
Hospital Management System – User Manual for Hospital Staff 

This user manual provides guidance for hospital administrators, doctors, and staff members on how to use the Hospital 

Management System effectively. The platform helps manage hospital operations such as appointments, patient visits, 

doctors, staff, billing, reports, and branch management through a centralized digital system. 

1. Login pages 

 

1.1  Super admin login 

 

 
 

• Enter the registered email ID and password provided by the system administrator, then click the “Login” 

button to access the Super Admin panel. A One-Time Password (OTP) will be sent to your registered email ID 

for verification. The Super Admin is responsible for hospital registration, branch management, and user 

assignment. 

 

1.2  Branch admin login 

 

 
 

• Enter the registered email ID and password provided by the Super Admin to access the Branch Admin panel 

and manage branch-related operations. A One-Time Password (OTP) will be sent to your registered email ID 

for verification. 

• If you've forgotten your password, click "Forgot password?" to receive a password reset link via email. 



1.3  Staff and doctor login 
 

 
 

• Enter your registered email and password to access your account. 

• Check the "Remember me" box to skip OTP verification for future logins. If you've forgotten your password, 

click "Forgot password?" to receive a password reset link via email. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Registration page 
 

 
 

• Complete the registration form by entering your First Name, Middle Name (optional), Last Name, Phone 

Number (must be unique), Email ID (must be unique), Username (must be unique), Password, Confirm 

Password, Aadhaar Number, PAN Number, Pincode, City, State, Country, and select your role (Staff or 

Doctor). After entering all required details, click the “Register” button to create your account. A One-Time 

Password (OTP) will be sent to the entered email ID for verification. 

• Enter your Pincode to automatically fetch the corresponding City, State, and Country details. 

Rules for Registration: 

• Select your role as either Staff or Doctor. The dashboard and system access will be assigned based on the 

selected role. Once the account is created, the selected role cannot be changed later. 

• The Password and Confirm Password fields must match. The password must contain at least 8 characters, 

including one uppercase letter, one numeric digit, and one special character. 

• The Aadhaar Number and PAN Number must contain 12 and 10 characters respectively. 

• You cannot register multiple accounts using the same email ID or phone number. 

 

 

3. Verification page 
 

 
 



• Enter the One-Time Password (OTP) sent to your registered email address, then click "Verify OTP" 

to proceed. If you have not received the OTP, click "Resend OTP" to request a new code. 

 

 

4. New credentials 
 

 
 

• To update your Email ID or contact number, enter the new value and click the “Submit” button. A One-Time 

Password (OTP) will be sent to the newly entered Email ID for verification.  

• Your Email ID will be updated only after successful OTP verification.  

• Users can update their account credentials and profile information from the Profile section. 

 

5. Password Reset 
 

 
 

• Enter your new password in the "Enter new password" field, then re-enter the same password in the 

"Confirm password" field to verify. Click "Submit" to reset your password, or click "Back to Login" to 

return to the login page. 

• Ensure your password meets the required criteria (at least 8 characters with one digit, one uppercase letter, and 

one special character). 

 



6. Super Admin Dashboard 
 
The Admin Panel includes a sidebar navigation menu to access different hospital management sections such as 

Hospitals, Branches, Doctors, Policies, TNC, Rules, Info for visitors and Logout. A subscription renewal 

reminder will be displayed on the dashboard 15 days before the plan expiry date to help avoid service 

interruption. 

 

6.1 Hospital details 
 

 

 

 

 
• Use the header tabs to switch between the Details and Documents sections.  

• Click the “Add New Hospital” button to add a new hospital and enter details such as name, logo, description, 

“Why Choose Us” content, social media links, and images for display on the home page.  

• After saving, the hospital name cannot be edited and the hospital cannot be deleted.  

• Complete all relevant details, as the information will be displayed on the website home page and footer 

section.  

• New hospitals cannot be added after reaching the maximum hospital/branch limit configured in the 

subscription plan. 

• Once the hospital is verified by the administration team, additional hospital details can be added and managed. 

 

 



 
 

• Click the Choose File button to upload a document. 

• Click the Save button to upload the document successfully. 

• Enable the Visible to User checkbox to display the document on the home page. 

