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1 OVERVIEW
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:

Patient Captures details of patients who have been Not Applicable
Information prescribed or dispensed the drugs by doctors PP
Drug Prescribed / Tracks detailed information of drugs e Drug Prescribed
Dispensed prescribed or dispensed to the patients e Drug Dispensed

Yearly submission to report drug inventory

to MOH Not Applicable

Sovenor Inventory

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.

[ YT p——

MINISTRY OF HEALTH M -
"’ v_’LP

Healthcare Application and
Licensing Portal (HALP)

Manage al licence-relsied maners with your health Services.
Siep 1: Meaincars Sarvices Act [MCGA) icances will be managed under e new (T syyiem, Hesthcase Healthcare Services Act
Appications and Licanang Portal (AL AS othar Prvate Mosptals and Madical Cinics Act [PYCA) (HCSA)

ORI 303 SN SOCACEN Wi D MATAGed UG 110 aExtng ol s FIRase elact accomingly hased on e
MONCOL AT yOu wh 10 Manage SPOAT yOu With 10 FAnSge Doth HCSA and PHICA SoanCau e

o Ao MCSA
Phasss urect Dot auRooe

. A
l v and L Portal (MALPM l —— o SerdCenancer DALY \odes

E-bcensing For Healmaare (elis) -

Step 2: Plosse chon on "Login with Sngpess” ior your resgective entily pe % proced

For Business Users For Individual Users

For coponne users with regsisred UEN 10 access For nowoual wiout regetened UEN
A0 IIANAACT O DENAY Of thaw Aoanaes

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

T L pa—p——

singpass PiTlF 8

Beware of phishing SMSes and websites ~

Thass B an  mermerm (m i SVES A 1act=g In 4100 TGRS WIER=ES 1 37 1] 12r BNEneas o N et s A Nen 3 thask het e LB d3 mek o Hhe G I WEBIeR 3 3 ORI e 0 Seren e pear e
Bt o s ¥ wwad bgyier s o0 W o oem enssds LS (r W e g

g g

Scon with Sngpass app
g3 na s e buslrecs U

-

= Login with Singpass

. Your 1rusted alg ol ioentity

singpass

CONEITL K| MK XOaRIOK 1803 rACK
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1. You may also Iogj‘n using your Singpass ID and Password by clicking Password login.

P OATpre e

singpass 3

Rewara of phishing SMSes and websites ~
Thare ke oninauass 1 boks SWaas rodocde g 15 I S rgieds muaaias sty ng bor dnpuess Bag 1 chacs B Natrye creck Iher, He L ooz n o U S Igeas wesels 13 2R agoval Sl vauw prscued.

B e I el Dy ks 01 €4 conea 10 Gungh ST es O W dgn

LOBTg I 00 S hiein comn

= )

“* Login with Singpass
w B

Your trusted digtal klanatity
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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.

e DP data submitter
o Only users that have been assigned as DP data submitters are allowed to make DP
submissions within the HALP system.
e 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

P

———— =
Dashboard eServices v Licensee Details Personnel List Mode of Service Delivery List ‘\ AR Jeremiah Tan v )

Not sure what to do?
5 0 0 0 Let us guide you >

New Messages Application Drafts Data Submission Draft Active Licences
Last Login: 14/09/2022 16:05 | Last Activity: Internet Logout - Licence No. N/A, On 14/09/2022
Inbox (5) Applications Licences Data Submissions
Dashboard eServices v Licensee Details Personnel List Mode of Service Delivery List A Jeremiah Tan v

1B Manage Account

5 0 0 0

New Messages Application Drafts Data Submission Draft Active Licences

Last Login: 14/09/2022 16:05 | Last Activity: Intemet Logout - Licence Mo. MiA , On 14/09/2022

Inbox (5) Applications Licences Data Submissions
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2. On this page the system administrator can either Edit existing users or Create new users

ID No.

S5614158H

59360976

592572900

50805920

S96601762

Internet User Accounts

Salutation Name
Mdm Sarah Teo

or Jeremizh Tan
Dr Sean Chow
Mr Brendon Son
M Andraw Tan

Designation

Chief Operating Officer (COD)

cEo

Chisf Financial Officer (CFO)

Campany Director

Company Secratary

A, Jasemiah Tan

Is Administrator

~

s Active Action
Yes it
fes Edi
Yes Edi
Yes Edt
2 Edi
CREATE

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.

»

Sahutation

1D Type

1D Mo

Deaignation

Mebile Ne

Office Telephone No

Email

Is Admiristrator

Robes

Is Active

‘Qf MINISTRY OF HEALTH LP !

Edit Account

® Ve

B sersah Tan
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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.
[y r—— —

3 | MINISTRY OF HEALTH |t scsiztenons

| B, Jeremiah Tan v

Create Account

Name * I I

Salutation " I Pleass Select \/ I

1D Type I Please Select w I

IDNo * I I

Dasignation * I Please Select W I

Mebile No ~ I I

Office/Talaphone No * I I

Email = l I

Is Administrator Yeu & Mo I
Roles = [ HOSA Intemet User
| DP Data Submitier

| DP Supervisor

Is Active I Vo5 # No I
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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.

