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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:

. Generate Physical Checking report

o Create Count Sheet and Count Sheet Approval

o 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-v 1.5 Page 1
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2.0 Application Standard Features

2.1 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

*H.I“@@ﬂl

R 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

E!DBE@+l@§@Il

Save (' Export to Excel Eigg{ t,:?)r,]r?];)tpen REei I
( m 1 Add Item to the list ( i Delete 1 Delete Item from the list
, (= Request ] Request for Approval @ Cancel Request Cancel the Request
Tme—“ Approve Transaction @ Reject ‘ Reject Transaction
o=, Send for Approval ‘ Send for Approval | v | Dropdown Box

Empty Text Box

| Automatically Display/Retrieve
Box

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5 Page 2
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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 at the Sub Store; Sister and Nurse at the unit/ward. (Subject to user assigned by the facility).

Functional Diagram

3. Stock Taking
A A
3.1 3.2 3.3
Physical : Stock
Checking St Sree! Adjustment
3.1.1 3.2.1 3.3.1
|y Search existing Ly 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
“»  Count Sheet 333
Approval Create new Stock
—»  Adjustment
record: Routine
Checking
3.34
Stock
> Adjustment
Approval
Figure 3.0-1

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5 Page 5
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Functional Description

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

e Physical Checking

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

Stock counts from the Physical Checking activities will be uploaded into the Count Sheet.

guantity of stock in the system will be compared to the actual physical quantity of items in store.
e 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

Taking process.

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

(Ph[S

The available

with the Stock

} PHARMACY INFORMATION SYSTEM

B \nventory! : ! "~

Ol Finance

HOSPITAL PAKAR SULTANAH FATIMAH, MUAR

PHYSICAL CHECKING

Stock Taking No |

Home | Physical Checking *

Ol Procurement
& Store Inventory
O Indent

®

ALL

@

L Buffer Level

O Disseminate

1 2 » wl
[ Expiration and Condemn
o Issue Stock Taking No Item Group Created Date

O Penalty
L Pre-Packing
[ Product Complaints

3T14000019 13/03/2014
: | 8T14000018
8714000016

5T14000015

ALL
ALL
ALL

13/03/2014
13/03/2014
13/03/2014

O Quarantine

O Recall Product
Ol Receive ltem
5T14000012 ALL

[J Returned item 13/03/2014

L Slow Moving Item
2 |2 Stock Taking and Verification
Physical Checking
Count Sheet

Adjustment

8T14000011 ALL 12/03/2014

3T14000010 ALL 12/03/2014
8714000009

5714000008

ALL
ALL

12/03/2014
12/0372014

Ol Stock Transfer

Logout

[+]

[1-10/14]

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-v 1.5
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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 . o e - e am s = e e
HOSPITAL PAKAR SULTANAH FATIMAH, MUAR Change Password Logout
2 Invento: o
i E Home | Physical Checking *
O Finance
PHYSICAL CHECKING
Ol Procurement
2l Store Inventory - o“
L Indent
O Buffer Level Stock Taking No. | 2|
Ll Disseminate 1 /2 0wl
O Expiration and Condemn L=y i
0 lssue Stock Taking No B Item Group B Created Date =
3 ponaty oo o . .o |
- i
[ Pre-Packing = | ST14000019 ALL 1303/2014
0 Product Complaints . | sT14000018 ALL 130032014
Gl Quarantine 4
ST14000016 ALL 1310312014
L) Recall Product
D Rocolve ltem ST14000015 ALL 1310312014
5 Returned Item ST14000012 ALL 1310312014
( 2 Slow Moving Item ST14000011 ALL 121032014
k Taking and Verification | — | s714p00010 ALL 12/0312014
EnvEcalChackan ST14000009 ALL 1200312014
Count Sheet
ST14000008 ALL 1210312014
Adjustment
Ll Stock Transfer 52
Figure 3.1.2-1 Create Physical Checking record

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
Click on the EJ button to create a new Physical Checking transaction as shown in Figure 3.1.2-1

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5 Page 7
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'HYSICAL CHECKING

PHYSICAL CHECKING INFORMATION

tock Taking No | | Created Date [11#03!2915 11:34:18 AM I

nit Name |UN\T FARMAS| BEKALAN WAD | Item Group DRUG v

em Description pe Item Sub Class @ v

em Standard ®yves O Nu@ Stock Available All v @
oM | SKU S | Stock Taking Type | Random .|

Item Purchase "o
reated By | Type All Y

PHYSICAL CHECKING ITEM LIST

Ml Delete 1tem | | 4 Add lfem

Brand Packaging..
Code Description”

Quarantine, | Expired .| Total Stock Store .

| | Item Code% Item Description s SKU = Batch No Brand Name d Quantity” | 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

o 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 non standard 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 non standard items are stored
as stock.

