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This section shows the process/transaction on how the user can manage the HIS-Nursing 

Module of SPMC. It is assumed that the user has already logged-in to the system and currently at the 

HOME screen 
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SEARCH PATIENT IN NURSING MENU 

Search thru "Search a patient" 

1. Click ‘Search a Patient’ 
 
 
 

 

 
 

 
2. Search patient by entering Health Record Number, Family Name, or Date of Birth 

on the text box provided. Click the  button. 
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3. If the search results are more than 1, the system will display the list of patients, 

else will go directly to patient’s link. You may locate easily the patient by tracing 

the highlighted text in Yellow. 

 

Search thru "Nursing wards" 

1. Click ‘Nursing wards’ 
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2. Click the highlighted Ward ID to view patient name. 

 

 

3. Below is the name of patients that was assigned to the chosen Ward ID. 
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CREATE REQUEST 

1. Click the  Admission data icon from the options. 

 

 

 
2. Click ‘Examinations’ link. 

 

 

 
 

 
3. Click ‘Category’ from the tab where the request belongs to 
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4. Click button. 
 
 

 

 

 
5. Choose Transaction Type; Cash transactions need to be paid before the service, Charge will 

automatically go to billing after service. For OPD, cash transaction is only allowed. For ER Patients, 

Charge transaction was set as default. 

6. Request date was set as current server timestamp as default. 

7. Choose Priority. In some areas, choosing STAT will result in additional from the original price. 
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8. Click button to select items and add to the tray. 
 
 
 
 

 

 
 

 
9. Default Requesting Dept. is set from encounter details. 

10. Default Requesting Doctor is the attending doctor set from encounterdetails. 

11. Default Clinical impression is from encounter details, if blank, kindly input on the text 

area provided. 

12. Select from Laboratory Service Section. 
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13. Enter item code and click the  button or hit the enter key tosearch. 

14. Mark the checkbox to add the test to item tray and the system will automatically calculate 

the amount to be paid / charge. 

15. Click the close icon to set the display back to the mainframe. 
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17. Click  button to clear all items from the tray 

18. Click  button to view the items requested to that certain patient 

19. Click the button to save the request; 

20. The system will prompt a confirmation to process the request. Click the  button to confirm, 

else click the  button. 
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21. The system will display the information saying ‘Laboratory Request Service successfully 

updated.’ 

Once the system successfully processed the request it will continue, else will prompt an error message. 

22. A new batch no. will be assigned for request reference 
 

 
NOTE: This list of steps is applicable to another request category: Blood bank, Special 

Lab, Radiology, Pharmacy and Miscellaneous 
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Result for Clinical Examination and other Request 
 

 

 

CHARGING OF MISCELLANEOUS ITEMS 

1. Search patient through HRN, Last name, first name, then, click the Search button. 
 

2. Click the Admission Data icon to show data. 
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3. Click “Examinations” link under Options for this person to charge miscellaneous item. 
 

4. Click the button. 
 

 

 

5. Click the button. 
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6. Click the button. 
 

7. Before clicking the button, make sure to fill up clinical impression 

and select the miscellaneous service type. Click  button 
corresponding to the miscellaneous service type selected. Edit the desired 
quantity if more than one is needed. 
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8. Click the button, or else click Cancel button. 
 

 

9. Click the  button to process request. 
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CHARGING OF PHARMACY ITEMS 

1. Click the  button to add new items. 
 

2. Click button. 
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3. Type the product name then click  

 
button. 

 
 
 
 
 
 
 
 

 

6. Click the button. 
 

5.Enter the item quantity and then click 

5 

4.Click the button to add an item. 

4 

6 
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VIEW REQUEST TRANSACTION HISTORY 

 
1. Click the ‘Transaction History’ link from Options for this person 

 

 

 

 
2. History of Requests shall be viewed 

 

 

2 
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TO VIEW RESULTS 

 
1. To view lab results, Click the ‘Laboratory Results’ link from theoptions 

 
 

 

 
Note. All lab results under patient’s confinement period will be displayed in descending order 

by result date received. 