O i i

MINISTRY OF HEALTH
\ :

eServices A | R suomtter
Suornt Data Edt a Draft Submission

GoToalls

Go To NOH Alert

Siep-ty-elup gude 10 sSonkas

LT L0 | SORDEAY B WA LIET ATV ST AR L2 g0t - L Oao Ve I O “ouaescal

Inbax () Osta Submissons

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

P s tasrmatipnsy e

Q MINISTRY OF HFALTH
W

Dashboard R s v

Uoeruleg Duts Seborrisston
Aoply 120 2 Now Licoren Forow s oo 2
Amwrd n Licence Reazuesd i Casse » Lisence

Actree Lioonces
Wihdraw on Applicaion

Apply far GIRD

s AERD L Lo NS T L A Y et Lot e b A O i
Vierr GIRO Aangemente

Go Touls

3. Click Submit Data.

P s Corasa ey oke

MINISTRY OF HEALTI ™ . warghcoy
LILP -
& e -

R o v
Uieanting Datn S hmensbon

Satarel Catm Edd a Oreft Sutmasesn Not sure wihex to do?
2 LAt Un gl dn you |

Go Toelis

Actree Licences
Cd e WO Adent

v g 1 RATOED IR TRt Rty wd el L Ve WD 1SR

4. Click on DRUG PRACTICES.
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A Buberater v
New Data Submission
Please select the submission you wish to make
T
5. Click PROCEED.
?’ MINISTRY OF HEALTH 12 TR
R submine

New Data Submission

MODULES SELECTED

« Dreg Practices

Before You Begin

» Tris 0 sl take 200 wmately 5 mns 10 COMPINTE You May SAVE yOUF (VOJ'245 AT HTEINE AN RIS YOUr SUDIMESSON Ml

* " dercies munceeory beld
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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.

[ —————

ﬁ' MINISTRY OF HEALTH e

Fh' Bubereter W
New Drug Practices Submission

Acuie hospilal Boance ! Nurging homa licence ! Community heepital licence thal ks perfarming this

submission

0P Canies, 11 Bukit Tivah Foad Toes 1 M5 1750 220390 w

Plense select the type of data that you will be submitling

o Bubemil Falmnd Iricimakan

Submit Drug Prascribed or Dispensed

E0bw | SOPAR0T WAl Iy

-

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.

Please Selact W

Please Select

DP Centre, 11 Bukit Timah Road Tower 1 #15-1135, 2298589

DP Cenitre, 25 Thomson Road Office Building #18-1155, 307684
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8. You will arrive on the Submit Patient Information page. The fields highlighted below are

mandatory.
’ s Tv- sty Spen

=1 .
.’ MINSINY OF HEALTH J.xlr

New Data Submission

You are sutmilting lor Drug Practices

Sutenit Pathent iformation
Fatient Detals
o @ ' - v ] [:u'u:.c I
e <oy [ e ~ |
[NSrP— | g i o ]
Dt ot e * ' Epm—— ]
Posts Coge * [um‘\.
Cmy® ' S ]
Oy
B Feam Soec
Addues Type [w-'u.v e ]
[

Floce Mo,/ Uit Mo,

Conit Rewe [A‘:"”F‘:'l"\.ﬁ l
Maatag Heee

Gendec [ . Ve == ]

[T [0--— v ]
Viobés Mo

Mmre Yot oy . M

Loas Asainaa

SAVT ASDRATT oW
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9. If the country other than Singapore is selected for Country, fields for City and State will
be mandatory.

Country © Albania b

cif]

STEUD . Please Salact b |
10. If Apt Blk is selected for Address Type, fields for Blk No and Floor No. / Unit No. will be
mandatory.
Addresse Type * Apt Blk W
Bik Mo+

Floor No. / Unit No[+]

11. Once you are done, click PREVIEW.

SAVE AS DRAFT } 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.

‘Q’ \1INI$TRY 0OF HEALTH LP : A o

K st ~

New Data Submission

You are submitting for Drug Practices

Preview & Submit = Frint

Vv Patient Details @

. Declarations

w) 1 horem weeira 17or 17 1= doamenh o conese e 0 HEs S 6S b o woires, kel s i

" eavEASDRATT sUBNIT

£ 1 Pasdbecc | Share o dess & Nacy

w I T S e

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

MINISTRY OF HEALTH dal
LP
§ .

R s v

New Data Submission

You are submitting for Drug Practices

Submission Successful
- Submil Patient nformation

A nogtcation email Mt be 5807 43 Sebrmiier-emad Btest com

Tk yoms for your sbseseeson

Suterisson vk

Submssion 1D Submitted By Submission Date and Time
OR2208 100005450 Sasemeter 1ITNRZ V210
Dack
START ANOTHER GO
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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. Onthe New Drug Practices Submission page, select Submit Drug Prescribed or
Dispensed and click PROCEED.
| T p——

3’ MINISTRY {F HEALTH E\.