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5 Page 8
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Itern Code

Drug/Nen Drug Code

Drug/Non

Drug Code ™

Item Description

Drug/Non Drug Name

= Stock 1 Stock funiage
Drug/Non Drug Name £ | Item Codes Item Description Batch No% Hans Packa.gl.ng 2| Availables meersl: Available UT"‘ $
Name Description on Factor Price

(SKU)

(PKU) (RM)

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

Item Code

(Ao x]

@ Item Description

Drug/Nen Drug Code Drug/Mon Drug Name amlo
@
[1-9/9]
Average
- Stock .
[g)rugmon = Drug/Non Drug Name #%| ltem Code% Item Description : Zx S“h: Haic $ Diand $ Cunversl: Available U'.“t :
rug Code Class No. Name on Factor Price
(PKU)
(RM)
C08CA0100
[ SPEeADIO0 | Amiodipine 10 mg Tablet | OT1002XX.0 | Amlodipine 10 mg Tablet Eﬂ:ﬂm BD12684 | AMLOVAS | FV1220T | Boy of 100 tab 0 100 000| 00340
1
C08CAQ100
O Soomae™ | Amlodiping 10 mg Tablst | OT1002XX.0 | Amiacipine 10 mg Tablst ';:::\II:UCa Bo12692 | Amovas | 21207 goy of 100 b 0 100 000| 0.0340
1
C08CAQ100
[ | SHECAnio ine 10 mg Tablet | 0T1002XX.0 | Amlodipine 10 mg Tablet I;‘Eﬂﬁ:”ca Bo10583 | AMLOVAS | 110201 | goy of 100 tab 0 100 000| 00340
1
C08CAQ100
COECIONI00 | ATedipine 10 mg Tablet | OT1002XX.0 | Amlodipine 10 mg Tablet Z;‘:’I":”CE BE0ses | HOVASE | 00401 goy of 100 1ab 2448 00| 2448 00340
1
O ??SOC‘%?; T Amlodipine 5 mg Tablet 23%912 = Amlodipine 5 mg Tablet ZSEII(:UC& BDO8730 |AMLOVAS 31]5%‘201 Box of 100 tab 2542 100 25.42 0.0220
COECADIDD | Amlodipine & mg Tablet D2.0012.02. | Amlodipine 5 mg Tablet I;‘Eﬂ:”ca 2s2087 | anLovas | V090 o o100 tab 0 100 000| 00220
O C090DB04935 | Telmisartan 80mg + g.??guaz%?% Telmisartan 80mg + Tablet/Ca | DMHPSF NO BRAND 31/03/201 | box of 30 0 10 0.00 11703
T1002XX Amlodipine 10mg Tab 1 " | Amlodipine 10mg Tab psule 14 5 tablet :
Figure 3.1.2-4 Search Drug / Item screen
Select Item Purchase Type (optional) from dropdown box
- Contract

Click on the . Addltem | ion

Note

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

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5
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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
Click on the m button to search items to be added into the Physical Checking record.

STEP 13

&

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

PHYSICAL CHECKING

PHYSICAL CHECKING INFORMATION

Stock Taking No | ‘ Created Date “12/034‘2[}15 10:37:14 AM ‘
Unit Name |Pharmacy’ ‘ Item Group DRUG v
Item Description pe ltem Sub Class -
Item Standard ® Yes No Stock Available All v
Uom PKU - Stock Taking Type \'Randum

Created By | I};;ﬁepurchase All v

PHYSICAL CHECKING ITEM LIST
Ml Delets tem || & Add ltem |

1 /1 [1-2/2]

Brand Packaging..
Code Description”

Quarantine. | Expired .| Total Stock Store .
d Quantity”™| Quantity 7| Available Location ™

Item Codes Item Description $ PKU = Batch No Brand Name

Stock
Expiry Date | Available
(PKU)

CO8CAQ100 Box of 100
[] | 0T1002XX.0 | Amlcdipine 10 mg Tablet box BED5527 | NO BRAND uors Iaux © 31/05/2017 45000 0.00 0.00 45000 | -
1
CO08CAQ100 Box of 100
[] | 0T1002XX.0 | Amlodipine 10 mg Tablet box 2482215 | NO BRAND uars tab 3111212015 9.00 0.00 0.00 900 |-
1
< >

Figure 3.1.2-5 Save Physical Checking record

STEP 14

B

Click on the button to save the Physical Checking record

Note
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.

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5 Page 10
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PHYSICAL CHECKING

(i s (15

PHYSICAL CHECKING INFORMATION

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

Type

v

Stock Taking No |ST1EDUIJDUS ‘ Created Date “124‘03}2[‘15 10:44:40 AM
Unit Name |Pharmacy ‘ Item Group [ DRUG

Item Description [ 2 Item Sub Class [

ltem Standard ® Yes Stock Available [Au

uom [ PKU - Stock Taking Type ‘)Randcm

Created By ‘ Item Purchase [AII

PHYSICAL CHECKING ITEM LIST

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

1 /1 [1-2/2]
0 Stock q ;
~ S ~ ~ a .| Brand .| Packaging. q - | Quarantined. Expired .| Total Stock. Store .
Item Code = Item Description + PKU = Batch No +| Brand Names Code | Description” Expiry Dates A\tr;;ajb)le | " Quantity ~ Quantity *| Available *| Location ~
SOECANTO00 | Amiodipine 10 mg Tablet box BEOS527 |NOBRAND | U075 Boxof100 | 3910802017 450.00 0.00 0.00 450,00 | -
COBCA01000 Box of 100
100201 | Amlodipine 10 mg Tablst box 2432215 NOBRAND | UOTS ol 311212015 900 0.00 000 900 |-
< >
Figure 3.1.2-8 Print report
Click on the button to view and print the physical checking report
Note

