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Part I: Login into HRHIS

Part 2: Data Management

Part 3: How to generate different Reports

Part 4: Data Validation (Checking for wrong Entries)

Part 5: Data Transfer & Sharing (Import and Export)

Part 6: Change Password
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Part One: Login into HRHIS
I.1  User Login

Ministry of Health And Social Welfare(MoIISW)

Human Resource for Health Information System (HRHIS)

You need to login in the systie

HRHIS System Logn

Ubassarmi

Enter your Username
and Password to login
into the system

Standard Operation Procedures : Part | 1
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1.2 Hme Page

Ministry of Health And Social Welfaro(MoHSWY)

Human Resource: for Health Information System (HRHIS)

Welcome to HRHIS, Please use navigation in your keft?

e

(2]

Emp
a
&
:

Once you login successfully
you will see Navigation
Menu and Dashboard

Standard Operation Procedures : Part |
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graph reports automatically
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Part Two: Data Management

2.1 Data entry

| SR aee 2000 | Welieme iiage Trskerg |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Welcome to HRHIS, Please use navigation in your left!

| » astribuicn | Age distribution | Sex diswibution |

Employment Distribution

Under Data Management
Menu Click Data Entry to
choose data entry form

£ & & & F F F L F S

Years from 2001 to 2011

Standard Operation Procedures : Part 2 3
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2.2 Select data entry form

| 0f November 2011 | Wekcorss, math med |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Data Entry Forms

et Entry
Up&ate Reconds

Deta Vakaten

Horpital Emplayee Form

Import [Ixport Private/FBO Empleyee Form

Psbiic [mployer Form

Shesenng 110 %0l L entrms

Click the downward
arrow to open the form

Select the form from
the list of forms; eg.
Public Employee Form

Standard Operation Procedures : Part 2
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2.3 Entering Data into HRHIS system

i. Step I- Selecting Duty Post Level

| 10thMoversbar 3011 | Waicome, math mad |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Select Duty Post Level
Select Facility:

lic Empoyée ata Entry Form

| Fazimy [=]

If the employee works in a
facility scroll down and choose

P Nome facility. Choose District for those

Before you start data entry, | working at CHMT
! mame
first select Duty Post Level ]
(work station) of the
employee you want to record te of Birth -

5. |Sex - [=

6. |Marital Status - =]

7. | Nationality - [=]

8. |Religion - =]

Standard Operation Procedures : Part 2
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ii. Step 2 - Selecting the Facility

100k Menwenbier JUIT | Wekiwew, sath sand |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRIIS)

Select Duty Post Level Faciny [z
Select Facility:* Aane Kifu (Mdaw) Dispongary -

Chakiemn Dispisgary
Chaksers RC Disgemtspry
Chamcham Dispensary

TiE First Name Fasis Heslth Costrn
Fumwghe Despesgary

Hme (Cogr) Dispissary

2. Middle Name Hme Makeysr Dispestsary
Hme Red Crons Dispaniary
b Dispansary

3. |Sumame Kahe Dispesseary

Kamal Dispenyary

Kibe Disipeticary

Kibesho Saeszanm Dispigary

Public Emp|

4. | Date of Birth Kibesdo Hospla)
Kok Haalts Coree
{ Kkaraes Dispinsiiary
5. | Sex Kolema Hegpaal

Kalernn Ko Dispansary
Kolema Pelo Dispinsary

If the selected duty post level is
facility, the option box will appear
with a list of facilities within your

6. | Marital Status

7. | Nationality district. Click here to select the name
' of the facility in which the record you
8. | Religion want to enter belongs
Standard Operation Procedures : Part 2 6
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iii. Step 3 — Serving Data

25. | Date of Last Promotion 3
26. | Employer - =]
27. | Employment Status . =
28. | Registered Disability - -l
29. | Contacts of Employee
30. | Next of Kin
31. | Relationship to Next of Kin - -~
32. | Contacts of Next of Kin
Save and exit ’ | Sevw and add ancther | Save and coatinus sditing | Cancel

Fill in each field as required and
once you are done with the
entire fields click here to save
your data and exit the form

