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Chapter 1 - Introduction  
 

1.1 About PCDS 
 
Primary Care Digital Services (PCDS) is planned as a front-end solution to support GPs while they 
transit to a Healthier SG (HSG)-compatible Clinic Management System within a year from HSG launch.  
 
PCDS is not a full-fledge CMS solution and does not replace the function of CMS/Electronic Medical 
Record (EMR) clinical documentation. The functionalities are intended to cover key HSG workflows: 

• Enrolment (include Assisted Enrolment and view capacity). 
• Residents’ Health Plan (Create, View and Print). 
• Simple Referral Management (Create, Update, Print and Cancel). 
• Care Reporting Data Submission for HSG via spreadsheet upload. 

 

1.2 Help Section 
 

1. To provide easy access to resources, the latest version of the PCDS User Guide can be found 
in the portal.  
 

2. To access these resources, click on “PCDS Help” at the left-side menu after logging in. 
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3. Getting Started page will be displayed. Click on the hyperlink to download the latest version 
of PCDS User Guide.  

 

 
 

1.3 Support Contact Details 
 

1. You may write to synapxe.pcds.support@synapxe.sg for specific technical queries.  
 

2. For other enquiries: 
GP hotline 66321199 
Patient MOH general hotline 63259220 
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1.4 Announcement Section 
 

Please refer to the announcement section at the login page of PCDS/PRPP for any important 
announcements regarding PCDS/PRPP (e.g. scheduled maintenance downtime).  
 

 
 

1.5 Setting up PCDS for your clinic  
 
As PCDS is a web-based system, the setup is fast and simple. Either you or your clinic staff can set up 
PCDS easily. Go to https://php.healthhub.sg/gp. You may wish to bookmark this page in your browser 
for quick access.  
 
Please ensure that the Unique Entity Number (UEN) tied to your CorpPass is the same as your clinic’s 
UEN in the MOH electronic licensing (eLIS) system, as credentials between these two systems are 
matched during the log in process.  

• If your CorpPass UEN is different from your eLIS UEN, please contact AIC GP Helpline 6632 1199 

or your AIC account manager for assistance. 

• If your CorpPass UEN is the same as your eLIS UEN, please check that the CorpPass administrator 

has assigned digital service access to other users within the entity who need access. 

Your clinic’s CorpPass account will be tied to the user’s SingPass ID and you will only require your 
SingPass to log in. 
 
Please ensure that the CorpPass administrator has assigned digital service “MOH-PHP-CP (MOH 
Patient Health Profile)” to the CorpPass users within the entity who need access.  
 
CorpPass user guide on how to setup, assign and manage User’s Digital Service Access can be 
downloaded for “Admin & Sub-Admin” from this link Corppass - User Guides. 
  

https://www.corppass.gov.sg/corppass/common/userguides


7 
 

Logging in to PCDS (same login process as PRPP) 
 

1. All users must have a valid SingPass account to log in to PCDS. Doctors and clinic assistants can 

login by selecting “Clinic Staff/PCN HQ/AIC Login” using the clinic assistant’s SingPass account to 

add GPs via the “Practising Doctors” sub-tab under the “Clinic Settings” tab.  

 

 
 

 
 

2. Clinic assistants/PCN HQ staff who are tagged to multiple CorpPass accounts can select which 

account they wish to log in to.  
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3. Doctors who have been granted access to a clinic will be able to login using their SingPass by 

selecting  “Doctor’s Login” for subsequent log-ins. Clinic assistants should continue to select “Clinic 

Staff Login” and login using their SingPass details.  

 

 
 

4. For Clinic assistant, select clinic from the drop-down list.  

• Single Clinic – defaulted to assigned clinic 
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• Multiple Clinics – select clinic from the drop-down list 
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5. Select system “PCDS”. 

 

 

6. Click “Next”. 

Note: After user has selected his/her respective HSG Clinics, the system will be enabled based on 

user and clinic access rights. 
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For PCN HQ staff, select PCN from the dropdown list. 
 

