
HALP Internet User Guide – Drug Practices   

 

 Page 1 of 52 

 

 
 
 
 
 
 
 
 
 
 
 

 
 

Healthcare Application and Licensing Portal (HALP) 
Internet User Guide - Drug Practices 

 
 
 
 
 
 
 

   
   
   

 
 
 

 
 



HALP Internet User Guide – Drug Practices   

 

 Page 2 of 52 

 

TABLE OF CONTENTS 
 

1 Overview ......................................................................................................................... 3 

1.1 Logging Into HALP .................................................................................................. 3 

1.2 Data Submission ..................................................................................................... 3 

1.3 Save And Resume Draft ......................................................................................... 3 

1.4 Amendment ........................................................................................................... 3 

2 Logging Into HALP ........................................................................................................... 4 

3 Roles within DP ............................................................................................................... 6 

3.1 Pre-requisites ......................................................................................................... 6 

3.2 Creating and assigning user roles .......................................................................... 6 

4 Submit Data .................................................................................................................... 9 

4.1 Submit Data for Drug Practices (DP) Patient Information ..................................... 9 

4.2 Submit Data for (DP) Drug Prescribed or (DP) Drug Dispensed .......................... 15 
4.2.1 Submit Data for Drug Dispensed (DP) ................................................... 26 

4.3 Submit Data for (DP) Sovenor Inventory ............................................................. 33 

5 Save And Resume Draft ................................................................................................ 37 

5.1 Save And Resume Draft for (DP) Data Submission .............................................. 37 

6 Submit Amendment ...................................................................................................... 39 

6.1 Amend (DP) Patient Information ......................................................................... 39 

6.2 Amend (DP) Drug Prescribed. .............................................................................. 44 

6.3 Amend (DP) Drug Dispensed. .............................................................................. 49 
 
  



HALP Internet User Guide – Drug Practices   

 

 Page 3 of 52 

 

1 OVERVIEW 

 

Function Role 

Logging Into HALP DP Data Submitter, DP Supervisor 

Data Submission DP Data Submitter 

Save And Amend Draft DP Data Submitter, DP Supervisor 

Amend DP Supervisor 

 

1.1 Logging Into HALP 

1. This section describes how to log into the system. 

 

1.2 Data Submission 

1. This section describes how to submit different types of data under Drug Practices (DP). 

2. Possible types of DP submissions are as follows: 

Submission Type Description Submission Subtypes 

Patient 
Information 

Captures details of patients who have been 
prescribed or dispensed the drugs by doctors 

Not Applicable 

Drug Prescribed / 
Dispensed 

Tracks detailed information of drugs 
prescribed or dispensed to the patients 

• Drug Prescribed 

• Drug Dispensed 

Sovenor Inventory 
Yearly submission to report drug inventory 

to MOH 
Not Applicable 

 

3. For Patient Information, Drug Prescribed, and Drug Dispensed, this user guide will be using 
the same single patient in all three as an example. 

 

1.3 Save And Resume Draft 

This section describes how to save and resume a draft for Drug Practices (DP) Data 
Submissions. 

 

1.4 Amendment 

This section describes how to amend the different types of Drug Practices (DP) Data 
Submissions. 
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2 LOGGING INTO HALP 

1. Go to the HALP website (https://halp.moh.gov.sg), tick the checkbox for Healthcare 
Application and Licensing Portal (HALP) and click LOGIN WITH SINGPASS. 

2.  

 
 
 

3. You will arrive on the Singpass login page, scan the QR code via the Singpass app to login. 

 
  

https://halp.moh.gov.sg/


HALP Internet User Guide – Drug Practices   

 

 Page 5 of 52 

 

1. You may also login using your Singpass ID and Password by clicking Password login. 
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3 ROLES WITHIN DP 

3.1 Pre-requisites 

In order for a user to have access to DP data submitter and supervisor roles, the users’ organisation 
must have: 
     a) an active hospital, nursing home or medical clinic licence for methadone 
 b) an active hospital or nursing home licence for Sovenor 
When either condition is met, the system administrator is then able to create new users and grant 
users access to these roles within the HALP system. 
 

• DP data submitter 
o Only users that have been assigned as DP data submitters are allowed to make DP 

submissions within the HALP system.  

