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HMIS COMMITTEE- SOP 
Ranjeet Deshmukh Dental College & Research Centre, Nagpur 

 
Standard Operating Procedures 

Purpose - 
 
The purpose of Hospital Management Information Systems (HMIS) in dental institutions is to streamline and 
enhance various aspects of healthcare administration and patient care. Specifically within dental institutions, 
HMIS serves several important purposes: 
 
1. Patient Records Management: HMIS helps in the digital management of patient records, including dental 
history, treatment plans, and progress notes. This facilitates easy access to patient information, reducing 
paperwork and improving efficiency. 
2. Appointment Scheduling: It assists in scheduling dental appointments efficiently, reducing waiting times for 
patients and ensuring that dental professionals can manage their time effectively. 
3. Billing and Financial Management: HMIS helps in managing billing, insurance claims, and financial 
transactions related to dental treatments, making the financial aspects of patient care more organized and 
accurate. 
4. Inventory Management: Dental clinics require various supplies and equipment. HMIS helps in tracking 
inventory levels, ensuring that necessary items are always available for patient care. 
5. Treatment Planning: It aids dental professionals in creating and updating treatment plans for patients, 
helping to keep track of ongoing treatments and follow-ups. 
6. Reporting and Analytics: HMIS can generate reports and analytics on various aspects of patient care, such 
as patient demographics, treatment outcomes, and resource utilization. This data can be used for decision-
making and quality improvement. 
7. Patient Communication: Some HMIS systems include features for patient communication, such as 
appointment reminders and educational materials, which can improve patient engagement and adherence to 
treatment plans. 
8. Security and Privacy: Ensuring the security and privacy of patient data is a critical function of HMIS, 
helping dental institutions comply with healthcare regulations and protect patient information. 
9. Research and Education: Data collected through HMIS can be valuable for research purposes and 
educational programs within dental institutions, contributing to advancements in dental care. 
10. Interoperability: HMIS can integrate with other healthcare systems and institutions, facilitating seamless 
sharing of patient information and referrals when necessary. 
 
Overall, the purpose of HMIS in dental institutions is to improve the efficiency of administrative tasks, enhance 
patient care, and contribute to the overall quality and effectiveness of dental services. It plays a crucial role in 
modernizing dental practice and ensuring that patients receive the best possible care. 
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Scope-  
The scope of Hospital Management Information Systems (HMIS) is extensive, encompassing a wide range of 
functions and activities that contribute to the efficient operation and enhanced patient care within the institution. 
Scope of HMIS in dental institution is vast and multifaceted, with the primary goal of enhancing patient care, 
improving operational efficiency, and ensuring the effective management of dental services. It plays a critical 
role in modernizing dental practice and promoting high-quality dental care. 
 
Operating Procedure- 

1. The HMIS committee is formed by the head of institution for electronic / paperless patient OPD service 
management. 

2. HMIS Committee ensures paperless and hassle free patient referral across all departments of the institute. 
3. HMIS Committee ensures smooth functioning of the HMIS software for patients record ,indent and billing 

transactions. 
4. Committee is responsible to maintain and provide patients records daily, monthly, or yearly and make 

them available whenever required by the institute. 
5. Committee conducts meetings biannually and as & when required with department representatives to 

discuss any HMIS related issue. 
6. Committee conducts training/ workshops for smooth conduct and referral of patients as and when required.    
7. The committee takes review of each department on regular basis. 
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RANJEET DESHMUKH DENTAL COLLEGE AND RESEARCH 

CENTRE, NAGPUR 
 

ENTERPRISE RESOURCE PLANNING (ERP)  

SOP/GUIDELINES/MECHANISM/CODE OF CONDUCT  

 

Date of formation of committee: November 2021 

The Enterprise Resource Planning (ERP) Committee is functioning to make the educational 

operating process more efficient through Sack Information System (Synchronic Software). 

ERP System increases productivity, and the efficiency of planning, designing, and 

operating academic resources through access to real time data and analytics of institute.  

Objectives:  

1) To manage student’s attendance and curriculum data updates. 

2) To track student’s progress through centralized dashboard view anytime by teachers. 

3) To assist in administrative process management. 