 
 
 

7. Patients enrolled to the clinic will be displayed. 
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Chapter 2 - Clinic Settings 
 

2.1 Clinic Profile 
 

1. To view or update Clinic Profile information, open the side menu and click on Clinic Settings > 

Clinic Profile 

 

2. Enter / Edit the Clinic Profile information. Click “Save”. 
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2.2 Practising Doctors 
 

1. To view, add, or delete Practising Doctors information, open the side menu and click on Clinic 

Settings > Practising Doctors. 
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2. Practising Doctors page will be displayed with a list doctors MCR No. and Name. 

 
 

3. To add new doctor information, enter the MCR No. and click “Add”. 

 
 

4. If doctor MCR No. is found, a message will be displayed with the Doctor’s Name and Doctor’s 

MCR No. Click “Confirm” to save the record. 

 

 
 

5. The newly added record will be displayed in the list. 

 

6. To delete a doctor information, click on the Trash bin icon next to it. 
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Chapter 3 - Enrolment 
 

3.1 Assisted Enrolment 
 
1. To enrol a patient in HealthierSG programme, open the side menu and click on Patient List > 

Enrolled Patients. 
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2. Click on “+ Enrol New Patient”.  
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3. Patient Profile Search NRIC page will be displayed. Enter full patient’s NRIC and click on “Enrol” 

to assist patient to enrol to your clinic.  

 

 
 

4. If patient is eligible for enrolment, the Patient Profile page will be displayed. Otherwise, if 

patient is not eligible for enrolment, message prompt will be displayed.   

 

 



18 
 

5. Patient profile and details displayed on the Patient Profile page would need to be verified and 

updated accordingly. The editable fields include: 

• Mobile Number 

• Email 

• Address fields – Postal Code, Block, Street Name, Level and Unit No. [Address can be 

retrieved from OneMap by clicking “Get Address”] 

Once the fields are verified to be up-to-date and correct, click “Save”. 

 
 

6. You will need to read through and acknowledge the Healthier SG Terms and Conditions.  

To acknowledge, select the checkbox beside the acknowledgement message. 

Click “Confirm” to complete the patient’s enrolment. 
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7. If a valid mobile number was provided, an acknowledgement SMS will be sent to notify that the 

enrolment has been successfully completed. 

SMS Content: 

“Dear [Patient Name], thank you for participating in Healthier SG. You have successfully enrolled 

to [Clinic Name] on [Date and Time of enrolment] to be your family doctor. If unauthorised, 

please contact MOH hotline at 63259220.” 

 

3.2 View Enrolled Patient List 
 
1. Upon logging in to PCDS or after clicking on the “Enrolled Patient’s” tab, the list of patients 

enrolled to the user clinic will be displayed. 

 

2.  Enrolled Patient List can be sorted by either Name, Age, Enrolment Date, Follow Up Status, or 

First Health Plan Discussion Claimable column. 
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3. The clinic’s capacity limit will be displayed on the top left-hand corner of the patient list. [Note: 

Pre-set capacity is at 600 and clinics can appeal to AIC to modify where required] 

 
 

4. To search for a particular patient enrolled with the clinic, enter the full NRIC of the patient. 

 
 

5. To refine the search criteria, click on “Filters” and enter Patient’s Name, Mobile number and/or 

select the Enrolment Date, Status. 
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6. By clicking on “Clear All”, all inputs entered in this Search Patients screen will be cleared. 

 

7. To refresh the entire list and clear all filters, click on “Reset All” button. 

 

3.3 View De-enrolled Patient List  
 
1. Click on “De-Enrolled From Clinic” to view patients who have de-enrolled from the user clinic. 

(Patient who has been de-enrolled within the past 1 year from current date will be displayed in 

this list.) 

 

2. De-enrolled Patient List can be sorted by either Name, Age, Enrolment Date, or De-Enrolment 

Date column. 