Click here if you want
to cancel entering
data or editing

Click here if you
want to save and
enter another record

Click here if you want
to save and continue
editing the same form

Standard Operation Procedures : Part 2 7
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2.4 Records Update Options (View, Edit or Search Records)

i. Step | - Get into Updating sub-menu

b Mervennber 2031 | Wk, math sl |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

View Records

Copy el |

show KB entries

Showing | to 2 of 2 entries

Form
Patlic Employee Farm
Private/ FEO Exployee Form

Showing 1 to 2 of 2 entries

Under Data Management
Menu Click Update Records to
see the employee forms for
viewing all records or
choosing a specific record

Standard Operation Procedures : Part 2 8
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ii. Step 2 - Search a Record to update or view from all

Data Management

Data Entry

Uzdate Recerds

Standard Operation Procedures :
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b Movvewnber J031 | Weliwe, math sl |

Ministry of Health And Social Wellfare(MoHSW)

Human Resource for Health Information System (ITRHIS)

View Records

| POf
Showng 1 to 2 of 2 entries

Form

Petlic Employee Form

Private/FEO Exployee Form

Showing 1 to 2 of 2 entries

Click here to see all
the records entered
in a specified form

check number

Click this icon to search a
specific record by entering the
last name OR first name OR

Part 2
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2.5 Searching a Specific Record - Click the Green Icon

| 10tk Miveweber 2031 | Wiekuwe, smath rend |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Search Records

owrch Key:* lu::‘.‘

SOCAL WOLFARE - HOAWAN ELZOURCE FOR MEALT INFORNATON SYST0N

You can enter a variable (say First
name, Last name or check number)
and then click here to search the
record you want to update

Standard Operation Procedures : Part 2 10
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2.6 Updating and Viewing Options

You can enter 2 variable here
i Options | - Viewing Options (say a mame) to search the
record you want 1o updite

T Recerds Avadlable for Moshi District Coencil
:::-n 410 srtzen
R R

Lt | 1 b gt
-t { 1 W DX ot s ¢ ngnm Aamote  waoe ks < 07/EN
it Mtiactn Sehodl s he
Lot e i !
é Ovicdl Ol O#ficar Y .
B | o Shaia geat I8 »  aiwm moxe wonn owa TOYEN
Dioryn Pammrid = Compat
Prinary [ S
1 AToAs soMrat : - B Gihe  EOES  BEN ‘08
Click here to select Setool Hewildt
number of records to 5 | an P wone e
b‘ghﬂmoﬂ w‘m 4 LT Ay Ogicma e N Thel "m| W TN Hewitd n /ﬂ.
page (10 -100 entries) 5 tesks  Ameden B e 0 tphe  amom  weoee ™ 00N
W  lepm | fnllen Corticuls Surse oyt wast wese O rOoPR
| Hegpta
T Erdewte P Cothers e B s woom  weawe e Y00
s oda
E e Ve Secontaey | G TR - wuar | wwan o 090N
= Mogpital
o
Y e M tomicus  Bure S Whe  Soom weane e ‘0n
Srieary Lecarry = W o a,  Micdha | e
k ¥ Mabim  oeph e = 6 S wodk | wmone = 0/
Ust of Records
Standard Operation Procedures : Part 2 11
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Cick n
Options 2 - Updating Records it L
Recoeds Avallable for Moshl District Counc

Faraje
Primasy .
1 UGS FREDRKK p Mot -
' Sedend Click this lcon to 0-/aw
e edit the record
Thange Fyvvemed 1 e ANYON Sokoes :;\: :M-.'t' (v T » 1 5o PN WeH ‘B'
Crorge Swmet e
Primary
PO T A e Click this kon o
view or add history
& Feota  Aove Nploas Merse to a record
4 Vercekis  Amedest e W —~
- Click this icon to view
4 g {=tan Cortficats  Hore or add in-service
'y Eadruta  Frie Certhicate W
. . Adanie : Click this icon to view
$ wbra Vicho Jl‘-,::v:fr Ofher Cmﬂ'“l ﬂl'oﬁle 0‘
Pla, -
\_this employee B
Y Bem Ml Cothcats Mo LT wome o 00BN
et
rimasy Secwriy i e MB0SRO | mr
! il s Gonrd Click this icon o v weame S8 HOoEIN
delete this record
Standard Operation Procedures : Part 2 12
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ili. Options3

