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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 excellence. 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:

Order Management

Inpatient Pharmacy

Outpatient Pharmacy

Medication Counselling

Ward Pharmacy

Pharmacy Inventory

Manufacturing of Cytotoxic Drug Reconstitution (CDR), Parenteral Nutrition (PN), IV Admixture &
Eye Drop , Radiopharmaceuticals and Extemporaneous
Adverse Drug Reaction & Drug Allergic Card (ADR & DAC)
Clinical Pharmacokinetics Services (TDM)

10. Drug Information & Consumer Education (DICE)

11. Medication Therapy Adherence Clinic (MTAC)

12. Data Mining (PhARM)

No oMb

© ®©

1.2 Purpose and Objectives

This user manual outlines the Pharmacy Inventory (Stock Taking and Verification) sub-module and its
key features and functionalities. The primary objective is to guide users through the process of
completing PhIS application process.

User will understand the following activities in details:

o Generate Physical Checking report
. Create Count Sheet and Count Sheet Approval
. Create Stock Adjustment and Stock Adjustment Approval

1.3 Organized Sections

These are the sections within this document:

Section 1 : Introduction

Section 2 : Application Standard Features
Section 3 : Stock Taking and Verification
Section 4 : Acronyms

U.MANUAL_INV_STOCK TAKING_VERIFICATION- 61" E Page 1
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Application Standard Features

PhIS Legend

Standard Legend

LOGIN

Login to PhIS

Logout

Logout from PhIS

Change Password

Change Login Password

Reset Login Screen

Expand Menu

Collapse Menu

Display Home Tab

Expand Module

Collapse Module

Close All Open Tabs

B o @
EIE Il

*“.IEEGEI

Refresh Screen Q, Search Search Record
-+ ‘ Add/Create New Record Show Help
@ Print Mandatory Field
|@| Calendar Icon |2 Search Icon
@ Close Window Radio Button
] Checkbox V4 Edit Record
Cancel Delete Record
(@ovmnosc | o Open Reporti
"4 Add ltem 1 Add Item to the list | i Delete ] Delete Item from the list
, (= Request ] Request for Approval @+ Cancel Request Cancel the Request
_r & Approve \ Approve Transaction @ Reject ‘ Reject Transaction
A Send for Approval ‘ Send for Approval | v | Dropdown Box

Automatically Display/Retrieve
Box

Empty Text Box

U.MANUAL_INV_STOCK TAKING_VERIFICATION- 6t E
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Module Legend

& KEWPS-14 |

View/Print KEW.PS-14

& KEWPS-17

View/Print KEW.PS-17

Note

e To learn more about Login Information, kindly click Login Information Modules for descriptive step.
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2.2 Latest Enhancement and Updates

Latest Functions

Page
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3.0 Stock Taking

Overview

Stock-taking or inventory checking is the physical verification of the quantities and condition of items held in an
inventory. This may be done to provide an audit of existing stock valuation. It is also the source of stock discrepancy
information. Stock-taking may be performed as an intensive annual check or may be done continuously by means of a

cycle count.

User Group

This module is intended for Storekeeper and Pharmacists at the Pharmacy Store, Pharmacist and Assistant Pharmacist

PhIS & CPS Project
User Manual — Pharmacy Inventory
Stock Taking and Verification

at the Sub Store; Sister and Nurse at the unit/ward. (Subject to user assigned by the facility).

Functional Diagram

3. Stock Taking

A

3.1 3.2 33
Physical ' Stock
Checking ot e Adjustment

3.1.1 3.2.1 3.3.1
|y Search existing N Search existing Search existing
Physical Count Sheet R g Stock
Checking record record Adjustment
record
3.1.2 3.2.2 332
Generate new Create new o
> Physical ™ Count Sheet Create new Stock
Checking List record > Adjustment
= record: Stock
Taking
3.2.3
L»  Count Sheet 333
Approval Create new Stock
—»  Adjustment
record: Routine
Checking
3.34
Stock
> Adjustment
Approval
Figure 3.0-1
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Functional Description

Stock Taking and Verification comprises of three (3) main functions:

Physical Checking
To generate a list of items to be proceed with stock count based on several criteria(s) selected.

Count Sheet
Stock counts from the Physical Checking activities will be uploaded into the Count Sheet. The available quantity
of stock in the system will be compared to the actual physical quantity of items in store.

Stock Adjustment
To adjust the quantity of stock in the system to be match with physical quantity of stock in store.

3.1 Physical Checking
The function of this Physical Checking screen is to generate a list of items to proceed with the Stock
Taking process.

3.1.1 Search Existing Physical Checking Record
This page will display all existing Physical Checking record(s).

% PHARMACY INFORMATION SYSTEM

HOSPITAL PAKAR SULTANAH FATIMAH, MUAR Logout
€l Invento g
v E Home | Physical Checking * :

O Slow Moving Item ST14000011 ALL 12/0312014
2 ol Stock Taking and Venification | = | 5744000010 ALL 12/0312014
Physical Checkin
y 9 5T14000000 ALL 1210372014
Count Sheet
ST14000008 ALL 12/0312014

O Finance

PHYSICAL CHECKING

O Procurement

© Store Inventory | E]
G Indent
5 Buffer Level Stock Taking No | 2| @ @
Ol Disseminate i /2 s »i —
O Expiration and Condemn
o Issue Stock Taking No * ltem Group % Created Date *
o Penalty
G Pre-Packing =| | 12000010 ALL 13/03/2014
2 Product Complaints ] ST14000012 ALL 131032014
Ol Quarantine E
o Recall Product ST14000016 AL 13/0312014
5 Receive ltiem 5714000015 ALL 13/03/2014
O Returned item 5T14000012 ALL 13/03/2014

Adjustment
Ol Stock Transfer Z

Figure 3.1-1 Physical Checking Listing Page

STEP 1
Click on ‘Inventory’ menu followed by ‘Store Inventory’ sub-menu

STEP 2
Click on ‘Stock Taking and Verification’

STEP 3
Click on ‘Physical Checking’

STEP 4
To search an existing Physical Checking record(s), user may search by Stock Taking No

STEP 5
Click on the button after input of criteria.

U.MANUAL_INV_STOCK TAKING_VERIFICATION- 6t E Page 6
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3.1.2 Generate New Physical Checking List

The Physical Checking report will be printed out. User then need to transcribe/upload the Physical
Quantity and the Bin Card Quantity back into the system.

PHARMACY INFORMATION SYSTEM .. ——....

e B
a Invenlory! j ! o

Ol Disseminate

C) Expiration and Condemn
O lIssue

O Penalty

HOSPITAL PAKAR SULTANAH FATIMAH, MUAR

Home | Physical Checking = :

1 2 v »

Stock Taking No = Item Group B

Change Password Logout

O Finance
PHYSICAL CHECKING
L] Procurement
¥l Store Inventory | | n
O Indent
5 Buffer Level Stock Taking No | 2|

Created Date

[1-10/14]

STEP 2
Click on ‘Stock Taking

STEP 3

STEP 4

Click on ‘Inventory’ menu followed by ‘Store Inventory’ sub-menu

and Verification’

Click on ‘Physical Checking’

" i
O Pre-Packing | | sT14000019 ALL 131032014
O Product Complaints . | sT14000012 ALL 13/03/2014
[ Quarantine b
ST14000016 ALL 1310312014
O Recall Product
o Receive ltem ST14000015 ALL 1310312014
O Returned ltem 5T14000012 ALL 130312014
( 2 Slow Moving ltem ST14000011 ALL 12/0312014
k Taking and Verification | — | sT14000010 ALL 1210372014
hysical Checking ST14000000 ALL 12/03/2014
Count Sheet
5T14000008 ALL 1210312014
Adjustment
Ol Stock Transfer 52
Figure 3.1.2-1 Create Physical Checking record

Click on the E button to create a new Physical Checking transaction as shown in Figure 3.1.2-1
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'HY SICAL CHECKING

PHYSICAL CHECKING INFORMATION

tock Taking No | | Created Date (111030015 113418 AM |

nit Name ‘UNIT FARMAS| BEKALAN WAD ‘ Item Group DRUG v

em Description B Item Sub Class @

em Standard ®Yes O Nu@ Stock Available All - @
oM \:SKU ey ) Stock Taking Type {Ranuum |

Item Purchase o
reated By ‘ ‘ Type All V

PHYSICAL CHECKING ITEM LIST

M pelete 1tem | Add lem

Brand Packaging..
Code Description”

Quarantine, | Expired .| Total Stock Store .