B, Subrrene:

New Drug Practices Submission

fupute hospital Beence / Hursing home Beence / Community hospital licence that is periosming this

ALl icn

P Cantre, ¥ Bkt Timaats Fiosd Towsr 1 5151135, 220800 hd

Plesse select the fype of data that you will be submitling

™ Submil Paiei Inkommeson

) Sulrd Tng Prascribed or Dspanesd I

Bubrll Sovinsr v sy

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.

Please Selact o

Please Select

DP Centre, 11 Bukit Timah Road Tower 1 #15-1135, 2258589

DP Centre, 25 Thomson Road Office Building #18-1155, 307684
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3.

You will arrive on the Submit Drug Prescribed or Dispensed page. The fields highlighted

below are mandatory.
[ Y ———
sf MINISTRY OF HEALTH ijP .

Submit Drug Proscribed or Dispensed

Submissicn Detells

Pasant 1D Ne.

Panear s N e

Deciar's Protosscodd Regisvaden

Mot

Deciors Name

Cther Swabbuntion

Dvvg Prosenited o Dvspavried

Banivess Raese of Headtneare

Sarsice provide ©

Medication Details

oy gl

Cusnrity *

Frogeessy ©

Raraks

New Data Submission

You are submitting for Drug Practices

|n..w'.«-.-' v I [ ]
Plasio Sewc v ¥ alite Py

| i

[N-l-:n“ ]

It\u«aﬁ-wr v I

Inuur.«z v I

[F\u«mx v I
SAVE AS DRAFT
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4. Dropdown options of Patient ID No..

Patient ID No. * Please Select v
Please Select

Nationality * NRIC Validate Patient
FIN
Passport

Patient's Name

5. Dropdown options for Nationality.

Nationality * Please Select v Validate Patient
Please Select
Patient's Name Singaporean
Afghan
Doctor's Professional Registration Albanian
No. * Algerian
American
Doctor's Name Andorran
Ansnloan

6. Dropdown options for Drug Prescribed or Dispensed.

Drug Prescribed or Dispensed * Please Select v
Piease Select

Medication * Drug Prescribed
Drug Dispensed

7. Dropdown options for Medication.

Medication * Please Select v
Please Select

Business Name of Healthcare Sovenor Patch
Methadone

Service provider *

8. Dropdown options for Business Name of Healthcare Service Provider. The values shown
here varies depending on user.

Business Name of Healthcare . Please Salect L .

Service provider * Please Select
DP Centre, 25 Thomsoen Road Office Building #18-1155, 307654
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9. Dropdown options for Frequency.

Frequency * Please Select b
Plaase Select
Remarks Ewery other day or Every other night

Faur limes a diy

One time a day

One time every month
Cires tirme aviery bwio weeaks

One time a waek

Three times a day
T timeees a day

Orhers

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.

Submit Drug Prescribed or Dispensed

Submission Details
Patient 1D No. * | NRIG v SO§73832C
Nationality * ‘ Singaporean v Validate Patient

Patient's Name ONG BAK SOON <~_J
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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.

Doctor's Professlonal Reglstration | Moaaai A . Validate Docior
Ma, = |

Doctor's Name Chew Huck Chin

Specialty Emargancy Medicine, Respiratory Medicine

Sub-Spacialty Intensive Care Madicine

Qualification MBBS{MUS Singapora)1999.M Mad (Emargency Mad)

[NUS, Singapore}2003 MRACS(RCS, Edinburgh, United

Kingdom)2003, MACP (UKHRACE United Kingdom]200:d,M Med (Inl Med)

[NUS, Singagore 2004 Diploma in Intensive Care Medicine (ESICM]

[European Society of Intensive Care Mead, Belgium)2009
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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.

Doctor's Professional Registration M123457] Vakidate Doclor

Ma. *

Doctor's Hame Germaine

Specialty *

Sub-Specialty *

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.

o~

12345 | | Validate Doctor

Doctor's Professional Registration

No. *

Dosctors Marme *

Specialty *

Sub-Specialty *

Qualification *
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14. Select Drug Prescribed for Drug Prescribed or Dispensed.

Drug Prescribed or Dispensed * | Please Select v
Please Select

Medication * Drug Prescribed
Drug Dispensed

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

Drug Prescribed or Dispensed * Drug Prescribed v
Date of Prescription * ddfmmiyyyy

Medication * . Please Sclect h
Diagnosis *

Business Name of Healthcare . Please Select N

Service provider *

16. Dropdown options for Medication.

Medication * Please Select v
Please Select

Business Name of Healthcare Sovenor Patch
Methadone

Service provider *

17. Dropdown options for Business Name of Healthcare Service Provider. The values shown
here varies depending on user.

Business Mame of Healthcare Please Salect e .

Service provider * Flease Select
DF Centre, 25 Thamson Road Office Building #18-1155, 307684
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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.

