ad s g
P -.'\‘7.‘ II‘I"!{. .




Standard Operation Procedures.indd 2 Tuesday20December//2011 11:42 AIJ‘/I



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.I  User Login

Ministry of Health And Social Welfare(MoIISW)

Human Resource for Health Information System (FHRHIS)

You need to lbgin in the system

HRHIS System Logn
Ubstarmn

Enter your Username
and Password to login
into the system

Standard Operation Procedures : Part | 1
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1.2 Home Page

Ministry of Health And Social Welarg(MoHS\Y)

Human Resource for Health Information System (HTRHIS)

Click to switch between
Wekome to HRHLS, Please use navigation in your left! graph reports automatically
— - [ T Sk generated from existing data

B

& & & L L 5 S

Years from 2001 to 2011

Once you login successfully
you will see Navigation
Menu and Dashboard

Standard Operation Procedures : Part | P)
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Part Two: Data Management

2.1 Data entry

O vw 2001 | W

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Welcome to HRHIS, Please use navigation in your left!

oy [ Mo | sex I

Employment Distribution

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

& &£ & & & 8

Years from 2001 to 2011

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

| 0% Movember 2011 | Wekcooss, mathmed |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Data Entry Forms

Horpital Legloyes Form
Private/FBO Empleyee Form
Pebic [nployes Form

ey 1 n.s.ii-m-.

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 4
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2.3 Entering Data into HRHIS system

i. Step I- Selecting Duty Post Level

| 10th Sovemsder 2011 | Welcome, math mad |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Select Duty Post Level
Select Facility:

If the employee works in a
facility scroll down and choose
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 5
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ii. Step 2 - Selecting the Facility

100k Menwwndber JU3 1

Ministry of Health And Social Welfare(MoIISW)

Human Resource for Health Information System (FHRIHIS)

Select Duty Post Level
Select Facility:*

1+l

Faciny

Aane Kifu (Mdaw) Dispongary

1. | First Name

Public Emp|

2. | Middle Name

3. |Sumame

4. |Date of Birth

5. |Sex
6. | Marital Status
7. | Nationality

8. | Religion

Standard Operation Procedures : Part 2
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_—
Chradoiesrn Dispimgary
Craiarr RC Dipessiry
Chramcaam Dispansiry
Farae Heath Costin
Fummeghy Dispessary

Hme 10«3.) D”";'Z"iuly
Hme Makeysm Dispessary
Hmas Red Cross Dispensary
i Dispensary

Kahe Despengary

Kamal Dispensary

Kibe Dispessary

Kibsdo Saeazam Dispangary
Kibasho Hosplal

Kok Haalts Cores

Kikaras Dispaegary

Koderma Hespaal

Koleree Koo Dispansary
Kilgma Polfo Dispangpry

If the selected duty post level is
facility, the option box will appear
with a list of facilities within your
district. Click here to select the name
of the facility in which the record you
want to enter belongs

R
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iii. Step 3 — Serving Data

25. | Date of Last Promotion ~

26. | Employer ~]
27. | Employment Status 0
28. | Registered Disability =]
29. | Contacts of Employee

30. | Next of Kin

31. | Relationship to Next of Kin | - =
32. | Contacts of Next of Kin

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

Save and exit ’

Standard Operation Procedures : Part 2
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Sove and add ancthee

Click here if you
want to save and
enter another record

Save and continus aditing

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

Click here if you want
to cancel entering

Tuesday20December//2011 11:42 AIJ‘/I



2.4 Records Update Options (View, Edit or Search Records)

i. Step | - Get into Updating sub-menu

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRIHIS)

Showng | to 2 of 2 entries

show B entres

Form
Petiic Esployes Form
Private/FEO Employee Form

Showing 1'to 2 of 7 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

b Monvwwner 2031 | Webowe, math sl |

Ministry of Health And Social Wellare(MoHSW)

Human Resource for Health Information System (HRHIS)

View Records

Copy | ¢ | Excel | PO

Show [EE entres

Showng | to 2 of 2 enties

Form
Petiic Employes Form

Private/FBO Employee Form

Showing 1to 2 of 7 entries

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

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

check number

Standard Operation Procedures : Part 2 9
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2.5 Searching a Specific Record - Click the Green Icon

| 10tk Mevenber 2031 | ek, sath el |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Search Records

owch Key:* Iu;;',‘

Soarch Y

AL WOLFART - AN REZOUACE FOR MEALT™ NFORMATON TY570M

7<

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

i Options | - Viewing Options

Racords Avadlable for Moshi District Coengil

Click here to select ?