[ | Item Codes Item Description & SKU = Batch No Brand Name dQuantity”| Quantity ~| Available Location ~

Stock
Expiry Date | Available
(SKU)

No Records Found!

Figure 3.1.2-2 New Physical Checking record

e Unit Name is defaulted to the unit as per user login ID

e Created By will display First Name and Last Name set in the User Profile.

e Created Date is default to the system Date/Time.
e Stock Taking Type is defaulted to Random.

STEP 5

Select Item Group from the drop down box:
- Drug
- Non Drug

STEP 6
Select Item Sub Class

STEP 7

Select Stock Available from drop down box
- All (Default)
- Stock
- Without Stock

Note

e Quantity Available = Stock, available quantity of items in store # 0.

e Quantity Available = Without Stock, available quantity of items in store = 0.
STEP 8

Select ‘Yes’ or ‘No’ radio button for Item Standard.

Note
The radio button will be based on user access rights:

- Level-1 (Pharmacy Store) user:
Only ‘Yes’ radio button will be enabled as Pharmacy Store does not store nonstandard item.

- Level-2 (Sub-store) and Level-3 (Unit/Ward) user:
Both the buttons will be enabled for the user to choose as both Standard and nonstandard items are stored
as stock.

U.MANUAL_INV_STOCK TAKING_VERIFICATION- 61" E Page 8
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Item Code Item Description

Drug/Non-Drug Code Drug/Non-Drug Name

- Stock Average
Conversio. | Available | Unit Price
(PKU) (RM)

" - Stock
Item Sub - Expiry . Packaging . - .
Class Batch No. | Brand Namer Date | Description Av(l::l;]h)lev

[} qug;:dne-nruu Drug/Non-Drug Name: Item Description $

Figure 3.1.2-3 Screen after “Add Item” button clicked.

ADD PHYSICAL CHECKING ITEM

@ |Bjlej x|
Item Code Item Description

Drug/Non-Drug Code Drug/Non-Drug Name

{642 » ¥ [1-10/6417]
D“’D’CN:‘;:D"'“ Drug/Non-Drug Name Item Code = Item Description s Batch No2| Brand Name: Eﬁ‘a“ti? s g:::gpg‘ii'g B A\lsa‘?l;::lec cr‘l"F':g:ir"c Avsatiolac;le lﬁ.ﬁgg;
(SKU) {PKU) (RM)
e e = e R
el e T L R R S R e
o g e oumanam: | g | e w000 iy IS |y 0w m mm| ase
PAIBFOT000TY | acarbase 50 mg Tabist RDBFORON0 | acarbose 50 my Tablet LB0etCE  yigng GARBOSE | 10/10/2017 | Box of 100 tab ] 100 000| 107200
esooooT ( 3 50 mg Tablet AOBFONIN0 | acarbose 50 mg Tablet TanletiCar | zagnt GARBOSE | 31/01/2018 | Box of 100 tab 0 100 000| 107300
pANBR1ODOTY | scarbose 50 mg Tablet HIOBFOVRE | Acarvose 50 m Tavier aletCaP | 78002 | GARBOSE | 280022018 | Box of 100 tals 0 100 000| 107300
paMBR 10001 | pcarbose 50 mg Tablet OB | Acarbose 50 mg Tablet LabletCaP | 5760308 | DIBOSE 31/01/2018 | Box o7 100 tab 0 100 000| 107300
pANBR 1000 | scarbose 50 mo Tablet HIOBFOVRE | Acarvose 50 m Tavier aletCaP | 5779221 | DIBOSE 30/0472018 | Box of 100 tab 4789 100 4739 107300

Figure 3.1.2-4 Search Drug / Item screen

STEP 9

Select Item Purchase Type (optional) from dropdown box or select all item from click select all check box option
- APPL
- LP
- Contract

STEP 10

Click on the | Additem |

button

Note
A screen will appear as shown in Figure 3.1.2-3.

U.MANUAL_INV_STOCK TAKING_VERIFICATION- 61" E Page 9
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STEP 11
Enter one or more description as shown in criteria such as below
- Item Code
- Item Description
- Drug/Non-Drug Code
- Drug/Non-Drug Name

STEP 12

STEP 13

Check to select on the drug(s) required to do physical checking and click

PHYSICAL CHECKING

PHYSICAL CHECKING INFORMATION

Search
Click on the button to search items to be added into the Physical Checking record.

to proceed to the next step

Type

Stock Taking No ‘ ‘ Created Date |’124‘03i2015 10:37:14 AM

Unit Name ‘Pharma:y Item Group DRUG \ 4
Item Description pe Item Sub Class 4
Item Standard ® Yes No Stock Available All v
UoM PKU v Stock Taking Type | Random

Created By ‘ ‘ Item Purchase Al =

PHYSICAL CHECKING ITEM LIST

| M Delete 1tem ‘ 4 Add ltem

e Stock Taking No. will be generated for future reference.

e Click on the button in Figure 3.1.2-6.
e Click on the button in Figure 3.1.2-7.

1 /1 [1-2/2]
o Stock - -
~ S ~ ~ Brand Packaging.. © p Quarantine, | Expired .| Total Stock Store .
Item Code= Item Description | PKU % Batch No Brand Name Code Description’ Expiry Date A‘(’I‘:uable d Quantity”| Quantity *| Available Location *
C08CAD100 Box of 100
[] | 0T1002XX.0 | Amlodipine 10 mg Tablet box BE05527 | NO BRAND uo7s la?:x o 31/05/2017 450.00 0.00 0.00 450.00 | -
1
C0&CAD100 Box of 100
[[] |0T1002XX.0 | Amlodipine 10 mg Tablet box 2482215 | NO BRAND uo7s tab 311212015 9.00 0.00 0.00 9.00 |-
1
< >
Figure 3.1.2-5 Save Physical Checking record
STEP 14
Click on the button to save the Physical Checking record
Note

U.MANUAL_INV_STOCK TAKING_VERIFICATION- 61" E
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- a
CONFIRMATION

@'« CONF0002: Are you sure you want to save?

Figure 3.1.2-6 Save Record?

INFORMATION
@ INFO0679: Record has been saved successfully

Figure 3.1.2-7 Message Information

PHYSICAL CHECKING

(15 (15)

PHYSICAL CHECKING INFORMATION

Stack Taking No ‘STWEDDUDGE | Created Date |4121034‘2D15 10:44:40 AM

Unit Name ‘Pharmacy | Item Group [DRUG v
Item Description [ B Item Sub Class [ L4
ltem Standard ®ves No Stock Available [Au -
uom [PKU - Stock Taking Type | Random

Item Purchase
Created By | Tone [Au =
1 /1 [1-2/2]

Stock

Expiry Datet| Available = Quarantined. Expired .| Total Stock. Store .

Brand .| Packaging.

Item Code % Item Description = PKU 3 Batch No +| Brand Name#

Code | Description™ (PKU) Quantity ~| Quantity ™| Available | Location ™
COSCANIO00 | Amlodipine 10 mg Tablet box BE0SS27 | NOBRAND | UOTS Boxof100 | 31012017 45000 0.00 0.00 45000 -
C03CAD1000 . Box of 100
oot | Amlodipine 10 mg Tablet box 2482215 | NOBRAND | UD7S Doxo 311202015 9.00 0.00 0.00 800 -
< >

Figure 3.1.2-8 Print report
STEP 15

@

Click on the button to view and print the physical checking report

Note
The report generated is as shown in Figure 3.1.2-9.