• DP data supervisor 
o Only users that have been assigned as DP data supervisors are allowed to amend 

DP submissions within the HALP system 

 

3.2 Creating and assigning user roles 

 
1. On the Inbox page, click on the user’s name and click on manage account 
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2. On this page the system administrator can either Edit existing users or Create new users 
 

 
3. If the system administrator clicks Edit, they can change the roles that have been assigned 

to an existing user. Once the roles are assigned, click Save.  
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4. If the system administrator clicks Create, all mandatory fields will need to be filled in. 
Once all the fields have been filled in and the role has been assigned, click Save. 
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4 SUBMIT DATA 

4.1 Submit Data for Drug Practices (DP) Patient Information 

This function allows DP data submitter to submit information for patients whom were 
prescribed or dispensed the following controlled drugs, Sovenor Patch and Methadone which 
are used for severe pain management. 

 
1. On the Inbox page, mouse over eServices and click Submit Data. 

 
 
2. If the user also has the HCSA Internet User role, click Data Submission tab first. 

 
 
3. Click Submit Data. 

 

 
4. Click on DRUG PRACTICES. 
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5. Click PROCEED. 
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6. Select an option from the dropdown for Acute hospital licence / Nursing home licence / 
Community hospital licence that is performing this submission, select Submit Patient 
Information and click PROCEED. 

 

 
 
7. Dropdown options for Acute hospital licence / Nursing home licence / Community 

hospital licence that is performing this submission. The values shown here varies 
depending on user. 
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8. You will arrive on the Submit Patient Information page. The fields highlighted below are 
mandatory. 
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9. If the country other than Singapore is selected for Country, fields for City and State will 
be mandatory. 

 
 
10. If Apt Blk is selected for Address Type, fields for Blk No and Floor No. / Unit No. will be 

mandatory. 

 
 
11. Once you are done, click PREVIEW. 
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12. On the Preview & Submit page, tick the checkbox under Declarations and click SUBMIT. 

 
The back button can be used if there are amendments to be made before submission.  
 
The print button can be used to print the preview page if necessary. 

 

 
13. An acknowledgement statement will be shown when the submission is successfully 

submitted. 
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4.2 Submit Data for (DP) Drug Prescribed or (DP) Drug Dispensed  

 
Users assigned with Role “DP Data Submitter” are able to submit data for Drug Prescribed or 
Dispensed for registered patients (registered patients refer to patients whose information 
exists in the system).  

Note: Data submission for drug prescribed and drug dispensed is a two-step process. The drug 
prescribed form needs to be submitted before a drug dispensed form can be submitted. The 
submission ID of the drug prescribed form will need to be entered prior to the submission of 
the drug dispensed form  

Submit data for (DP) Drug Prescribed 

1. On the New Drug Practices Submission page, select Submit Drug Prescribed or 
Dispensed and click PROCEED. 

 
 
2. Dropdown options for Acute hospital licence / Nursing home licence / Community 

hospital licence that is performing this submission. The values shown here varies 
depending on user. 
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3. You will arrive on the Submit Drug Prescribed or Dispensed page. The fields highlighted 
below are mandatory. 
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4. Dropdown options of Patient ID No.. 

 
 
5. Dropdown options for Nationality. 

 
 
6. Dropdown options for Drug Prescribed or Dispensed. 

 
 
7. Dropdown options for Medication. 

 
 
8. Dropdown options for Business Name of Healthcare Service Provider. The values shown 

here varies depending on user. 
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9. Dropdown options for Frequency. 

 

 
10. Enter the Patient ID No., ID Type, and Nationality, of a Patient submitted earlier under 

(DP) Patient Information (Section 4.1). Click Validate Patient.  
The Patient’s Name will appear as shown below. 
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11. Enter the Doctor’s Professional Registration No. (PRN) and click Validate Doctor. 
If the doctor’s PRN exists, the Professional Registration System (PRS), the Doctor’s 
Name, Specialty, Sub-Specialty, and Qualification should appear as shown below. 
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12. If the doctor’s PRN does not exist in the PRS (or if PRS is unavailable), but exists in the 
eLis system, only the Doctor’s Name should appear. 
Enter in the Specialty, Sub-Specialty, and Qualification. 

 

 
 
 
13. If the doctor’s PRN does not exist in either the PRS (or if PRS is unavailable) or the eLis 

system, no fields will be populated. 
Enter the Doctor’s Name, Specialty, Sub-Specialty, and Qualification. 
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14. Select Drug Prescribed for Drug Prescribed or Dispensed. 
 

 

 
15. Enter a Date of Prescription, Medication, Diagnosis and Business Name of Healthcare 

Service provider. 

 
 
16. Dropdown options for Medication. 

 
 
17. Dropdown options for Business Name of Healthcare Service Provider. The values shown 

here varies depending on user. 
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18. If Sovenor Patch was selected for Medication, enter the nurse/pharmacist details in 
Nurse/Pharmacist’s Registration No. and Nurse/Pharmacist’s Name. 

