
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CONTRACEPTIVE LOGISTICS  

MANAGEMENT INFORMATION 
SYSTEM 

Participants Guide 

August 2015 

 



Participants Guide 

 Contraceptive Logistics Management Information System         2           

                                                             

 

 

 

 

 

 

 

 

 

 

 

This is a living document and changes will be made as per 
current or updated system. 

 

 

 

 

 

 

  

 

 

 

 

 

 

 



Participants Guide 

3                                                                               Contraceptive Logistics Management Information System  

 

TABLE OF CONTENTS 

Introduction to Manual .................................................................................................................................. 5 

Background ς USAID | DELIVER PROJECT ....................................................................................................... 5 

Session 1: Introduction and Objectives .......................................................................................................... 7 

Handouts ................................................................................................................................................................... 7 

Presentation .............................................................................................................................................................. 9 

Session 2: Basic Computer Skills ................................................................................................................... 13 

Presentation ............................................................................................................................................................ 13 

{Ŝǎǎƛƻƴ оΥ tŀƪƛǎǘŀƴΩǎ tƛǇŜƭƛƴŜ ŀƴŘ hǊŘŜǊƛƴƎ ................................................................................................. 31 

Handouts ................................................................................................................................................................. 31 

Handout-3.1: Contraceptive Supply and Reporting Flow ..................................................................................... 31 

Handout-3.2: Roles and Responsibilities of Store keepers / Data Entry Operators .............................................. 32 

Presentation ............................................................................................................................................................ 34 

Session 4: Contraceptive LMIS Forms and Basic Logistics Concepts ............................................................. 39 

Handouts ................................................................................................................................................................. 39 

Handout-4.1: Stock Register (CLR-5) .................................................................................................................... 39 

Handout-4.2: Integrated requisitioning (CLR-6) ................................................................................................... 40 

Handout-4.3: Transaction Records (CLR-7) .......................................................................................................... 41 

Handout-4.4: District Contraceptive Stock Report (CLR-15) ................................................................................. 42 

Handout-4.5: Stock Register ς Department of Health .......................................................................................... 43 

Handout-4.6: Bin Card ς Department of Health ................................................................................................... 43 

Handout-4.7: Consumption Records ς Department of Health ............................................................................. 44 

Handout-4.5: SDP / Health Facility Monthly Report ............................................................................................. 45 

Presentation ............................................................................................................................................................ 48 

Session 5: cLMIS Introduction, Data Entry and Requisitions ......................................................................... 66 

Presentation ............................................................................................................................................................ 66 



Participants Guide 

 Contraceptive Logistics Management Information System         4           

                                                             

Session 6: Dashboards, Reports, Graphs & Maps ......................................................................................... 74 

Handout 6.1: Group Work ....................................................................................................................................... 74 

Group work 1: Dashboards .................................................................................................................................. 74 

Group work 2: Reports ........................................................................................................................................ 74 

Group work 2: Maps ............................................................................................................................................ 74 

Group work 4: Graphs ......................................................................................................................................... 74 

Presentation ............................................................................................................................................................ 75 

Session 7: Troubleshooting and Accessing Helpdesk .................................................................................. 109 

Handouts ............................................................................................................................................................... 109 

Presentation .......................................................................................................................................................... 111 

 

  



Participants Guide 

5                                                                               Contraceptive Logistics Management Information System  

 

INTRODUCTION TO MANUAL 

This participant manual contains the training sessions for the ά¢ǊŀƛƴƛƴƎ ƻƴ tŀƪƛǎǘŀƴΩǎ 

Contraceptive Logistics Management Information System (c[aL{ύέΦ ¢ƘŜ ǎǘŜǇǎ ǊŜǉǳƛǊŜŘ ǘƻ ŘŜǎƛƎƴΣ 

develop and deƭƛǾŜǊ ǘƘŜ ά¢ǊŀƛƴƛƴƎ ƻƴ tŀƪƛǎǘŀƴΩǎ /ƻƴǘǊŀŎŜǇǘƛǾŜ Logistics Management Information 

System (c[aL{ύέ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ ǘƘŜ ά[aL{ ¢ǊŀƛƴƛƴƎ tƭŀƴέΦ ¢ƘŜ ¢ǊŀƛƴƛƴƎ tƭŀƴ ƻǳǘƭƛƴŜǎ ǘƘŜ 

objectives, needs, strategy, and curriculum to be addressed when training users on LMIS. 