U.MANUAL_INV_STOCK TAKING_VERIFICATION- 6t E Page 11
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KEMENTERIAN KESIHATAN MALAYSIA

Hospital Kulim

PHYSICAL CHECKING LIST

Figure 3.1.2-9 Physical Checking List report

ITEM GROUP DRUG UNIT NAME Pharmacy
uomMm PKU CREATED DATE : 12/03/2015
STOCK TAKING NO : S5T15000003 ITEM STANDARD STANDARD
STOCK AVAILABLE : ALL STOCK TAKING TYPE : RANDOM
No Item Code Item Description Packaging Description | SKUPKU | BatchNo | Srond ‘“a‘;’l"r;';; Expiry Date E:m a'a'::mt';“ gz‘;’nﬁ; Bai‘:‘aﬁ'h’: i
T[CPBCADTOROTT0C2XX [Amiodpine 10mg Tabiet [Box o 100 ab Box E= T T B000| 31062017 000 700
[ COBCADTO00T T00ZX0K | Amiodipine 10 mg Tablet [Box of 100 1ab Box THETS |NO T00| 3122015 u.q 700
o1 BRAND
DISEDIAKAN OLEH: [DILULUSKANTIDAK DILULUSKAN)
Nama Nama
Jawatan Jawatan
Unit Unit
Jabatan Jabatan
Tarikh Tarikh
Printed : 12/03/2015 Printed By : Zakiah bt A.Rahman Unit Name : Pharmacy Source : PhIS
Page 1 of 1
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3.2 Count Sheet
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After the physical checking process is done, the available quantity and the bin card quantity for the
items listed in the Physical Checking List has to be transcribed/uploaded back into the PhIS Count

Sheet transaction.

The function of Count Sheet will be used to verify the quantity of physical stock is tallied with the quantity

of stock in the system.

3.2.1 Search existing Count Sheet record
The Count Sheet listing page will display all existing Count Sheet transactions.

To view existing Count Sheet record(s), perform the steps below:

! 7% PHARMACY INFORMATION SYSTEM &

Indent

COUNT SHEET
Buffer Level
Disseminate

Expiration and Condemn

Issue _ GCount Sheet No

Penalty

item Group
Pre-Packing

Product Complaints

Quarantine 1 j2 »

Recall Product

Bl | Home | CountSheet

(4)

HOSPITAL PAKAR SULTANAH FATIMAH, MUAR Logout
Store Inventory B

E3

Stock Taking Mo

All v Status

Gl

[1-10/15]

STEP 2

STEP 3
Click on ‘Count Sheet’

STEP 4

a) Count Sheet No.
b) Stock Taking No.
c) Item Group

- Drug

- Non Drug

- Al
d) Status

- Open

- Pending for Approval

- Rejected

- Verified

- Al

Click on ‘Inventory’ menu followed by ‘Store Inventory’ sub-menu

Click on ‘Stock Taking and Verification’

To search for existing Count Sheet record(s), user may search by criteria as follows:

Count Sheet No Stock Taking No Approved Date ltem Group Status
Receive ltem
| cs14000030 5T14000034 0310412014 Al Rejected =
Retumed Item
Slow Moving ftem = || cs14000028 5714000032 0310412014 NON-DRUG Approved
( 2 Stock Taking and Verification CS14000028 ST14000031 031042014 DRUG Approved
hysical Checking Gs14000027 ST14000023 26/0312014 DRUG Approved
TR ©514000025 5T14000019 - Al Open L
‘Adjustment =
C314000024 5714000018 - Al Pending for Approval
Stock Transfer
Adverse Drug Reaction C514000022 5714000016 - Al Open
Pharmacy Transaction Gs14000021 ST14000015 - Al Open
MAR — || cs14000020 ST14000012 B Al Open
Maintenance - | cs14000018 5714000011 - Al Open A

U.MANUAL_INV_STOCK TAKING_VERIFICATION- 61" E
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STEP 5

Click on the ek

button

Note

The results displayed will be based on the entered criteria as shown in Figure 3.2.1-1

&
@ PHARMACY INFORMATION SYSTEM

=]=] &l | Home
[ Home COUNT SHEET
[ Patient Management o

HOSPITAL PAKAR SULTANAH FATIMAH, MUAR

Count Sheet * | Physical Checking *

0 Order Management

@ Inventory Count Sheet No Stock Taking No. (

O Finance

Item Group |an v Status [An

O Procurement

© Store Inventory
O Indent
O Buffer Level
0 Disseminate

Approved Date

=)

Expiration and 4
: | cs16000004 30/08/2016

Condemn
0 lssue

Prepacking

Product Complaints

Quarantine

Recall Product

Notification

Receive ltem

Returned ltem

CooEBEBEE D

Slow Moving ltem
Stock Taking and
Verification

(]

Physical
Checking
Count Sheet
Adjustment
O Stock Transfer
0 Penalty

Item Group

[1-1/1
Status

Approved

Figure 3.2.1-2 Count Sheet Listing Page

STEP 6

Double click on the count sheet no. to view the existing transaction

Note
The results will be displayed as shown in figure 3.2.1-3

COUNT SHEET INFORMATION

& KEW.PS-17 | =) KEW.PS-14 E

Count Sheet No  [c516000061 Created Date (080172016 74735 PM
Stock Taking No Isn 6000082 2" uom [SKU

Unit Name [ Farmasi Kiinik Pakar - Rx Filing liem Sub Class |-

Item Group [DRUG \ Status [Approved

Stock Taking Type |’Randum | Reject Reason |

Created By | |

COUNT SHEET ITEM LIST

Item Code Item Description = % | Packaging Descriptions Batch No Expiry Date

30/04/2017

Box of 100 tab

A10BF01000T1001XX.01 | Acarbose 50 mg Tablet tablet

[1-1/1]

Stock Available (SKU)%| Quarantine Quanti

Figure 3.2.1-3 Count Sheet

U.MANUAL_INV_STOCK TAKING_VERIFICATION- 6t E
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3.2.2 Create new Count Sheet record

The initial person who created the count sheet record is known as the ‘Examiner’.
To generate a new Count Sheet record, perform the steps below

) PhIS & CPS Project
User Manual — Pharmacy Inventory mls

@ PHARMACY INFORMATION SYSTEM
HOSPITAL PAKAR SULTANAH FATIMAH, MUAR Logout
Store Inventory B [THome | Count Sheet »
Indent
COUNT SHEET
Buffer Level
Disseminate L+ ]
Expiration and Condemn
lssue | Gount Sheet No | ¥ Stock Taking Mo | ¥
Penalty ltem Group |an v Status | a1 v
Pre-Packing
Product Complaints ‘ e
Quarantine 1 [2 > ¥ [1-10/15]
Recall Product ) n "
Count Sheet No = Stock Taking No s Approved Date - ltem Group = Status -
Receive Item
| es14000030 ST14000034 0310412014 Al Rejected E
Returned ltem
Slow Moving ltem = CS14000029 ST14000032 03/04/2014 NON-DRUG Approved
2 Stock Taking and Verification CS14000028 ST14000031 0310412014 DRUG Approved
Physical Checking CS14000027 5714000023 261032014 DRUG Approved
Conpishey ©S14000025 ST14000019 - All Open L
Adjustment =
CS14000024 5714000018 - Al Pending for Approval
Stock Transfer
Adverse Drug Resction ©S514000022 5T14000016 - Al Open
Pharmacy Transaction ©S14000021 5T14000015 - Al Open
maR | cs14000020 5T14000012 o Al Open
Maintenance ~ | cs14o00018 5714000011 - Al Open E

Figure 3.2.2-1 Create Count Sheet
STEP 1
Click on ‘Inventory’ menu follow by ‘Store Inventory’ sub menu

STEP 2
Click on ‘Stock Taking and Verification’

STEP 3
Click on ‘Count Sheet’

STEP 4
Click on the II] button and the new Count Sheet screen will be displayed as shown in Figure 3.2.2-2

COUNT SHEET
COUNT SHEET TNFORMATION a

Count Sheet No [ \ Created Date (03412014 1:05:47 FM ]
Stock TakingNo | ST14000036 2 @ uom [sku |
Unit Name [sTOR FARMASI Item Sub-Group (- |
ltem Group [an ] Status [open ]
Stock Taking Type | Random | Reject Reason ‘ ‘
Created By [ |

Examiner (Stock Available (SKU})

Packaging .
Description ~

Quarantine .| yoiprice o Expired .| Physical

+ Item Description ;| SKU: Quantity - Quantity ™ Quantity

Batch No =| Expiry Dates Bin Card Quantity 5| Store Locations

2.5L bag 1.25mmol
Calcium Dialysate Soin
2.5% Dextrose

033062 08 255T bag Box of 5 bag DMHPSF14 31/03/2015 0.0000

< ] |

[1-1/1]

Figure 3.2.2-2 New Count Sheet
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¢ A new Count Sheet record Status is default fo ‘Open’.
e Created Date is default to the system Date and Time.
STEP 5
Search for Stock Taking No

Note
e Stock Taking No. is generated when the user clicks on the save button in the Physical Checking transaction.