4) To streamline student’s section and account section management related to admission 

and fees records. 

5) To allow information sharing across various departments while establishing clear 

communication between management, staffs and students. 

6) To enhance communication between parents and institution by sharing progress of 

their wards. 

Functions: 

1) Structure of the committee:  

It consists of Dean, chairperson, Co-Chairperson, Coordinator and members from 

each department. The ERP Committee functions with the coordination of main 

committee and all department HOD’s, department representatives, all faculties, 

Student sections, IT Department, Account section and Software Coordinator. 

ERP COMMITTEE  

  

Committee Designation Name Designation 

Dean  Dr. Usha Radke Dean 

Chairman Dr. Mukta Motwani Vice-Dean (Clinical) 



Co-Chairman Dr. K. Venugopal Reddy Professor & HOD 

Coordinator  Dr. Jaishree Chahande Lecturer 

Members Dr. Purva Choudhary Reader 

Dr. Tapasya Karemore  Reader 

Dr. Sandeep Khandaitkar Sr. Lecturer 

Dr. Pratik Burad Sr. Lecturer 

Dr. Dawal Mody Reader 

Dr. Pritam Khorgade Sr. Lecturer 

Dr. Rakshata Sorte Sr. Lecturer 

Dr. Swapnil Patil Lecturer 

Frequency of meeting Quarterly 

  

2) Meetings:  

ERP committee meetings are conducted quarterly or as and when required; first 

meeting in every new academic session (July and January-Summer and Winter 

academic sessions) to plan and execute new batches updates in software and other 

meetings to take follow up of all department attendance updates.  

3) Features/Mechanism: 

a) Feedback: - With the help of Feedback Module, we take feedback from Students 

related to Associated Feedback and General Feedback. Also we take feedback from 

Teaching, Non-Teaching, and Parents about our Institute. 

b) Grievance: - We Submit Grievance for maintenance department & also for 

Grievance committee, there is provision for Anonymous, if someone won't like to 

disclose his/her identity. 

c) Academic Monitoring: - With the help of Academic Monitoring, we maintain 

Students Academic Records like, Students Attendance, Teaching Plan, Time Table, 

etc. 

d) Accounts: - With the help of Accounts Module, we maintain Book Keeping. 

e) Admission: - With the help of Admission Module, we maintain online Admission 

process of Students. 

f) Clearance: - With the help of Clearance Module, we maintain Clarence of All 

Section like Accounts Dues, Library Dues, Hostel Dues, or Any Other 

Departments Dues. 



g) Committee: - With the Help of Committee, we maintain All Committees Meeting 

records such as Meeting Attendance, Minute of Meetings, Action Taken, after 

Creation of Meeting Automatic SMS also sent to all committee Members. 

h) Establishment: - With the help of Establishment module, all Employees update 

his/he records on portal. 

i) Events: - With the help of Events module, we maintain All types of Events All 

Academic & Non Academic on portal such as Event Photos, Guest name, First, 

Second, Third position name, etc. 

j) Exam Section: - With the help of Exam Section, we maintain Examination mark 

of students subject wise, term wise, etc. 

k) Fees: - With the help of Fees module, we maintain Fees of All Students, such as 

Outstanding position, etc. 

l) Front Office: - With the help of Front Office Module, we maintain Notices, 

dashboard Events Photos, etc. Also generate students related Certificate such as 

Bonafied, Character, Expenditure Certificate, etc. 

m) Hostel: - With the help of Hostel Module, we maintain all records related Hostel, 

Such as Fees, Room No., Mess Bill, Hostel Attendance, etc. 

n) Inward & Outward: - With the help of Inward & Outward module, we maintain 

all Inward & Outward Letters records. 

o) Library: - With the help of Library Module, we maintain all types of Library 

records such as Book issued to Students, Employee., No. of Books, etc. 

p) Student Section: - With the help of Student Section Module, we maintain All 

Records related to Students. 

q) Training & Placement: - With the help of Training & Placement, we maintain all 

record of Training, such as Trainer Name, Trainee Details, Trainee Attendance, 

Remarks, etc. 

r) User Management: - With the Help of User Management, we maintain SMS 

Module, Complaint Management, etc. 


