BACKGROUND ς USAID | DELIVER PROJECT 

The USAID | DELIVER PROJECT (the Project) has been tasked by the Government of Pakistan with 

implementing a functioning Logistics Management Information System (LMIS) using a web-based 

approach. After several months of thorough consultations with all stakeholders from the private 

and public sectors, the Project adapted and enhanced the web-based application from the 

Bangladesh model. During the enhancement process, LMIS was contextualized to local 

stakeholder structure and devolution. The LMIS was launched by the Prime Minister of Pakistan 

on July 2011 as the first Logistics Management Information System of Pakistan. 

LMIS has the flexibility to integrate other health commodities in addition to contraceptives. The 

Project plans to integrate other health products to meet the provincial integrated commodity 

management requirements. In addition to public sector, LMIS application is also able to record 

contraceptives data of the private sector. Currently, the system is able to respond to district level 

reporting by aggregating facility level data through paper-based reports. The future vision is to 

enhance the application for facility level reporting on logistics indicators for each district along-

with district store commodities status. To strengthen reporting and visibility of private 

sector contraceptives, district level interface has been incorporated in LMIS applications which 

enables provincial and regional health and population departments to see the contribution of 

private sector in their geographical areas.  

For nationwide implementation of LMIS, the Project has trained the different level LMIS users on 

its use and functionality. The training provides skills and knowledge required to independently 

enter and upload data into web-based LMIS. Web-based LMIS plays a significant role in 
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improving stock monitoring within the districts. The real time monitoring helps in eliminating 

stock-outs at the district level.  

Alongside LMIS implementation, the Project is working closely with federal, provincial and 

regional governments to advocate for strengthening of the supply chain process through 

streamlining of supplies and reporting from central to district level. Some of the key policy 

decisions are, considering the stocks at Central Warehouse as national repository and integrated 

requisitioning through collaboration among stakeholders. In addition, LMIS web-based reporting 

is mandatory for all districts.  

Timely and accurate data entry as well as submission of a monthly report at the district level is 

critical to the functioning of the LMIS. The data collected from the LMIS can then, subsequently 

be used at each level of the supply chain to enhance informed decision making to meet service 

delivery demands. Utilization of the LMIS depends heavily on the level of understanding of those 

trained on its various functionalities.  
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SESSION 1: INTRODUCTION AND OBJECTIVES  

HANDOUTS 

Handout-1.1: Self Introduction 

Option-1  

Ask participants to write three things about themselves on a piece of paper. Two of these 

items must be true and third must be a lie. The participants then introduce themselves one by 

one and tell their three characteristics in any order they wish. The group then has to identify 

which statement or characteristic is lie by voting.  

Option-2 

EXPLAIN the ground rules of the game.  

ASK the participants and the trainers to stand in a circle with pen and paper. TELL that you will 

ask some questions and they will find the participants who fit into the answers.  TELL that 

they will get 10 minutes time to identify the people and after 10 minutes they will tell the 

names of their identified people. ASK if the instructions of the game are clear to them or not? 

If not, repeat the instructions. 

Question-1: Which participants have names starting with A, S, M, N, B, K, J, K. L, R, P, S or 
H? 

Question-2: Which participants are working in District Health or Population Welfare 
Department for five or more years? 

Question-3: Who has worked as a LMIS trainer before? 

Question-4: Who has worked as a trainer for three or more years? 

Question-5: ²ƘƛŎƘ ǇŀǊǘƛŎƛǇŀƴǘǎΩ ȅƻǳƴƎŜǎǘ ƪƛŘ ƛǎ ǘƘǊŜŜ ƻǊ ƭŜǎǎ ǘƘŀƴ о ȅŜŀǊǎΚ 

Question-6: Who has travelled the most to attend this training? 

Question-7: ²ƘƛŎƘ ǇŀǊǘƛŎƛǇŀƴǘǎΩ CŀǘƘŜǊ κ DǳŀǊŘƛŀƴ ƛǎ ǎǘƛƭƭ ǿƻǊǊƛŜŘ ŦƻǊ ƘƛǎκƘŜǊ ƳŀǊǊƛŀƎŜΚ 

Question-8: Who likes singing?   

Question-9: Who is good at playing cricket?  

Question-10: Who knows how to swim?  
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Handout-1.2: Training Goal and Objectives 

  

Training Goal 

To get participants acquainted with the features of the LMIS application as well as to build 

institutional capacity towards independent and sustainable data entry, importing and 

exporting of data and data analysis through cLMIS for decision making.  

ASK participants that what they understand about the statement. TELL participants that each 

of the LMIS operators has a critical role in enabling their departments to independently enter, 

import and export data. TELL participants that cLMIS has valuable data and the use of which 

depends on ǎȅǎǘŜƳΩǎ ability to generate reports, maps and graphs. The meaningful analysis 

can be of great help in preventing stock-outs and formulating policy changes responsive to 

supply chain challenges. 