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5
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KEMENTERIAN KESIHATAN MALAYSIA
Hospital Kulim

PHYSICAL CHECKING LIST

ITEM GROUP : DRUG UNIT NAME : Pharmacy
uUom : PKU CREATED DATE : 12/03/2015
STOCK TAKING NO :  ST15000003 ITEM STANDARD : STANDARD
STOCK AVAILABLE : ALL STOCK TAKING TYPE : RANDOM
No Item Code Htem Description Packaging Description | SKUPKU | BatchNo | §rand ’;":li:_l’t?'t; Expiry Date ﬂ’m G‘g;:"m":ﬁ';f" ;:“‘;’n':;! gt'ﬂf“’i:: fveriat
1 Dc?smomummuzxx. Amiodiping 10 mg Tabiet |Box of 100 tab box BEDS527 ESAND 450.00[ 31052017 0.00 0.00)
2[COSCADT000 T T002XX. |Amiodipine 10 mg Tablet Box of 100 tab DoX 2482215 [NO g.q 312201 [0 q 0.00)
01 BRAND
DISEDIAKAN OLEH: (DILULUSKANTIDAK DILULUSKAN)*
MNama H HNama
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

Figure 3.1.2-9 Physical Checking List report

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5 Page 12
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3.2 Count Sheet

(Ph[S

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

guantity 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:

Indent
Buffer Level
Disseminate
Expiration and Condemn
Issue
Penalty
Pre-Packing
Product Complaints
Quarantine
Recall Product
Receive Item
Returned Item
Slow Moving Item
( 2 Stock Taking and Verification
hysical Checking
ount Sheet
Adjustment
Stock Transfer
Adverse Drug Reaction
Pharmacy Transaction
MAR

Maintenance

@ PHARMACY INFORMATION SYSTEM &

smrelnvenmry! : ’ b

HOSPITAL PAKAR SULTANAH FATIMAH, MUAR Logout

Bl | Home | Count Sheet

COUNT SHEET
[*]
| Count Sheet No Stock Taking No r
Item Group All v Status All v
2, Search
1 Ul [1-10/15]
Count Sheet No Stock Taking No Approved Date Item Group & Status %

. | €CS14000030 5T14000034 03/04/2014 All Rejected il
" | cs14000029 5T14000032 03/04/2014 HNON-DRUG Approved

CS14000028 ST14000031 03/04/2014 DRUG Approved

Cs14000027 $T14000023 26/03/2014 DRUG Approved

€514000025 5T14000019 - All Open L

C514000024 5T14000018 - Al Pending for Approval

C514000022 S5T14000016 - All Open

Cs14000021 ST14000015 - Al Open

CS14000020 ST14000012 - Al Open

€514000019 S5T14000011 - All Open |

STEP 1

Figure 3.2.1-1 Count Sheet Listing Page

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

STEP 2
Click on ‘Stock Taking and Verification’

STEP 3
Click on ‘Count Sheet’

STEP 4
To search for existing Count Sheet record(s), user may search by criteria as follows:
a) Count Sheet No.
b) Stock Taking No.
c) Item Group
- Drug
- Non Drug
- Al
d) Status
- Open
- Pending for Approval
- Rejected
- Verified
- Al

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5
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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

5
@ PHARMACY INFORMATION SYSTEM

HOSPITAL PAKAR SULTANAH FATIMAH, MUAR

ae B | Home | Count Sheet = | Physical Checking =

El Home COUNT SHEET
[ Patient Management

o

[ Order Management \—/
@ Inventory Count SheetNo ( 2) Stock Taking No (

O Finance

tem Group [an - Status [

© Procurement
21 store Inventory
O indent

O Buffer Level

O Disseminate Approved Date

Stock Taking No.

~]

Expiration and

¢ | cs18000004 30/082016

Condemn
O Issue

Prepacking

Product Complaints

Quarantine

Recall Product

Notification

Receive tem

Returned ltem

CoEEEEEE

Slow Moving ftem
Stock Taking and
Verification

[

Physical
Checking
Count Sheet
Adjustment
O Stock Transfer
o Penalty

ftem 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

& KEWPS-17 (@ KEW.PS-14 E

Count Sheet No ‘0516{100061 Created Date ‘:081014'2015 7:17:36 PM
Stock Taking No [snsauuusz MG uom [SKU

Unit Name [Farmasi Klinik Pakar - Rx Filling Item Sub Class

ltem Group ‘:DRUG | Status ‘:Approved

Stock Taking Type "Random | Reject Reason ‘

Created By ‘ ‘

COUNT SHEET ITEM LIST

Batch No s Expiry Date s

Item Code Item Description % SKU + | Packaging Descriptions

30/04/2017

Box of 100 tab

tablet

A10BFO1000T1001XX.01 | Acarbose 50 mg Tablet

[1-1/1]

Stock Available (SKU)%| Quarantine Quanti

Figure 3.2.1-3 Count Sheet
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3.2.2 Create new Count Sheet record

