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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 “District Users” will be able to provide the district level 

approvals for the application submitted by the various facilities for the assessment. Along with that, 

the user will also be able to provide the user registration approvals for their districts. 

2. DQAU Desk 
On SaQsham portal, the role of the DQAU User will be as follows –  

 Map the facility user  

 Provide approval for user registration for facility type PHC 

 Provide the approval for the application submitted by the facilities in that district 

To do the above activities, the following are the menus available in this Desk –  

1. HR Management 

2. Services 

3. Reports 

2.1 HR Management 

Through the menus given under HR management, the user will be able to assign a set of credentials 

to a facility user and will be able to approve the user registration for the facility type PHC. 

In the HR Management Menu, there are the following options – 

1. Facility In charge Master 

2. Provisional User List 

2.1.1 Facility In charge Master 

In this section, the user will have the authority to assign a particular set of credentials to a particular 

user. 

To do so, the user will have to follow the following steps –  

Step – 1 – The user will click on the “Facility In charge Master” Menu under the “HR Management” 

Menu. The following screen will be displayed –  
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There will be a list of user already existing in the system. The user can update the user details with 

new existing credentials through the modify button on right top corner. 

Already Existing User –  

Step – 1 – To update the existing user, click on the checkbox. The following buttons will be activated.  

 

To map a set of credentials, click on “Modify”. 

Step – 2 – Once the user clicks on the “Modify” button, the following screen is displayed –  
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This will have all the existing information of the existing user. User can update the Incharge Name, 

Mobile no., Email Id to map new user with existing user.  

Step – 5 – Click on submit to update the user. 

Once a user is mapped, there will be some new buttons activated in the “Action” column on the list 

page. 

2.1.2 Provisional User List 

To approve the request for new user, the approving authority will have to approve it. For each user, 

the request will be sent to their immediate higher approving authority. 

The following will be the hierarchy for the approvals –  

 Facility – For PHCs, the approval request will go to the DQAUs, and for all the remaining types, 

it will go to SQAUs. 

 DQAUs – For DQAUs, the approval request will go to the SQAUs. 

 SQAUs – For SQAUs, the approval request will go to the State Nodal Officers. 

 State Nodal Officers - For State Nodal Officers, the approval request will go to the QPS 

Division. 

 For remaining all other levels, the request will go to the Certification Unit. 

Step – 1 – To approve the request, the user will click on “Provisional User List” under the “HR 

Management” menu. 

The following list page will be displayed –  
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Here, the user can see the details for which the user will be created along with the status.  

Step – 2 – The user will click on the “Approve” button in the “Action” column to proceed ahead. The 

following pop up screen will be displayed. 

 

The user will have 2 options, either “Confirm” or “Reject” the request. Along with that, the user has 

the provision to enter any message in the text box as well. 

If the user “Confirms” the request, the status will change to “Accepted” on the list page. The requests 

will be approved. 

  

If the user “Rejects” the request, the status will change to “Rejected” on the list page. The requests 

will be rejected. 

Approve Button 

Confirm/Reject 

Button 

Updated Status 
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2.2 Services 

Through the menus given under the Services Menu, the user will be able to receive the applications 

submitted by the health facilities in that district, review the documents for the same and will have the 

provision to change any document/report that he wished to change. Along with that, the user will 

have the option to approve the application and send to the next level or to revert the application and 

send it back to the facility. 

 

In the Services Menu, there are the following options –  

1. Manage Application 

2. Assessment Schedule  

3. Facility Assessment Result 

2.2.1 Manage Application 

In this section, the user will be able to view the applied applications for certification by various 

facilities and their approvals, if any exits.   

Step – 1 – The user will click on the “Pending Request” Menu under the “Services” Menu. The 

following screen will be displayed –  

 

On the above list page, the user can click on the arrow icon besides the application number, to see 

the application details such as Application Pending Since, Days Remaining for Submission and facility 

details. 