Records Avallable for Moshl District Coundl

uty Lrevy

i oy | Im:wwm:umm

e

Fetremert

{

gsaler

et
(=1

L %3
e Vil ) i M NaE

[

Ponsamd

I

e i
Drarge Pwmecrd

lick hare if ; o “
C ere if you Click here to export Click here to export Click here to open
want to copy all the these records into these records into ot ! |
record in this form excel file »{_ PDF File mamf““‘ ovd | ®ack to the list of
= data entry forms
5 Versslca  Bmeden P Herse 1] 13 Iyl Oty o v ——r
i [T [etar Carticate Horse ] ) e Ll R b s '.D J"Bl
Hegpiud
7 baduta  Fetw Cortlome  Meme B Wil (Uil 18NN e -‘0 Jﬂ‘
Hewiud
Aiwae )
s XL »
] fabra o Leccadury Ot L Yy dm oo G lt 10NN Mook | 0 ;ﬂ'
5 Blima  Medi (othcme  More @ Nwhm e ‘088
B Mt Jowgh 3 i) Y b0t -.0 fﬂ'

' of 414) entres
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Standard Operation Procedures.indd 13

13

Tuesday20December//2011 11:42 AFJ‘/I



Part 3: How to Generate Different Reports

3.1 How to Generate Data Completeness Report

Tk Memewaler J031 | Wk, sasth sand |

Ministry of Health And Social Welfare(MoIISW)

Human Resource for Health Information System (HRIHIS)

Completeness Report

Select Orpandsatizn: 8- Mzshs Distrct Councal -

N Reparts

y Levels

v Grosps

| Genecge Repad |

Under Reports Menu click Completeness . . Step 3
Select region, council, or

Reports to create a report which shows . .

hosv complete the datapare for a give facility whose data you Click here to
P ; ; : : want to create a report Generate Report

organization unit level like region, council

or facility by clicking on its name.

14
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View the Report

O November 2011 | Welcooss, math med |
Ministry of Health And Social Welfare(MoHSW)

Percentage of Entered
number of private
employees per facility

Human Resource for Health Infg

Percentage of Entered
number of public
employees per facility

Completeness Report for Moshi Distri

Qata Catry

opy Facel | POF Prst Previous 56 axt  Last
r 4 " " » "
Usdate Racerds - Shownyg 71 1o 77 of 77 entries

Outa Valdtios show KIS entries o \ [

Public Recon Private/FBO Record

SN « Record ] -

Expected . Records | ~ Expected | Record:s
Penventage 2

AJDtOItHE Réparts

¢ Percentage 2

Comeltasess Rasons Record:s = Entered ~ Recerds = Entered *
g o 1 (|G sz Pebilc Exployes Fomm 8 0.0% 0 0.0
OrgUse Bazont By Dispensary
Orguiss Bagort By Ury Kyasani Henlth T Yy e 0.0 0 k
Orguss Rzo iy n Centre wtilc Employee Form 15 0.0% 0 0.0%
Biceeds Repet 73 Uru Mission Dispensary 0 0.0% 0 0.0%
< 74 Uswo Dispeasary 0 0.0 0 0.0
/ Private/ T80 Employee -
Bl Y ; e ’ o
Patlic Employee Form
7% Maoshi Distriet Counddl ,Private/FB0 Employee 400 1y 19.8% 500 4 0.83
Form
Total Records

Showng 71 to 77 of 77 entries

Expected number
of public employees
entered for this
council

Expected number of
private employees
entered for this
council

Entered number of
public employees
for this council

Completeness
Report

Entered number of
private employees
for this council

15
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3.2 Aggregated Report

Ministry of Health And Social Welfare(MoHSW)