(Ph[S

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

% PHARMACY INFORMATION SYSTEM
HOSPITAL PAKAR SULTANAH FATIMAH, MUAR Logout
Store Inventory B} [THome | Count Sheet =
Indent
COUNT SHEET
Buffer Level
Disseminate k]
Expiration and Condemn
lssue | Count Sheet No | ¥y Stock Taking No | ¥y
Penalty ltem Group [ v Status |an v
Pre-Packing
Product Complsints
Quarantine 1 P [1-10/15]
Recall Product ] " "
Count Sheet No = Stock Taking No Approved Date Item Group = Status. -
Receive Item
.| cs14000030 ST14000034 0310412014 Al Rejected &
Returned Item
Slow Moving Item = CS14000029 ST14000032 03/04/2014 NON-DRUG Approved
2 Stock Taking and Verification CS14000028 ST14000031 0310412014 DRUG Approved
Physical Checking C514000027 5T14000023 260312014 DRUG Approved
(Sl e ©S14000025 ST14000019 Al Open 1
Adjustment =
C514000024 5T14000018 Al Pending for Approval
Stock Transfer
Adverse Drug Reaction €514000022 5T14000016 Al Open
Pharmacy Transaction ©514000021 5T14000015 Al Open
MAR ~ | cs14000020 ST14000012 Al Open
Maintenance - | cs14000013 5T14000011 Al Open 3

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 [I] button and the new Count Sheet screen will be displayed as shown in Figure 3.2.2-2

COUNT SHEET

COUNT SHEET INFORMATION

e ____________(9)

Count Shest Mo | | Created Date (0310412014 1:05:47 PM |
Stock Taking No | sT14000038 pe ~@ uom [sku |
Unit Mame [sTOR FARMASI ltem Sub-Group (- |
tem Group [an ] Status [open ]
Stock Taking Type | Random | Reject Reason |

Created By | |

Examiner (Stock Available (SKU))

Quarantine
Quantity

Packaging
Description

Expired
Quantity ~

Physical
Quantity ~

= Item Descripfion SKUZ %| Batch No <| Expiry Dates Unit Price 2| Bin Card Quantity < | Store LocationZ

2.5L bag 1.25mmol
Calcium Dialysate Soln
2.5% Dexirose

03.3062 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.

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5 Page 16
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COUNT SHEET

C— D

COUNT SHEET INFORMATION

‘Count Sheet No
‘Stock Taking No
Unit Name
ltem Group

Stock Taking Type

|CS 14000031

‘ Created Date

[ 5714000036

uom

[sTOR FaRMASI

Item Sub-Group

[an

] Status

(Random

| Reject Reason

|03IU44‘2014 1.16:56 PM

(sKku

|‘Upen

Created By [ ‘

COUNT SHEET ITEM LIST

1 i1

Examiner (Stock Available (SKU))

Packaging .

. Quarantine
Description | BatehNo =

Quantity

Expired .
Quantity ~

Item Description 3| SKUS Expiry Date % Unit Price + ;:I.ZT.I(T,! 4| Bin Card Quantity* | Store Location %

2 5L bag 1.25mmol
Calcium Dialysate Soln
2.5% Dextrose

03.3062 08 255T

DMHPSF14

bag | Box of 5 bag 31/032015

< I ]

Remark

Figure 3.2.2-3 Send for Approval

STEP 10

. & Send | o
Click on the & oL AopIovaL) button to send the count sheet to the superior in charge for approval.

l CONFIRMATION

| 4. CONF0125: Are you sure you want to send this record for
@ approval?

Figure 3.2.2-4 Send for Approval

l INFORMATION

1

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

Figure 3.2.2-5 Successfully Sent for Approval
Note

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.

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5

Page 17




s
[

ki O e b Mdigse

PhIS & CPS Project

User Manual — Pharmacy Inventory

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

4 o || @ vt || B )| X |

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

(ONO

Figure 3.2.3-2 Count Sheet Approval

Agreed (v/N)
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STEP 2
If the ‘Approver’ agrees with the quantity entered by the ‘Examiner’, select the Agreed (Y/N) checkbox

Note
e |If user selects the Agreed (Y/N) checkbox, the quantity for Physical Quantity and the Bin Card Quantity will be
the same value as entered by the Examiner.

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

e As user is 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

B

Click on the button to save the count sheet record.

Note

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

CONFIRMATION

' EM,/) CONF0001: Data have been modified. Save Changes?

s
. Cancel ,JL[“ Yes |[ No |

Figure 3.2.3-3 Save Record?

INFORMATION

' |@) INFO0679: Record has been saved successfully

Figure 3.2.3-4 Message Information
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COUNT SHEET

COUNT SHEET INFORMATION

Count Sheet No [cst4000031 Created Date (0340472014 1:15:56 PM
Stack Taking No [sT12000036 2| uom (sKu

Unit Name ‘ STOR FARMASI ltem Sub-Group (-

ltem 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 = Bin Card Quantity Agreed (viN) Physical Quantity % Bin Card Quantity % Justification s Suggestion s Store Location ¢

Remark

[1-1/1]

Figure 3.2.3-5 Approve/Reject Count Sheet

STEP 7
Select either one of the available buttons:

a) = porove. | button to approve the Count Sheet transaction

b) ¥ Reect | 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

and the available quantity of stock in the system.

