KPK) 
 

 

Figure 3.1.1-47 Task List 
 
Note 
User have option to Click on the Transaction No hyperlink and the Special Approval Medicine screen will be 
displayed as shown in the Figure 3.1.1-49 to proceed Ketua Pengarah Kesihatan task. 
 

 

Figure 3.1.1-48 Special Approval Medicine 
 
STEP 1 
Click on ‘Special Approval Medicine’ followed by ‘Special Approval Medicine’.  
 
STEP 2 
These search criteria can be used to search for existing Special Approval Medicine records: 

a) Facility Request No 
b) PPF Register No 
c) Drug Name 
d) Request Type 
e) Submission Date 
f) Status 
g) Facility Name 

 
Note 
It is recommended to set search ‘Status’ to ‘Pending KPK Approval’ if there are too many search results 
 
STEP 3 

Click on the  button. The result(s) display will be based on the entered criteria. 
 
 
 



 

 
PhIS & CPS Project 

User Manual – Special Approval Medicine (Approval) 
 

 

 

 

HQ_U.MANUAL_IWP_SPECIAL APPROVAL MEDICINE (APPROVAL)-12th E                      Page 28 

 
STEP 4 
Double click on the selected record and the details of the Special Approval Medicine will be displayed as Figure 
3.1.1-49 
 

 

Figure 3.1.1-49 Special Approval Medicine Report 
 
STEP 5 

Click on  button to view details of request 
 

 

Figure 3.1.1-50 Special Approval Medicine 
 
STEP 6 

Click on  button to edit the record 
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Figure 3.1.1-51 KPK Review 
 
STEP 7 
Enter Remarks, Attachment and Date accordingly 
 

 

Figure 3.1.1-52 Special Approval Medicine 
 
STEP 8 

Click on  button to save the record 
 
Note 

Record will save when user click on the  button as shown in Figure 3.1.1-53 
 

 

Figure 3.1.1-53 Information Message 
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Figure 3.1.1-54 Special Approval Medicine 
 
STEP 9 

Click on  button to close the detail 
 

 

Figure 3.1.1-55 Special Approval Medicine Report 
 
STEP 10 

Click on  button to approve the record 
 
Note 

• Confirmation message will be display as shown in Figure 3.1.1-56, click on  button 
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Figure 3.1.1-56 Confirmation Message 
 

• Once click on yes button, information message will be shown in Figure 3.1.1-57 
 

 

Figure 3.1.1-57 Information Message 
 

• Status will be updated to ‘Approved by KPK/PKPF/Pengarah A&P’ 

• If user click on  button, status will be updated to ‘Reject by KPK/PKPF/Pengarah A&P’ and 
status will be sync back to facility 

• All field will be disabled 
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Print Permit - Secretariat 
 

 

Figure 3.1.1-58 Task List 
 
Note 
Print permit task list will be displayed for request that has been approved by KPK/PKPF or Pengarah A&P  
 
STEP 1 
Click on transaction number to view record 
 

 

Figure 3.1.1-59 Special Approval Medicine 
 
STEP 2 

Click on  button to print out special approval medicine permit 
 
Note 

Task list will be removed once user click on  button 
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Figure 3.1.1-60 Print Permit 
 
Note 

• To print permit user able to choose three type of permit as shown in Figure 3.1.1-60 

• User able edit or change Requester Name, Drug Name, Approved Quantity, Manufacturer, Supplier and 
Date. All the details will appear in the permit after saving the record 

• Click on the  button to print standard permit as shown in Figure 3.1.1-61 below. 
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Figure 3.1.1-61 KPK Permit – Standard 
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• Click on the  button to print lot release permit as shown in Figure 3.1.1-62 below. 
 

 

Figure 3.1.1-62 KPK Permit – Lot Release 
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• Click on the  button to print psychotropic drugs as shown in Figure 3.1.1-63 below. 
 

 

Figure 3.1.1-63 KPK Permit – Psychotropic Drugs 
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Print Request Form 
 

 

Figure 3.1.1-64 Special Approval Medicine 
 
STEP 1 

Click on  button to print special approval medicine form 
 
Note 
Once click on special approval medicine record will be display as shown in Figure 3.1.1-65, Figure 3.1.1-66 
and Figure 3.1.1-67 as below 
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Figure 3.1.1-65 Special Approval Medicine Form Page 1 
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Figure 3.1.1-66 Special Approval Medicine Form Page 2 
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Figure 3.1.1-67 Special Approval Medicine Form Page 3 
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3.1.2 Special Approval Medicine Assignment 

This function is used to assign KPK Drug Item 

  

 

Figure 3.1.2-1 Special Approval Medicine Assignment List Page 
 
STEP 1 
Click on ‘Special Approval Medicine’ followed by ‘Special Approval Medicine Assignment’. 
 
STEP 2 
These search criteria can be used to search for existing Special Approval Medicine Assignment: 

a) PPF Register No 
b) Facility Name 
c) Drug Name 
d) Approve Date 
e) Status 

 
Note 
It is recommended to set ‘Status’ to ‘Pending’ if there are too many search results 
 
STEP 3 

Click on the button. The result(s) display will be based on the entered criteria. 
 
STEP 4 
Double click on the selected record and the details of the Special Approval Medicine Assignment will be 
displayed as Figure 3.1.2-2. 
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Figure 3.1.2-2 Drug Code Assignment 
 
STEP 5 

Click on the  button to edit the Special Approval Medicine Assignment screen and fill the compulsory 
  

 

Figure 3.1.2-3 Drug Code Assignment 
 
STEP 6 
Click on the dropdown box to choose Item Code 
 
STEP 7 

Click on the  button to save the record for the Special Approval Medicine Assignment 
 
Note 

• After saved, the status will be updated to Completed. Once completed, status will be sent to facility with 
updated drug information. 

• Record will save when user click on the button as shown in Figure 3.1.2-4 
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Figure 3.1.2-4 Information Message 
 

• Click on the  button to close the Special Approval Medicine Assignment screen. 
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4.0 Acronyms 

 

Abbreviation Definition 

MOH Ministry of Health 

KKM Kementerian Kesihatan Malaysia 

PhIS Pharmacy Information System 

CPS Clinical Pharmacy System 

PKU Packaging Keeping Unit  

SKU Store Keeping Unit 

BPF Bahagian Perkhidmatan Farmasi 

NPRA National Pharmaceutical Regulatory Agency 

 

5.0 Links to IWP Modules 

 

No Module PDF Links 

1 Notification Click Here 

2 Frequency Asked Question Click Here 

3 Drug Information Click Here 

4 Contract Click Here 

5 KPK Approval Click Here 

6 Maintenance – Pharmacy Click Here 

7 Maintenance – Inventory Click Here 

8 Maintenance – General Click Here 

9 Maintenance – HQ Security Click Here 
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