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SPECIAL TOOLS 

 

This section contains the collection of tools provided by the system. Mostly used by the admin to 

manage the system. It is assumed that you have already logged-in to the system as the 

administrator. 

 

To access the Special Tools, from the SegHIS homepage, select the Special Tools link from the 

module menu. The Special Tools is the last item in the list of modules. 

 

 
 

 

 

The link will then redirect you to the special tools page displaying all the available tools. 
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Special Tools: 

 

I. Plugins 

 
These includes the collection of plugins the system has. Currently contains two tools namely 

VitalS Calculator and Immunization Scheduler.  

 

 
 

 

 

 

 

A. VitalS Calculator 

Calculates a person's vital statistics 

A 
B 



3 
 

    

1. Click VitalS Calculator 

 
 

2. Fill in the following fields. 

 
3. Click the Calculate button to calculate vital stats. 

 
 

  

4. To reset fields, you can select the Clear Form button. 

  

 

5. The system displays the generated vital statistic results.  
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6. You can click the Re-calculate button to calculate another vital stats. Recalculate button is 

located below the results. 

 
  

B. Immunization Scheduler 

Generates recommended Immunisation Schedule 

 

1. Click Immunization Scheduler 

 

 
  

 

 

 

 

2. Fill in the following fields (child's gender and birthdate). 
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3. Click the Calculate button. 

 
 

4. The system generates and displays the results. 

  
 

5. To calculate another set of recommended immunization schedule, click the Repeat 

Calculations button found at the bottom of the result schedule. 

 

 
 

 

 

 

II. Hospital Service Price List 
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This section enables the admin to edit Hospital Service Price List and to modify these changes. 

 

 
 

II-A. Edit Prices 

 

1. Select Area  

   
 

2. Enter Service name to search and to view list 
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3. Edit Price in Cash and Price in Charge of your preferred item to edit. 

  
 

4. Enter date of effectivity 

  
 

5. Click Save button to save changes or Cancel to disregard changes. 

  
 

 

II-B. View History 
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1. Select date of effectively 

 

 
 

2. Click Search button 

 
3. System will display list of Price adjustments based on the selected effectivity date. 

 

 
 

 

 

 

 

 

 

 

4. You can use the edit button to modify the price adjustment and the delete button to delete 

price adjustment located in the Options. 
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III. Services Price List 

 

This section enables the admin to edit Services Price List and to modify these changes.  

 

 
 

 

 

 

 

 

 

 

 

III-A. Edit Prices 
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1. Select Patient Type 

 
2. Select Area 

 
 

3. You can use the search Service Name to only view specific services 

 
 

4. Enter your price adjustments in Price in Cash and Price in Charge 

 
 

 

5. Click Save button to submit and save changes 
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III-B. View History 
 

1. Select Patient Type 

 
 

2. Select Area. 

  
-After selecting area, system will display list of price adjustments made within the selected 

Patient type and Area 

 

 

 

 

 

3. You can use search service name to view specific services 

System will then display a 

prompt. 
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4. The system displays the list of services with price adjustments along with Edit Price 

Adjustment and Delete Price Adjustment buttons. 

 

 
 

Edit Price Adjustments - allows the user to modify the price adjustments made. 

Delete Price Adjustments - allows the user to delete price adjustment made. 

 

5. Click Edit Price adjustment button, the following form will display. You can now enter your 

price modifications. 

 

 
 

6. Click Save button to save changes or Cancel to disregard changes. 

 
7. Click Delete Price Adjustment button.  
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IV. Cost Center GUI Manager 

 

This section enables the admin to manage GUI displays on Cost Centers. This includes which 

data(services) to include in a specific Cost Center and Section. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

IV-A. Add Cost Center GUI 

A confirmation dialog box will be 

displayed. Select OK to delete or 

cancel to exit. 
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1. Select Cost Center 

 
 

2. Select Sections 

 
 

3. Enter number of rows and columns. 

 
4. Click Add button 

 

 
 

 

 

 

 

 

 

 

 

5. The system will generate fields. You can now select from Header or Data.  
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Fill in header name for header and select service to add for Data. 