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

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5
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o

COUNT SHEET
& KEWPS-17

COUNT SHEET INFORMATION
Count Sheet No [esta000031 Grealed Date (0310472014 1:16:56 PM |
Stack Taking No [sT12000036 2| UoM [sku ]
Unit Name ‘ STOR FARMASI Item Sub-Group | |
tem Group [an | Status [ Approved |
Stock Taking Type [ Random | Reject Reason [
Created By | ‘

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

2.5L bag 1.25mmel
03.3062.08.255T Calcium Dialysate Soln bag Box of 5 bag DMHPSF14 31/03/2015
2.5% Dextrose

Ll ]

Unit Price

Figure 3.2.3-6 View/Print report

STEP 8 -
Click on the & KEWPS:14 |, | & KEWPS-17

Note

button to view/print the reports as shown in Figure 3.2.3-7 and 3.2.3-8

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.

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5
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] KEW.PS-14
M KEMENTERIAN KESIHATAN MALAYSIA
- Hospital Raja Permaisuri Bainun, Ipoh
LAPORAN PEMERIKSAAN / VERIFIKASI STOR TAHUN 2013

(Tatacara Pengurusan Stor 184 dan 183)

KementerianiJabatan Phamacy Store

DliS1 OLEH PEGAWAI STOR DIIS1 OLEH PEGAWAI PEMERIKSA DilS1 OLEH PEMVERIFIKASI
Penemuan Keadaan Stok
Kuantiti Stok Kuantiti Stok (usangrosakitidak digunakan | SyoriCadangan{lupus/hapus
No. Kad Kos lagittidak - -
ad Perinal Siok ghos ag ltlmfp-elaras.:ri:uit;ﬂdpmdahan
Stok (RM) | Fizikal | Baki di Kad ) Fizikal| Baki di Kad , i Hikasi
Stok Jan Lebih | Kurang Stok | Kawalan Stok Lebih |Kurang Kuantiti Justifikasi
5120048000 (Central VVenous
1.01 Catheter, Triple | 00000 10 oo 1" o m )
Lumen,
16M8MBG,
15cm
B116058002 [Trocar Cannula,
0.01 Thoracic Size | 00000 O o of o 0 10
Fg3d
B116058002 [Trocar Cannula, |20.0000)
0.01 Thoracic Size 10 R 1 "° ! ] i
Fg38
JumLAa 20 1 19 0 20 1 19 0
Printed Date:
Printed By:
Source: Page 10f 2

Figure 3.2.3-7 KEW.PS-14
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Kementerian / Jabatan : Fharmacy Store

KEMENTERIAN KESIHATAN MALAYSIA
Hospital Raja Penmaisuri Bainun, Ipoh
PENYATA PELARASAN STOK
(Tatacara Pengurusan Stor 198)

KEW.PS-17

Kategori Stor : PusatiMama/Sub Storednit
Tarikh Penemuan Kekurangan Lebihan
: Harga - o
Bil. Perihal Stok Ho. Kad Kawalan Pﬂ’a‘q:;:nilr Saunit Jusﬁ]ﬁlﬁf& silap
mm;;‘ RM) Kuantiti Hilai (RM) Kuartiti | Hilai (RM) pengiraan
1 |Acetylsalicic Acid 300 |02.0003.05 10102014 2.0539 40295 539.71
mg Soluble Tablet
Disediakan oleh:
Hama Hama
Jawmtan 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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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:

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.

PHARMACY INFORMATION SYSTEM
HOSPITAL PAKAR SULTANAH FATIMAH, MUAR Logout
@ Inventory ﬁ Home | Adjustment = :
£l Finance
STOCK ADJUSTMENT
Gl Procurement
“l Store Invento o / d +
Gl Indent
0 Buffer Level Adjustment No | 2| Status |All > |
G Disseminate Transaction Type  |All > | A, Search
) Expiration and Condemn
O Issue
1 /1 [1-9/97
o Penalty
5 Pre-Packing Adjustment No B Transaction Type ] Unit Code Unit Name % | Created Date & Created By
& Product Complaints SA14000015 Routine Checking PS001 STOR FARMASI 0310412014 Open
Ol Quarantine
5 Recall Product : | sA14000014 Routine Checking PS001 STOR FARMASI 03/0412014 Approved
Ol Receive ltem SA14000013 Stock Taking P&001 STOR FARMASI 03/04/2014 Pending For Approval
O Returned item S414000012 Stock Taking PS001 STOR FARMASI 03/04/2014 Pending For Approval
& Slow Moving ltem
SA14000011 Routine Checking PS001 STOR FARMASI 03/04/2014 Pending For Approval
@ Stock Taking and
Verification SA14000010 Routine Checking PS001 STOR FARMASI 031042014 Rejected
Physical Checking
Count Sheet, SA14000009 Routine Checking PS001 STOR FARMAS! 0310412014 Cancelled
Adjustment
o Stock Transfer SA14000005 Routine Checking PS001 STOR FARMASI 120312014 Approved
) Adverse Drug Reaction
' I d 444000009 Pauting Chacking I=I=TaTs ] TOR EADIAS] 4407212044 Annr: i
Figure 3.3.1-1 Stock Adjustment Listing Page
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3.3.2 New Stock Adjustment record: Stock Taking