Under Reports Menu Click
Aggregated Reports to create
aggregate or graphical report

==

Click here to select the
first field whose data you
want to generate report

Standard Operation Procedures.indd 16

Human Resource for Health Information System (HRHIS)

Aggregated Reports

Step 2

= Mazhi Duaerice Ceergd

Select the organization
unit whose data you want
to generate a report

Tick here if you want to select
the org Unit and its lower levels.
Don’t select if you don’t want
report to include lower levels

Click here to select the
organization group in
which you want a report

Step 3

Step 4

Click here to select the
form in which you want
a report

Step 5

[ sev7 1

In case of one field report,
click here to select “Use only
the above field”. In case of
cross tabulation report click
here to select the second field

Click here to select the
type of graph (Bar, Line
or Pie graph) you want

Click here to
generate a report

16
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i Generating Aggregate Report by Organization Unit Group

Aggregated Reports
Foelect Orpanisaticn:® 8 -Meshi Distrct Councal -
Completeness Reparts
History Azd TRrng Reparts
Quglint Repart By Loveds
Qeplint Repart Sy Groeps
Qsglint Repart By GrospSets
Reconds Regort
Import/Export
Change Password
Chanpe Fasswons J Dats dor Selectad Unit and tower levels: ]
[Create Repert By Orgasisation Greup: [-saLecT-
[Select Form:* Aorea
Fam Basea Facites
s One:*
JFiekds Oae Puthc Facites
betd Towse® Pitvis Facines
Hoopiys
[Type of Graphe* ;Zx;l:j;:\h
SE0T5 M
lssmnia

In case you want to generate a report
for a specific group of facilities you
click here and select the group. If you
want to generate for all the facilities
then don’t select anything in this filed.

17
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Employment Distribution Aggregate Report for - Kiimanjaro Region with lower levels

a0 002 200) 1004 2005 1006 207 Pl 00 1010 wn ‘s
14 42 88 n 58 58 ] 166 50 &7 17
o L]

‘ Lxport Lo Lxcel f Lxport Lo Lxcel By Cadre

Emplovment Distribution - Kilimanjaro Region with lower levels
[166 for 2008] -

Table showing summary
report of records of the
Generated Pie Chart Report

[67 for 2010]

[17 for 2011]

’/Jl_sl;' for 2002)

- [88 for 2003]

[58 for 2005]

=

To get the Pie Chart above;

[ Select Employment distribution on the first filed

[ Select Use only the above field in the second field

L[] Select graph type as Pie Chart (you could also select Bar Graph or Line Graph)
1 Click Generate to get the report

Standard Operation Procedures : Part 3 18
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iiii. Cross Tabulation Report (Two fields)

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

ADVANCL
ADVANCE LMEL O 5 SECONDARY
DA% PRINARY SCHOOL
DIPLOMA SCHCOL

m Education Level Aggregate Report for with Sex oross tabulation - Moshi District Councll with lower levels

Export fo Bxcel Export fo Excel By Cadre

Education Level - Moshi District Council with lower levels

= Female —Male

Table showing summary
report of records of the
Generated Graphical Report

g A
& (fﬁ

Disrburton chort rom Femade (o Made

Generated [N
graphical report

Click at the end of the
report and stretch the
report downward to get a
better shape of the graphical

19
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iv. View Exact Number of a Graph Report

& Export to Excel | Y@ Export to Excel By Cadre

Education Level - Kilimanjaro Region with lower levels
|
L_l ‘
|

q;,f""f«"’ff ?

Distridbution chart from Female to Nake. }

Rl

~Female =MNale

s
3904

354
a2y

4334

Put a mouse on top of a bar
you want to see the exact
number of interested field

If you want to copy the generated graph to the word document or Power
Point Presentation

Right-click on the report and then click “save image locally”.

The graph will be opened on the new “tab” of the browser.

Open the new tab

Right-click on the graph and then select “copy image”.

