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1. Purpose of the Manual  

The User Manual contains all essential information for the users to make full use of the SaQsham Application. 
This manual includes a description of the system functions and capabilities, contingencies and alternate 
modes of operation, and systematic procedures for application access and use.   

With the help of this User Manual, the “Certification Unit 2– CU2 Users” will be able to schedule assessment 
dates with the facility, will be able to assign assessors for a particular assessment, send them the documents. 
Along with this, the user will be able to generate result according to the scores entered by the assessors and 
accordingly generate the certification status. 

2. NHSRC Certification Unit 2 Desk   
In this section, the Certification Unit 2user will be able to perform the following –  

 Schedule the assessment dates with the facility – multiple iterations possible  

 Select the assessors according to their availability  

 Generation of the document before the assessment and sharing of the toolkit 

 Generate the result of the assessment  

 Declare the result to the facility and state 

 Upload the certificate of the facility 
 

 

The following are the menus available in the QPS Division Desk –  

1. HR Management 
2. Services 
3. Reports 
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2.1 Services 

In Services menu, the following options are available –  

1. Application List 
2. Assessor Selection 
3. Document Generation 
4. Hold Cancel Assessment 
5. Result Generation 
6. Declare Result 
7. Upload Certificate 

2.1.1 Application List 

In this section, the user will be able to select dates for the assessment and send it to the facility and the state. 
The user will also be able to see the updated status once the facility accept the dates or wants to re-schedule. 

 

The applications, which are highlighted in red are the ones which have been received at the National Level. 

2.1.1.1 Scheduling the Assessment Dates 

To send dates to the facility/state for the assessment, the user needs to follow the following steps -  

Step – 1 – The user will click on “Application List” Menu under the “Services” Menu. The following screen 
will be displayed –  
 

 

Action 

Button 
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On the above list page, the user can click on the Action button, either to schedule the assessment, to view 
the Application Details, or to see the Application Timelines. 

Step – 2 – The user will click on the “Schedule” option under the “Action” button dropdown for the 
application the user wants to schedule assessment dates. The following screen will be displayed –  

 

The user will be view the Facility Details and Application Details here, in the top tab. The user can see the 
Facility Details such as Name, Address, SQAU and DQAU details, along with the Application Details such as 
Application No., Program, Date, etc. 

 

Along with that, if there are any previous proposed dates, the user will be able to view in the Proposed Date 
Previous Details tab.  

Step – 3 – Next, in the “Pick Your Dates” section, the user will select the dates for the assessment on the 
calendar.  

Facility 

Details 

Tab 

Calendar with 

details 
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The above calendar highlights holidays with different color-coding. They are mentioned on the right side of 
the calendar along with the descriptions. 

 

The user will select the dates on which he wants to propose the assessment. The no. of days to be selected 
by the user are mentioned on the top of this section. The selected dates will be highlighted in blue color.  

 

Step – 4 – Once the user has selected the dates, he will click on “Submit” button to send the dates to the 
Facility. 

Color – Coding 

with their 

significance 

Selected dates 

highlighted in blue 

No. of Working days to be selected 
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When the user will click on the “Submit” button, a pop-up will appear for confirming. 

 

Click on “Ok” button to confirm. 

Once the dates of assessment is sent to the facility/state, the application will move to the status “Scheduling 
In process”. Along with this, the status can be viewed under the Status column. The status will update to 
“Dates Proposed for Assessment & Sent to Facility , Receive Pending at Facility -- Cycle 1 - Iteration 1”. 

2.1.1.2 Rescheduling the Assessment Dates 

In this section, the user also has the provision for rescheduling the assessment as well. This can be done 
incase the user wants to schedule for some other day or the facility has requested for the assessment on 
some other day. 

To do so, the user can follow the following steps -  

Step – 1 – The user will click on on the “Schedule” option under the “Action” button dropdown. 

  

The user can see the already proposed dates under the “Proposed Date Previous Details” section. 

Previously 

proposed dates 
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Step – 2 – To reschedule the assessment, select the new dates in the calendar. The selected dates will be 
highlighted in blue color. 

 

Step – 3 – Once the user has selected the dates, he will click on “Submit” button to send the dates to the 
Facility. 

 

 

After rescheduling the assessment, the status of the application will change to “Dates Proposed for 

Assessment and Sent to Facility, Receive Pending at Facility Cycle 1 – Iteration 2”. 

 

After this, the dates will be sent to the facility for approval. 