 

 
 

3. Refine the search criteria by clicking on “Filters” and enter Name, Mobile Number and/or 
select De-Enrolment Date.   
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3.4 View Patient Profile 
 
1. Click on any patient in the Enrolled Patient List to view the Patient Information. 
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3.5 Edit Patient Information 
 
1. To edit the patient profile, click on “Edit Information” on the top right-hand corner of the Patient 

Information page. 
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2. Patient’s contact details (mobile number, email, and address), and Follow Up Status are editable. 

 
 

3. For Follow Up Status, choose from 2 dropdown options, “New” or “Contacted”. 

Choose “Contacted” if your clinic has contacted the patient to arrange for an appointment. 
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4. Click “Save” to save the changes. 
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3.5.1.1 Additional notes  

1. On First Health Plan Discussion Claimable  mouse over, a tooltip will be displayed: The field 

will display “Yes” once a health plan has been submitted for the patient previously. This means 

that the clinic will no longer be able to receive any renumeration for subsequent health plan 

discussions for this enrolee.  
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Chapter 4 - Referral 
 

4.1 Create Referral  
 

1. From Patient Information page, click on “Referral” tab and then “+ New Referral”. 
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2. Select the type of referral from the dropdown list. 
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• If GPFirst is selected, the following form will be displayed: 
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• Select the institution that your clinic would like to refer the patient from the dropdown list. 

For GPFirst, Specialty/Service will be defaulted to GPFirst. 

 
• Before submission of the GPFirst referral form, tick on the checkbox to acknowledge the 

Terms and Conditions. 

 
 

• A confirmation prompt will be displayed. Click “Proceed” to submit the GPFirst referral. Due 

to the time-sensitive nature of GPFirst/A&E referrals, all GPFirst/A&E referrals should be 

printed and given to the patient to facilitate the referral.   

• Once submitted,  

o the record will be saved, and a copy will be sent to NEHR.  

o an encrypted email will be sent to the institution contact centre 
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• If A&E referral is selected, the following form will be displayed. 
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• Specialty/ service list will be displayed based on the selected institution; type in the field to 

search for the specialty/service. 

 
• Click on “Submit” to submit the A&E/ UCC referral. 

• Once submitted,  

o the record will be saved, and a copy will be sent to NEHR.  

o Due to the time-sensitive nature of GPFirst/A&E referrals, all GPFirst/A&E referrals 

should be printed andgiven to the patient to facilitate the referral.   

o  

 

 
 

4.1.1.1 Additional notes  
a. Alexandra Hospital currently has a UCC (not an A&E), selection of Alexandra Hospital 

under “A&E/UCC” or “GPFirst” referral type refers to Alexandra Hospital UCC. (To 

note that the specialty is auto-defaulted to “A&E”).  

 
 

b. The specialty for Urgent Care Centre @ Admiralty is also auto-defaulted to “A&E” 

even though it is a UCC.  

 



33 
 

c. “NUH Children’s Urgent Care Centre @ Bukit Panjang” is not a participating GPFirst 

institution and can only be selected under referral type “A&E/UCC”. The specialty 

will be defaulted to “Children’s Emergency”, however, to note that it is actually 

Children’s UCC.  
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• If Routine or Fast-Track referral is selected, the following form will be displayed. 
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• Specialty/ service list will be displayed based on the selected institution; type in the field to 

search for the specialty/service. 

 
 

• If Named doctor is selected, enter the Doctor’s name. 

 
• If “Named doctor” is selected, “Patient is requesting for field” will automatically reflect 

“Private-rate Referral” by default. 

 
• If “Unnamed doctor” is selected, you can choose from the 2 options below. 
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• After filling out the referral form, click on “Submit”. 

 
 

• Once submitted,  

o the record will be saved, and a copy will be sent to NEHR.  

o an encrypted email will be sent to the institution contact centre. 

 

4.2 View Referral 
 

1. To search and view the referrals, go to patient information page, click on the Referral tab and 

select the referral from the list. 
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2. The referral details will be displayed.  
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4.3 Print Referral 
 

1. From the Referral page, click on the “Print” button at the bottom of the screen to print a copy of 

the referral. 