Go to the word document or power point slide and paste the graph

Standard Operation Procedures : Part 3 20
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3.3 Open the Graphical Report into Tabular Excel Format

ADVANCE
ALV, ADVARCH BACHILOR MASTERS X RADUATI PRIMARY
SECONDARY X DIPLOMA

DIPLOMA  DIPLOMA DEGRLL DEGRIL ) SCHOOL SCHaoL
SCHROOL

Fermale Male Female Male Fomale Male Female Male Female Male Female Male  Female Male Female Male Female Male Female Male Female Male Fermale Male
1 4 [<] 1 49 5 | 4 " 27 34 or 184 Fol LE A | 0 (< 1 by ) 192 W bt ]

Click here to open T :
the report into = Export to Fxcel By Cadre
tabular excel report

Education Level - Kilimanjaro Region with lower levels

0k

> 1

22¢
i
s

3%

Q- ——

£ IS Qg@dfﬁ

Click here to open the report into
tabular excel report with records
arranged into cadres/designation

Peainbaiion chart Irom Temale 1o Make

21
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3.4 Generate Records Report

Update Records
Data Validation

Aggregated Repons
Completoness Repocts
History And Trairing Reports
Orglint Report By Levels
Orglint Report By Grovps

Orgnt Report By GroupSets

Under Reports Menu click
Records Reports to create
a report for all the entered
records of a particular
organization unit in the
HRHIS

Standard Operation Procedures.indd 22

Reports

Click here to select the
form/forms whose data you
want to generate a report

Step 3

Srmg®

Step 2

Available Forms

Pubiic Employes Fom
PrivalaF80 Employes Form

Select Organisationc® - Noghi Destnct Council |

Select the organization unit
whose data you want to
generate records report

Selected Forms

e Data for Selectod Unit with lower levels:

Step 4

Click here to select data
for lower org units

Click here to generate Step 5

a records report

22
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A view of a General Records Report

Write here the name

you want to search
General Report for Moshi District Councll with lower levels for Public Employee Form

e

5 791 0 294 of 794 mires
Shom entrws

Second

First
Last - Plication' O Dol o 3 \ ¢ 2 roment
Narms Hame : ducatien & Designatisn & Appainimen
Cate
r' Andataat Pablic
™ Fervae % Cectificate Nurdeg CfMicer 04701/ 1900 262 0 Jiy) 2|
m

Pl v
[rgloyee e

r. Unperaary
Fowwy
Fablc
. Sericr Ma-dical " " - " - MNatvara
Fovde & B 0T/ 52 F12r1002 I5ty) 4pe Evgi oy
Alteadaat o L :_" yee (Fageramy
i Assistant
< P Ferade 4T s

Patec Py wY
Sehost Kundeg Officer  07711/19%0 BA12/2004 2jy) 84 Erployes

Nis et
o (zerswy

Pabldic

(e 12tn ¥ Frgdryee

b s

Showng 291 to 794 of

You can export this
report to Excel, PDF or

copying it as it by chicking
the appropriate button

Click here to export

Records Report in
excel formac

Click here to export records
report to excel formac
arranged into designation

Standard Operation Procedures : Part 3
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3.5 History and In-Service Training Reports

Human Resource for Health Information System (HRHIS)

History and In-Service Reports

# Dstrict Councl

Sebect Organisation:®
Step 2
Select Organization
Unie
Step 3 1
Select here to S
include lower levels Select type of repart
YOU Want 1o penerate
(In-service Training or
se Data for Selected Ualt and lomer levels ) Himq 3 9
et Type of Supae® In Sanvice Traiag Re
[oebect Foem:* P\#t&m!cy\u Fom
Under Reports Menu click o wboct Fiekd:*
"History and Training™ to Type of Graght® G ach
create reports for stfl History | mm
Select type of

OR In-service traming records
, “w = data entry form
Click here to select Click here ‘° Step 7 |
type of graph ik ok

Standard Operation Procedures : Part 3
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ii. View In-service Report