¢ Unit Name, UOM, Item Group, Item Sub Group and the list of items(s) under the Physical Checking List
section will be displayed automatically based on the Stock Taking No. selected.

STEP 6

Scroll to the right. Enter the Physical Quantity for every item listed in the Physical Checking List section
Note

The Physical Quantity is the quantity of physical stock in store.

STEP 7

Enter the Bin Card Quantity for every item listed in the Physical Checking List section
Note

The Bin Card Quantity is the number of items stated in the bin card.

STEP 8

Enter Remark if applicable

STEP 9

Click on the = button to save the record

Note

e Count Sheet No. will be generated automatically for future reference.

e Click on the button in Figure 3.2.2-3.
e Click on the button in Figure 3.2.2-4.

Send for Approval :
& Button will be enabled.
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COUNT SHEET

e )

‘COUNT SHEET INFORMATION

Count Sheet No [est4000031 | Created Date (03412014 1.168:56 Paa |
Stock Taking No [sT14000036 uom [sku |
Unit Name ‘ STOR FARMASI ltem Sub-Group { |
liem Group [Al | Status {Open |
Stock Taking Type | Random Reject Reason [

Created By [ |

COUNT SHEET ITEM LIST

1 I [1-1/1]

Examiner (Stock Available (SKU))

L Packaging . _ . .| Quarantine . . Expired .| Physical .| _. . L :
tem Descripion  +| SKUs| [ U SRTE &) Batch No | Expiry Date $ Quantity unit Price ¥ o BT #|  Quantty ©| BinCard Quantity:| Store Location ¢ Remark

2 5L bag 1.25mmol
03.3062.08 255T | Calcium Dialysate Soln bag | Box of 5 bag DMHPSF14 31/03/2015
2.5% Dexirose

<] ] ]

Figure 3.2.2-3 Send for Approval

STEP 10
. fi o
Click on the oy 5o for oot button to send the count sheet to the superior in charge for approval.

‘ ‘ CONFIRMATION

' 4% CONF0125: Are you sure you want to send this record for
@ approval?

Figure 3.2.2-4 Send for Approval

‘ [ INFORMATION

4 % INFO0101: Your Record has been sent for Approval
Successfully

Figure 3.2.2-5 Successfully Sent for Approval

e Click on the button in Figure 3.2.2-4.
e Click on the button in Figure 3.2.2-5.

e The Status will be change automatically to ‘Pending for Approval’.

e The Count Sheet will be sent to the Pharmacist for approval.
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3.2.3 Count Sheet Approval

To view the ‘Pending for Approval’ Count Sheet record, perform the steps below:

Stock Taking and Verification

(Ph[S

TASK LIST

4 4 3 /3 [21-29/29]
Transaction Type Transaction No. DatefTime ¥ Task Status = From UnitDepartment From User
lssue MO2ZPS001-0002397 141087201 4 10:50 AM PRI (e STOR FARMASI
Approval
lssue MO2ZPS001-0002380 141087201 4 10:02 AM Pending For STOR FARMASI
Approval
15508 MO2PS001-0002392 14/0812014 10:25 AM IPEMING (g7 STOR FARMASI
Approval
Issue MOZPS001-0002394 1410872014 10:32 AM Fending For STOR FARMASI
Approval
lssue MO2ZPS001-0002395 1410872014 10:34 AM IPERGIRE (e STOR FARMASI
Approval
lssue MOZPS001-0002396 141087201 4 10:36 AM Pending For STOR FARMASI
Approval
Count Sheet CE14000009 1710702014 12:14 PM PR STOR FARMASI
Approval
Budget Virement 5T14000001 20/08/20714 0615 PM Pending For STOR FARMASI
Appraval
Deduction (Tarik Balik) 8014000001 20/08/2014 0518 PM zs;‘f'c:sgl e STOR FARMASI

Figure 3.2.3-1 Task List

Upon logging-in to the system, the Pharmacist will receive the ‘Pending for Approval’ Count Sheet transaction in the
Task List at the Home Page.

The latest transaction will be displayed on the last page of the Task List.
The person who will approve the count sheet record is known as the ‘Approver'.

STEP 1
Click on the Transaction No. hyperlink and the Count Sheet screen will be displayed as shown in Figure 3.2.3-2

Note
The HOD / Pharmacist may also refer to section 3.2.1 Count Sheet Listing Page to search for ‘Pending for Approval’
Count Sheet records.

COUNT SHEET

COUNT SHEET INFORMATION

Count Sheet Mo ‘CS14HCID031 Created Date | 03/04/2014 1:16:56 PM

Stack Taking Mo [sT12000038 2| uom (sku

Unit Mame ‘STOR FARMASI|

|
J
ltem Sub-Group (- |
J

ttem Group [an | Status (Pending for Approval
Stock Taking Type | Random | Reject Reason
Created By ‘ ‘

Examiner (Stock Available (SKU)) Approver (Stock Available (SKU)) Stock Condition
Physical
Quantity

Bin Card Quantity % Physical Quantity % Store Location ¥ Remark

Bin Card Quantity $ Justification Suggestion

OEO

Figure 3.2.3-2 Count Sheet Approval

Agreed (v/N)
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STEP 2

Note

be the same value as entered by the Examiner.

Quantity.
e As useris an approver, Available Qty (SKU/PKU) will be shown.

STEP 3
Enter the Stock Condition Justification (if applicable).

STEP 4
Enter Stock Condition Suggestion (if applicable).

STEP 5
Enter Remark for each line of item (if applicable).

STEP 6

&

Click on the button to save the count sheet record.

Note

e Click on the button in Figure 3.2.3-3.
¢ Click on the button in Figure 3.2.3-4.

! CONFIRMATION

. 'Q"Q CONF0001: Data have been modified. Save Changes?

s
[ cancel ,JL[“ Yes |[ No |

Figure 3.2.3-3 Save Record?

E INFORMATION

' |@ INFO0679: Record has been saved successfully

Figure 3.2.3-4 Message Information

If the ‘Approver’ agrees with the quantity entered by the ‘Examiner’, select the Agreed (Y/N) checkbox

e If user selects the Agreed (Y/N) checkbox, the quantity for Physical Quantity and the Bin Card Quantity will

o If the Agreed (Y/N) checkbox is deselected, the user has to enter the Physical Quantity and the Bin Card
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COUNT SHEET

COUNT SHEET INFORMATION

Count Shest Ho [cst4000031 Craated Dats [0amarz014 1:15-56 PM
Stack Taking No [sT12000036 2| uom [sKku

Unit Name ‘ STOR FARMASI ltem Sub-Group (-

ttem Group [an | Status (Pending for Approval
Stock Taking Tyoe | Random ] Reject Reason

Created By ‘ |

Examiner (Stock Available (SKU)) Approver (Stock Available (SKU)) Stock Condition

;:);:‘I‘c:yl s Bin Card Quantity ¥ Agreed (vin) [l Physical Quantity ¥ Bin Card Quantity ¥ Justification s Suggestion ¥ Store Location s

Remark

[1-1/1]

Figure 3.2.3-5 Approve/Reject Count Sheet

STEP 7
Select either one of the available buttons:

a) = ' button to approve the Count Sheet transaction

b) ¥ Reiect | putton to reject the Count Sheet transaction

Note
e The Status will change automatically to ‘Approved’ or ‘Rejected’

e To reject the Count Sheet, Reject Reason is mandatory to be entered.

M! button will be enabled.