 

 
 

6. You can use the Insert Below button to add row below or Delete button to remove a row. 

 

 
 

7. Click Submit button to save GUI. 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

IV-B. View List 
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1. Select View list tab in Cost Center GUI Manager 

 

2. The system will display list of GUIs. 

 
 

 

IV-C. Update and Delete Cost Center GUI 

 

1. In the View List tab, you can use the Edit Cost Center GUI button to modify GUI and Delete 

Cost Center GUI button to delete GUI. These buttons are located in the Options column. 

 
 

2. To edit GUI, click the Edit GUI button. The following form will be displayed. You can now 

modify your selected GUI. 

 
 

 

3. Click Submit button to save the changes made. 
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4. To delete GUI, click the Delete GUI button. A confirmation dialog will appear. Select OK to 

delete or Cancel to exit. 

 

 
 

 

V. Personnel Manager 

 

This section enables the manager to add and manage employee. 

 

V-A. Add New Person 

 

1. In the Personnel Manager, select the New Person Tab. The system will display the following 

form. 

 
 

2. Fill in the required fields. Fields with * specifies as mandatory. 
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3. Click Save button. When prompt to confirm process transaction, click OK. 

 

 
 

V-B. Add Employee 

 

1. Search person to Employ 

 
2. If person is found, the system will display the person's profile.  
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3. In the bottom corner, The buttons New Search, Update Data and Employ are placed.  

 

New Search - lets you perform another search, redirecting you to the search form 

Update Data - lets you update/modify the person's data 

Employ - lets you assign the person as an employee and provide employment details 

 

 
 

 

 

 

 

 

 

 

4. Click the Employ button. The system will display the following page.  
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5. Fill up the following Employment details. The minimum requirements are: Job Function, Date 

of joining and Contract Start. 

 

6. After filling up the form, click Save. 

 
 

 

7. The person is now employed. The following options are now available. 

 
 

 

 

 

 

V-C. Search Employee 
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1. In the Personnel Manager, select the Search Employee tab. 

 

2. Enter keyword to search 

 

 
 

3. Click search button or press enter. 

 

 
 

4. The system will display the search results below the search employee form. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

V-D. List All Employee 
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1. In the Personnel Manager, select the List All tab. 

2. The list of all employees will be displayed.  

 
 

VI. Health Plans and Benefits 

 

This section allows the admin to manage the Insurance Company details. 

 

VI-A. View List of Insurances 

 

1. Select Health Plans and Benefits from the Special Tools page. 

2. The following list will be displayed. 

 
VI-B. Add New Insurance 
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1. In the Health Plans and Benefits page, click the link New Entry Form placed below the list of 

Insurances. 

 
 

2. Fill up the following form. Fields with * must be supplied, it specifies as required field. 

 
3. Click Save button. 

 
 

 

 

 

 

VI-C. View and Update Insurance details 
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1. From the list of Insurances, hover and click the Firm ID or the Insurance Company name of 

the selected Insurance. 

 

 
 

2. The selected Insurance detail will be displayed. 

 
3. To edit details, click the Update button. 

 
 

 

 

 

 

4. The following form will be displayed. You can now edit the insurance details 
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5. Click Save button to save changes. 

 
 

VI-D. Delete Insurance 

 

1. From the list of Insurances, the Delete button is placed on the last column (icon with red x). 

 
 

 

 

 

 

 

 

2. To delete an insurance, click the designated Delete button of your selected insurance. A 

confirmation dialog box will appear, select OK to delete or Cancel to exit. 
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VII. Address Manager 

 

This section enables the admin to view, add and edit the Region, Province, Municipality/City and 

Barangay used in the system. 

 

 
 

 

VII-A. Add New Region/ Province/ Municipality-City/ Barangay 

 

1. To add new Region, select Region Manager (A).  

 To add new Province, select Province Manager (B). 

 To add new Municipality/City, select Municipality/City Manager (C). 

 To add new Barangay, select Barangay Manager (D). 