DAt Minagement

In Service Training Report for Moshi District Coundil with lower levels

Dats Betry
Upéate Riceeds 2000
Date Vabdaton 1

2010
2 1

Woports

Click here to view
Aggreqatid Ruports

Comphteness Rigorts
Mistery And Tranng Ragorts
Qrglait Bepaet By Lirests
Orgusdt Repeet By Greups
Orgusit Repeet By GreupSats
Roacerds Riaport

the Graphical report
in excel format

-
i

Change Passwoed

Graphical report
for In-service
Training Records

Standard Operation Procedures : Part 3
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¥ Export to Excel By Cadre

xport to Excel

In Service Training Report for Moshi District Council with lower levels

O

®

Disinbebion chart from 2000 o 2011,

Click here to view the
graphical report in excel
format arranged by
designations

25
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3.6 Organization Unit Reports

i. Generating Organization Unit Report by Levels

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Orgasdsation Unit Report By Levels

Create A Report

Os Select the Organization
unit Level whose
raport you want

Sft‘p 1 Svgardiation Lt Lewsds® F p0my A :J
= y
Under Raports et e

menu ¢iick OrgUnit
Report by Levals

Salect the lover level (eg, if

you are within the district
Click here to hero you select facility)
generate a report

Standard Operation Procedures.indd 26 Tuesday20December//2011  11:42 AFJ‘/I
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iii. Viewing Organization Unit Report by level/facilities

1188 Wovember 2011 | Wekcorss, math med |

Ministry of Health And Social Welfare(NoHSW)

Human Resource for Health Information System (HRHIS)

List of All Facilities Under Moshi District Council Back

5 2 3 4 5 Next Last
Update Recosds Showing 1 to 10 of 75 entries

Dua Vakdaten S . —

Facility Name £
Kilessa ¥iseo Dispeasary

we Dispensary

O
TPC Hospital

i Disp
You can export the list spensaty

of facility to excel or
other document format

Mary Bannett Dispessary

Reco2s Bazon

Njar Dispes

Makpa Pasy

Import f{xport
Meresinl Disp

-

(F—

Changa Pasynons

Mawanjesi Dispensary

Mawella Dispensary

S Next Last

List of Facilities available
for this district

Total Number of facilities
under this district

27
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Organisation Unit Report By Group Sels

Create A Re
[Soloct Organisation: - Noghs Deztnct Councll -
lorganisation Unit GrospSets:* Owrnarship [:
SELECT-

Qe #hip

You can generate a report/list of facilities
by ownership (eg, facilities under public
only, or private only, or FBO only, etc) or
by type (list of dispensaries only, or

hospitals only, or health centers only, etc)

28
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iv.  Organization Unit Report by Type

Ministry of Health And Social Welfare(MolISW)

Human Resource for Health Information System (HRHIS)

Count of All Facilities by Type Under Moshi District Council Back

Data Entry

Update Records
- Showing | to 4 of 4 entnes

alidation

Reports

=~ Organization Unit Group Total Facilities

Aggrogated Reperts 1 Hospitals

Completeness Reperts 2 Dk : P
Hiztory And Trairieg Reports spensary <
Orglinkt Report By Levels 3 Hpalth Centre

Orglint Report By Growps
Orglinkt Report By GrowpSets
Records Repect Showing 1 to 4 of 4 entries

tal Count

Total Number of facilities
available for each group

Click a group if you want
to see names of facilities
under this group

29
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V. Organization Unit Report by Ownership

10th Nevember 2011 | Wekeome, math mod |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Count of All Facilities by Ownership Under Moshi District Council Back

Copy | CSV | Exeal | PDF

Show R entres
SN ~ Organisation Unit Group v
Ay
2 Private Fadilities 4
Public Faciiities
Faith Based Fadllities

Showing 1 to S of 5 entries

Aggregeted Reports
Completeness Reports
Hisiery And Traning Reports
QrgUnit Report Sy Levels