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
- -
Inventory E Home Adjustment *
L) Finance
STOCK ADJUSTMENT
Ll Procurement
Z Store Invento o o
Ol Indent
O Buffer Level Adjustment No ( 2| Status  [an ¥ |
Ol Disseminate
Transaction Type | Al v | Q Search
L) Expiration and Condemn -
o Issue
1 /1 [1-9/9]
0 Penalty
O Pre-Packing Adjustment No * Transaction Type ] Unit Code 3 Unit Name % | Created Date 5 Created By
O Product Complaints SA14000015 Routine Checking Ps001 STOR FARMASI 0310412014 Open
Ol Quarantine
O Recall Product { | sa14000014 Routine Checking PS001 STOR FARMASI 030412014 Approved
0 Receive ltem SA14000013 Stock Taking PS001 STOR FARMASI 0300412014 Pending For Approval
4l Returned tem SA14000012 Stock Taking PS001 STOR FARMASI 0310412014 Pending For Approval
L) Slow Moving tem
SA14000011 Routine Checking PS001 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 5414000009 Routine Checking PS001 STOR FARMASI 03/04/2014 Cancelled
Adjustment
Ol Stock Transfer SA14000005 Routine Checking P3001 STOR FARMASI 12/03/2014 Approved
) Adverse Drug Reaction
0_Dharmacy Transactian - 414000001 Rouline Checking PS001 TOR FARMASI 10032014 | oo e o Annrovad i

Figure 3.3.2-1 New Stock Adjustment

To generate a new Stock Adjustment: Stock Taking 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 3.3.2-2
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STOCK ADJUSTMENT

ADJUSTMENT INFORMATION

AdjusimentNo | | Created Date  |12/03/2015 115559 AM |
Unit Name ‘Pharmacy Doc Ref No
Status \'Open | Remarks

Created By |

Reject Reason ‘
Transaction Type | Stock Taking v (e Count Sheet No CS15000004 T N @
uom PKU v (o

ADJUSTMENT ITEM LIST

werage Unit Appruved‘ 'ock Available onversion ackagini - ock Available
Il | ltem Codes Item Description % | Batch N& | Expire Dater APliceg(Rl:Jl}‘ s AI(IE;;]I‘Ilv = I{!Fﬂ‘u]l = -] © Factor -] [;’es(':‘rigtiog'l s = :;:(U,I =
‘ COBCAO100 ‘ ‘ -
[] | 0T1002XX0 | Amlodipine 10 mg Tablet | BEO7691 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 /1 [1-3/3]
CountSheet No H Created Date ¥
C314000033 09/04/2014
CS514000032 08/04/2014
CS14000031 03/04/2014

Figure 3.3.2-3 Search Count Sheet No.

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

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

o List of items will be displayed automatically based on the selected Count Sheet No.
U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5 Page 26
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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

Adjustment No | | Created Date 12/03/2015 11:55:59 AM |
Unit Name |Pharmacy | Doc Ref No @
Status [open | Remarks (o
Created By I | Reject Reason |

Transaction Type | Stock Taking Count Sheet No C815000004 R

IRl

uomM PKU

ADJUSTMENT ITEM LIST

M Delete item

@ @

S DEICHE Stock Available . Conversion Packaging .| Stock Available . »| Adjustment , Adjusted Quantity Reason R k
$ emarl

p Unit -
RM) ~ A::'r‘{‘ﬂ‘l“" (PKU) 7 Factor  *| Description - (SKup 7 ~ 7| Quantity(PKUJ" (PKU)

0 | 50.00 (box) 100 | Box of 100 tab 0 | 50 (box)

5,000 (tablst) ‘

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
Adjustment No | | Created Date (121032015 11:55:59 AM |
Unit Name |Pharman:y | Doc Ref No
Status | Open | Remarks
Created By | Reject Reason ‘

Transaction Type | Stock Taking Count Sheet No | C515000004 P

J18)

UoM PKU

ADJUSTMENT ITEM LIST

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5

WM Codes|  ltm Descripion & Batch Nt | Expire Datce  /eved Ui 2 “&’;m“{’ o| Stckimsi,| Comenion 5| Fickgeg | SockAvikbie
CO8CAO100 ‘ ‘ —
T1002XX.0 | Amlodipine 10 mg Tablet | BEO7691 | 01/01/1970 3.4000 0| 50.00 (box) 100 | Box of 100 tab 5,000 (tablet) - v
< >
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 B button to save the record.
‘ CONFIRMATION
Are you sure you want to save?
| Yes || MNo |
Figure 3.3.2-6 Save Record?
| INFORMATION
@ Record has been saved successfully!
Figure 3.3.2-7 Message Information
Note
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.
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, & Sendfor Approval | 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 | @+ Cancel Request IZI

ADJUSTMENT INFORMATION

Adjustment No  SA15000101 | Created Date 12/03/2015 00:15:51 PM \
Unit Name ‘Pharmacy | Doc Ref No

Status "Open | Remarks

Created By | | Reject Reason |

Transaction Type [Stock Taking v - Count Sheet No ICS1SUUDUD4 Feikd
Uom PKU v

ADJUSTMENT ITEM LIST

. Approved " o . .