. & KEWPS-17

approver and the available quantity of stock in the system.

button will be enabled if there is variance between the Physical Quantity entered by the
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COUNT SHEET

COUNT SHEET INFORMATION
Count Sheet No [esta000031 Greated Date (0310472014 1:16:56 PM |
Stock Taking Mo [sT12000038 NE uom [sku ]
Unit Name ‘ STOR FARMASI ltem Sub-Group | |
ttem Group [an | Status approves ]
Stock Taking Type | Random | Reject Reason [ |
Created By [ ‘

Item Code $ Item Description ¥ | Packaging Descriptions Batch No % ExpiryDate | Stock Available (SKU)$| Quarantine Quantity $ Unit Price

2.5L bag 1.25mmel

03.3062.08 255T Calcium Dialysate Soln bag Box of 5 bag 0.0000

DMHPSF14 ‘ 31/03/2015 ‘ 9999

4] . ] »
Figure 3.2.3-6 View/Print report
STEP 8
Click on the M' and i IEWES 1 button to view/print the reports as shown in Figure 3.2.3-7 and 3.2.3-8
Note

e KEW.PS-14 (LAPORAN PEMERIKSAAN / VERIFIKASI STOR TAHUN 20XX) contains all the details entered
by the approver at the approval stage.

o KEW.PS-17 (PENYATA PELARASAN STOK) displays the details of the items that have variance between
approver-entered quantity and the system available quantity.
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] KEW.PS-14
Ty KEMENTERIAN KESIHATAN MALAYSIA
- Hospital Raja Permaisuri Bainun, Ipoh
LAPORAN PEMERIKSAAN / VERIFIKASI STOR TAHUN 2013
(Tatacara Pengurusan Stor 184 dan 185)
Kementerian/Jabatan Phamacy Store
DIIS1 OLEH PEGAWAI STOR DIISI OLEH PEGAWAI PEMERIKSA DS OLEH PEMVERIFIKASI
Penemuan Keadaan Stok
Kuantiti Stok Kuantiti Stok (usang/rosak/tidak digunakan | SyoriCadangan(lupusihapus
No. Kad Kos . A .
Kawalan Perihal Stok | Seunit lagitidak ""“'p'e'ar“m;’d pindahan
Stok (RM) | Fizikal | Baki di Kad i Fizikal| Baki di Kad ] i fikiasi
Stok Kawalan Lebih | Kurang Stok | Kawalan Stok Lebih |Kurang Kuantiti Justifikasi
5120046000 (Central Venous
101 Catheter, Triple | 00000 10 o 10 - 10 o| g -
Lurmer,
16M8M8G,
15cm
B116058002 Trocar Cannula,
0.01 Thoracic Size | 0-0000 0 0 o o o 0
Fg38
8116058002 |Trocar Cannula, (20,0000
0.01 Thoracic Size 10 1 9 10 1 9 -
Fg3d
JuMLA 20 1 19 0 20 1 19 0
Printed Date:
Printed By:
Source: Page 10f2

Figure 3.2.3-7 KEW.PS-14
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m KEMENTERIAN KESIHATAN MALAYSIA

B et A Hospital Raja Penmaisur Banun, Ipoh
PENYATA PELARASAN STOK
(Tatacara Pengurusan Stor 198)

Kementerian / Jabatan : Pharmacy Store

KEW.PS-17

Kategori Stor : PusatUtamarSub Storeddnit
Tarikh Penemuan Kekurangan Lebihan
N Harga - -
- - Ho. Kad Kawalan {Pengiraan/ . Justifikasi silap
Bil. Perihal Stok : Seunit .
Stok P emeriksaan/ e o ;. P pengiraan
Verifikasi } (RM) Kuantiti Hilai (RM} Kuantiti Hilai (RM}
1 [Bcetylsalicdic Acid 300 (02000305 011172014 20329 40295 839.71
mg Soluble Tablet
Disediakan oleh:
Hama Hama
Jawatan : Jawatan
Unit : Unit
Jabatan : Jabatan
Tarikh : Tarikh
Printed Date:
Printed By:
Source: Page1 of 1
Figure 3.2.3-8 KEW.PS-17
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3.3 Stock Adjustment

The function of Stock Adjustment is to adjust the quantity of stock available in the system to match
with the stock physical quantity. There are 2 transaction types available under Stock Adjustment:
a) Stock Taking

b) Routine Checking

3.3.1 Search existing Stock Adjustment record

The Stock Adjustment listing page will display all existing Stock Adjustment record(s).
To view existing Stock Adjustment record(s), perform the steps below:

% PHARMACY INFORMATION SYSTEM

HOSPITAL PAKAR SULTANAH FATIMAH, MUAR Logout

2 Inventory ﬁ
O Finance

Home | Adjustment *

STOCK ADJUSTMENT
O Procurement

¥l Store Inventol o / \,o +
O Indent

o Buffer Level Adjustment Na | 2| Status Al v |
5 .
Disseminate Transaction Type | Al > |3, Search
L1 Expiration and Condemn
O Issue 1 /1 f1-9/9]
L Penalty
O Pre-Packing Adjustment No = Transaction Type s Unit Code Unit Name +| Created Date 5 Created By B
O Product Complaints SA14000015 Routine Checking PS001 STOR FARMASI 03/0412014 Open
Ol Quarantine
o Recall Product ;| sa14000014 Routine Checking PS001 STOR FARMASI 0300412014 Approved
Ll Receive ltem SA14000013 Stock Taking PS001 STOR FARMASI 03/04/2014 Pending For Approval
O Returned ftem 5414000012 Stock Taking PS001 STOR FARMASI 03/04/2014 Pending For Approval
L Slow Moving Item
. SA14000011 Routine Checking PS001 STOR FARMASI 03/04/2014 Pending For Approval
2 Stock Taking and
Verification SA14000010 Routine Checking PS001 STOR FARMAS! 03/04/2014 Rejected
Physical Checking
Count Sheet, SA14000009 Routine Checking PS001 STOR FARMAS! 03/04/2014 Cancelled
Adjustmen
Ll Stock Transfer SA14000005 Routine Checking P3001 STOR FARMASI 12/03/2014 Approved
[ Adverse Drug Reaction
v h d A4 4000004 BPouting Chacking pannd TOAR EADMAS A44i0209044 ! Annr vl

Figure 3.3.1-1 Stock Adjustment Listing Page

STEP 1
Click on ‘Inventory’ menu followed by ‘Store Inventory’ sub-menu.

STEP 2
Click on ‘Stock Taking and Verification’

STEP 3
Click on ‘Adjustment’

STEP 4
To search for existing Adjustment record(s), you may search by criteria as follows:
a) Adjustment No.
b) Transaction Type
- Al
- Routine Checking
- Stock Taking
c) Status
- Al
- Approved
- Cancelled
- Open
- Pending for Approval
- Rejected
STEP 5

Click on the button.
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3.3.2 New Stock Adjustment record: Stock Taking

(Ph[S

This function is to perform the stock adjustment based on the KEW.PS-17 report from the

approved Count Sheet transaction.

{ ¥ PHARMACY INFORMATION SYSTEM
HOSPITAL PAKAR SULTANAH FATIMAH, MUAR Logout
@ Invent -
nventory Home Adjustment x
Ol Finance
STOCK ADJUSTMENT
& Procurement
2 Store Inventor o o
Gl Indent
Ll Buffer Level Adjustment No | 2| Status |0 v |
Ll Disseminate
Transaction Type | Al | Q, Search
[ Expiration and Condemn -
L Issue
1 /1 [1-9/9]
0 Penalty
O Pre-Packing Adjustment No ] Transaction Type ] Unit Code % Unit Name +| Created Date 5 Created By
O Product Complaints 5414000015 Routine Checking PS001 STOR FARMASI 0310412014 Open
L Quarantine
o Recall Product : | sa14000014 Routine Checking PS001 STOR FARMAS] 03/04/2014 Approved
0 Receive item 5414000013 Stock Taking PS001 STOR FARMASI 0310472014 Pending For Approval
&l Returned tem SA14000012 Stock Taking PS001 STOR FARMASI 030412014 Pending For Approval
L Slow Moving ltem
. SA14000011 Routine Checking P3001 STOR FARMASI 03/04/2014 Pending For Approval
& Stock Taking and
Verification SA14000010 Routine Checking PS001 STOR FARMASI 03/04/2014 Rejected
Physical Checking
Count Sheet SA14000009 Routine Checking PS001 STOR FARMASI 03/04/2014 Cancelled
Adjustment
[ Stock Transfer SA14000005 Routine Checking P3001 STOR FARMASI 12/03/2014 Approved
[ Adverse Drug Reaction
0_PBharmacy Transaction h 414000001 Routine Checking PS001 TOR FARKAS 100ap0ta | o Annroved i

STEP 1

STEP 2

STEP 3

STEP 4

Click on ‘Adjustment’

Figure 3.3.2-1 New Stock Adjustment

Click on ‘Stock Taking and Verification’

Click on ‘Inventory’ menu followed by ‘Store Inventory’ sub-menu.