2.1.1.3 Finalizing the Assessment Dates 

To finalize the assessment dates, the user can follow the following steps -  

Updated Status 
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Step – 1 – The user can view the applications in the “Scheduling In process” status. Click on the “Schedule” 

option under the “Action” button dropdown. 

For the applications, in which the facility has accepted the schedule, the applications status will update to 

“Proposed Dates Accepted by Facility & Pending at CU2 for Receiving -- Cycle 1 - Iteration 2”. 

 

Step – 2 – . Click on the “Schedule” option under the “Action” button dropdown. The following screen will 

show. 

 

Step – 3 – The user will click on “Accept” button to accept the dates. 

Also, the user still has the option to reschedule from here and send new dates to the facility. 

Once the user accepts the dates, the application will moves to “Assessor Selection” Menu. The user will no 
longer be able to modify the dates.  

2.1.2 Assessor Selection  

In this section, the user will be able to select the team of assessor for the assessment of the Health Facility. 

To do so, the user can follow the following steps –  

Previously 

Proposed Dates 

Accepted date by 

the facility 

Updated Status 
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Step – 1 – The user will click on the “Assessor Selection” Menu under the “Services” Menu. The following 
screen will be displayed –  

 

Initially, the status of the application on the list page will be “Proposed Dates Response Accepted by CU2 & 
Pending for Assessor Selection”. Along with this, in the “Action” button dropdown, the user has the option 
to either select the assessor, view the selected assessor details, view the timeline of the application or to 
view the Application Details. 

By clicking on “Assessor Details” option, the user will be able to see the Assessor Details, if the Assessor is 
selected for that assessment application. These details include Assessor Name, Address, Status, Status Date, 
and Action. 

Step – 2 – Now, to assign assessor for the assessment, the user will click on the “Select” section in the 
“Action” button dropdown under the Action column. The following screen will appear –  

 

 

To populate assessors in the “Assessor List”, enter the state of the assessors and click on the search button. 
The list of assessors from those states will start populating. 
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On the above page, the user will be able to view following –  

1. Facility Details –  

 

Along with the facility and application details, the user here will be able to see the “Proposed Assessors for 
Dates” and “Assessors Required”. 
 

2. Assessors List –  
Here, the user will be able to view the assessors along with their details such as address, state, experience, 
etc.  

List of 

Assessors with 

their 

availability 

status 
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The user can check the assessor’s profile by clicking on the “Profile” button. The following screen will be 
displayed –  
 

 
 

Along with this, the user can also see the status of each assessor. The status will be highlighted by different 
colors shown on the bottom of the page. The following statuses can be there –  
 

 

Step – 3 – The user will select the required no. of assessors from the list by clicking on the “+” button besides 

the assessor’s names. 

Profile Button 
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The selected assessors will start showing on the top of this section. 

 

Step – 4 – The user will click on “Send Dates to Assessors” to confirm the assessors and send them the dates. 

 

A pop-up will be displayed for confirmation. 

 

+ Button 
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Click on “Ok” button to confirm. 

Once the assessors are selected, the application shall move to the “Selection Inprocess” status and the status 
of the assessment application on the list page will change to “Assessor Selection In-Process & Sent to 
Assessor for Accept, Reject and Reconfirmed”. 

2.1.2.1 Assessment Rejected by Assessor  

In case any of the assessor rejects the application request sent by the Certification Unit 2, the option to “Re-
Select” will automatically be activated at the Certification Unit 2 Level in the “Assessor Selection” menu. 

 

The Certification Unit 2 will have to re-select the assessors.  

The user will click on the “Re-Select” button, the following screen will open –  

 

The user can select the assessor and then “Send Dates to Assessors”. 
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2.1.2.2 Withdraw by Assessor  

The assessor has the option to withdraw from the accepted application within 15 days prior to the 
assessment date. Within 15 days, the assessor will be able to withdraw at its own will. 

In case any of the assessor withdraws from the assessment application, the option to “Re-Select” and “Re-
proposed Date” will automatically be activated at the Certification Unit 2 Level in the “Assessor Selection” 
menu. 

 

To “Re-Select” the assessor, the user will click on the “Re-Select” button. Else, the user can re-propose date. 

To “Re-Propose Date”, the user will click on the “Re-Propose Date” button; the following pop-up will open –  

 

The user will enter any remarks if he wishes to, and click on the “Send” button to send the application back 

to the status where the user will be able to propose some other dates to the facility for assessment. 