 

 
19. Fill in the remaining mandatory fields in the Medication Details section. 
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20. Dropdown options for Frequency. 

 

 
 
21. If Others was selected for Frequency, please enter information in Other-Frequency. 

 

 
  



HALP Internet User Guide – Drug Practices   

 

 Page 24 of 52 

 

22. Once you are done, click PREVIEW. 
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23. On the Preview & Submit page, tick the checkbox under Declarations and click SUBMIT. 

 

 
An acknowledgement statement will be shown when the submission is successfully submitted. 
Please take note and retain the submission ID for (DP) Drug Prescribed as user will need to enter in 
the valid submission ID for (DP) Drug Prescribed in order to perform a data submission for (DP) Drug 
Dispensed.  If the Submission ID has not been copied, it can be found under the data submission tab 
on the inbox page. Refer to the first point in section 3.2.2 for details. 
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4.2.1 Submit Data for Drug Dispensed (DP) 

 
1. Note:  

a. If the patient has not submitted Drug Prescribed, he/she is not allowed to submit 
Drug Dispensed.  

b. Data submissions for Sovenor patches dispensed should be done within 2 days of 
the start date of dispensing. If the submission is later than 2 days, the data 
submitter will be reminded to make the submission within 2 days, see point 8. 

 
2. If you have not copied the Submission ID for Data submission of Drug Prescribed, and 

have already left the acknowledgement page, we can find it again by going to the Data 
Submissions tab on the Inbox page. 
The Submission ID should be in the first entry below. We will use it in step 5. 
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3. Once again on the New Drug Practices Submission page, select Submit Drug Prescribed 
or Dispensed and click PROCEED. 

 

 
4. Click Validate Patient using the same patient used for our (DP) Drug Prescribed 

submission earlier. Click Validate Doctor as well using a doctor PRN. 

 
 
5. Select Drug Dispensed for Drug Prescribed or Dispensed. 
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6. Select Drug Dispensed for Drug Prescribed or Dispensed and enter the Submission ID 
for Data submission of Drug Prescribed. If the user has not copied the Prescription 
Submission ID, it can be found under the data submission tab on the inbox page. Refer 
to the second point of this section for details. 

 

 
 
7. You will see that Medication will get populated. If the medication was Sovenor Patch, 

Nurse/Pharmacist's Registration No. and Nurse/Pharmacist’s Name fields will appear. 

 

 
8. For the dispensation of Sovenor patches, if the current date of submission is more than 2 

days from the start of dispensing, a prompt will appear reminding the data submitter to 
submit the data within 2 days of the start date of dispensing.  

 
However, this does not apply for methadone dispensation. The data submitter can still 
proceed with the data submission. 
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9. Fill in the remaining mandatory fields and once you are done, click PREVIEW. 
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10. The add medication button allows data submitters to add more medication details if 
more than 1 medication is being dispensed to the patient.  

 
 

11. On the Preview & Submit page, tick the checkbox under Declarations and click SUBMIT. 
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12. If the current date of submission for Sovenor patches dispensed is more than 2 days 

from the start of dispensing, the user will need to enter a reason for why the submission 
is late as part of the declaration. 

This does not apply for methadone.  
 
The “Reason for late submission” field has a limit of 500-characters. 

 

 

 
13. An acknowledgement statement will be shown when the submission is successfully 

submitted. 
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4.3 Submit Data for (DP) Sovenor Inventory  

 
This function allows DP data submitters to submit their institution’s Sovenor inventory yearly. 

 
1. On the New Drug Practices Submission page, select Submit Sovenor Inventory and click 

PROCEED. 

 
 
2. You will arrive at the Submit Sovenor Inventory File page. Click the highlighted link 

below to download the Sovenor Inventory template, if necessary. 
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Fill in the rows required to update the Sovenor Inventory in the template before 
uploading. 
The format for dates in the Sovenor inventory form is dd/mm/yy 

 

 
3. Click UPLOAD and choose the edited template file. After a few seconds, the system 

should reflect the number of records (or rows) added to the template, and the uploaded 
file name is displayed 
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4. Once you are done, tick the checkbox under Declarations and click SUBMIT. 
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5. Acknowledgement statement will be shown when the submission is successfully 
submitted. 
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5 SAVE AND RESUME DRAFT 

5.1 Save And Resume Draft for (DP) Data Submission 

1. At any point during a submission, click SAVE AS DRAFT. 

 
 

2. The system will display a message to show the draft has been saved. 

 
 

3. If CONTINUE is clicked, the system will resume the submission. 

 
 

4. If EXIT TO INBOX is clicked, you will arrive on the Inbox page. 
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5. Click Data Submissions. 