 

 

 

 

 

 

 

 

 

2. Select Add New Data 

 

A 

B 

C 

D 
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3. Fill up the following form. Fields with * specifies as mandatory. 

 

 (A) The following form is displayed for adding Region. 

 
 

 (B) The following form is displayed for adding Province. 

 
 

 (C) The following form is displayed for adding Municipality/City. 

 
 

 (D) The following form is displayed for adding Barangay. 

 
 

4. Click the Save button. 

 
 

 

VII-B. View List of all Region/ Province/ Municipality-City/ Barangay 
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1.)  To view list of all Regions, select Region Manager (A).  

   To view list of all Provinces, select Province Manager (B). 

           To view list of all Municipalities/Cities, select Municipality/City Manager (C). 

           To view list of all Barangay, select Barangay Manager (D). 

 

2.)  Select List all 

 
 

3. The system will display the list. Use Next>> to view more results. 

 

 (A) The following list is displayed for list of all Regions. 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 (B) The following list is displayed for list of all Province. 
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 (C) The following list is displayed for list of all Municipality/City. 

  
 

 (D) The following list is displayed for list of all Barangay. 

 

  
VII-C. Update Region/ Province/ Municipality-City/ Barangay details 
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1. To edit a Region, select Region Manager (A).  

 To edit a Province, select Province Manager (B). 

 To edit a Municipality/City, select Municipality/City Manager (C). 

 To edit a Barangay, select Barangay Manager (D). 

 

2. Select List all 

 
 

3. From the list of all Region/ Province/ Municipality-City/ Barangay 

(A) Click the selected Region's Short name for Region 

(B) Click the selected Province's name for Province 

(C) Click the selected Municipality/City's name for Municipality/City 

(D) Click the selected Barangay's name for Barangay 

 

Sample screenshot is for Barangay: 

 
4. The system will display the details. We have the selected Barangay's details for this example. 

 

 
 

5. Click the Update button to edit. 
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6. The following form is displayed. The user can now modify the details. 

 

 
7. Click the save button to save changes. 

 

VII-D. Search Region/ Province/ Municipality-City/ Barangay details 

 

1. To search for a Region, select Region Manager (A).  

 To search for a Province, select Province Manager (B). 

 To search for a Municipality/City, select Municipality/City Manager (C). 

 To search for  a Barangay, select Barangay Manager (D). 

 

2. Select search 

 
3. Enter Keyword. (The sample screenshot shows search form for Barangay.) 

 
 4. Click Search button or press enter key. 

 

5. Search results are displayed below the search form. 

 

 

 

 

 

 

 

 

 

 

 

VIII-Occupation Manager 
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VIII-A. Add New Occupation 

 

1. Select New Data. 

 

 
 

2. Enter Occupation Name. The mark * means the field is mandatory. 

  

 
 

3. Click Save. 

 

VIII-B. View List of Occupation 

 

1. Select List all 

 
 

 

 

 

 

 

 

 

2. The list of Occupation is displayed. 
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VIII-C. Update Occupation 

 

1. From the list of Occupation, select occupation to edit, click its occupation name (link). 

 

 
 

2. The following form is now displayed. 

 
 

 

3. Click the Update button 
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4. Enter changes to the selected occupation. 

 
5. Click Save button to save the changes. 

 

VIII-D. Delete Occupation 

 

1. From the list of Occupation, choose occupation to delete. 

 

2. Click the Delete button to delete selected occupation. 

 
 

 

VIII-E. Search Occupation 

 

1. Select Search 

 

 
 

 

 

2. Enter keyword to search. 
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3. Click Search button or press enter key.  