 

2. Click the ‘pdf’ icon  to view results in pdf format. 

3. Click the ‘view’ icon  to view in html read-onlyformat. 
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Laboratory Result in PDF Format 
 

 

 
 
 

 
Laboratory Result in Html format 
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1. To view radio results, Click the ‘Radiology Results’ link from theoptions. 
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Note: All radio results under patient’s confinement period will be displayed in descending order 

by result date received 

 

 

2. Click ‘pdf’  icon to view results in pdf format’ 

3. Click ‘view’ icon  to view in html read-only format’ 
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View Radiology Result in HTML Format 
 

 

 
 
 

 
View Radiology Result in PDF Format 
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CREATE NOTES 

 

1. Click the notes  icon to create Nurse notes. 
 

 

 

2. Click the button to submit data. 
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TRANSFER PATIENT 

 
1. If the patient is from the waiting list, click the patient name link to view patientdetails. 

 

 

 
 
 

 

2. Click the transfer icon to assign bed for patient. 
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3. Click the calendar picker  to change when the transfer is not real time. 

4. The beds with the button are indicating beds are not assigned by any 

patients yet. Click the button to assign patient to the bed. 
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5. After the process, the patient will be removed from the waiting list and will be 

listed under patients with assigned beds. 

 

 

 
 
 

 

6. To transfer the patient to other bed or ward, click the transfer  icon from theoptions. 
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7. After clicking the transfer icon the system will prompt a confirmation message. Click 

the to proceed else click the  button. 
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8. Mark the checkbox to update / correct the set ward assignment. 

9. Click the button to assign patient to bed under the same ward. 

10. Click the button to assign patient to the bed under another ward. 
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After the process, patient will be transfer under patient’s assigned bed 
 

 
Note: Sharing of beds to 2-4 patients in one bed (applicable for OB and Pedia wards) 

 

 

ADD PATIENT IN A ROOM 
1. Click the ‘+’ icon to add the patient in a room. 
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2. Search patient by entering the (Health Record Number, Family Name, or Given Name) on the 

text box provided. Click the button, else click  button. 

3. After searching a patient name just click the button from the options to add 

patient in room. 
 
 

 

 
 
 

 
4. After the process, the patient name which has chosen will be transferred to the room that 

you select. NOTE: The maximum number of patients is four whose can be able to occupy in 

one room. 
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MOVE PATIENT TO WAITING LIST 

 

1. Click the “move patient to waiting list”  icon. 
 

 

2. Click the  button to confirm the transfer of patient to the waiting list. 
 
 
 

 
3. Patient successfully moved to the waiting list. 
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MOVE PATIENT TO EXPIRED PATIENT 

1. Click “to move the patient to expired  icon. 
 
 

 

2. Click the  button to confirm the transfer of patient to the expired list. 
 

3. The patient successfully moved to expired list. 
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MOVE PATIENT TO DISCHARGE LIST 

1. To discharge the patient, select “move patient to discharged” icon  from theoptions. 
 

 

 
 
 
 

 

2. After clicking the discharge list icon, the system will prompt a confirmation message 

‘Successfully transferred’. Then click the button for the patient to 

automatically transfer to the discharged list. 
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NOTE: After the process, the record of the patient from the nursing ward which is in the discharged list 

will be deleted if the patient has processed the final bill in the billing section, and that’s the time the 

patient will be discharged in the nursing discharged list. 
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LOCK/UNLOCK BED 

 

1. Click the icon to lock the bed and set its status as temporarily unavailable. This will alsoreflect 

in admission data as ‘Locked’. Only unassigned beds are enabled for locking. 
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2. After searching the patient name, just click the icon, and the system willprompt 

a confirmation input message. Click the  button to proceed, elseclick the 

 button. 
 