• Click the Add Other Documents button to upload documents other than the listed categories. 

 

 

6.2 Hospital branch 

 

• Click the Add Branch button to create a new hospital branch by selecting the hospital, entering the branch 

name, admin email ID, and password, then click Save Changes. 

• Branches can only be added for hospitals that are already registered and verified. 

• New branches cannot be added after reaching the maximum branch limit defined in the subscription plan. 

• After saving, the branch name and associated hospital cannot be edited or deleted. 

• Ensure the admin password contains at least 8 characters, including one uppercase letter, one number, and one 

special character. 



 

• Review branch details such as contact information, location, working hours, and social media links. 

• Update the branch description and “Why Choose This Branch” content as required. 

• View branch documents and check whether they are marked as Public or Private. 

• Verify the branch or revoke its verification status using the available action buttons.  

 

 

6.3 Doctors 

 

• Review all doctors registered under your hospital branches. 

• Click the Eye icon to view the complete doctor profile and update the doctor description if needed. 

• Use the Notes for Doctor section to add remarks related to profile review or verification. 

• Doctors are verified and managed by their respective Branch Admins. 

 

 

6.4 Legal policies 
 

• Add hospital-specific legal content such as Terms and Conditions, Hospital Policies, Rules & Regulations, 

and Visitor Information from their respective sections. 

•  These details can be customized separately for each verified hospital and branch as required. 

• The configured content will be automatically displayed in the website footer section of the respective hospital 

portal. 

• Ensure all policy content is accurate, approved, and updated before publishing.  



 
 

 
 

 
 

 



7. Branch Admin Dashboard 
 
The Branch Admin Dashboard allows administrators to manage all operations related to their assigned 

hospital branch through a centralized interface. 

The dashboard includes a sidebar navigation menu to access various management modules such as Branch 

Details, Documents, Doctors, Staff, Asset Details, Invoice Details, Specialities, Facilities, Nearby Facilities, 

Header Slider, Terms & Conditions, Policies, Rules, Visitor Information, FAQ, and Logout. 

The dashboard header displays the assigned hospital and branch name. Additionally, a subscription renewal 

reminder is shown 15 days before the plan expiry date to help ensure uninterrupted service. 

 

7.1 Branch details 
 

 
 

 
 

• Complete all branch information accurately, as the entered details will be displayed on the website home page 

and footer section.  

• Uploaded branch images will be visible on the respective branch home page for public viewing.  

• Branch visibility and public access will be enabled only after verification and approval by the Super Admin.  

• Ensure that contact details, operational hours, address information, and social media links are valid and 

regularly updated. 



7.2 Documents 
 

 
 

• Click the Choose File button to upload a document and save changes to save uploaded documents.  

• Enable the Visible to User checkbox to display the document on the home page. 

• Click the Add Other Documents button to upload documents other than the listed categories. 

 

 

7.3 Doctors 
 

 
 

 



• Search doctors using their Full Name (First Name + Last Name) or Specialty, then click the Search button to 

filter the list of doctors registered under your branch. 

• Click the View Profile button to view complete doctor information and update the doctor description if 

required. 

• Review doctor profiles and use the available action buttons to verify or revoke doctor verification status. 

• Use the Notes for Doctor section to add remarks or comments related to profile review and verification 

activities. 

• Appointment assignment functionality and public access will only be enabled for verified doctors. 

 

 

7.4 Staff 
 

 
 

• Search staff members using their First Name, Last Name, Email ID, or Phone Number. Apply filters based on 

category or verification status, then click the Search button to filter the list of staff registered under your 

branch.  

• Click the View Profile button to view complete staff information and use the available action buttons to verify 

or revoke staff verification status.  

• Visit tracking functionality will only be enabled for verified staff members 

 

7.5 Asset details 
 

 
 

• Use the search option to find hospital assets by Asset Name or Asset Type and click the Search button to 

filter the asset list.  



• Each asset must have a unique identifier to enable proper assignment, tracking, and utilization 

management.  

• Enter and maintain the Asset Type, Unique Asset Name/Code, and Price Per Day for each hospital asset 

to make billing process easy. 