number of records to 4

be shown an the firg

page {10 -100 entries) -
*
¥
)
)
®

Ust of Records

Standard Operation Procedures :

Standard Operation Procedures.indd 11
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Tlies

Lol ity

Corofeute

L aall
eceamry

il

iz 10 of 410 ertnen
sty

e |

O¥icer

S

Srse

Chvica (®ar

You can enter a variable here
(say a mame) to search the
record you want to updite

noNe
RN
e

n

et Aohae Rawary  Bach Ty Pommy

N0

wWeR

TN

X

WX

W0

TN

Cemire
ety

Darict

MR
Hepts

Hepts
MRt
Heptsl
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ick
ii.  Options 2 - Updating Records ke

Recoeds Avallable for Moshi District Councl

Showng | is 10 of 215
o

Faraje
Primary - .
1 UGS RIDN0 : Mt R - W) |
edit the record

i Vo 1 TS ANYORA Nolees iz Ucalycer B e CPT W0 JB'
O ]
Drarge Fwmeted
Primary
3 Mo oAt S M Click chis kon to
view or add history
i  feetha  Aovie Alay Marse to 2 record
§ Veoda  deedm L ey —~
. Click this icon to view
& feg {=tan lathiorts  Merse or add In-service
training record
T Ewdute Frie (erfficats Mo
e Click this icon to view
B . Vo ol b complete profile of
schedl
\_this employce
(R T Gt Mo T 7 weame ™ 1045PN
Frimany Sevarity

Click this icon to
delete this record

Standard Operation Procedures : Part 2 12

Standard Operation Procedures.indd 12 Tuesday20December//2011  11:42 AFJ‘/I



ili. Options3

Records Avallabie for Moshl District Coundl

e iy | G5 | Bk | A 182 10 of 410 ertves
pree Laromny " ks
T v gt

i

Emsxament

L a2 ee
et

g™ Lk
e Motaiaty

g e (e

(—

Drargs Femnerd

Click here if you Click here to export Click here to export |

. 5 Click here to o
want 1o copy all the these records into these records into ot P::
record In this form cxcel file “{_ PDF File w ’ b
add a new record
I seede, g L [T N i) I TN
yeroee 7 o = iml it Wit — — -
! Frpas {eftar Corticnn Hore i & Um et
H Eadouta  Fete (artiane Hurse Hu Hoi) Wa) e N
Mwes

(] ‘alra K o codary Otrar 1 Y dm O DT 106N

S B Mehd Corthcnse  Morse g twhe  eeam owean o ‘09BN

0 et | Jewsh Priaary —— 4 ieiYe wone w20 YOoEN

Gouid —
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Part 3: How to Generate Different Reports

3.1 How to Generate Data Completeness Report

Bk Numwwnleer JUST | Wekie, snath snnd |

Ministry of Health And Social Welfare(MoIISW)

Human Resource for Health Information System (ITRHIS)

Completeness Report

5 Msshi Distnct Councal

Lelect Orpants:

| 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

D8 November 2011 | Welcomss, 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

Quta ity

Cory POF st Prévious
Apdite Racerdy Shoveng 71 to 77 of 77 entries

s Valdatio Search: -

Public Recon Private/FBO Record

Abur eaatnd Reéart Expected Records Expeocted Records
Bonye £ Raparty P - a \ ~ P - 2P -
Camphrtaress hasons Records Entered 2N - Records Entered sty
Hiteey And Trineg Rasort (| e Pattic E=phayee Form 8 0.0 0 0.0%
Orguse Bagort By Levwk Dispensary
gUsE Bazant By Gesups Uru Kyaseni Health
¢ ’ Pediic Leplovee Fon 1 0.0% ¢ 0.0%
4] Centre wtilc Lmployee Form ] 0 0.0%
n Uru Mission Dispensary 0 0. [ 0.0%
< 74 Uswo Dispeasiry 0 0.0% 0 0.03
/ Private/FEO0 Em . .
75 Yams Oispenary fiare(¥R0 Eaployve 0 008 2 0.0%
form
7% Mot Distriet Council 40 19 29.83 500 4 0.8
Total Records