Training Objectives  

TELL participants that by the end of the training, they will be able to; 

1. Enter cLMIS data with almost 100% accuracy 

2. Generate required reports, maps and graphs 

3. Analyze and interpret reports, maps and graphs  

4. Understand cLMIS problem solving approaches and how to contact helpdesk if needed 
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SESSION 2: BASIC COMPUTER SKILLS 

PRESENTATION 
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SESSION 3Υ t!YL{¢!bΩ{ tLt9[LbE AND ORDERING  

HANDOUTS 

HANDOUT-3.1: CONTRACEPTIVE SUPPLY AND REPORTING FLOW 
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HANDOUT-3.2: ROLES AND RESPONSIBILITIES OF STORE KEEPERS / DATA ENTRY 

OPERATORS 

 

Responsibility  Task 

1. Receiving 
Ensure thatɂ 

¶ the storekeeper(s) (SK) receive all commodities, based on the quantity in the 
invoice/IRV/CLR-7 

¶ all commodities received are in good condition 
¶ the commodities received from the suppliers have adequate shelf life 
¶ The invoice/CLR-7/IRV is properly signed by the SK and countersigned by the 

designated authority. 

2. Storing 
Ensure thatɂ 

¶ storage space is allocated according to efficient store layout principles 
¶ the storage racks/cabinets/shelves and equipment are placed according to the 

layout plan 
¶ all commodities are stored on/in the proper specified racks/cabinet/shelf 
¶ the SKs strictly follow the storage guidelines in running the warehouse 
¶ Commodities are arranged following the FEFO principle. 

3. Issuing 
Ensure thatɂ  

¶ the SK uses the stock register properly 
¶ the SK determines issue quantity so the recipients can maintain inventory at the 

max-min months-of-stock level 
¶ the SK prepares the CLR-7/IRV 
¶ the SK issues commodities follow the FEFO principle 
¶ the SK follows the supply scheduling in supplying commodities 
¶ the SK correctly maintains the copies of CLR-7/IRV 

4. Recording 
Ensure thatɂ  

¶ the SK maintains the stock register for recording transactions 
¶ the SK records commodities in bin cards and stock register 
¶ bin cards and stock register are up-to-date 
¶ from time to time, the bin cards and stock register are checked to make sure 

they are maintained correctly 

5. Disposing of 
unusable 

¶ Ensure that the SK prepares a list of unusable commodities at the warehouse 
and informs the supervisor in time.  

¶ As member-secretary of the condemnation committee, send the file to the 
authorities for their consent to convene a meeting of the condemnation 
committee. 

¶ Issue notice of meeting to the condemnation committee members at least one 
week before the meeting. 

¶ Prepare the proceedings of the meeting, obtain signatures of the members 
present and send the proposal, in the prescribed form, to the competent 
authority for approval for condemnation. 

¶ Condemn all the approved unusable commodities of the warehouse in the 
presence of the condemnation committee members. 

¶ Ensure that the SK has recorded all the condemned commodities properly in the 
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stock register and bin cards and reported them correctly in the monthly report. 

6. Monitoring and 
supervision 

As head of the warehouse, the Director CW&S/DPWO/ EDO(H)/DHO/District 

Coordinator, the LHW willɂ 

¶ Routinely monitor the activities of the warehouse staff to ensure that each 
individual staff completes his assignment, as per schedule. 

¶ Supervise the employees to ensure they have the correct knowledge and skills 
required to perform their assignments. 

¶ Provide on-the-job training if any knowledge and skill deficiency is identified. 
¶ Provide supportive supervision to the staff. 

7. Reporting ¶ Regularly review reports received from the lower level and send feedback if 
there are any mistakes, or give suggestions for improvement. 

¶ Ensure that the SK prepares all reports on time and submits them for review and 
approval. 

¶ Review and approve reports prepared by the SK and ensure that reports are 
mailed to the appropriate authorities on time. 

8. Conducting 
physical 
verification  

As memberɀsecretary of annual physical verification committeeɂ 

¶ Convene meeting of the committee to conduct the annual physical verification of 
the warehouse. 

¶ Ensure that the members receive notice at least one week prior to conducting 
the physical verification. 

¶ Notify the facilities that receive commodities from the warehouse that during 
physical verification, there will be no transaction of commodities.  

¶ If a discrepancy is identified during the physical verification, make the necessary 
adjustment, following the prescribed procedures. 

¶ If any new unusable commodity is identified during the physical verification, 
segregate the unusable from the usable and store them at a place marked as 
unusable. Properly record the unusable in the stock register and other relevant 
forms. 

¶ Use physical verification instrument to record finding from the physical 
inventory and obtain signatures of committee members. 