 

 

2 
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3. To unlock bed, click the  link from list of occupancy. The system will prompt a 

confirmation input message. Click the button to proceed, else click 

the  button. 
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TO VIEW OR UPDATE LIST OF HOSPITAL WARDS 

 
1. Click the ‘Nursing Wards’ from the menu section to be displayed. 

 
 

 

 
 
 

 
2. Then Click the ‘Search’ button. 

3. Click the "ward id" from the ward list to view the wards occupancy. 
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TO VIEW TODAY’S OCCUPANCY 

 
1. Click the ‘Quick View’ menu. 

 

 

 
 
 

 

2. Click the link from the Ward, Occupancy or  to edit/view 

details. Note: Only the “Today’s Occupancy” has an optionto 

edit/view details. 
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TO VIEW WARDS ARCHIVED FILES 

 
1. Click the ‘Archive’ from the menu section. 

 
 

 

 
 

 
2. Select the desired date to view the data 
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After the process the system will prompt nursing ward ‘Today’s Occupancy or Old Occupancy. 

It depends on the date that you select. 

 

 
Note: Old Occupancy has no option to edit/view details. 
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MANAGE WARD PROFILES 

 
1. Click the ‘Ward Management’ from the menu section. 

 
 

 

 
 

 
2. Click the ‘Create’ menu to create new ward. 
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3. Fill out the necessary and required (*) fields. 

a. The charity type accommodation falls to the discount for Non-PHIC 

patient’s. 

b. The Mandatory Excess will set as excess to billing. 

4. Click the button to add new room. 

5. Click the icon to remove added beds. 

6. Click the button to submit data, else click ‘Cancel’ 
 

 

 
 
 

 
7. To edit ward, click ‘Wards’ profile data’. 
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8. Write the ward id or name from the text box provided and the system will automatically 

the filtered list. 

9. Click the button to create new ward. 

10. Click from the list of ward to view the details. 
 

 

 
 
 

 
11. Click the  button to set the ward temporarily inactive. This will be hidden in 

admission data, nursing, and billing. 

12. Click the  button to remove ward from the list. 

13. Click the  button to edit the details. 
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14. The rooms with patients associated have the icon 

15. Click the icon to change the inactive room to active. 

16. Click the  icon to hide the room from the ward. 

17. Click the icon to delete the room from the ward. 

18. Click the  to submit the changes. 
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VIEW NURSE LIST 

 
1. Click the ‘Nurses’ List’ menu. 

 

 

 
 
 
 

 
2. Click the  button to view nurse list. 
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3. Click the  to remove nurse from the list. 
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MANAGE DEPARTMENT FOR MISCELLANEOUS SERVICES 

 
1. Click the ‘Miscellaneous Department Manager’ menu. 

 
 

 

 
 
 
 

 

2. Enter the item name in the text box provided, then press the enter key or the button 
to search. 

3. Click the  button to view details. 
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4. Enter the department name, and press the enter key or click the  button to 
search information. 

5. Click the  button to associate item to the department. 

6. Click the  button to disassociate item from the department. 

7. Click the button to show department from the department list in miscellaneous request. 

8. Click the button to remove department from the department list in miscellaneousrequest. 

9. Click the  to view the list of departments associated from the item. 
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CREATE/UPDATE PATIENT NOTES 

1. Search the patient thru Nursing Wards or thru using Search a patient. 

2. Search the patient thru Nursing Wards or thru using Search a patient. 

 

1 
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3. Create or update the patient notes. 
 