 

7.6 Invoice details 
 

 
 

• Add invoice details for automatic invoice generation during patient billing and payment processing. 

• Enter valid GST, PAN, CIN, bank account, and authorized signatory details before saving the 

configuration. 

• Customize the invoice number format using invoice prefix, year pattern, and starting invoice number. 

• Add a custom invoice footer message that will appear on printed and generated invoices. 

 
 

7.7 Hospital Services & Facilities 
 

• Click the “List More” button to add additional facilities, specialities or facilities around us.  

• Enter the service name manually or select it from the available list, add a description (if any), upload 

images from the device using the “Upload” button, and click the “Plus” button to add multiple images. 

Click “Save” to store the details.  

• The uploaded image size must not exceed 5 MB.  

• The added services, facilities, and specialities will be displayed on the respective branch home page.  

• Click the “Delete” button to remove any existing service, facility, or speciality details. 

 

 



 
 

 

 

7.8 Header slider 
 

 
 

• Enter slider items in comma-separated format to display scrolling text, announcements, services, or 

promotional content in the header slider section.  

• Click the “Save” button to update and display the header slider content on the respective branch home 

page. 

• Ensure the entered values are properly separated using commas for correct slider display. 



7.9 Legal policies 
 

• Add branch-specific Terms & Conditions, Hospital Policies, Rules & Regulations, and Visitor Information 

from their respective sections. 

• If branch-level details are not added, the hospital-level content will be displayed by default.  

• The configured content will be automatically displayed in the footer section of the respective hospital 

portal.  

• Ensure all policy and legal information is accurate, approved, and updated before publishing.  

 

 
 

 
 

 



 

 

7.10 Frequently Asked Questions 

 

• Use the FAQ section to add and manage frequently asked questions and answers for patients and website 

visitors.  

• Click the “Add FAQ” button to create new FAQ entries, use the search bar to quickly find existing FAQs, 

and click the delete icon to remove unwanted questions.  

• Click the “Save Changes” button to update and publish the FAQ content on the respective hospital or 

branch portal. 

 

 

 

 

 

 

 

 

 



8. Doctors 

 

• Navigate to your profile menu from the top-right corner of the dashboard to access profile settings and 

securely logout from your account. 

 

8.1 Doctor’s dashboard 

 

• The Doctor Dashboard provides a quick summary of today’s appointments, upcoming appointments, 

appointment history, and pending appointment requests.  

• The dashboard includes separate sections for Today’s Schedule, Upcoming Appointments, and 

Appointment History to help doctors manage patient appointments efficiently. 

 

 



• Doctors can accept, reschedule, or reject appointment requests directly from the appointment panel.  

• Patients will receive email notifications for every appointment status update, including acceptance, 

rejection, or rescheduling actions.  

• Doctors can add special instructions or notes for patients while accepting appointments, and the same 

instructions will be included in the appointment confirmation email sent to the patient. 

• Click on the info icon available next to the patient name to view complete patient details, including 

personal information, medical records, and previous visit history(if any). 

 

 
 

• Appointment History displays the status of completed, rejected, and rescheduled appointments for better 

appointment tracking and management.  

• Pending appointments can also be rescheduled directly from the Appointment History section if no action 

was taken earlier. 

 

 

 
 

• Click the “Reschedule” button to open the reschedule appointment popup and select a new appointment 

date and time.  

• After rescheduling, the patient will receive an email notification requesting them to submit a new 

appointment request for the specified date and time if they are available. 

 



8.2 View patient profile 

 

 

 
 

• Review all patient details and previous visit records from the Visit History section.  

• Click on the “Info” icon to view complete visit history and consultation details of the patient. 

 

 

8.3 Doctor’s Profile 

 

 



 
 

• Use the Profile page to view and update your personal and professional information, including profile 

photo, contact details, address, qualifications, specialties, working hours, and available days. 

• Click the edit icon next to the Email ID or Phone Number field to update your contact information. OTP 

verification will be required when updating the registered email ID. 

• Doctors can manage their hospital, branch, specialty, qualifications, working schedule, and certificate 

uploads from this page. 

• Upload your highest degree certificate and other supporting documents in PDF, DOC, or DOCX format. 