¶ Report findings of physical verification to the appropriate authorities. 
¶ Preserve a signed copy of physical verification instrument in the file for the 

record. 
¶ Ensure that the SK regularly conducts sample physical verification and keeps the 

authorities informed on the findings.      
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PRESENTATION 
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SESSION 4: CONTRACEPTIVE LMIS FORMS AND BASIC LOGISTICS CONCEPTS 

HANDOUTS 

HANDOUT-4.1: STOCK REGISTER (CLR-5) 

Stock Register (CLR-5) 

This register is maintained by all warehouses and stores i.e. central and provincial warehouses, 
district stores, family welfare center stores and RHS-A centers. The Stock Register is used to 
form stock transactions at a specific level. It forms the information from where the shipments 
are received and to where they are going along with the names of consignee. The 
storekeepers can thus refer back to it in case of any discrepancies. The form also contains the 
signature and remarks of the person receiving or issuing the contraceptives. The Balance 
column (7) indicates the balance brought forward from the previous register and the result of 
regular entries thereafter.  
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HANDOUT-4.2: INTEGRATED REQUISITIONING (CLR-6) 

  

Integrated Requisitioning (CLR-6) 

This form is being used by all district level public sector Family Planning Service Providers 
(DPWO, DOH & LHW, PPHI) for requesting contraceptives from Central Warehouse. A new 
electronic CLR-6 form has also been introduced in release-2 of cLMIS and it automatically 
generates the required stock based on the amount of stock used in the previous quarter. This 
form also indicates the stock status and consumption during the month and indicates the 
quantity requested for each contraceptive being used.  
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HANDOUT-4.3: TRANSACTION RECORDS (CLR-7) 

  

Transaction Records (CLR-7) 

Transaction records are used to record information about the movement of stock from one 
storage facility to another. It is frequently desirable to include the current stock on hand as 
well as losses, adjustments, and consumption data. Transaction records are initiated any time 
when a facility requests or issues supplies. They are completed when the receiving facility 
confirms receipt of the items shipped. Transaction records are organized by date, which helps 
to identify the transaction. It can then serve as ticklers, reminders that a request was made 
and not yet received or that an item was issued, but confirmation of receipt is still pending. 
The most common formats are Issue/Receipt Voucher (CLR-7). A preprinted voucher number 
on each transaction record helps track individual shipments. 
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HANDOUT-4.4: DISTRICT CONTRACEPTIVE STOCK REPORT (CLR-15) 

  

District Contraceptive Stock Report (CLR-15) 

District Contraceptive Report summarizes consumption data occurring at district level. From 
the report, one can figure out the quantities which were received by district and the quantities 
issued to service delivery points.  

1. Opening balance 
2. Received from CWH 
3. Issued to field 
4. Closing balance 

a. District store 
b. Field  

5. Total 
a. Expired stock 
b. Untraceable stock 

Each column is labelled for a commodity, and the information on each commodity is captured 
in its specified column. 
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HANDOUT-4.5: STOCK REGISTER ς DEPARTMENT OF HEALTH 

 

HANDOUT-4.6: BIN CARD ς DEPARTMENT OF HEALTH  

Bin Card 

Bin card indicates the balance of an item available in stock; it must be used for all levels of 
storage facilities. However, these are only as good as how often they are updated. One bin 
card is used for each commodity. Bin card indicates the balance of an item available in stock; 
it must be used for all levels of storage facilities. However, these are only as good as how 
often they are updated.  

Stock Register 

The basic stock-keeping record is the Stock Register. The purpose of the stock register is to 
provide an up-to-date record of all transactions of warehouse/storerooms of the 
commodities received, issued and discarded. Stock Register has to be maintained by the 
Storekeeper and entries have to be verified by the In-charge/logistics manager at each level. 
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HANDOUT-4.7: CONSUMPTION RECORDS ς DEPARTMENT OF HEALTH 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Consumption Records 

Consumption records contain dispensed-to-user data, to record the quantity of each item 
dispensed to a customer. Consumption records are filled out whenever supplies are 
dispensed to clients. They are totaled at the end of the reporting period, usually monthly or 
as required. The logistics data generated by the SDPs/health facilities is received on 
prescribed format and consolidated at the district level and entered into the web-based 
Logistics Management Information System (LMIS). 
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HANDOUT-4.5: SDP / HEALTH FACILITY MONTHLY REPORT 

SDP / Health Facility Monthly Report  

The SDPs/health facilities of health and population welfare departments will use following 
format for contraceptive reporting, as well as requisitioning from the concerned district 
offices, on a monthly basis, as per inventory level defined for them. This will include the 
contraceptive stock position in the respective SDPs.  
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PRESENTATION 
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