 

4. Click the  button after entering the patient data. After saving the data, the BMI of the patient 

shall be computed and the last user who saves and modify the data shall reflect as last modified by: and 

the Date and time will be also reflected. 
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5. Click the  button to update the data 
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NURSING ROUNDS FORM 
 

 
1. Click the  Form button to generate printout. 

 

2. Select the time shift in the selected dropdown, then click OK. 
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3. The sample printout of Nursing Rounds Form. 
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DIET LIST 

1. Click the button to generate printout copy. 

 

2. The sample printout of the Diet List. 
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VS MONITORING 

1. Click the  button to generate printout copy. 

 

2. The sample printout of the VS Monitoring form. 
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MEDICINE MONITORING SHEET 

 
1. Click the  button to generate the printout copy. 

 

2. The sample printout of Medicine Monitoring Sheet. 
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APPENDIX 

 
A1- UPDATING OF PATIENT’S ACCOMODATION 

 

 
Transfer icon and Patient’s Accommodation Icon 

New icon  will be added in bed occupancy. Upon clicking the accommodation data icon, there will be a 
pop-up for the new user interface. The new interface is solely for the monitoring of patient's accommodation 
while the current flow of transferring patient's ward or bed will remain as is which is to 

use the  icon. 
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How to Update patient's accommodation From Waiting List? 

Viewing of patient results was restricted when patient was still in waiting list. 

1. When a patient is from waiting list set the correct date based on the admission date to avoid the issue of 
having no accommodation on some dates. 

1.a) Click patient name from waiting list. 

1.b) Click “Assign bed to patient” icon. 
1.c) Set the date and time based on the admission date. 

*Note: Selected date and time must not be earlier than the admission date and time. 
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How to Correct Wrong entry of Ward? 

2. Steps on how to correct the ward name. Given number of days and dates arecorrect. 

2.a) Click "Transfer patient" icon. 
2.b) Choose the correct ward name and click the "Transfer here" 

2.c) Set the date and time which corresponds to the start dateof 
"Transfer here" button to the correct bed. 

button. 
the incorrect ward and click 

2.d) Click the "Accommodation data" icon to view the accommodation history. 
2.e) Click the X button to delete the wrong ward. 
2.f) Shows the correct ward name of the patient. 
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How to Add accommodation if there are Lacking of Dates? 

3. Upon clicking accommodation data icon, a message prompt “Accommodation has lacking of dates” will 
display if there are dates that have no accommodation (from admission date to current date). Select the 
correct ward of the patient from the dropdown to add the missing accommodation of the patient. 

3.a) Select the specific room/ward. 

3.b) Select the room numbers and hover the roomdescription. 
3.c) Select start date. 
3.d) Select end date. 
3.e) Click add button to save the accommodation. 
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How to Add accommodation if there are overlapping dates? 

4. Trapping was provided for dates that has already an accommodation to avoid multiple accommodations in 
a specific date/s. Click OK and delete accommodation with incorrect date before adding new 
accommodation. 
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How to Delete patient’s accommodation? 

5. Click “x” button to delete wrong accommodation. 

 
 

 

How to View Audit Trail? 

6. Click Audit Trail button to view all the records of patient’s accommodation transfer. 
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How to Update patient's accommodation for ICU's? 

7. Specify the time patient was in ICU ward. Charges calculation for ICU wards is per hour. 
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How to Add Recovery Room, Labor Room and ICU charges? 

8. For multiple wards in same date, such as operating Room and recovery room charges could be added 
thru miscellaneous. 

8.a) Click admission data icon. 
8.b) Select examination frame. 
8.c) Click Miscellaneous button and then click New request button to add Recovery room or Labor 

room charges. 

8.d) Search Recovery use charges in services. Quantity 
will be equivalent to number of hours and then click add button. 

*Note: 
➢ 

➢ 

 

Adding of OR and DR charges will be c/o to billers. 

Adding of PACU/RR and LR charges will be c/o to nurses thru miscellaneous 
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How to Transfer Patient to Bed Occupancy? 

9. Click transfer patient icon  to transfer the patient to a different ward or bed. Click 

button to transfer patient to a different bed, given the same ward. Click button to 
transfer the patient to another ward. 

 

- Click  icon to assign patient bed, search patient HRN, name and case number to assign patient in 

occupant bed. This accommodation will reflect in Patient Accommodation under Nursing Module. 