Medicatian *

Driagnosis *

NursefPharmacist's Reglstratian

Na. *

Nurse/Pharmacist's Mame *

Busmess Mama of HoaBhcare

Service provider *

| Sowenst Fakch

Chronic pain

L

DF Cantra, 11 Bigil Timah Road Tovwer 1 #15-1135, 220650

e

19. Fill in the remaining mandatory fields in the Medication Details section.

< Back

Medication Details

Medication

Strangth [pghr ®

Cruartity *

Frasquesndy ©

Remarks

Twa limes & day
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20. Dropdown options for Frequency.

Fregquency *

Remarks

Please Select

Please Select

Evary athar day or Every other night
Four times a day

Ona tima a day

Onie time every maonth

One time avery two weeks

Cne: time a week

Threa timas a day
Two times a day

Others

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

Freguency *

Other-Frequency *

Odhars

b
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22. Once you are done, click PREVIEW.

MBI [F SEALTH
L2

j =

New Data Submission

Yious are submiving for Drag Proctices

Baabra il G Frisoribed 41 [apas i

Hubrresaisn Delais

P i - TR
S iy Ly e—— w

[ . o A B

LT P S D 1 i i LA
-

b b © B

[, [ -

S-Sty v S e

ke kg Empegmry Bl S Bemompresia 8. Dipeem im i

F et D Bk

Evig Prusarined o Daperasd Srmag e e w
g [EE

Mond i Sourrer T

Lwgrass i, i

NP e o Mg st o

-

R b R b b M

Lk L O T S SF Comilem, 11 il T Flaswd fr 1 PS-11T0 TP
frmicn promiden

ldadicaiion Dot in

B

Swmrgih st (L]

Dadry

Frapary T s maiwy
Fwrmi
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23. On the Preview & Submit page, tick the checkbox under Declarations and click SUBMIT.
'

# SUNESINY OF HERLTH
W LF

B Stz W
New Data Submission
Wil Are Suhmil‘llhg far Dl'l.lg Praclices
Praview k Subma Lo sid]

' Submission Detalls &

W Madcalion Dataila

#  Declarations

< | Rass oo hal e informan osiived in e dals sobmasor b ecoule, comphste atd lue J

Sk

BEEER

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.

.

\" MINISTEY OF MEALTH A

R Sectie v
New Data Submission
You are submilting for Drug Practices
an

Submssion Sucoessiul

Susvrek Divg Preacrided or Dispacasd

A (AP el il 3¢ send 2 SLbevilat ared § tedloun

"an L 15 yocr BTN

Sutewason Oulah

Suberdssion O Suzritied Oy Sutzvennion Dade ard Tirve

Cr2238 10000800, Strwtw 10080022 1509

START ANOTHER SUBMSSION | 0010 DASNSOMND
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4.2.1

1. Note:

Submit Data for Drug Dispensed (DP)

a. Ifthe 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.

[ YT ——

,’ MIHSTEY OF HEALTH LP

DOantbancd akmrvices

Moy A3 Diain Baberyinoion Tl
AEIT
Tl iy 1
P im i N
P | [ Mk
Lt Upd W ddrwypy

o i i Hirw

1l patd 1w | 30

- DomimeniD = Fudri Hare

s

VAT TECE

I SR UG EERA

- FUNDE- L
TETLE

L= T b

FERJIECEL,

e L

TR

I Pt e e

I Fglgrd e e

B terww W

L Emry e g

(= o]

bl m i

S R P

=

=i

[Fdr
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3.

4.

5.

1’ EIRISTAT OF BEALTH B
Ll

Once again on the New Drug Practices Submission page, select Submit Drug Prescribed
or Dispensed and click PROCEED.

» ety

B, Ssbwvra

Mew Drug Practices Submission

g hosplial 1 enes T Mg haoms Foaras © Comiman ity Rospdial 1 encs tha | parierming this

aubminaion

9 Lot 11 b Towandy s Tows: 1 d08e 100, iviain

Fimss select the bype of dels Bt you sl bs submiting

Click Validate Patient using the same patient used for our (DP) Drug Prescribed
submission earlier. Click Validate Doctor as well using a doctor PRN.
Submit Drug Prescribed or Dispensed

Submission Detalls

Patient D No. * [ NRIC v $9673832C

Nationality | Sngaporean v

Pationt’s Name ONG SAK SOON

Doctor's Professional Registration MDESS1A

No. *

Doctor's Name Chaw Huck Chin

Select Drug Dispensed for Drug Prescribed or Dispensed.

Drug Prescribed or Dispensed * Flease Select i
Please Salect

Medication * Drug Prescribed
Drug 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.

Drug Prescribed or Dispensed * ‘ Drug Dispensed v

Prescription Submission ID * ) DRP220810006908.

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.