Showny) 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)

Human Resource for Health Information System (HRHIS)

Aggregated Reports

Step 2

« M3y Daerics Ceeegll

Select the organization

report to include lower levels

Step 3
TARCIAS Ut and Dear el
o0 Mgt By Srgmisation Goop

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

i
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
first field whose data you
want to generate report

Standard Operation Procedures.indd 16

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

unit whose data you want
to generate a report

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

Step 4

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

Step 5

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
Ioelect Orpanisatizn” & Mashs District Councl -
g Dty for Selectod Urdt asd lower levels: It
[Create Repeet By Orgasisation Greug: BT =
[Select Form:* [ Aoens
| Fam Bsiac Faciten
Qees |
JFickds O | Putiic Facities
R | Pt Facimes
| Hzephais
[Type of Graphe* | Myt Cantes
| Disgeasary
| lsgmnsien

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 - Killmanjaro Region with lower levels

a0 plird 200)
14 42 8k

1004 2005 1008 207 Pl Pl 2010 01 3
n 58 58 0 166 50 &7 17

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

ﬁ Lxport Lo Excel

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

[67 for 2010]

17 for 2011]
(58 for 2005) ~ _
> a4zt 200
L (&8 for 2003]
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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. Cross Tabulation Report (Two fields)

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Education Lovel Aggregate Report for with Sex 0ross tabulation - Moshi District Counol with lower levels

ADVANCE
DIPLOMA

CERTICATE

N 1 . o 3 ™ ' = 1 1 a n 1 n ' |
-]
m Export 1o Rxcel iy Cadre

Education Level - Moshi District Councll with lower lavels

=Female —Male

Table showing summary
report of records of the
Generated Graphical Report

Diswuten chaa ! rom Femade to Made

Generated rvve et v e 0 A S Y wrwans wpsn s voon W e ) v
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 Exood ' Export to Exoed By Cadre

Education Level - Kilimanjaro Region with lower levels

 —

- Female =Nale
730

]
3904

3
LEEE

433+
2344

J 2364
Z 177
= 1204

F_ﬂ

& & &
f’f’ f‘f q&j’f

Dstridsunos chant from Female to Nake

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

ARV,

oPLom

Fernele Nale Fonale Male Fomale Male Fomsle Male Fomsle Male Fomale Male  Fomasle Male Fomale Male Fomale Male Female Male

ADVANCE
CONDARY

ADVARCL BACKILOR MASTIRS DUATE PRIMARY  SICO

FICATE  DIPLOMA

A DIPLDMA DEGRLT DGRt oot SCHQ0L

SCHOOL

Fomale Nale Fernele Male

w 4 1”7 LA o’ 184 o . 122 |

08

290
> H

» -

Click here to open
the report into
tabular excel report

w  Export o Facel By Cadre

Education Level - Kilimanjaro Region with lower levels

Q P

&

Standard Operation Procedures.indd 21

F’Sf éﬁ‘f éf
&
&

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

21
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3.4 Generate Records Report

Data Managemoent
b

Completoness Repo

Orgunt Re

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

Reports

Select Organizsationc®

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

Step 3

crmes®

250 Dasa for Sofocted Unit with fower levels:

- Nozhi Destrnct Council

Step 2

Avadlable Forms
ubiic Employes Fom -

FrivaleFE0 Employes Form

1 -

[ ofoe

[ »

| <<

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

Selected Forms

Step 4

Click here to select data
for lower org units

Standard Operation Procedures.indd 22

Click here to generate
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 from the records

731 to 294 of 794 minex
erlrws

7 A0

First

T = . Retirement Crplaywant
Educatien & Designatian & Appaintment ,
- Date Caratian
Cate
r Andstant
- - - e . s e
o Fevale "4 Cettificase Nurdag CfMice 01000/ g L1630 M|yh | [egdzypee
— Ungeraary
Feli ¢
o . o - Secior Madcd 01107/ 198 v y o) 4 Nahora
£ Fovde & o7 3 M2 I8}y) e ree
= 2 Atseacant ? ‘ . = ugeesny
Axsistant [ ]
—— mpiet bl rabvrva
Pl forde A& Kendsg Officer  07711/19%0 801272004 2y) B Lrpicpes
Sl B (Mgersmy