The assessment application will now move to the “Application List” menu, under the “Re-scheduling 

Pending”status. The user can again propose a different state to the health facility. And the status of the 

application will now be updated to “Assessment Withdrawn by Assessor & Put-Up for Re-Proposing of Dates 

– Cycle 2”. 

Re-Select or 

Re-Propose 

Date Button 
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2.1.2.3 Document Generation 

Once the assessor confirms his availability for the assessment dates given by the Certification cell, then the 
Certification cell will generate additional required documents. In this section, the user will be able to generate 
the following documents –  

 Relieving/Invitation Letter 

 Generate Intimation Letter 

 Send Tool Kit 
 

Step – 1 – The user will click on the “Document Generation” Menu under the “Services” Menu. The following 
screen will be displayed –  

 
 

For the applications in the list page, the user will be able to see the following options in the “Action” 

dropdown –  

1. Relieving/Invitation Letter 

2. Generate Intimation Letter 

 

Along with this, the status of each letter is also shown besides each assessor’s name. 
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2.1.2.4 Relieving/Invitation Letter 

 

Step – 2 – The user will click on the “Relieving/Invitation Letter” section under the “Action” button. The 

following screen will be displayed –  

 
 

On the top of this page, the user has the option to “Select Assessor”. From here, the user can choose the 
assessor for which he wants to generate this letter for.  
 
Along with that, the user will have to “Enter Letter No.”  and “Copy to” on the bottom of the page.  
 

 
Click on the “Generate” button to generate the Relieving/Invitation Letter. 

A pop-up will appear to confirm the generation of letter.  

 

Click on “Confirm” button. Another pop-up will appear to re-confirm. 
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Click on “Ok” button. 

 

Similarly, you can generate the letter for the other assessor as well, if there is one.  

 

Also, the letter being generated will be dependent on the “Job Type” of the assessors. If the Job Type of the 

assessor is “government job” then the relieving letter will be generated and if the Job Type of the assessor 

is “private job” then the invitation letter will be generated. 

 

Once the letters are generated successfully, the status of the letters start showing. Each status will start 

turning green once completed. 

 
 

 

2.1.2.5 Generate Intimation Letter 

Step – 3 – The user will click on the “Generate Intimation Letter” section under the “Action” dropdown 
button. The following screen will be displayed –  
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On the above screen, the user will have to “Enter Letter No.” and “Copy to” on the bottom of the page.  

 
 

Click on the “Generate” button to generate the Relieving/Invitation Letter. 

A pop-up will appear to confirm the generation of letter.  
 

 
 

Click on “Confirm” button. Another pop-up will appear to re-confirm. 
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Click on “Ok” button. 
 
Once the letters are generated successfully, the button used for generating intimation letter will become 
green and “View Intimation letter”. 
 
Once all the letters are generated, the application will move under “Forwarding Pending” status. This will let 
the user know that the letter is still pending at the advisor desk. 
 
One the letters are forwarded from the Advisor desk, it will move under the “Open for Declaration” status. 
This will let the user know that the application is pending at the assessor level for giving their declaration of 
impartiality.  

2.1.2.6 View Declaration of Impartiality 

Step – 4 – The user will click on the “View Declaration of Impartiality” section under the “Action” button 

dropdown. The following screen will be displayed –  

 

  
 

On the top of this page, the user has the option to “Select Assessor”. From here, the user can choose the 

assessor for which he wants to view the declaration of Impartiality for. 

One the assessors have completed their declaration, it will move under the “Send toolkit Pending” status. 
This will let the user know that sending the toolkit for this assessment is pending. 

2.1.2.7 Send Tool Kit 

Step – 5 – The user will click on the “Send Tool Kit” button under the “Action” column. The following screen 

will be displayed –  
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On the top of the page, the user can select the assessors to whom he wants to send the tool kit to. The user 

can select assessors by clicking on the check boxes besides their names. 

 

Along with that, if the user wants to add another tool kit, he can do so by adding its name under the 

“Document Name” column and uploading the file under the “File Column”.  

 

Click on “Send” button top send the tool kits. 

 
 

2.1.2.8 View Team Leader Selection 

Step – 6 – The user will click on the “View Team Leader Selection” button under the “Action” column. The 

following screen will be displayed –  

 
 

Here, the user will be able to check the name of the team leader that the assessors have selected. 

 



 

User Manual & User Guide 

NHSRC  

 

Page 23 of 38 

 

2.1.2.9 View Travel Itinerary 

Step – 7 – The user will click on the “View Travel Itinerary” button under the “Action” column. The following 

screen will be displayed – 

 

 
 

Here the user will be able to view the travel details that the assessor has filled such as Travel Dates, Arrival 

location, Departure location, etc. 