To generate a new Stock Adjustment: Stock Taking record, perform the steps below

Click on the [I] button and the new Stock Adjustment screen will be displayed as shown in Figure 3.3.2-2

U.MANUAL_INV_STOCK TAKING_VERIFICATION- 61" E

Page 25




PhIS & CPS Project
User Manual — Pharmacy Inventory
Stock Taking and Verification

i

2 [
e
Ay O A Mdieas

STOCK ADJUSTMENT

ADJUSTMENT INFORMATION

Adjustment No | | Crealed Date  |12/03/2015 11:55:59 AM |

Unit Name |F‘harmacy | Doc Ref No

Status | Open | Remarks

Created By | | Reject Reason |

Transaction Type | Stock Taking v e Count Sheet No C515000004 T . @
uoMm

- = o

ADJUSTMENT ITEM LIST

Approved

| Item Codes Item Description | Batch N& | Expire Datet A;fi::ﬂegFRl':;“ s AI('EUNI‘J]I'II: Stuc';xa;lahle‘ Cu:::{::(]" * [;’::::g:lrg_l & Stucl((;:(vs)ilahle_
‘ CDSCAD100 ‘ ‘ —
[] | 0T1002XX.0 | Amlodipine 10 mg Tablet | BED7631 01/01/1970 3.4000 0| 50.00 (box) 100 | Box of 100 tab 5,000 (tablet) v
1
< >
Figure 3.3.2-2 Stock Adjustment
Note
o Created Date is default to the system date and time.
¢ Unit Name is defaulted to the unit as per user Login ID.
e Created By will be displayed based on user Login ID.
e A new Stock Adjustment record Status is defaulted as ‘Open’.
STEP 5
Select Transaction Type as Stock Taking.
STEP 6
Search for previously created Count Sheet No.
Search CountSheet Mo X
Count Sheet Mo
1 Al [1-3/3]
CountSheet No ¥ Created Date H
514000033 09/04/2014
£514000032 08/04/2014
£514000031 03/04/2014

Note
e The system will display as per Figure 3.3.2-3.

Count Sheet No.

Figure 3.3.2-3 Search Count Sheet No.

e Count Sheet No. from the approved Count Sheet transaction will be displayed. Double-click on the selected

o List of items will be displayed automatically based on the selected Count Sheet No.
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e Only items that have variance between approver’s Physical Quantity and system’s Available Quantity will be
displayed.

STOCK ADJUSTMENT

ADJUSTMENT INFORMATION

AdjustmentNo | | Created Date 12/03/2015 11:55:59 AM |
Unit Name ‘Pharmacy ‘ Doc Ref No e
Status [Open | Remarks o
Created By | ‘ Reject Reason ‘

Count Sheet No CS15000004 2"

Transaction Type | Stock Taking

«f |«

uom PKU

ADJUSTMENT ITEM LIST

M Delete ltem

Adjustment @ 0
p Unit A:If‘:]“::f_ Stock Available Conversion Packaging .| Stock Available . .| Adjustment , Adjusted Quantity , Reason R K
RM) ~ (RM) - {PKU) - Factor - Description ~ (SKU) - - ¥| Quantity(PKUJ (PKU) - S
3.4000 0 | 50.00 (box) ‘ 100 | Box of 100 tab 5,000 (tablet) ‘ 7- 0 | 50 (box) ‘ K
< >
Figure 3.3.2-4 Adjustment
STEP 7
Select UOM, either PKU or SKU (optional)
STEP 8
Enter Doc Ref No.
STEP 9
Enter Remarks
STEP 10
Select Reason for Adjustment from the dropdown box:
- Damage

- Extra Quantity

- Miscalculated

- Shortage

- Write Off

- Wrong Location

STEP 11
Enter Remark in the Adjustment Item List section for each line of item(s)
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STOCK ADJUSTMENT

ADJUSTMENT INFORMATION

AdustmentNo | | Created Date [12/0312015 11:55:59 AM
Unit Name ‘Pharmany ‘ Doc Ref No

Status "Open | Remarks

Created By | ‘ Reject Reason |

Transaction Type | Stock Taking Count Sheet No | C515000004

J1)

uom PKU

ADJUSTMENT ITEM LIST

Approved

(138 olx

e Click on the button in Figure 3.3.2-6.
e Click on the button in Figure 3.3.2-7.

e Adjustment No. will be generated automatically for future reference.

Item Code> Item Description <| Batch N&| Expire Datet A;:i:gFRl:nl;“ s A::\éc'hu]nl: Stocl{c;:(v&:lable: CO;I:(?:::OH E] [;’::::gtl::)gn = Stncl((;::S)ilahle:
COBCAD100 ‘ —_
0T1002XX.0 | Amlodipine 10 mg Tablet | BEO7691 01/01/1970 3.4000 0 | 50.00 (box) 100 | Box of 100 tab 5,000 (tablet) Al
1
< >
Figure 3.3.2-5 Save Adjustment record
STEP 12
Check the check box to adjust the stock for selected item(s)
STEP 13
Click on the button to save the record.
CONFIRMATION
@..I Are you sure you want to save?
| Yes | | No |
Figure 3.3.2-6 Save Record?
INFORMATION
@ Record has been saved successfully!
Figure 3.3.2-7 Message Information
Note
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¢, Send for Approval i
. o=, Send for Approva ’button will be enabled.

@ Cancel Request button will be enabled. Click on the button to cancel the transaction and the Status will

change to ‘Cancelled’.

STOCK ADJUSTMENT

ok, Send for Approval | @w Cancel Request E

ADJUSTMENT INFORMATION

AdjustmentNo 5415000101 \ Created Date 12/03/2015 00-15:51 PM \
Unit Name |Pharmacy ‘ Doc Ref No

Status |’Open | Remarks

Created By ‘ ‘ Reject Reason |

Transaction Type [Slock Taking \ A Count Sheet No [CS1GOUDUD4 2|
uomM PKU v

ADJUSTMENT ITEM LIST

. Approved " . . "
- - - - Average Unit »| Stock Available Conversion Packaging .| Stock Available .
Item Codes Item Description 2| Batch Nt | Expire Dates Price (RM) * A'(Tz#)m $ (PKU) $ Factor ] Description ~ (SKU) ]
COBCA0100
0T1002XX.0 | Amlodipine 10 mg Tablet | BEO7691 | 01/01/1970 3.4000 0| 50.00 (box) 100 | Box of 100 tab 5,000 (tablet) - ]

1

Figure 3.3.2-8 Send for Approval
STEP 14

. & sendf . .
Click on the oy Ser o Sppoval button to send Adjustment record to the HOD / Pharmacist for Approval

Note

e Click on the button in Figure 3.3.2-9.
e Click on the button in Figure 3.3.2-10.

e The Status will be changed to ‘Pending for Approval’.

CONFIRMATION

@". Are you sure you want to send this record for Approval 7
-

Figure 3.3.2-9 Send for Approval

INFORMATION
@ Your request has been successfully sent for Approval.

Figure 3.3.2-10 Approval Sent
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3.3.3 New Stock Adjustment record: Routine Checking

This function is to perform the stock adjustment (manual process) without physical checking
and count sheet.