 

4. Search results are displayed below the search form. 

 

 

IX-Religion Manager 

 

 
 

IX-A. Add New Religion 

 

1. Select New Data. 

 
 

2. Enter Religion Name. The mark * means the field is mandatory. 

  

 
 

3. Click Save. 

 

 

 

 

 

IX-B. View List of Religion 
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1. Select List all 

 
 

2. The list of Religion is displayed. 

 
 

 

IX-C. Update Religion 

 

1. From the list of Religion, select religion to edit, click its religion name (link). 

 

 
 

 

 

 

 

 

2. The following form is now displayed. 
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3. Click the Update button 

 
 

4. Enter changes to the selected Religion. 

 
5. Click Save button to save the changes. 

 

IX-D. Delete Religion 

 

1. From the list of Religion, choose Religion to delete. 

 

2. Click the Delete button to delete selected Religion. 

 
 

3. A confirmation dialog box appears. Click OK to delete or Cancel to exit. 
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IX-E. Search Religion 

 

1. Select Search 

 

 
 

 

2. Enter keyword to search. 

 
3. Click Search button or press enter key.  

 

4. Search results are displayed below the search form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

X. Ethnic Group Manager 
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Ethnic Group Manager runs the same process as the Occupation Manager and Religion Manager. 

Please refer to Occupation Manager or Religion Manager for Ethnic Group Manager's Manual. 

 

XI. ICD10 Manager 

 

 
 

XI-A. Add New ICD10 

 

1. Select New Data. 

 
2. Fill up the following form. The mark * means the field is mandatory. 

  

 
 

3. Click Save. 

 

 

XI-B. View List of ICD10 Code 

 

1. Select List all 

 
2. The list of ICD10 Code is displayed. 
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XI-C. Update ICD10 

 

1. From the list of ICD10 Code, select ICD10 to edit, click its ICD10 code (link). 

 

 
 

 

 

 

 

 

 

 

2. The following form is now displayed. Click the Update button to edit. 
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3. Enter changes to the selected ICD10. 

 
4. Click Save button to save the changes. 

 

XI-D. Delete ICD10 

 

1. From the list of ICD10 Code, choose ICD10 to delete then marked as check. 

 
 

2. Click the Delete Selected ICD Code(s) button to delete. 

 
 

 

 

 

 

 

 

 

XI-E. Search ICD10 
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1. Select Search 

 

 
 

 

2. Enter key to search. 

 
3. Click Search button or press enter key.  

 

4. Search results are displayed below the search form. 

 

 

XII - ICPM Manager and ICPM Manager for PHIC 

 

 
 

XII-A. Add New ICPM 

 

1. Select New Data. 

 
 

 

 

2. Fill up the following form. The mark * means the field is mandatory. 
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3. Click Save. 

 

 

XII-B. View List of ICPM Code 

 

1. Select List all 

 
2. The list of ICPM is displayed. 

 
 

 

 

XII-C. Update ICPM 
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1. From the list of ICPM Code, select ICPM to edit, click its ICPM code (link). 

 

 
 

 

2. The following form is now displayed. Click the Update button to edit. 

 
 

4. Enter changes to the selected ICPM. 

 
5. Click Save button to save the changes. 

 

XII-D. Search ICPM 

 

1. Select Search 

 

 
 

 

 

2. Enter key to search. 
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3. Click Search button or press enter key.  

 

4. Search results are displayed below the search form. 

 

 

XIII. Calendar 

 

1. Select Calendar from the Special Tools page. 

 

2. The system displays the calendar. You can use the previous and next month navigator or you 

can use the Direct Select to view specific Month and Year. 

 

 
 

 

 

 

 

 

 

 

XIV. News 
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XIV-A. Adding Articles 

 

1. Select where to post the article. 

 
 

2. Click Continue button to proceed.  

 
 

 

 

 

 

 

 

 

 

 

 

 

3. Fill up the following form. The fields title, author and published date are required. 
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4. Click continue when done. 

 

5. The preview is displayed and the news is saved 

 
 

 

 

 

 

 

 

 

 

 

 

 

XV. Calculator 
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Functions the same as the standard calculators. 

 

 

 XVI. Access Password 

 

This section enables the user to change his/her password. 

 

 
 

1. Enter current password. 

 

2. Enter new password. 

 

3. Confirm new password. 

 

4. Click the Change password button to change password. 

 

5. Or click the Ooops! Do not change button to cancel the operation. 

 

 

 