2.1.3 Hold Cancel Assessment 

In this section, the user will be able either to “Hold” the application or to “Cancel” the application. 

By “Hold”, it means that the application will stop and will lie in whatever existing state it is at that time. 

By “Cancel”, the user will be able to cancel the application with reason and that will not be processed further.

  

Step – 1 – The user will click on the “Hold Cancel Assessment” Menu under the “Services” Menu. The 
following screen will be displayed –  
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Step – 2 – The user can choose any of the above 2 options for the assessment application he wishes to hold 

or cancel.  

1. “Hold” – 

 The following screen will be displayed if “Hold” option is selected.  

 
Enter any remark if there is any. Hold will put the application in its present status and won’t allow proceeding 

ahead with it. 

 

 
 

2. “Cancel” –  

The following screen will be displayed if “Cancel” option is selected. 
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Enter any remark if there is any. Cancel will cancel the application with reason and that will not be processed 

further ever. In addition, the status of the application will be updated to “Application Cancelled – cannot be 

further processed”. 

 

2.1.4 Result Generation 

In this section, the user will be able to generate the result based on the Assessment Score Entry done by the 
assessor for a particular assessment application. 

To do so, the user can follow the following steps –  

Step – 1 – The user will click on the “Result Generation” Menu under the “Services” Menu. The following 
screen will be displayed –  

 

On the above list page, the user can see the status of the applications and its details like –  
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 Applied Date 

 Assessment Date 

 Departments/Packages Applied  

 Scoring Mode  

Step – 2 – Next, the user will click on the “Proceed” button in the “Action” column for the application the 

user wants to proceed ahead. 

 

Here, the user will be able to view the following information in different tabs –  

 Application Details 

 Hospital Data Sheet 

 Document Checklist 

 Score Details 

 Assessor Documents  

 Process Result  

Step – 3 – Next, the user will click on the “Assessor Document” tab provided on the top of the page. The 
following screen will be displayed –  
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Here, the user will be able to view the details of the assessors who have done the assessment in the Assessors 
List tab. Along with that, in the Assessor Assessment Documents, the user will be able to view all the 
documents submitted by the assessors. These documents are as follows –  

 Declaration of Impartiality from Assessor 1 

 Declaration of Impartiality from Assessor 1 

 Executive Summary 

 Opening Meeting 

 Closing Meeting 

Step – 4 – The user will have 2 options, either to “Proceed” ahead or to “Revert” in case there is some issue 
with the documents. 

 

Revert – 

In case of revert; the user will click on the “Revert” button. The following pop-up will appear –  

 

Click on “OK” button to confirm. 

Assessor Document Tab 
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The assessor will update the documents and will send back to the Certification Unit 2. 

Proceed – 

To proceed, the user will click on the “Proceed” button. The following pop-up will appear –  

 

Click on “OK” button to confirm. 

The status of the application will now be updated and the application will move to “Result Processing 
Pending”. 

Step – 5 – Next, the user will click on the “Process Result” tab provided on the top of the page. The following 
screen will be displayed –  

  

Here, the user will be able to view the various criteria’s name, the scores required in that particular criteria, 
the scores obtained in that criteria and whether it meets the criteria or not. 

In the “Meets Criteria”, it will show a green tick if it meets the criteria and a red cross if it does not meet the 
criteria. 

Step – 6 – Next, the user will click on the “Generate Result” button at the bottom of the page. The following 
pop-up will be displayed –  

Process Result Tab 
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Click on “OK” button to confirm. 

Step – 7 – Now on the “Process Result” tab, letters will be generated for the programs according to the 
criteria’s that have been met or not along with the summary report. 

Click on the “View Letter” button under the letter column. Both editable and PDF options are available. 

  

The following screen will open –  

View Letter Button 
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The user will be able to “Summary Report” in the same page under the letter. 

 

 

Once the result is generated, the application will move to the “Result Forwarding” or to “File Forward” based 

either on whether it has passed or failed. The passed applications will move to “File Forward” and the failed 

applications will move to “Result Forwarding”. 
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2.1.5 Declare Result 

In this section, the user will be able to view the assessments for which result declare is pending. Along with 
that, the user will be able to declare the result as well. 

To do so, the user can follow the following steps –  

Step – 1 – The user will click on the “Declare Result” Menu under the “Services” Menu. The following screen 
will be displayed – 

  

Initially, the status of the file will be “Result Declare Pending”.  