• Click the “Save Changes” button to update and save your profile information successfully and use the 

“Delete Account” button to permanently remove your account from the system. 

• Try to fill in all the required details accurately to maintain complete and up-to-date profile information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



9. Staff 
 

9.1 Staff dashboard 

 

 
 

• The Staff Dashboard provides a quick overview of assigned tasks, including today’s schedule, upcoming 

schedules, completed schedules, and total task counts. 

• The dashboard contains separate sections for Today’s Schedule, Upcoming Appointments, and 

Appointment History to help staff members manage daily activities and patient appointments efficiently. 

• Allowed Staff members can use the “Track Visits” button to monitor and manage patient visit activities 

and schedules. 

 

9.2 Staff Profile 

 
• Update and manage your profile information, including personal details, contact information, address, 

working schedule, hospital and branch details, staff category, and uploaded certificates. Try to fill all the 

details for better profile management and accurate staff records. 

• You can update your email ID or phone number using the edit option. An OTP will be sent to the new 

email ID for verification before the changes are saved. 

• Staff members can also upload profile photos, manage available working days and shift timings, and 

upload certificates in PDF, DOC, or DOCX format. 

• Click the “Save Changes” button to update your profile information or use the “Delete Account” button to 

permanently remove your account. 

 

 



 
 

9.3 Track visit 
 

 
 

• The Visit Management section allows staff to track and manage patient visits efficiently. Click on the 

“Start tracking for new visit” button to create a new patient visit record. To manage an existing visit, click 

the “Track details” button and to edit initial details of visit click on edit icon from the respective row in 

the Visits table. 

• You can search for visits using the patient’s name, patient ID, or visit type such as IPD, OPD, Emergency, 

Day Care, Diagnostic, or Follow-up. Visits can also be filtered by visit duration and status such as Active 

or Discharged. 

• Once a patient visit is marked as completed or discharged, the visit record can no longer be edited or 

deleted, and it will remain available in view-only mode for future reference. 

 



• Click on the “Start tracking for new visit” button to open the patient visit registration form. Select the 

patient for whom the visit is being tracked. The patient must already have an account on the platform; 

otherwise, staff can register an account on behalf of the patient or ask the patient to register first. 

• Select the associated doctor (if applicable), visit time (auto-generated by the system), visit type, source of 

reference, and enter the initial report containing the patient’s condition, symptoms, or initial diagnosis 

details. 

• Use the “Add Document” option to upload reports, prescriptions, scans, or any other documents related to 

the patient visit. 

• After entering all required information, click the “Save” button to start and record the visit. Once saved, 

the visit details will appear in the Visits table for further tracking and management. 

 

9.4 Manage visit details 

 

 
 

• This page provides a quick overview of the visit, including total entries, total billing amount generated so 

far, involved doctors, assigned staff members, used assets, and uploaded documents related to the visit. 

• The Visit Tracking section helps staff members record and monitor every activity and movement of the 

patient during the visit, making hospital management, patient monitoring, and billing processes more 

organized and efficient. 

• Click on the “Add Details” button to create a new tracking entry for the patient visit. Once all required 

procedures and entries are completed, click on the “Proceed to close” button to proceed toward ending 

and completing the visit. 

 

  



• Click on the “Add Details” button to open the service entry popup form. First, select the service type from 

available options such as Doctor Consultation, Emergency Services, Surgery / Operation Theatre, ICU / 

Critical Care, Stay / Medical Equipment Charges, Nursing Care / Attendant Services, Laboratory Tests, 

Pharmacy / Medicines / Injections, Patient Food, Ambulance, Registration / File Charges, or Other. 

• If “Other” is selected, an additional input field will appear where you can enter a custom service type 

name. Once added, the custom service type will automatically be saved and available in the dropdown list 

for future use. 

• Based on the selected service type, different input fields and options will be displayed for entering 

service-specific details: 

• Doctor Consultation: 

Select the doctor from doctors registered under your branch. 

Appointment date and time will be auto-generated and automatically set 10 minutes ahead of the current 

time. 

Add patient symptoms, additional notes, and the final cure report. The final cure report will later be 

included in the patient discharge report. 

• Emergency Services 

Enter a description of the emergency services provided to the patient. 