 
 

2. New tab alert will be displayed, click “Open” to see the print preview. 

 
 

3. Referral print preview will be displayed for printing. 
 

4.4 Update Referral 
 
1. To update referral, enter the changes on referral details and click on “Update”. 

 
 

2. Enter the reason for update and click “Yes”. 

 
The record will be saved, and an updated copy will also be sent to NEHR.  
An encrypted email will also be sent to the institution contact centre. 
 

3. The status, reason and last updated date and time will be displayed. 
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4.5 Cancel Referral 
 
1. To cancel referral, click on “Cancel”. 

 
2. Enter the reason for cancellation and click “Yes”. 

 
The record will be updated as Cancelled, and a copy will be sent to NEHR.  

An encrypted email will also be sent to the institution contact centre  
3. The reason for cancellation and status will be displayed. 
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4.6 Create Patient profile / Referral (for Non-HSG enrolled patient) 
 
1. To create a referral for non-HSG enrolled patient, the patient would need to be registered in 

PCDS first. To do so, open the side menu and click on “Non-Enrolled Patients (Referral)” 
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2. Non-enrolled patient list can be sorted either by Registration Date, Name, or Age column. 

 

3. Click on “+ Register New Patient”. 
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4. Enter patient’s NRIC/ FIN/ Passport No and click on “Register”. 
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5. Patient Profile page will be displayed. Enter the patient’s information and click “Save” to 

complete the registration. 
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6. Patient Profile will be created. 

• Non-enrolled patients with no referral. 
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• Non-enrolled patients with referral. 
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Chapter 5 - Resident Health Plan 
 

5.1 Create Health Plan 
 
1. PCP can create a new Health Plan for resident during Healthier SG consult. 

From the Patient Information page, under the Health Plan section, click on “+ New Health Plan” 

to create a new Health Plan for the patient. 
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2. Upon clicking “+ New Health Plan”, the new Health Plan creation page will be displayed. 
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5.1.1 Screening Eligibility 
  

1. The patient Screening Eligibility (SFL) will be automatically loaded as soon as the Health Plan 
creation page is displayed.   
 

2. “Due” icon will appear next to Next Due date when the patient is due to go for screening. 
 

 
 

3. Click on the  Refresh icon to re-trigger the retrieval of the records as needed. 
 

4. Click on the “Find Out More” hyperlink to find out more details from the Screen for Life (SFL) 
website. 
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5.1.2 Vaccination History 
 

1. PCP can view the resident’s National Adult Immunisation Schedule (NAIS) records via 
Vaccination History section at health plan creation page.   

2. Click on the  refresh button to re-trigger the retrieval of records. 
 

3. Click on “Find Out More” hyperlink to access more details on nationally recommended 
immunisation information. 
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5.1.3 Tag Chronic Disease Management Conditions  
 
1. PCP can tag the resident’s condition(s) by checking/unchecking the applicable condition(s), i.e., 

Diabetes Mellitus, Hypertension and/or Hyperlipidemia (Lipid Disorders) condition(s) during the 

consult.  

 

2. Tick on the checkbox to tag the relevant condition(s) (Diabetes Mellitus, Hypertension, 

Hyperlipidemia (Lipid Disorders) accordingly. 

 

 

5.1.4 Adding Health Goals 
 
1. Click “+ Add Goal”. 

 
2. Under the Goal column, select the relevant health goal from the drop-down list. 

 

 
 

3. Fill in the targets for the selected health goals. 
 

4. To delete a goal, click on the Trash bin icon next to it. 
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5.1.4.1 Additional notes  
 

1. There are a total of eight (8) health goals, and each goal can only be selected once. That is, 
no duplicate goals can be submitted at any one time. 
 

 
 

2. PCP can choose not to add health goal or select up to maximum of eight total goals. 
 

3. For activity goals with free-text option (e.g., Programme Participation & Active Ageing 
Centre goals), PCP should use comma “,” to separate the different programmes when more 
than one is entered in the free-text field. 
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5.1.5 Copy Last Goals  
 
1. PCP can copy the last created health goal(s) when creating new Health Plan for the resident. 

Prerequisite: There must be a Health Plan submitted previously to be able to retrieve the last 

health goals. 