Along with this, in the “Action” column, the option will show “Declare” option. 

In the above page, currently the “Result Declare Date”, “Certificate Upload Date” and “Upload Certificate 
Scan” dates are NA. This is because, the result is still not declared. 

Step – 2 – The user will click on the “Declare” under the “Action” column. The following screen will be 
displayed –  

 

Here, the user can see the uploaded scanned letters as well. 

Declare Button 
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To declare result, click on “Declare” at the bottom of the page. A pop-up will be displayed.  

 

Click on “ok” button to confirm. 

2.1.6 Upload Certificate 

In this section, the user will be able to upload the certificate for the corresponding assessments. 

To do so, the user can follow the following steps –  

Step – 1 – The user will click on the “Upload Certificate” Menu under the “Services” Menu. The following 
screen will be displayed – 

 

Along with this, in the “Action” column, the option will show “Upload” option. 

Step – 2 – The user will click on the “Upload” under the “Action” column. The following screen will be 
displayed –  

Upload Button 



 

User Manual & User Guide 

NHSRC  

 

Page 33 of 38 

 

 

The user will upload the certificate file and click on the “Upload” option. Once the user uploads it the 
certificate, it will start showing on the Facility Level and the State Level as well. 

2.1.7 Change Password  

In this section, the user will be able to change his current password for his login credentials. 

To change the password, the user should follow the following steps –  

Step – 1 – The user will click on the "Change Password" Menu under the "Services" Menu. The following 

screen will be displayed – 

 

In the above screen, the user will enter the old password along with the new password. 

Step – 2 – Once the passwords are entered on the above screen, the user has the following two options. 

 

The user will click on the “save” button to save the password, or else he can click on “reset” to remove the 

entered passwords. 
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Step – 3 – Once the user clicks on the “save” button, the new password details will be sent on the users Email 

ID provided.  

Also, it is mandatory for the user after changing the password, the user should logout once and login with 

the new credentials. If the user does not logout, and tries to click on some menu, the following pop-up will 

be displayed. 

 

 

On the successful updating of password, the user will receive the following email on the email ID provided 

by him. 

 

 
 

2.1.8 Help Desk  

In this section, the user will be able to create tickets for any issue he is facing while using the SaQsham portal. 

2.1.8.1 Raise a Ticket 

To raise a ticket, the user will have to follow the following steps –  

Step – 1 – The user will click on the "Help Desk" Menu under the "Services" Menu. The following screen will 

be displayed – 
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It will show no records if no ticket has been raised previously. 

Step – 2 – The user will click on the “Add” button to raise a ticket. The following screen will be displayed –  

 

 

Select Menu – In the “Select Menu” option, the user will be able to select the menu in which he is currently 

facing the issue. 

 

 

Select Subject – In the “Select Subject” option, the user will be able to select the subject of the issue. 

Add Button 
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Along with the above 2, the user has the option to “Upload” a file that is related to the issue and the 
“Description” of the issue. 

Step – 3 – Once the user has entered the information related to the issue, the user will have the following 2 
options to choose from –  

 

Once the user clicks on the submit button, a ticket will be raised and the user will be able to view it in the list 
page. 

 

The user can view the status of the ticket in the “Status” column of the list page. A new ticket will have the 
status “Open”. 

2.1.8.2 View the Solution 

Once the administrator provides the solution for the raised ticket, the status will change to “Solution 
Received”. 

Step – 1 – To view the solution, click on the checkbox, 2 buttons will get activated on top right. 

 

 

The user can either “Modify” or “View Ticket”. 

By clicking on “Modify” button, the user will be able to make any changes in the ticket if required. 

Step – 2 – The user will click on the “View Ticket” button, to view the solution provided. The following screen 
will be displayed –  
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In the top section, the user can view the user details along with the ticket details. 

In the second section, the user can view the problem raised along with the file that was uploaded. Under it 
the user can view the solution. 

2.2 Reports 

In the Reports Menu, there are the following options –  

1. View Scheduled Assessment 

2. View External Co-Assessor Feedback 

3. View External Assessor Evaluation 

2.2.1 View Scheduled Assessment 

In this section, the user will be able to view the Assessments Schedule i.e. the dates on which assessments 
are scheduled for which facility for all the states. 
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The user also has the option to see the Assessment Schedule for any specific combination of “State Name”, 
“Facility Type”,“Facility Name” and “Assessor Name”. 

To do so, the user can select the particular values from the drop-downs given on top of the page. Details for 
the selection will be only displayed on the calendar, in that case. 

  

 