Prescription Submission 1D * ) 7nnp.v.m1ooos-:‘:)&|

Start Date of Dispensing * ‘ dammiyyyy

Medication * ; Pa v
End Date of Dispensing * -dd.’rrm.ywy

Nurse/Pharmacist's Registration

No.*

Nurse/Pharmacist's Name *

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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The current date of submission is more than wo days
from the star date of dispensing. For future submissions,
please ensure thatl data is submitted promptly within twio
days after the start date of dispensing
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9. Fill in the remaining mandatory fields and once you are done, click PREVIEW.

VTR B WA :
& g

Eon w
New Data Submission
“fiou v sutaniti g s Dveg Pracices
Bkl D Prasscribata oa Dl par s
S i oy Dl b
[——— e e amros
Farin ey trgams e P
b f A OO
e — = Raprm s e
bira N i Mt
iy i e
i e g v
1 k¢ B e gy bt . R et 0 T 0
g (e
Uy Fmre i 2 s Oy Mg o e
[ S ] P .
e e ot g s
[
e e
Frablt e i by e s
e e I e
B e L O ke 11 Bl Timat P T 1118 1130, 100800
tarra e
Wien sl um el
s
e
e et
[ .
o * Tt
=
e
TVE AN L]
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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.

Medication 2
P
Batch No. * |
.
s
Strength (mg) * |
L
s
Quantity * |
L
s
Frequency * ‘ Please Select v ‘
L

+ Add Medication

11. On the Preview & Submit page, tick the checkbox under Declarations and click SUBMIT.

" MINISTRY OF HEALTH

\ -

New Data Submission

You are submilting for Drug Practices

Preview & Submit ar

Vo Submission Detalls &
W Medication Details €@

A Declarations

I m w0d Ot 10 Wfmetion soabed n 1 taka oskan 16 2300 BN 00 pRAe 23 |

SAVE AS DRAFT sunwT
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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.

#  Declarations

#| | acmoreledged that this data submssion = submitied il

Fesrson tor Lalae Submission

#| | have ensunad that the informaban contained in this dala submissian s accurate, complaie and rue

EAVE AE DRAFT | SUBMIT

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

"’ MINISTRY OF PEALTI 3 \Lp

R B v
You are submitting for Drug Practices
e
Submission Succesatul
« Suneni! Drug Prewcrided or Dapeneed
A SO Caton #oad Al D8 480 10 Sl e T e oMy
TrRamk you 400 your subresinn
Satmvasnn osta s
fabman o D Siamimeg fry Sammiseion Dave ans Tine
UnP2eI 020 Al Siterdt b e 15 %
STANT ANOTHEN SOSMSSRON GO 10 DASHSIAND
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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.
P YT ———

Q’ MINISTRY OF HEALTH

LP
\ e

R Sttt v

New Drug Practices Submission

Acute hospital licence / Nursing home licence / Community hospital licence that is performing this

submission

DF Contre, 11 TR Timah Rosd Tower | F15-1136, 220009 v

Ploase select the type of data that you will be submitting

2. You will arrive at the Submit Sovenor Inventory File page. Click the highlighted link
below to download the Sovenor Inventory template, if necessary.

B, vtz v
New Data Submission
You are submitting for Drug Practices

Please upload Sovenar nventory file

10ME

.
L = |

. SO0 Yous may PO AnGMAr S.EMIARGN [ Tare e mam Than 200 recans

Sovenor Ivertary (0 reeards uploased)
UFLOAD
" Declarations
sUBMIT
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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

[ ] AutoSave i or o BB e

& Sovenor_imventory_List

Home Insert DOraw  Pagelsyout Formulas Data  Review  View ' Tellme

Calibri (Body) » 1 Ganeral

| KOl Masne | (2] Dirug Mamse (3] Batch Mumier | |4) Drug Strengeh {ug'h) |5} Cuankfty of Drug | (6] Purchase Dake  |[7] Dellvery Date | (8] Expiry O
Purchased

Contor 1 Sorvi e Patch 1 15 10 1/723 24/7/23 17813

Centir Servenar Palch 1 15 ] 13 247122 17123

Cemter 3 Sowenor Patch i 15 10 11702 2472 178723

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

?’ KIMISTRY OF HEALTH ﬁ,- ’

New Data Submission

You are submitting for Drug Practices

Please upbsad Sovenor Inventory file

& The masimum alowass fle size for each upioad i3 1ONE
® Aorapintie M lormols e NLSX, C5%
YO (Tl OOWiod NG [Emil a0 24 ChaChing Mt

= Tha ressior e b of i s licwsd le 200 Yoo meay perfor nother mbrmiess rhove e mapn Fan 200 recods

Saverar {s reconds up I

UPLOAD

" Declarations
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4. Once you are done, tick the checkbox under Declarations and click SUBMIT.

T ——

gf BAINISTRY OF HEALTH Lp =

Iﬂ\ uar 21 e

New Data Submission

You are submitting far Drug Practices

Pleage upload Sovenor invenltory file

= The maumum aslicanbis fils sire for sach uplosd = 1088

= Accepiabée fie formats ane XLEX, CHV.