 

 

 

2. Click “Copy Last Goals” to retrieve the last submitted health goals for the resident. 
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3. Health goals in the last submitted Health Plan will be retrieved.  

Note: Only the health goals will be retrieved. Recommended next visit and record of discussion 

will not be retrieved. 

 



54 
 

5.1.6 Enter Recommended Next Visit  
 

1. Select Month and Year from the respective dropdown lists. This is a mandatory field for 
Health Plan submission. 
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5.1.7 Enter Record of Discussion  
 
1. In the free-text ‘Record of discussion’ field, PCP can enter any additional comments / remarks 

for the resident, if applicable. 

 
 

2. To erase the entire text with one click, click on   
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5.1.8 Submit Health Plan 
 
1. Click on the “Submit” button to submit the Health Plan. 
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2. A confirmation message will be displayed. Click “Proceed” to confirm Health Plan submission. 

 
 
 

5.1.9 Print After Submission  
 
1. PCP can print out a copy of the Health Plan after successful submission. 
 
2. Click on “Print” button to print Health Plan.  

Note: The print button will only be enabled upon Health Plan submission and the long Health 
Plan printout version is available after submission.  
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3. Health Plan print preview will be displayed. 

 
  



59 
 

5.2 View Past Health Plan 
 

1. From Patient Information page, under the Health Plan section, select a Health Plan in the 
listing to view more details.  
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2. Health Plan details will be displayed. 

 
 

5.2.1 Print Past Health Plan 
 

1. From Health Plan details, click on “Print” button to print shorter version of Health Plan. 
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2. Health Plan print preview will be displayed. 
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Chapter 6 - Clinic Assignment 
 

6.1 Assignment of Clinic to PCN (AIC Users only) 
 

1. Primary Care Network (PCN) Clinic Assignment page will be displayed with the list of active 

and valid clinics assigned to PCN. 

 

2. AIC user can click on “Assign New Clinic” to perform clinic assignment to PCN. 
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3. PCN Clinic Assignment – Assign New Clinic page will be displayed. Enter a valid clinic HCI code. 

Click on “Check Assignment. 
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4. Clinic details (Clinic Name, Contact No., Address) will be displayed. 
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5. On PCN HQ dropdown, select the PCN where the clinic will be assigned to. Click on “Assign” 

button. 
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6. A confirmation message prompt will be displayed. Click “Proceed” to confirm the clinic 

assignment to the selected PCN. 

 

 
 

7. Upon successful clinic assignment, the assigned clinic will be displayed in the list. 

7.2 Removal of Clinic Assignment from PCN 
 

1. From PCN Clinic Assignment list, click on the Trash bin icon next to the record to remove the 

clinic assignment from PCN. 
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2. A confirmation message prompt will be displayed. Click on “Yes” to confirm the removal of 

clinic from PCN. 

 

3. Upon successful removal of clinic assignment, the record will no longer be displayed in the 

list. 

  



68 
 

Chapter 7 - Care Reporting Data Submission 
 

7.1 Upload Data Submission 
 
1. Care Reporting Data Upload page will be displayed with the list of past submissions performed 

by the PCN. 

 

 

2. PCN HQ/approved clinic1 user can click on “Upload” button to perform data submission 

through PCDS.  

a. Each file is for one clinic’s care-reporting submission (i.e. should not combine 

submissions from PCN clinics).  

b. Pls note that the data submitted should be the cumulative (latest consolidated fields 

for that clinic), and not just the delta from the previous submission, as the repository 

stores the latest data submission; it does not reconcile the data from previous 

submissions.  