Showing 791 ™ 794 of

You can export this
report to Excel, PDF or

copying it as it by clicking
the appropriate button

Chick here to export
Records Report in
excel format

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

Seact Organisation:® el Crstract Councit
Step 2
Select Organization
Unit
Step 3 1
Select here to s g
include lower levels Seloct type of repart
YOU Want 1O peNnerate
(In-service Training or
_ History report)
e D33 Tor Selected Uit 308 Mower levels ) -
Select Type of Repare® In Sareice Traveg Re
oebect form:® Pubbc Emplayee Fom
Under Reports Menu click ko etect Fiekd:®
“History and Y;aim:; : Tyt of Grapht G..,..
create reports for s istory G n
OR In-service traming records = Select type of
data entry form
Step &
Click here to select Chdchan m Step 7 |
type of graph Sl
Standard Operation Procedures : Part 3 24
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ii. View In-service Report

In Service Training Report for Moshi District Coundil with lower levels
Dats Letry

Upéate Riceces 2000 2010
Date Vadaton 1 2

2011

Aggregited Ruporty
Comrputeness Ruports
tastery And Yranng Ragorts
Qe Bapaet By Lirels
Orgusat Repeet By Greugs
Qrgundt Repoet By GroupSets
oacerds Rugornt

Change Passvwoed

Click here to view

the Graphical report
in excel format

slrbaton 1ty

lés

Dtsinbatien chart from JO0 (o 2011,

Graphical report
for In-service
Training Records

Standard Operation Procedures : Part 3
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In Service Training Report for Moshi District Council with lower levels

% Export to Excel By Cadre

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 Wellare(MoHSW)

Human Resource for Health Information System (HRHIS)

Create A Repost

Select the Organization
unit Level whose
POt you want
Sf&‘p 1 Svganduation Lt Lewel® Faonty A :]
Under Reports P —

menu click OrgUnit
Report by Levels

Saolect the lover level (eg, if
you are within the district
Click here to here you select facility)

generate a report

26
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iii. Viewing Organization Unit Report by level/facilities

1198 Wovsmber

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information S

| Welcooss, math med |

stem (HRHIS)

Showing 1 to 10 of 75 entries

SN
(rpetansss Reg 2
’ y 3 .
p— You can export the list
4 e
XA oy . of facility to excel or
A 5 other document format
7
s
“

Total Number of facilities
under this district

Standard Operation Procedures.indd 27

List of All Facilities Under Moshi District Council

Facility Name

Kilema ¥Kisao Dispeasary

Shimbwe Dispensary

Olcoand Dispansary

TPC Hospital

Mary Bannett Dispessary
Njar Dispoasary

Makaa Postyned Dispensacy
Meresinl Dispensary
Mawanjeal Dispensary

Mawells Disp

List of Facilities available
for this district

27
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iii. Organization Unit Report by Group set (Ownership or Type of facility)

Human Resource for Health Information System (HRHIS)

Organisation Unit Report By Group Sels

Croate A Re

Soloct Organisatien:® & -Noghs Deztrict Councll

[Organization Unit GrospSets:*

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

Standard Operation Procedures.indd 28 Tuesday20December//2011  11:42 AFJ‘/I



iv.  Organization Unit Report by Type

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Count of All Facilities by Type Under Moshi District Council Back

Data Entry
Update Records

Showng 1 to 4 of 4 entries

~ Organisation Unit Group Total Facilities
Hospitals
Dispensary 62

Hpalth Centre

Aggrogied Reports
Completoress Reports
Huatory And Trainieg Reports

Orglint Report By Levels

Orglint Report By Growps 18l Count
Orglinit Raport By GroepSets

Records Repeet Showing 1 to 4 of 4 entres

Change Password

g
i

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 November 2011 | Welkoome, math mnd |

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

Cogy | CSV | Exesl | POT

Show m entnes
SN ~ Organisation Unit Group
Army
2 Private Facilities ]
Public Faciiities
Faith Based Facilities

Showing 1'to % of 5 entries

Total Facilities

geregated Rapor

pletentss Roports
Ard Trainng Reports

OrgUeit Repoet By Lovels

rTups

Qrgusit Repert
OrgUnit Repart By GroupSet:

Total Count

Raxcords Report

Import/Export

Showng 1 to 5 of § entres

Change Password

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 System (HRHIS)

Brnla Management
Organisation Unit Report By Groups

* Mokl Crtng Counal

Select the
organization unit

drgganiisanion 165 Graups*

Under Reports Menu
choose Org.Unit
Report by Group Sets

Arrry

Fatn Based Facite
Pubiic Facines
Frvale Facites
M Hospaals
Hea'th Cenye
Duspessary

Click here to
choose a group

31
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vii.  Organization

unit Group Report by Group Sets (Eg .Group of Dispensaries)

Ministry of Health And Social Welfare(VMoHSW)

Human Resource for Health Information System (HRHIS)

List of All Dispensary Under Moshi District Council

Showing 1 to 10 of 62 entries

2

3

4 Click here to choose

3 how many facilities you
6 want to see per page

7

9

10

Facility Name

Anne Kiilu (Mdawi) Dispensary

Chekerenl Dispensary
Chamchem Dispensary
Funuhu Dispensary

Himo (Cogl) Dispensary
Himo Maskayunt Dispensary
Himo Red Cross Dispensary
Iwa Dispensary

Kahe Dispensary

Kamel Dispensary

Back

5 4 5 Next Last

Standard Operation Procedures.indd 32

32

Tuesday20December//2011  11:42 AFJ‘/I



Part 4 : Data Validation (Checking for Wrong Entries)

4.1 How to run data validation

Sodoct Organtss

Soinct Vallidation:

Run Validation

Validate Data

Step 3

Click here to select
lower level (facilities)

- Noshi Councl

v
Peble Exploys Fosms
-SELECT-

Wom AL

Under Data Management Menu
click Data Validation to run
validation for the data already
entered into HRHIS
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Select organization
unit of which you
want to validate its
data

Step 4

R

Click here to select the
Form (Public or Private
/FBO) whose data you
want to validate

06 SYH TR

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

33

Tuesday20December//2011

11:42 All‘ll



4.2  Data Validation Report
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4 Fiestagpidstment Vs BateOfLasths ove Valid rules with needing correction
AR Sk arp Valid no wrong data either In date of birth or
If all data has passed a R T date of first appointment
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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 beck 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 ooy Dt | 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

e =

— —— — =

Once you click Export Data
the downloading window

Opasing expet Mosh, Distnct, Councd, $91 Nov, 32,0 43,16 (51203 | =

which s & Compressed (aped) Foides (1 bysest
from hmpu/ATB 557306

\hat shosha Frefcn 20 with this fiie)

© Dot | Wdom Uplrm ) 3|

@ Savelie

|

7] Do ths gussmscally doe Sles lice ths from eow en.

will appear asking you
whether to open or save
the export file. Don’t open

this file
%

The downloaded export file is
named as the name of the
organization unit selected. Date and
time of when it was downloaded is
also attached to the name of the file

Don’t open this file
because it is coded. Select
safe file to save file to
save it in your computer

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 52 Mervermines X0 L Wrvms, ot -

Ministry of Health And Social Wellare{MoHSW)

Human Resource for Health Information System (HRHIS)

Import Data

© vy Madam Desbreg =5 Sacinp Fiuy | Burese Step 2
| v Fie \
\/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
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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
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After clicking the file name,
click open and then Import file




Data Import Report

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

| 12thNovember 2011 | Wekome, ssath 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)

Harnann:” mih I

043 Passwecd” LTI

- . /rype the new password
oo i ‘ of your choice (at least
[ g‘()ancot

6 characters long)
(ND SOCIAL WELFASRE - HUMAN ALS)

Retme New Fassword:”

I Step 3

COPYRIONT 8 2010 MINISTRY ( C FOA MEALT

NFORMATION SYSTEM

e |

Type again the
new password

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

I Step 5

Click Update to effect
the password change
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6.2 Password Change Confirmation

| 12k Movember 2011 | Wekome, mothmed |

Ministry of Health And Social Welfare(MoHSW)

Human Resource for Health Information System (HRHIS)

Edit Password

ew Fassword:”

Mpe New Pasyword:”

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

message like this
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