& Inventory

PHARMACY INFORMATION SYSTEM

HOSPITAL PAKAR SULTANAH FATIMAH, MUAR Logout

ﬁ Home | Adjustment =
O Finance
STOCK ADJUSTMENT
O Procurement
@ Store Inventory o o -
L Indent

O Buffer Level Adjustment Na | 2| Status | An v |
O Disseminate
Transaction Type | Al v |
[l Expiration and Condemn
O Issue 1 /1 [1-9/97
L Penalty
[ Pre-Packing Adjustment No * Transaction Type Unit Code =+ Unit Name +| Created Date + Created By
G Product Complaints ' | sa14000015 Routine Ghecking PS001 STOR FARMASI 03/04/2014 Open
Ol Quarantine
5 Recall Product ¢ | sA14000014 Routine Checking PS001 STOR FARMAS! 0310412014 Approved
[ Recsive ltem SA14000013 Stock Taking PS001 STOR FARMAS! 0310412014 Pending For Approval
O Returned item S414000012 Stock Taking PS001 STOR FARMASI 03/0412014 Pending For Approval
L Slow Moving ltem
SA14000011 Routine Checking PS001 STOR FARMASI 03/04/2014 Pending For Approval
2 Stock Taking and
Verification 2A14000010 Routine Checking PS001 STOR FARMASI 021042014 Rejected
Physical Checking
Count Sheet SA14000009 Routine Checking PS001 STOR FARMASI 03/04/2014 Cancelled
Adjustment
[ Stock Transfer SA14000005 Routine Checking PS001 STOR FARMASI 1210312014 Approved
O Adverse Drug Reaction
[_Pharmary Transactian 1 3414000001 Routine Ghecking P3001 TOR EARWASI 11i032044 Anproved -

Figure 3.3.3-1 New Stock Adjustment
To generate a new Stock Adjustment: Routine Checking record, perform the steps below:

STEP 1
Click on ‘Inventory’ menu followed by ‘Store Inventory’ sub menu.

STEP 2
Click on ‘Stock Taking and Verification’

STEP 3
Click on ‘Adjustment’

STEP 4

Click on the E button and the new Stock Adjustment screen will be displayed as shown in Figure 3.3.3-2
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STOCK ADJUSTMENT

ADJUSTMENT INFORMATION

AdustmentNo | | Created Date 12/03/2015 00:23:08 PM

Unit Name |Pharmacy' ‘ Doc Ref No o
Status | Open | Remarks o
e

Created By || ‘ Reject Reason ‘
Transaction Type  Routine Checking v e
i e

Uom SKU

ADJUSTMENT ITEM LIST

Ml Delete item | 4 Add ltem

Average Unit A:rflr‘:]:::’ Stock Available Conversion Packaging Stock Available

Price (RM) (RM) (PKU) Factor Description (SKU)

Il | ltem Code Item Description Batch No | Expire Date

Na Records Found!

Figure 3.3.3-2 New Adjustment

STEP 5
Select Transaction Type as Routine Checking

Note
e A new Stock Adjustment record Status is defaulted as ‘Open’.

Unit Name is defaulted to the unit as per user Login ID.
e Created By will be displayed based on user Login ID.

e The Created Date is defaulted to the system date and time.

STEP 6
Enter Doc Ref No.

STEP 7
Enter Remarks if applicable.

STEP 8
Select UOM, either PKU or SKU (optional)
STEP 9

Click on the M| button. The system will display the ‘Add Adjustment Item’ window as shown in Figure
3.3.3-3
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S

ADD ADJUSTMENT ITEM

Item Group DRUG v @ ltem Sub Class >

o

Item Description Acriflavine 0.1% Lotion T * @ ltem Code ‘DOSAAOSOODLGDMXX 01

Batch No. DMKKEM2014 T * SKU ‘ml

Batch Expire Date 27/11/2015 12:00:00 AM e @ Adjustment +/- \ A
Stock Available (SKU) | G| Recommended Adjustment Quantity -
Stock Available (PKU) | o

Average Unit Price(RM) | 0.0000| Amount{RM) 0.00
Remarks Reason » |*

Figure 3.3.3-3 Add Adjustment Item

STEP 10

Select Item Group from the drop down box
- Drug (Default Value)
- Non Drug

STEP 11
Select Item Sub Class

Note
Item Sub Class list will be based on the selected Item Group.

STEP 12
Select Item Description.

Note
e The system will display as per Figure 3.3.3-4.

e This field allows the user to enter partially or fully search criteria for Item Description and/or ltem Code.
Click the skl button and double-click to select an item.

Search ltem Description X
Item Description ltem Code

1 f60 » » [1-10/501]
Item Description s Item Code $ Item Brand s

Acarbose 50 mg Tablst A10BFO1000T1001XX.01 NO BRAND

Acarbose 50 mg Tablet A10BF01000T1001XX 01 DIBOSE

Acarbose 50 mg Tablst A10BF01000T1001XX.01 GARBOSE

Acetyl Salic Ac Sol. 300mg Tab 02.0003.05 UNIASPIRIN

Acetyl Salic Ac Sol. 300mg Tab 02.0003.05 NO BRAND

z\gertn‘gsﬁgg‘i’:f Acid 100 mg. Glyeine | 5542 c06255T1001XX 01 GLYPRIN

’:‘gmsﬁggf’e"f Acid 100 mg, Glycine | 544 2 005269T1001XX.01 NO BRAND

Acriflavine 0.1% Lotion DOBAAD3000L6001XX.01 NO BRAND

Acrifiavine Lotion 0.1% 01.0016.04 TERAPUTICS

Acriflavine Lotion 0.1% 01.0016.04 NO BRAND

Figure 3.3.3-4 Search Item Description
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STEP 13
Select Batch No.

Note

Search Batch MNo. X

Batch No Q Search
1 /1 [1-1/1]
Batch No $ Expiry Date > Quantity $
‘ DMKKBM2014 ‘ 2711112015 ‘ 0

Figure 3.3.3-5 Select Batch No

e The system will display as per Figure 3.3.3-5. Double-click on the selected batch.

e SKU, Batch Expiry Date and Available Quantity will be displayed automatically in the Add Adjustment
Item window once the Batch No. is selected.

2] =E

Batch No

Batch Expire Date

Item Group DRUG

Item Description Acriflavine 0.1% Lotion 2| liem Code

v | liem Sub Class

v

‘DOSAAOSOODLGDDTXX 01

Stock Available (SKU) |

Stock Available (PKU) |

(@3

Average Unit Price(RM) |

SKU mi
) Adjustment +/- +
U| Recommended Adjustment Quantity
g
0.0000| Amount(RM) 0.00|

Remarks

wrong location

@ Reason Extra Quantity
.

.-(@9)

Figure 3.3.3-6 Add Adjustment Item

STEP 14
Select Adjustment +/-

Note
e Select “+’ to increase the item quantity in the system.

e Select -’ to decrease the item quantity in the system.

STEP 15
Enter Recommended Adjustment Quantity

STEP 16
Select Reason from the drop down box:
- Damage
- Extra Quantity
- Miscalculated
- Shortage
- Write Off
- Wrong Location

STEP 17
Enter Remarks for adjustment of the item

STEP 18

Click on the button to save the item selected in the Adjustment Item List
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o

I CONFIRMATION

‘ CONF0002: Are you sure you want to save?
cancel || Yes |[ mo |

Figure 3.3.3-7 Confirm Save Record

STOCK ADJUSTMENT

ADJUSTMENT INFORMATION

Adjustment No Created Date [12/03/2015 00:23:08 PM |
Unit Name ‘F‘han‘nacy ‘ Doc Ref No

Status ‘ Open | Remarks

Created By H ‘ Reject Reason

Transaction Type | Routine Checking

J18)

uom SKU

ADJUSTMENT ITEM LIST

ff Delete tem | 4 Add ltem

- Approved E 1 5 .
- . - . Average Unit »| Stock Available Conversion Packaging .| Stock Available .
Item Code % Item Description 3| Batch Na& | Expire Date$ Price (RM) EIH;]“]M : (PKU) -] [ : Description * (SKU)
DOBAAD3000 5 DMKKBM =
‘ L60D1XX.01 Acriflavine 0.1% Lotion 014 271112015 0.0000 0| 0.00 (bott) ‘ 60 | bottle of 60 millilitre | O (ml) |+ v
< >
Figure 3.3.3-8 Save Record
Note

e Click on the button in Figure 3.3.3-7.

e To add more items, repeat STEP 7 to STEP 18.