& ViU mary Souwnioad T Mmpiaie by ohcking hans

slher mubannoaion #f lwee ane oo e 200 necsds

= The meui e eumbss of secords allowsd is 200 You miy o

Sorwwnor kmentory |3 mecords uploaded]

UPLOAD

# Declarations

I » | Fave ermunesd that the iformaton contained in this data submission 13 acomaie, complets and e I

B
suamIT
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5. Acknowledgement statement will be shown when the submission is successfully

submitted.

T —

S" MINISTEY OF MEALTH ) aoe

New Data Submission

You are submitting for Drug Practices

Submisgion Successiul
SBubmE Saainme ireenion

A nowloaion emal| el b sent 1o submibier-emal Stestoom

Tesiri you i g fulvn Boann

Buinami sbon criadis

Submisgion 1D ‘Bubmithed By
DFFI061000TE D Sdsivdtig
DRFPEX08 1000761 BE Subimimar
DRPI2081000TE 1 DT Slsivdmar

B

B Sbe e
P
‘Bubméssion Cate and Time
TSRS 1638
T0CAS0ED 1638
plite b1
ETART ANOTHER SBUBMISSION ] G0 TO DAEHEBOARD
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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.

SR ——

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

Yo Fave succEssiuly et 1ne sibmisson as crall

CMIT TO KO OX

CONTRE

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

8 ommen |

Mew Data Submission

Wou B B bRYTnG bor Drug Praciicas

Koo B o e

Pk | Loy

LT

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

T " b - o B

iEaadambey M
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5. Click Data Submissions.
New Meszages Dula Sutrriesion Drah

Lot Logw BPETENRE 1 7AN | Lnet Aot i wer Logot - Limon My A O 000700

Inbox (33) Data Submissions

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

Inoci {136} Ciata Susmisskns

Submisaicn IB: [ - Saipat - W
Prtient Marma: Shwtam: Wl w
Prtient I Mumier: Submissd By
Laes lpiaied: .d':-wnwn' Tar Errrrees
Musinses Mane:
[ cumar SERRCH
1-d0aut ol 105 bome 20 - .
% Palsnt 1D
2 Submission 0 o Patber Mame Mumber I Tipe 3 Fahe
(=R R Fizlas Sneem Ton B 0P Pomiesl o sn [

7. To access the draft, click on the Submission ID link number.
= Bubimiasion 10 o Patiand Name ) [ [T - Type = Binls

E7350ITH (DF) Pelem imformation Draft

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

Qf NN A “:‘!” et

B hne v

New Data Submission

You oo scheiing Yar Deog Pracdoes

FAbrnt Paba sl Yoo o0
Aatiaed Dvwin
v 9 e v || weaw
] gy
Vo o Pt P! e
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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.
»

\?f MIHISTRY DF HEALTH LP :f_._l:_:_:.-:_-:_‘.l.-_n.- e

Dl bsanrel Ainrvices W H, Spsrasne

1 0

Fosm Wassages Data Sehmisaien Dt

L e g I 3 L I e Lt L MG e, D B

“ &:u Euumzuc"u

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.

e m

s | ] e
Patiant Nama: [ | Status: I Al W I
Fatlant 1D Number: [ ] Submitted By: | |
Last Updated: I ddimmiyyyy | Te: ] ddimmiyyyy |

Business Name: | |

1-13gut ol 13 ilems | 20 il

1
+ Busi
4 Submission ID 2 Patient Mama % PatientiD Number 2 Type S Gttug Mam
DEPZ208100076150 (0P Savencr Inuertary Submitied D Can
DRPZ20E100078165 - - (D) Sovener IRueetarny Sulbrmitled DP Can
DREP220E 100076170 - - (DP) Savenor Inventary Suamitled DF Can
ARPIFEIAMNTTRIA L CBIE RAK SOMIN BORTRRIS PR R Pliereencod Lidnmitlond B Con

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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* Submission 1D “ Patient Name “ PatientID Mumber & Type * Status : :::
DRPEHIAI00005458 WANG TECK OON 59216769 ({DF) Patiem Indormation Submitied OF Cen
DAP2HIAI0005442 S0MG BUCK SEMNG B5a5ET130 {OF) Patient Indormation Bubmitied P Cien
DRP22]A100005432 OMNG BAK S00MN BO6TIAI2C (DR} Patien Indarration Submitied OF Cen
DRAFZ21T130001 5835 DOFPATOGZ3 202208281 {OF) Patiam Indorration Subimitiesd OF Cen

4. You will arrive at the Amendment page with an Amendment section at the bottom.

‘.r T O LT '_'.:'-'

Amendment

i a arme kg ko Brug Byt

[T E

Bele AR e

S s

----- R
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5. Make some changes (e.g. for Mobile No.) and select an option for Reason for Amendment.

Mobile No. 99999599

Home Telephone No.