 

 

 
1 PCN clinic who would like to do direct submission for the care reporting fields via PCDS will need to write to 
PCN HQ who will grant access through AIC.  
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Prerequisites:  

a. PCN HQ user/approved clinic has manually entered the care reporting data in the TME 

Excel template for 1 clinic. 

b. No missing tabs in the TME Excel template 

c. The TME Excel file is saved using the file naming format: 

<HCICode>_<MCRNo>_<Reporting Year>_DDMMYYYY_<file sequence number in 2 

digits format>.xlsx For e.g. the file name should look like this 

9400002_M1200SG_2023_13042023 

Where: 

HCICode = PCP clinic code 

MCRNo = Clinic Doctor’s MCR No. This refers to the clinic doctor who holds the clinic 

license.  

Reporting Year = current reporting year 

DDMMYYYY = date of upload/current date 

d. Each file should not exceed the maximum file size limit of 10MB. In the case of file size 

exceeding 10MB, PCN must manually split into multiple files of less than 10MB before 

uploading to PCDS. 

 

3. On the Upload popup, click on “Select File” to launch the File Explorer window. 

 

4. On the File Explorer window, navigate to the folder where the care reporting data file(s) are 

saved and select the care reporting data file to be uploaded. 

Note: If there are multiple files to be uploaded, perform steps #3 and #4 again. 
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5. The selected file(s) will be listed accordingly 

 
 

6. To remove / exclude a file from data submission, click on the Trash bin icon next to the file 

 
 

7. To proceed with data submission of the selected files, click on “Upload Submission Data” 

button. 
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8. A confirmation message prompt will be displayed. Click on “Proceed” to confirm data 

submission. 

 
 

 

9. PCDS will upload the file(s) in the system once all Pre-requisites checks are satisfied as stated 

in #2. 

 

10. Status message will be displayed notifying that the file(s) have been uploaded. The submission 

status shown is “Pending” while the system validation2 of care reporting data inputs is in 

progress. 
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11. User may refresh the page to check the final submission status. 

 

12. If all system validations are completed successfully, the Submission Status will change to 

“Submitted”. If there are data input validation errors, the Submission Status will change to 

“Rejected” 

 
 
2Note: A 2-step validation process will be performed: 

a. PCDS validations 

• Validation of HCI Code, MCR No, Reporting Year (submission date closure), Upload Date 

as stated in 2c. 

• NRIC Checksum. Only valid S and T NRICs are accepted. 

• System mandatory information such as Patient ID (NRIC), Name, Gender, Date of Birth 

• Duplicated Patient ID in Pt Info tab 

• Date and time format 

• Data value out of range 

• Data field length  

b. HSAR (repository where HSG care-reporting fields are stored) validations 

• Patient must be an active SC/PR record in HSAR  

• Mandatory information such as HCI Code, MCR No, Reporting Year, Upload Date, Patient 

ID (NRIC), Name, Birth Date (DDMMYYYY), Gender 
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7.2 View Report 
 
1. On Care Reporting Data Upload page, under the list of past submissions, PCN HQ or approved 

clinic user can view the details of the submission. 

 

2. Upon click of “View details” hyperlink, a new Report window will be displayed  

a. If the Submission Status = Submitted, the report will display a summary of the 

submission. No details will be displayed. 

 

b. If the Submission Status = Rejected, the report will display a summary of the 

submission as well as details of the error. Clinics can find out the reasons for the 

error(s) under the Description column for e.g., Duplicated patient profile, Invalid date 

format, value not in range etc.  

Following that, clinics can edit the Excel file(s) from their own repository and resubmit 

them using the same process in PCDS.  
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Figure A: Error report for 1st level PCDS validation 

Click on Print button to print the error report. 
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Figure B: Error report for 2nd level HSAR validation 

Click on Print button to print the error report. 

 

 

7.3 Access Control of Care Reporting Upload 
 

1. PCN HQ staff can upload care-reporting data and view data submission history for  
a. all clinics assigned to PCN  
b. submissions done by fellow PCN HQ staff 
c. submissions done by Clinic Staff of their PCN clinics  

 
2. Clinic Staff can upload care-reporting data and view data submission history for 

a. their assigned clinic  
b. submissions done by fellow Clinic Staff 
c. submissions done by their PCN for their assigned clinic  

 