STEP 19
Check the selected item checkbox to proceed with Adjustment

STEP 20
Click on the button to save the Adjustment record

» l@;a CONFO002: Are you sure you want to save?
| Cancel | ves |[ mNo |

Figure 3.3.3-9 Save Record?
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Note

e Click on the button in Figure 3.3.3-9.

e Adjustment No. will be generated automatically for future reference.

_ Ml pelete item _
e Check the checkbox and click on the button to delete unwanted item(s).

@» Cancel Request button will be enabled. If the user clicks on the button, the Status of the transaction will
change to ‘Cancelled’.

o dusendforiprol | on will be enabled.

STEP 21

. & Send . .
Click on the & e Sppoval button to send Adjustment record to the HOD / Pharmacist for Approval

TOCK ADJUSTMENT

ADJUSTMENT INFORMATION

AdustmentNo  [SA15000102 |

Created Date 12/03/2015 00:51:36 PM ‘
Unit Name ‘F‘ham‘lacy | Doc Ref No
Status ‘ Open | Remarks
Created By l | Reject Reason
Transaction Type [ Routine Checking v |-
uom SKU v

ADJUSTMENT ITEM LIST

M Delete ltem | 4 Add Item

r Approved E 3 a q
. A . a Average Unit .| Stock Available Conversion Packaging .| Stock Available .
W | ltem Code3 Item Description 3| Batch Nat| Expire Dates Price (RM) ATER:;“ $ (PKU) -] Factor, $ Description  ~ (SKU) s
‘ CROAACO000 | pcritavine 0.1% Lation | D0KKEM 9711915015 0.0000 0| 0.00 (bott) ‘ 60 | bottle of 60 milliitre | O (mi) [+ -
< >
Figure 3.3.3-10 Send for Approval
CONFIRMATION

| @ CONF0125: Are you sure you want to send this record for
‘@ approval?

| cancel || Yes |[ No |

Figure 3.3.3-11 Send for Approval
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INFORMATION

I| #Z=3 INFOO101: Your Record has been sent for Approval
@ Successfully
N ok |
Figure 3.3.3-12 Approval Sent
e Click on the button in Figure 3.3.3-11.
e Click on the button in Figure 3.3.3-12.

e The Status will change to ‘Pending for Approval’.

o The HOD/Pharmacist will receive the ‘Pending for Approval’ Adjustment record in the Task List.
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3.3.4 Stock Adjustment Approval

The superior in charge will receive the ‘Pending for Approval Stock Adjustment transaction in the Task
List.
The latest transaction will appear on the last page of the Task List.

TASKLIST

E [1-10/21]
Transaction Type Transaction No. Date/Time = Task Status + From Unit'Department = From User =
1| Adiustment SA1400002 14/04/2014 12:30 PI Rendihoy STOR FARMASI
Approval
2 | Adjustment SA14000011 0310412014 10:23 AW Pending For STOR FARMAS
Approval
3 | Adjustment SA14000012 0310412014 10:24 AN FETITE FIT STOR FARMASI
Approval
s | Adjustment SA14000012 0310412014 10:24 AN Pending For STOR FARMAS
Approval
5 | Adjustment SA14000027 1410412014 12:11 PM FETITE ATT STOR FARMASI
Approval
§ | Indent R14000031 02/04/2014 1157 A1 Pending For STOR FARMASI
Approval
7 | Naar Expiration Approval E140000008 0110412014 01:07 PM Es;rdo':fl bk STOR FARMASI
8 | MearExpiration Approval E140000012 0210412014 12:27 PM Es;rdo':fl Far STOR FARMASI
9 | Payment PI14000001 20/03/2014 12:55 PM FENIIE 67 STOR FARMASI
Approval
10 | Purchase Order PO14000014 2710312014 0255 P Es:r‘z:fl For STOR FARMASI

Figure 3.3.4-1 Task List
STEP 1
Click on the Transaction No. hyperlink and the Stock Adjustment screen will be displayed as shown in Figure
3.3.4-2
Note
e The HOD/Pharmacist may also refer to section 3.3.1 Adjustment Listing Page to search for the ‘Pending for
Approval’ Adjustment record.

e These are editable (change/add)
a) Adjustment Sign (+/-)
b) Adjustment Quantity

c) Reason

d) Item Remark
STOCK ADJUSTMENT

e g
ADJUSTMENT INFORMATION
Adjustment No ‘sm:mnuuzs ‘ Created Date ‘1 4/04/2014 00:28:31 PH |
Unit Name STOR FARNASI \ Doc RefNo DRNOOT |
Status \:Fendmg For Approval | Remarks ‘
P
Created By ‘ Reject Reason
Transaction Type ‘ Routine Checking v |
1 /1 [1-1/1]

Approved
Amount 3
(RN)

Average Unit Price ,

(RM) T

Stock Available
{PKU) v

Packaging - Stock Available .
Description ™ (SKU) e

ltem Code 3 Item Description +| Batch Nos Expire Date 3

Conversion Factors

2.5L bag 1.25mmol
Calcium Dialysate Soln
1.5% Dextrose

03.3062.06.25

=T 0.00

Box of 5 bag

DMHPSF1
4

31/03/12015 ‘ 0.0000

1,999.80 (box) ‘ 5

9,999 (bag) ‘\- v |

Figure 3.3.4-2 Approve Adjustment
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STEP 2 »
a) Click on the m‘ button to approve the Stock Adjustment record and the Status will change to
‘Approved’
‘ |
| CONFIRMATION
| CONF0128: Are you sure you want to approve the record? f
| cancel || ves |[ mo |
IN
= I
Figure 3.3.4-3 Approve record
| INFORMATION
| @ INFO0673: Record approved successfully.
| ok |
Figure 3.3.4-4 Successfully Approved
Note

e Click on the button in Figure 3.3.4-3 followed by the button in Figure 3.3.4-4.

e The available quantity of the item will be updated based on the action taken by the HOD/Pharmacist.

b) Click on the . Beject | button to reject the Adjustment record and the Status will change to ‘Rejected’

o Reject Reason is mandatory to be entered to reject the Adjustment transaction.

e Click on the button to view/print the Adjustment report as shown in Figure 3.3.4-5.
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1]
& KEMENTERIAN KESIHATAN MALAYSIA
- i A Hospital Kulim
STOCK ADJUSTMENT REPORT
F1L) : SAN5000102 Date 12032015
R .
cusent in full soheen outing Checking Stalus : Approved
Esc to extt the view Ret :
mergiion | SRU Eackaging Converilon Guanbty PRU  [Adpestment+ ]| Adjustment Heaaca Undt Price (M) | Amount (M) |
s, expired. Chck BUY Descriplion Facior Available Cuaniiy [SKL)
W to enable this feature [EKL
CHGEAANGING [ Acrfiavine 017 Lotion [l ||Exotme of B0 slldre & £ =] [ Damage [0
LE0 20 01
TOTAL :
4] [
Desediskan oleh Diluhumlean Olels =
Hama ama
Sawratan Hawalan
Uit Urat
Jabatan Jabatan
Tarikh Tarikh
Printed : Printed By : Unit Hame : Source :
Page 1 of1

Figure 3.3.4-5 Stock Adjustment Report
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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
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No Module PDF Links | No Module PDF Links
1 | Finance Click Here 15 | Internal Indent Click Here
2 | Procurement Standard APPL Click Here 16 | Issue Click Here
3 | Procurement standard LP Click Here 17 | Receive From Supplier | Click Here
4 | Procurement Standard Contract Click Here 18 | Receive Inter Facility Click Here
5 | Procurement Standard Quotation | Click Here 19 | Receive Intra Facility Click Here
6 | Procurement Standard (RFQ) Click Here 20 | Return to Supplier Click Here
7 | Procurement Non Standard Click Here 21 | Return to Supplying Click Here

(Requisition Order) Unit
8 | Quarantine Click Here 22 | Slow Moving Click Here
9 | Product Complaint Click Here 23 | Stock Taking And Click Here
Verification

10 | Recalculate Buffer Level Click Here 24 | Stock Transfer Click Here
11 | Expiration And Condemn Click Here 25 | Year End Click Here
12 | Recall Product Click Here 26 | Penalty Click Here
13 | Payment Click Here 27 | IWP Budget Click Here
14 | External Indent Click Here 28 | IWP Order Click Here

Authorization
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