 
 

6. You will arrive on the Data Submissions tab. The draft should appear as the first entry 
highlighted in the table below. 

 
 

7. To access the draft, click on the Submission ID link number. 

 
 

8. The system will redirect to the first page of your submission, you will see that previously 
filled-in fields will be automatically populated. 
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6 SUBMIT AMENDMENT 

6.1 Amend (DP) Patient Information 

 
1. On the Inbox page of user with DP Supervisor role, click Data Submissions. 

 
 

2. You will arrive at the Data Submissions section. 
You can search for a data submission by entering the Submission ID, Type, Patient Name, 
Status, Patient ID Number, user Submitted By, submission Last Updated from & To date, 
and centre Business Name. 
 
You can also find the submission by scrolling down if the submission was submitted recently.  

 
 

3. Select the checkbox of 1 submission that has Type of: (DP) Patient Information. We will 
choose the submission we made earlier. Click AMEND  
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4. You will arrive at the Amendment page with an Amendment section at the bottom. 
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5. Make some changes (e.g. for Mobile No.) and select an option for Reason for Amendment. 

 
 

6. If Others was selected for Reason for Amendment, enter a reason in Reason for 
Amendment (Others). 

 
 

7. If there were no changes made during the amendment, the following message will pop up. 

 
8. Once you are done, click PREVIEW. 
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9. Tick the checkbox under Declarations and click SUBMIT. 

 
 

10. Acknowledgement statement should be shown when the submission is successfully 
submitted. 
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9. The status of the record will now appear as Amended in the Data Submissions section. 

 
 
10. And the Last Updated date will change to the date the amendment was done. 

 
 

11. This acknowledgement message will appear in the Inbox section. 

 
 

12. This acknowledgement email will be sent to all users with the DP Supervisor role. 
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6.2 Amend (DP) Drug Prescribed. 

 
1. Select the checkbox of a submission that has Type of (DP) Drug Prescribed. Click AMEND  

 
 
 
2. When attempting to amend a Drug Prescribed submission that is tagged to a Drug 

Dispensed submission, an error message will appear. Users should amend the Drug 
Dispensed submission instead. 

 

 
 
 

  



HALP Internet User Guide – Drug Practices   

 

 Page 45 of 52 

 

3. After clicking amend, you will arrive at the Amendment page with an Amendment 
section at the bottom. 
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4. Make the required changes and select an option for Reason for Amendment. 

 
5. Dropdown options for Reason for Amendment. 

 
 
 
6. If Others was selected for Reason for Amendment, enter a reason in Reason for 

Amendment (Others). 

The Reason for Amendment (Others) field has a limit of 50-characters.  

 
 
 
7. Once you are done, click PREVIEW. 
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8. Tick the checkbox under Declarations and click SUBMIT. 

 
 
9. Acknowledgement statement will be shown when the submission is successfully 

submitted. 
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10. The status of the record will now appear as Amended in the Data Submissions section. 

 
 
11. And the Last Updated date will change to the date the amendment was done. 

 
 

12. This acknowledgement message will appear in the Inbox section. 

 
 

13. This acknowledgement email will be sent to all users with the DP Supervisor role. 
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6.3 Amend (DP) Drug Dispensed. 

 
1. Select the checkbox of a submission that has Type of (DP) Drug Dispensed. Click AMEND  

 
 
2. After clicking amend, you will arrive at the Amendment page with an Amendment 

section at the bottom. 

 

  



HALP Internet User Guide – Drug Practices   

 

 Page 50 of 52 

 

3. Make the required changes and select an option for Reason for Amendment. 

 
 
4. Dropdown options for Reason for Amendment. 

 
 
 
5. If Others was selected for Reason for Amendment, enter a reason in Reason for 

Amendment (Others). 

The Reason for Amendment (Others) field has a limit of 50-characters. 

 
 
 
6. Once you are done, click PREVIEW. 
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7. Tick the checkbox under Declarations and click SUBMIT. 

 
 
8. Acknowledgement statement will be shown when the submission is successfully 

submitted. 

 

 
 
9. The status of the record will now appear as Amended in the Data Submissions section. 
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10. And the Last Updated date will change to the date the amendment was done. 

 
 

11. This acknowledgement message will appear in the Inbox section. 

 
 

12. This acknowledgement email will be sent to all users with the DP Supervisor role. 

 
 