OrgUnit Report roups
OrgUnit Report Sy GroupSets

Recerds Report

Import/Export

Total Count

Showng 1 to 5 of § entnes

The report gives you different
group of facilities and total number
of facilities available for each group.
Click a group if you want to see

names of facilities under this group

30
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vi. Organization Unit Report by Group Set:
Here you chose a group and you see a list of facilities available under a chosen group. The groups are both by

ownership and type

Human Resource for Health Information Svstem (HRHIS)

m Organisation Unit Report By Groups

DMt brikey

ipadeie Manzunds

Dl Veldelizn

AN PDVIBL Sa Ty

* Makhi Ontne Counal

Taineintpe Laport

Select the
organization unit

in 1 MO Wy Lenas
SAVI (spang Dy Gt

Erelanl Iussort By it et

ALy Kagen

Jrganisarien 1a Greups=*

Under Reports Menu
choose Org.Unit
Report by Group Sets

SAummy
Fatn Based Fackts
Pubiic Facines
Private Facibes
Hosprals
Heath Cenre
Dsporsary

WELFARE - HIURLAM R

Click here to
choose a group
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vii.  Organization unit Group Report by Group Sets (Eg .Group of Dispensaries)

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

List of All Dispensary Under Moshi District Council Back

Copy | CSV | BExcel | POF

Showing 1 to 10 of 62

Aggregatnd Raports
Comphtensss Raports
Tranng Ragorts Facility Name

Repect By Lirvels

Misteey Ar

Orgu Anne Kiiks (Mdawi) Dispensary
Qrgust Repeet By Greups

Chekerenl Dispensary

OrgUsit Repeet By GreupSats

o

Chemchem Dispensary

Funmwuhu Dispensary

Click here to choose
how many facilities you
want to see per page

;

Z
3 Rapart 3
4
5

Himo (Cogi) Dispensary

Himo Makuyund Dispensary

7 Himo Red Cross Dispensary
8 Iwa Dispensary

9 Kahe Dispensary

10 Kamel Dispensary

4 5 Next Last
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Part 4 : Data Validation (Checking for Wrong Entries)

4.1 How to run data validation

Run Validation

Validate Data

Soloct Qrgan & Nozhi Councl

Select organization
unit of which you
want to validate its
data

Step 3

Click here to select
lower level (facilities)

Step 4

Lise DAt for Selected Ladt Wi kowey v

sl t Fépmc® Pebic Exployss Foms - /

tary Click here to select the
-SELECT-

Form (Public or Private
/FBO) whose data you
want to validate

Sefoct allsations™

Wowwm Al
Date0Bith Vs DateOF itippot
Date0Bth Vi DateOL axtPromo

Sl Age

FistAppoistsan Vi DatleOLaytPromo
Fitg! Apponimett 3ce grasdr has 18vrs

S HEALTH NECHVAT

O SYRY

T

Click here to select the validation rule
you want to run (eg. checking
correctness of staff age). If want to run
all validation rules select view all. After
your selection click run validation

Under Data Management Menu
click Data Validation to run
validation for the data already
entered into HRHIS
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4.2  Data Validation Report

m Darta Vabdation Repart for Moshi Districs Councl wih lower brvels

birth against date of first appointment

Valid rule heading - validating Date of |

9 1) BaneOMRbah vy BateONF b sliggen

date ol Niesl sppoialment Orgusit

el M 00 g E5105/ 199 ok i be Shupavaany

O ) aneCHBirth i DaneCHL amtProme

A validation rube with "" SR PSS

data needing correction f—W4 5} s g

with be listed under the

ttle with this red and = deiolla Kambe 2/BRIaR Nokiie

Sroated leon List of records with

) F il Agyped shweerd Vs SabeONLantPy e V!lid ru'u \'l"lh l'll!eldiﬂs correcdon

I all data has passed L s no wrong data either In date of birth or

a as passed a .
given validaticn rule the D 5 Fiest Apiimmen age oo than 181 ] a8 date of first appaintment
ﬁdcwilll'nnagrm < ' date of Birth P IUippolanient "Orgasle
m“‘“mam . Bl TN gragnITerl = 8 O%/ 1900 A DI L Conme

(T 11reh e

grrod/ 190 Pivdwer CoLgari iy

Once you observe incorrect entries in the validation report do the following:

1. Click the name of a record and it will be opened in the data entry form

2. Go back to the source of data...a form filled by this staff or the file

3. Get the correct information from the source and edit the record in HRHIS
4. Once the editing is done save the data,

5. Repeat the some procedure for all records needing correction
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5: Data Transfer and Sharing (Import and Export)
5.1 How to Export Data from HRHIS for backup or Sending to other HRHIS Computer

Step 2

Select organization unit
whose data you want
to export or backup

Select the form (by double click the form
Under Import/Export Menu click Export | name or by clicking once and then move it to
Data to export data from the system for Oats | the right hand side using the arrow pointing
backup or sending to another computer Che right hand). You can select all forms at

with HRHIS (say from District computer once and export data contained in them
to Regional computer)

Click here to start the

export process. Wait for
sometimes for data to be
aggregated and exported




5.2 Downloading and Saving Exported Backup file in your Computer

V Repee 3 E [““ REESES im

Opasing expact Moshi_ District Counch, St Nov, 12,749,165 203 |3 The downloaded export file is
= — named as the name of the

‘”“ - Yeuhave chosen te cpen organization unit selected. Date and

| expeet Mashi Distriet Councl Sat_Nov_12.7_49_16_EST_201 1 sip— time of when it was downloaded is
which s & Comprested (vpped) Forder (-1 bytes) \\also attached to the name of the file
frome hmpu//1T8 39157306 '
What should Frefox o with ths fike?
O Qpenwth | Wndomsbpisceisetuty | Fon’c open this file
’ - because it is coded. Select
@ Sostle safe file to save file to
|| Do this guncmiscally or dhes lice this from zow sn. save it in your computer

Once you click Export Data
the downloading window
will appear asking you
whether to open or save
the export file. Don’t open

this file
%

After selecting save file click OK to save it.
Make sure you understand where in your
computer the file is downloaded and saved.
You can copy the file and paste it in a back up
devise like flash dist or external hard disk




5.3 How to Import Exported File from a different HRHIS Computer

i. Go to the Import Function

..l £ 79 Moo 20 | Nrbres

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Import Dats

© Sy Mudan Dashosg #FLS Bacinp Fiur | Barmsa
| b Foe

Step 2

\/Browse to get the file from

where it is kept. eg from a
folder in your computer or flash
disk. Select the file name then
click open. (Read next page
before going to step 3)

Under Import/Export Menu click Import to
import data from backup export file (.zip
file) or from another HRHIS computer (say
importing file to the regional computer
from district computer)

Click here to start the import
process. Wait for sometimes for
the file to be import. You will see
the import report once complete
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How to browse and select the Data Import file from your computer

g, e o i ) O —
W Freeine - g Sare

After Clicking Browse, you will be
taken to your computer folders to
select the file to import. Once you see
the file you want to import click it

After clicking the file name,
click open and then Import file




Once your export backup file is successfully
imported into your system you will get the
report like this one. The report will give you
summary information like take spent to import
the file, total number or imported record, etc




Part 6: Change Password

6.1 How to change the Password in the HRHIS system

| 12thMovember 2011 | Wekome, math med |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Step 2
Edit Password

Type the old Password
(the one you want to
change)

LUSername:* mah I

O3 Password:” sessee

/ype the new password
Pew Password: LTI L) ‘ of your choice (at least
'[AQ:MM

6 characters long)
ND SOCIAL WELFARE - HUMAN ACS

Retpe New Password:”

I Step 3

COPYRIOHT 8 2010 MINISTRY CF T C FOR MEALTH INFORMATION SYSTEN

Under Change Password Menu
click Change Password to start
editing your password

I Step 5

Click Update to effect
the password change

Type again the
new password

Standard Operation Procedures : Part 6 40

Standard Operation Procedures.indd 40 Tuesday20December//2011  11:42 AIJ‘/I



6.2 Password Change Confirmation

| 12thmovember 2011 | Wekome, mathmed |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Edit Password

Import /I xport

Change Password :

Changs Passweed

[Retpe New Password:*

Once you click update the
password will be changed and
you will get a confirmation

message like this

TV DF SEALTH AMD SOCIAL WELFARE « HUMAN RESOLRCE FOR HEA
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