Emall Addross

2 Amendment

Reason for Amendment * Please Select v

Plaase Salect

Caormrection of patient information gatalls

Otnhers

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

A Amendment

Reason for Amendment * Oithvers W

Reason for Amendment (Others)

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

There are no changes made to this submission. Please
select a section to amend before submitting

8. Once you are done, click PREVIEW.

< Back -
- SAVE AS DRAFT ‘_l PREVIEW
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9. Tick the checkbox under Declarations and click SUBMIT.

T ——

-.‘ BMIRISTRY OF HEALTH
W

A, saparia o
Amendment

¥ou are amending for Drug Practices

Previes & Submi

% Patieni Dwisile

= Declewiicrs

man E

10. Acknowledgement statement should be shown when the submission is successfully
submitted.

P Swrns vt ey v

“’ MINISTRY OF HEALTH L?‘ v At

R Superssar v

Amendment

You are amending for Drug Practices

-
Submission Successful
- Submit Patien Information

A rctiicalon emal w i Bo senl 1o s pervieor-emalétus! com

Thans you 500 wour Sutern sshon

Submisson dete s

Submission 1D Submited By Submission Date and Time
CAPZ208100005132

Supererss 1008022 1720

START ANOTHER SUBMISSION

GO TO DASHBOARD
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9. The status of the record will now appear as Amended in the Data Submissions section.

£ Submission ID £ Patient Name ¢ Patient ID Number  { Type 4 Status % Busines

DRP220810006908J ONG BAK SOON $9673832C (DP) Drug Prescribed Amended DP Centre

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

{ Last
¢ Patient Name ¢ Patient ID Number { Type { Status ¢ Business Name Updated

ONG BAK SOON 59673832C (DP) Drug Prescribed Amended DP Centre 14/09/2022

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

Dear Supervisor,

You have sucessfully amended DRP2208100005432 on 10/08/2022 17:28:35.
For assistance, please contact us at HALP_Helpdesk@moh.gov.sg.

Thank you.

Regards
Health Regulation Group
Ministry of Health

12. This acknowledgement email will be sent to all users with the DP Supervisor role.
MOH Data Submission - Amend Submission DRP2208100005432 Successful

® halp-UAT@moh.gov.sg
@ tome~

Dear Supervisor,
You have sucessfully amended DRP2208100005432 on 31/08/2022 14:07:54.

For assistance, please contact us at HALP Helpdesk@moh.gov.sg.

Thank you.
Regards
Health Regulation Group

Ministry of Health
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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 Submission ID = Fatient Name % Fatient ID Numbear > Type
-] WRPEH0E1 0006004 QNG BAK 500N SO673B3EC (2P} Drug Prescribad
DRP22080B000335Y DPPATDEZN 202206231 {CP) Drug Prescribad
DRPZE0F 130001591 CPPATOGED 202206201 ({CF) Drug Prescribad
DELETE DRAFT AMEND

5 Status

Submitied

Hubmited

Submitied

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.

Tnis Drug Prescribed submission cannot be amandad as
it Is tagged in a Drug Dispensed submission,
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3. After clicking amend, you will arrive at the Amendment page with an Amendment

-

g mem e s

section at the bottom.

Amendment

Woul &re amanaing lor Dnug Practices

S Ivug Freaonted o [ esEnesd

S e e o e

Eomm ' Frcke ok ot ¥ gl

LBy

[ A

Do Lot i i

L7 HETE 4 B

[ e

L .

Borms b o s e

T ]

L T

g n]

Dam

[y —
v
[r—
F——
PO ——
e s s ek s
T S——
R p———
g M ST ) RO e Sl M e B e

UL B g oI S - ey e M |

XA 100 O I TR LY W R LR

WAL

Boreas Skb

e, 11 IR B FS080  T V1

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

Aemarks | Stop If symptoma disappaar

A Amendment

Reason for Amendmant * Correction of Dmug Prescribed dotails

Flease Selacl

Correstion of Drug Frescribed details |

Othars

5. Dropdown options for Reason for Amendment.

Reason for Amendment * Please Select

Please Select

Correction of Drug Dispensed delais

Others

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.

A Amendment

Reason for Amendment * Oithvers

Reason for Amendment (Others)

7. Once you are done, click PREVIEW.

SAVE AS DRAFT :I PREVIEW
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8. Tick the checkbox under Declarations and click SUBMIT.
P oo ——

3{ MINSTRY OF HEALTH LE

B, Sumerens o

Amendment

ou arg amending lor Drug Practices

Frovigw & Submi Sl

» Gubmission Detalls &
¢ [Wedication Detalls S

~ Amandmend

o | hasw wrwrwd Bal e | viorrsion oondeined I his dels seT SN B s0OrLR. CoTpvle B e

s [

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

»
‘ MINISTREY OF MEALTH A
N

R fpevier v

Amendment

You are amending for Drug Practices

Subméssion Sucoesshul
Sstenit Divg Prescrided or Dispacaed

A RSt el wil 58 Send 12 Scpenince on Bl el cen
TRANK you 156 YOOr Emieon
Sutowason culah
Sutmission © Saberited By Suberisskot Oute ard These

CHm22c8ce000232y Yoo 12083002 VT

START ANOTHER SUBMSSION | 00 70 DASHSOMD
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10. The status of the record will now appear as Amended in the Data Submissions section.