• Surgery / Operation Theatre 

Add surgery and operation theatre-related details and descriptions. 

• ICU / Critical Care 

 Enter descriptions of ICU services and chargeable critical care services provided. 

• Stay / Medical Equipment Charges 

Select the asset or medical equipment assigned to the patient from the assets listed by the Branch Admin. 

Enter the number of days for which the equipment or asset is assigned. 

• Nursing Care / Attendant Services 

Select the assigned staff member from the registered branch staff list. The assigned task will appear in the 

respective staff member’s dashboard schedule. 

• Laboratory Tests 

Enter laboratory test details and report descriptions. 

Use the “Add Document” option to upload laboratory reports and related documents. 

• Pharmacy / Medicines / Injections 

Enter medicine names, injections, and other pharmacy-related chargeable services. 

• Patient Food 

Mention meal details or food services provided to the patient. 

• Ambulance 

Add ambulance service details and related charges. 

• Registration / File Charges 

Enter registration, file creation, or administrative charge details. 

• All entered services and descriptions are directly used for billing purposes and will appear in the final 

patient bill. Keep descriptions short, clear, and accurate to properly describe the charges applied. 

• The entry date and time are automatically generated when the form is opened. 

• Enter the service amount and GST details if applicable. If GST is included, an additional field for the base 

amount (amount excluding GST) will appear. 

• Use the “Add Documents” option to upload any files or supporting documents related to the specific visit 

entry. 

 

9.5 Complete visit 

 
• On the Complete Visit page, select the payment mode from the available payment options and choose the 

discharge report input type. 



• If the upload option is selected for the discharge report, an additional file upload field will appear to 

upload the discharge report document. 

 

 
 

 
 

• If the “Write” option is selected for the discharge report input type, the system will display a set of 

discharge-related questions. After answering all the questions, the system will automatically generate a 

DOC file for the discharge report. 

• The generated discharge report will also include the doctor’s final cure report added during the visit 

tracking process. 

• To review the updated discharge report and automatically generated invoice, first save all visit details. You 

can also click on the “Generate Invoice” button to generate only the invoice without completing the visit. 

• The total bill amount cannot be edited directly from the Complete Visit page. To modify billing amounts, 

you must add, update, or remove the respective service entries from the Visit Details page. 

• Click on the “End Visit” button to complete and close the patient visit. Once the visit is ended, the visit 

details will become read-only and can no longer be edited or deleted. 

 



10. Home Pages Overview 

 
10.1 Explore Hospitals Page 

 

 
 

• The Home Page displays verified hospitals approved and managed by the Super Admin.  

• Users can select a hospital to access healthcare services and proceed with appointment booking. 

• Click on footer links to review legal policies 

 

 

10.2 Hospital home page 
 

 

• The Hospital Home Page displays hospital information, images, and an overview of the healthcare 

services provided by the hospital.  

• The header section provides quick access to branches, specialties, facilities, doctors, and online 

appointment booking services. 

• Users can click on a menu title and select a specific service, branch or doctor from the dropdown list to 

view detailed information. 



 

• The page displays available doctors, medical specialties, and healthcare facilities provided by the hospital.  

• Users can click on a doctor, specialty, or facility card to view detailed information and related services.  

 

• Users can provide ratings and feedback based on their experience with the hospital services.  

• Select the desired star rating and enter feedback in the provided text box (optional).  

• Click the “Submit Rating” button to save the review successfully.  

• Click on the “View All” option to view all submitted ratings and reviews. 

 

10.3 Home page for Branch 

 

 



• The Hospital Home Page provides an overview of the hospital’s services, specialties, doctors, and 

appointment booking options. It serves as the main landing page for patients and visitors to access 

hospital-related information quickly and efficiently. 

 

 

• View hospital contact number, emergency contact details, email ID, and branch address.  

• Check hospital working hours and available working days before visiting.  

• The “About Our Branch” section provides information about hospital services and facilities.  

• Users can easily access branch and communication details from this section.  

 

 

11. Subscription expires 

 

 
 

• Once the subscription expires, users will no longer be able to access system pages and features.  

• A subscription expiry message will be displayed on the screen informing users about the inactive 

subscription status. 