- - - - Average Unit | Stock Available Conversion Packaging .| Stock Available .

Item Codes Item Description & | Batch Na:| Expire Date; Price (RM) * AI(';ONI;]nt $ (PKU) ] e $ Description * (SKU) $
CO3CA0100

0T1002XX.0 | Amlodipine 10 mg Tablet | BEO7691 | 01/01/1970 3.4000 0| 50.00 {box) 100 | Box of 100 tab

1

5,000 (tablet) ‘ ’ -

Figure 3.3.2-8 Send for Approval
STEP 14

. & Send f | . .
Click on the oy Sen fox doneca | 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

(Ph[S

This function is to perform the stock adjustment (manual process) without physical checking

and count sheet.

PHARMACY INFORMATION SYSTE|

& Inventory ﬁ
O Finance

Home | Adjustment =

STOCK ADJUSTMENT

HOSPITAL PAKAR SULTANAH FATIMAH, MUAR Logout

O Procurement
2 Store Invent
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 +
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 Shee SA14000009 Routine Checking PS001 STOR FARMASI 03/04/2014 Cancelled
Adjustme
[ Stock Transfer SA14000005 Routine Checking PS001 STOR FARMASI 1210312014 Approved
O Adverse Drug Reaction
3 _Pharmary Transaction 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

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5

Page 30




) PhIS & CPS Project

User Manual — Pharmacy Inventory mls
N Stock Taking and Verification

ki O e b Mdigse

STOCK ADJUSTMENT

ADJUSTMENT INFORMATION

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

Doc Ref No o
Remarks o

Reject Reason ‘

Unit Name |Pharmacy'

Status | Open

Created By ||

Transaction Type  Routine Checking

Uom SKU

5@

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 S
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 - * A%41em | b ton. The system will display the ‘Add Adjustment Item’ window as shown in Figure 3.3.3-3
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ADD ADJUSTMENT ITEM

L]

Item Group DRUG

Item Description
Batch No DMKKBM2014

Batch Expire Date 27/11/2015 12:00:00 AM

Stack Available (SKU)

\
Stock Available (PKU) | 0|
\

Acriflavine 0.1% Lotion T * @

liem Sub Class
ltem Code
SKU

Adjustment +/-

|DUEAA030(JDL6D01XX.01

|m\

,__®E
g

Recommended Adjustment Quantity

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

STEP 11
Select Item Sub Class

Note
STEP 12
Select Item Description.

Note

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

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

the Skt button and double-click to select an item.

Average Unit Price(RM) U.UDOU‘ Amount(RM) 0.00
Remarks . Reason —
Figure 3.3.3-3 Add Adjustment Item
STEP 10

Search ltem Description X

Item Description ltem Code
1 f6o0 » » [1-10/591]
Item Description s Item Code Item Brand s

Acarbose 50 mg Tablet A10BFO1000T1001XX.01 NO BRAND

Acarbose 50 mg Tablet A10BFO1000T1001XX.01 DIBOSE

Acarbose 50 mg Tablet A10BF01000T1001XX.01 GARBOSE

Acetyl Salic Ac Sol. 300mg Tab 02.0003.05 UNIASPIRIN

Acetyl Salic Ac Sol. 300mg Tab 02.0003.05 NO BRAND

Acetylsalicylic Acid 100 mg, Glycine BO1ACDB255T1001XX 01 GLYPRIN

45 mg Tablet

Acetylsalicylic Acid 100 mg, Glycine

45 mg Tablst BO1ACD6259T1001XX.01 NO BRAND

Acriflavine 0.1% Lotion DO3AAD3000LE001XX.01 NO BRAND

Acriflavine Lotion 0.1% 01.0016.04 TERAPUTICS

Acriflavine Lotion 0.1% 01.0016.04 NO BRAND

Figure 3.3.3-4 Search Item Description

e This field allows the user to enter partially or fully search criteria for ltem Description and/or Item Code. Click
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Search Batch No.

Batch No
1 /1
Batch No
‘ DMKKBM2014

| x]

Q, Search

[1-1/1]

= Expiry Date S Quantity =
‘ 2711112015 | 0

STEP 13
Select Batch No.

Note

window once the Batch No. is selected.

Figure 3.3.3-5 Select Batch No

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

SKU, Batch Expiry Date and Available Quantity will be displayed automatically in the Add Adjustment Item

ADD ADJUSTMENT ITEM

[4]

Item Group DRUG v |
Item Description Acriflavine 0.1% Lotion 2
Batch No

Batch Expire Date )
Stock Available (SKU) | o
Stock Available (PKU) | o

Average Unit Price(RM) |

wrong location
Remarks

@ Reason
.