 

Receive Request 

Button 

Arrow 

Icon & 

Chain 

Icon 
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On the above list page, the user can click on the chain icon besides the application no., to view the 

chain of events. 

 

Initially, the status of the application on the list page will be “Assessment Submitted by Facility & 

Pending for Receive by DQAU”. Along with this, in the “Action” column, the option will show “Receive 

Request”. 

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

the user wants to proceed ahead. 

Once the user will click on “Receive Request”, a pop-up will appear to confirm. Click on “Ok” button. 

 

After clicking on “Ok”, the status of the application on the list page will be “Assessment Received 

DQAU & In-Process”. Along with this, in the “Action” column, the option will now show “Proceed”. 
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Step – 3 – The user will click on the “Proceed” button in the “Action” column for the application the 

user wants to proceed ahead. The following screen will be displayed –  

 

This is the “Application Details” page. On the top, the user can see the Facility Details that has applied 

for the Certification Program and the Application Details. 

Below that, the user will be able to view “Application & Data Sheet”. Here, all the reports that have 

been submitted with the assessment application can be viewed and downloaded i.e. the Internal 

Assessment Report, the DQAU/SQAU Reports, etc. Along with that, the user can view the Hospital 

Datasheet.  
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Besides Application & Data Sheet, there is another tab for “Document Verification Checklist”. Here, 

the user can view the checklist and the documents submitted along with it. The user can enter the 

“Remarks” here if needed. 

 

In case the application was reverted by DQAU, the changes done by the facility will be highlighted for 

the DQAU in orange. 

Hospital Datasheet 

Uploaded Reports 

Add More Button 

Document Dounload/Upload 

Remarks
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To view the “History”, the user can click on the “tick” under the “Version” column.  The following will 

be displayed – 

 

On the above screen, the user can view all the documents submitted in the past with the application. 

Step – 4 – Once, all the details are checked and verified, the user has the following options -  

 

Version History 
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Following options are available –  

 Draft Save 

 Save & Proceed 

 Prev 

 

Following options are available –  

 Revert Application  

 Accept & Send to Next Level 

 Preview Hospital Data Sheet 

 Preview Document Check List  

 Preview Report  

 Back 

Accept & Send to Next Level – 

If the user wants to move ahead with the application, the user will click on “Accept & Send to Next 

Level”. 

A pop-up will be displayed for Assessment Submit confirmation. 
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Click on the “Confirm” button.  

Another pop-up will be displayed for re-confirmation. Click on “Ok” button. 

 

Now, the status of the application on the list page will be updated to “Application Approved by 

DQAU/RQAU & Pending for Receive by SQAU” and will be sent to the approving authority. Along 

with this, in the “Action” column, the option will now show “View Application”. Further, the user can 

make no changes and can only view the application. 

 

Revert Application – 

If the user wants to revert the application, the user will click on “Revert Application”. 

In case of reverting the application, the user can enter the remarks in the “Remarks” column provided 

besides the DVR points.  

Once the user clicks on the “Revert Application” button, the following pop-up will be displayed.  

 

Click on the “Confirm” button.  

Updated Status 
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Another pop-up will be displayed for re-confirmation. Click on “Ok” button. 

 

Now, the status of the application on the list page will be updated to “Assessment Reverted – Need 

Correction” and will be sent to the facility for changes. Along with this, in the “Action” column, the 

option will now show “View Application”. Further, the user can make no changes and can only view 

the application. 

 

2.2.2 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. 

 

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

the entered passwords. 

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 updation of password, the user will receive the following email on the email ID 

provided by him. 

 

 
 

2.2.3 Help Desk  

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

portal. 

2.2.3.1 Raise a Ticket 

To raise a ticket, the user will have to follow the following steps –  
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Step – 1 – The user will click on the "Help Desk" Menu under the "Services" Menu. The following 

screen will be displayed – 

 
 

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”. 

2.2.3.2 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. 

Status 

Modify/View Ticket Button 
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Step – 2 – The user will click on the “View Ticket” button, to view the solution provided. The following 

screen will be displayed –  

 

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. 