£ Submission ID £ Patient Name ¢ Patient ID Number  { Type 4 Status % Busines

B DRP220810006908J ONG BAK SOON $9673832C (DP) Drug Prescribed Amended DP Centre

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

{ Last
¢ Patient Name ¢ Patient ID Number { Type { Status ¢ Business Name Updated

ONG BAK SOON 59673832C (DP) Drug Prescribed Amended DP Centre 14/09/2022

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

Message Content

Dear Supervisor,

You have sucessfully amended DRP220810006908J on 14/09/2022 16:20:59.
For assistance, please contact us at HALP_Helpdesk@moh.gov.sg.

Thank you.

Regards
Health Regulation Group

Ministry of Health

13. This acknowledgement email will be sent to all users with the DP Supervisor role.
MOH Data Submission - Amend Submission DRP220810006908J Successful

8 halp-UAT@moh.gov.sg
B tome ¥

Dear Supervisor,

You have sucessfully amended DRP220810006908J on 14/09/2022 16:12:59.
For assistance, please contact us at HALP_Helpdesk@moh.gov.sg.

Thank you.

Regards

Health Regulation Group

Ministry of Health

Page 48 of 52




HALP Internet User Guide — Drug Practices

.3 Amend (DP) Drug Dispensed.

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

= Bubmission ID = Patieri Hame = Patient ID Number - Typa = Slatus w Bus

D CIRIP 2001 (00 PE1 & COHG BAK SO0N SOEFIENAC |01 Dreurg Diispeanised Submined OiF Cer

) JHFE071 300K EDW DIPPAT O e 1L L) Dispsanisad S acd L e
DELETE DRAFT AMEND

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

§ vmrroans

Ameandment

Yo e mTenoing 0 Dnug Fsciices

[ — [res
]

— S

o ime—

e B s P il

g e ™

-

dmmrrere e L s
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3. Make the required changes and select an option for Reason for Amendment.

Aemarks | Stop If symptoma disappaar

A Amendment

Reason for Amendmant * Correction of Dmug Prescribed dotails

Flease Selacl

Correstion of Drug Frescribed details |

Othars

4. Dropdown options for Reason for Amendment.

Reason for Amendment * Please Select

Please Select

Correction of Drug Dispensed delais

Others

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.

5.

A Amendment

Reason for Amendment * Oithvers

Reason for Amendment (Others)

6. Once you are done, click PREVIEW.

« Back - T,
§ SAVE AS DRAFT ) PREVIEW
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7. Tick the checkbox under Declarations and click SUBMIT.

\‘:' MAMIETRY [F HEALTH e

B, Sunardsr w

Amendment

You are amending for Drug Practices

Previsw & Submit Saun

% Bubmission Detaile
' Kedieation Detalla &
' Amendmeend

# Dedarations

=1 1 bl e e Nl e e vl Serkeeet 00 thek dall s bevadeos o ditutake Serplee acd e l

- e E

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

[T —

?’_ MIKISTRY OF HEALTH LP

B, Bupenviser w

Amendment

*fou ara amending for Drug Practices

Submission Sucoesstul
Besberdt Cirag Presicriiund a4 Diaesrciand

A rcrFosbon amal wil b S8 10 Bepervanr-sma B 1 oo

Thank you b yeur mibmision

Evbrrmsen ool b
Do i (0 Buterined By Suisesiunion Dals wvil Thess

DRF I 10007616 Sy I0DRI0EE 1758

P : h
START ARCTHER SUDMSSION GO TC DASHBOARD

9. The status of the record will now appear as Amended in the Data Submissions section.
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¢ Submission ID ¢ Patient Name ¢ Patient ID Number $ Type $ Status ¢ Busines

O DRP220810006908J ONG BAK SOON S9673832C (DP) Drug Prescribed Amended DP Centre

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

$ Last
¢ Patient Name { Patient ID Number { Type { Status ¢ Business Name Updated

ONG BAK SOON $9673832C (DP) Drug Prescribed Amended DP Centre 14/09/2022

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

Dear Supervisor,

You have sucessfully amended DRP220810007616J on 31/08/2022 15:52:49.
For assistance, please contact us at HALP_Helpdesk@moh.gov.sg.

Thank you.

Regards
Health Regulation Group
Ministry of Health

12. This acknowledgement email will be sent to all users with the DP Supervisor role.
MOH Data Submission - Amend Submission DRP220810006908J Successful

@ halp-UAT@moh.gov.sg
isog) tome ¥

Dear Supervisor,

You have sucessfully amended DRP220810007616J on 31/08/2022 15:52:49.
For assistance, please contact us at HALP Helpdesk@moh.gov.sg.

Thank you.

Regards

Health Regulation Group

Ministry of Health

Page 52 of 52