Note: Only patient without bed can be search. Discharged and billed patient will not be search. If 
patient has a previous accommodation the current accommodation should be added in new row. 

 

 



75 | S e g w o r k s T e c h n o l o g i e s C o r p o r a t i o n  

Sorting of Dates 
10. Accommodation dates are sorted by ascending order. 

 

 

How to View if the patient has Final Bill? 

11. There will be an exclamatory indicator beside the accommodation data icon for final billed patient and 
Transfer button and Examination Frame will be disabled. 
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A2- REQUISITION OF CAPILLARY BLOOD GLUCOSE (CBG) IN EXAMINATION FRAME 

 
NOTE:  Create a request (POC) in order to transfer data from HIS to Glucometer. 
1. Open Mozilla Firefox 
2. Go to portal.spmcdvo.net click HIS or his.spmcdvo.net 
3. Log -in (Nurses’ account only) 
4. Click Nursing Module  

 
5. Input Correct HRN or Family Name, First Name.  
6. Click Search Patient 

 
 
7. Click Admission Data icon

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 

5

 

6

 

7

 



77 | S e g w o r k s T e c h n o l o g i e s C o r p o r a t i o n 

P a g e  | 77 

 

 

8. Click Examinations 

 
9.  Click POINT OF CARE (you need to charge the patient for the TEST/once only)  
10. Click New Order  
 

 
 
 
11. Select CHARGE 
12. Select PHIC/Personal only 

8

 

9

 10
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13. Click START

 
 
 
14. Review/ Check reference # – Status: AA (means acknowledged in the glucometer) 

11

 12

 

13
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15. Begin to perform CBG Testing 
 
FOR CBG TESTING USING GLUCOMETER: 

1. Get the Glucometer from its Docking Station . Click function button. 

 
2.  Scan properly the End User’s ID/Operator ID (Use your individual QR Sticker ID) . Use scanning button. 

 
3. Your username is your HIS username. Enter temporary password is 123.  

4. Click LOG IN button. 

 

14

 

1 
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5. Click settings icon button to change your password. Note: NO SHARING OF ACCOUNTS as per (Hospital Memo. 

378 s. 2023 Sanctions for Violations of Unauthorized use of accounts. 

6. Click change password button. 

               
 
7. Click Test Strip button. 

 

3 

4

 

5

 
6

 6
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8. Click Measurement button. 

 
9. Scan the patient’s wristband code or  

10.  Enter patients HRN (6-7 digits).   

              

8

 

9

 10

 

7
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11. Insert Test strip and perform CBG test, apply blood sample. 

 
 

 
 
 

12. Confirm test information, then apply blood.  

         
13. Check prompt display- Result completed. 

11
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14. Discard the strip using strip ejector on the right part of the glucometer 

                 
15. To view the patient’s CBG records, go to Records menu button. 

          
16. Linked records means the result has linked to HIS. 

13
11

 

14

 

15
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       17. Go to HIS and check the result  (tabular/chart) – see page 9 

18. For unlinked records, these are records, select the specific record then click unlinked. 

  
 

 
HOW TO VIEW POC CBG RESULT? 

1. Click Admission Data 

 
2. Click Laboratory/POC Results 

16

 

18
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3.Click PDF Icon to view/print the results

 
4. Select format – Tabular. Click Ok button. 

 
5. Sample Tabular Format 

2 

3 

4 

4 
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6. Select Chart format. Click Ok button 

 
7. Sample Chart Format 

5 

6 
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8. You may also the view the results under POC button. Click Results button.

 
 
NOTE: For Final Billed Patient– Automatic stop in the HIS POC 
 
FOR OPD PATIENTS: 

7 

8 
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After, perform CBG test > see page 81. No. 8 
 
Note: For cash transactions, after consumption of the CBG test, you will not be able the search the patient. 
E.g. Qty 3, after 3 tests, it will automatically stop the transaction. 
 