(18)[a e [x]

liem Sub Class v

ltem Code [D08AAO3000L6001XX 01 |

SKU mi

Adjustment +- +

Recommended Adjustment Quantity

Amount(RM)

Extra Quantity

STEP 14
Select Adjustment +/-

Note

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

Figure 3.3.3-6 Add Adjustment Item

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

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

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

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

Figure 3.3.3-7 Confirm Save Record

STOCK ADJUSTMENT

D)

ADJUSTMENT INFORMATION

AdjustmentNo | | Crealed Date 1210372015 00:23:08 PM |
Unit Name |F‘han‘nacy | Dot Ref No

Status | Open \ Remarks

Created By ” | Reject Reason

Transaction Type  Routine Checking v -
-

UomM SKU

ADJUSTMENT ITEM LIST

Ml Delete tem 4 Add Item

verage Uni Approved ock Available onversion ackagini lock Available
Item Code % Item Description % | Batch Na: | Expire Dates APriceg{RLI:R)l $ Erlllw;“: = '{‘Fﬁ(u)l () s © Factor = [?eslrligtioi s =L '[(Fﬂ(l_lll T
‘ PRAMIDI00D | Acrifiavine 0.1% Lation | SMKKBM | 57,112015 0.0000 0| 0.00 (bott) 60 | bottle of 60 mililitre | O (mi) [+ .
< >
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
CONFIRMATION
» l@;a CONFO002: Are you sure you want to save? '
| Cancel || Yes |[ mno |
Figure 3.3.3-9 Save Record?
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o

Note

e Click on the button in Figure 3.3.3-9.

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

_ Ml Delete 1tem _
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 i SendioAproal [y on will be enabled.

STEP 21

Click on the oy Sond focSpprval button to send Adjustment record to the HOD / Pharmacist for Approval

STOCK 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 |-

uomM 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.

U.MANUAL_INV_STOCK TAKING_VERIFICATION-v 1.5 Page 36



) PhIS & CPS Project
User Manual — Pharmacy Inventory mls
e g Stock Taking and Verification

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.

TASK LIST

1 /3 » v [1-10/21]
Ho Transaction Type - Transaction No. ] Datel/Time ] Task Status 5 From Unit/Department = From User =
1| Adustment SA1400002 14104/2014 12:30 PU FEIRI T STOR FARMAS!
Approval
2 | Adjustment SA14000011 0310412014 10:23 AM Pending For STOR FARMASI
Approval
3 | Adjustment SA14000012 0310412014 10:24 Al P =0T STOR FARMAS
Approval
4 | Adjustment SA14000012 0310412014 10:24 Al Pending For STOR FARMASI
Approval
5 | Adjustment SA14000027 14/04/2014 12:11 PM FEIIT =37 STOR FARMASI
Approval
§ | Indent R14000031 02/04/2014 11:57 Al Pending For STOR FARMAS!
Approval
7 | NearExpiration Approval E140000008 01/04/2014 041:07 PM Es;ﬂ)‘\’,‘; ok STOR FARMASI
8 | MNearExpiration Approval E140000012 0210412014 12:27 PM Es;ﬁ]‘\”‘; For STOR FARMASI
o | Payment PI114000001 20/03/2014 12:55 PM PRI 7 STOR FARMASI
Approval
10 | Purchase Order PO14000014 2710312014 02:55 P E;Sr‘joicgl 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
¢ 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 || 9 o | x
ADJUSTMENT INFORMATION
Adjustment Mo |sm4nunnzs | Created Date |1 4/04/2014 00:28:31 PM ‘
Unit Name STOR FARMAS) | Doc Ref No PRNo01 \
Status |:F'ending For Approval | Remarks ‘
P
Created By | Reject Reason
Transaction Type |Ruulme Checking > |*
1 /1 [1-1/1]

Approved
Amount %
(RM)

Average Unit Price .

{RM)

Stock Available
(PKU) T

Packaging " Stock Available

Item Code 5 Iltem Description +| Batch No%| Expire Date s Description  * (SKU)

Conversion Factors

2.5L bag 1.25mmaol
Calcium Dialysate Saoln
1.5% Dextrose

03.3062.06.25

e 0.00

Box of 5 bag

DMHPEF1
4

31/03/2015 ‘ 0.0000

1,999.80 (box) ‘ 5

9,999 (pag) ‘I- !

Figure 3.3.4-2 Approve Adjustment
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STEP 2

a) Click on the ﬂ‘ button to approve the Stock Adjustment record and the Status will change to
‘Approved’

Il CONFIRMATION

‘ CONF0128: Are you sure you want to approve the record?

| cancel || ves |[ mo |

N
sl 2y

Figure 3.3.4-3 Approve record

| INFORMATION

Q@ INFOO673: 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 ¥ Reject ‘ 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
Rt Haspital Kulim
STOCK ADJUSTMENT REPORT
(F11) H SA15000102 Date 12032015
H R .
R p—— puting Checking Stalus :  Approved
Esc to exit the view Ret :
meriplion | SKU Faclaging Guaniity PRl [Adpsiments | Aduaiment Texson Unit Price (RM) | Amunt [FM]
2% expired. Chck BUY Descripion Facioe Andilabie Cumnisy (SKLY
A B0 enable this feature (EKU}
CGEAATE0OD [ Acrflavine 1% Lotien [mil || Exme of 60 mlliare L] =] B Darnage L5000
LEQ01 0 01
TOTAL :
]
Disediskan oleh Diluhuslensn Cilely
Hama Hama
Jawalan Jawalan
Uit [V
Jabatan Jabatan
Tarikh Tarikh
Printed : Printed By : Unit Hame : Source :
Page 1 of 1

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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5.0 Links To Inventory Modules
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Authorization

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
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