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SyNCH URLs

https://ccmdd.org.za/ - Live site
https://reports.ccmdd.org.za - Reporting site

https://ccmdd.org.za/
https://reports.ccmdd.org.za/


SyNCH - Login Screen

Keep username 
and password 
confidential



SyNCH – User Account Setup

Select “Setup > Accounts”



SyNCH – Creating New User 
Account

Select 
“New” 

to 
create a 

new 
user 

account



SyNCH – Creating New User 
Account

Enter user’s credentials 
and selected password 

(minimum of 6 
characters)



SyNCH – Creating New User 
Account

All health facilities in which the user has an 
account will appear



SyNCH – Creating New User 
Account

Select “Enabled” to 
activate the user account



SyNCH – Creating New User 
Account

Select “Force Password Reset” if the user did 
not enter their own password during 

account creation. The user will be forced to 
change their password on first login



SyNCH – Creating New User Account 
(Organisation Selection)

Select appropriate organization on 
drop-down menu. 

If organization does not appear on the 
list, contact the Provincial SyNCH 

Helpdesk for assistance.



SyNCH – Creating New User Account 
(Level of Authority)

Select  the level from the drop 
down list at which the user 

performs their functions e.g., for 
OMs and prescribers select 

“Facility”



SyNCH – Creating New User Account 
(Level of Authority)

Organisational

level
Description of Organisational level

National

This is the highest level of access and should only be given to users in the National

Department of Health and corporate PuP head offices.

Users with this organisational level can manage all user accounts for organisational

levels falling below National (i.e., Provincial, District, Sub-district, and Facility).

Provincial

This is the second highest level of access and should only be given to users in the

Provincial Department of Health and users for corporate PuPs managing provincial or

specific regional areas.

Users with this organisational level can manage all user accounts for organisational

levels falling below Provincial (i.e., District, Sub-district, and Facility).

District

This is the third highest level of access and should only be given to users in the

District Department of Health and users for corporate PuPs managing district areas.

Users with this organisational level can manage all user accounts for organisational

levels falling below District (i.e., Sub-district and Facility).

Sub-district

This is the second lowest level of access and should only be given to users in the Sub-

district Department of Health and users for corporate PuPs managing sub-district

areas.

Users with this organisational level can manage all user accounts for organisational

levels falling below a sub-district (i.e., multiple facilities).

Facility

This is the lowest level of access and should only be given to health facility users in

the Department of Health and for users in individual PuPs.

Users with this organisational level can manage all user accounts for organisational

levels falling within the specific allocated facility (i.e., health facility in which the

account manager operates).



SyNCH – Creating New User Account 
(Health Facility Selection)

Click on magnifying glass to search 
for the specific health facility



SyNCH – Creating New User Account 
(Health Facility Selection)

Use available filters or the search box to make the 
appropriate selection 



Search for health facility. 
If health facility does not 

appear on the list, contact 
the Provincial SyNCH 

Helpdesk for assistance.

SyNCH – Creating New User Account 
(Health Facility Selection)



Click on the selection 
button next to the 

correct health facility
Then

Click “Select”

SyNCH – Creating New User Account 
(Health Facility Selection)



The organization structure fields 
are populated based on the 

previous step

SyNCH – Creating New User Account 
(Health Facility Selection)



SyNCH – Creating New User Account 
(User Account Roles)

Select “Account Manager” tick box
Note: This role should only be assigned to a 

facility manager and a person nominated by the 
facility manager



Select “Adherence Club/Outreach Point 
Manager” tick box

Note: This role should only be assigned to AC 
Coordinators or any personnel managing ACs 

and OPs

SyNCH – Creating New User Account 
(User Account Roles)



Select “Create Prescriptions” tick box
Note: This role should only be assigned to 

medical practitioners and nurses authorised to 
prescribe under Section 56(6) of the Nursing Act

SyNCH – Creating New User Account 
(User Account Roles)



SyNCH – Creating New User Account 
(User Account Roles)

The section titled “Role Specific Fields” will appear 
upon selecting, PuP, PuP Company, Create 

Prescriptions, Pharmacy, Data Capturer, & /or 
AC/OP acc manager,  account roles.

For “Create Prescriptions” account role the 
following role specific fields appear and must be 

completed 



….Click on magnifying glass to 
search for and select the 

health facility of the 
authorised prescriber

The health facility name selected in 
the “Organisational assignment 

section” appears. Click this button 
to populate the prescribing facility 

field, or….

SyNCH – Creating New User Account 
(Role Specific Fields - Prescriber)



The Prescribing Facility is now 
populated

SyNCH – Creating New User Account 
(Role Specific Fields)



SyNCH – Creating New User Account 
(Role Specific Fields - Prescriber)

The type of prescriber must be 
selected using the drop down list 

i.e., Doctor or Nurse



SyNCH – Creating New User Account 
(Role Specific Fields - Nurse)

For Nurses:
The details of the nurse, as is 
recorded by the South African 

Nursing Council, must be 
captured here. No nickname, etc. 
NOTE: Accounts should only be 

created for nurses authorised by 
the district/province/Head of 

Health to prescribe for the 
CCMDD programme.

The SANC number must be captured in the “Prescriber SANC No.” Field
NOTE: Use caution when capturing SANC numbers. Incorrect SANC 

numbers will result in the CCMDD SP rejecting ALL prescriptions 
prescribed by the nurse. Double check that the correct SANC number 

is captured before saving the account.



SyNCH – Creating New User Account 
(Role Specific Fields - Nurse)

In Provinces which allow CERTAIN nurses to prescribe certain 
Schedule 5 psychiatric medicines check the “Mental Health 

Practitioner” box. 
NOTE: Nurses require training in order to prescribe these medicines. 
Do not tick this box for every nurse prescriber. Please seek guidance 

from the operational manager



SyNCH – Creating New User Account 
(Role Specific Fields - Nurse)

Click on “Save” to 
save user account



SyNCH – Creating New User Account 
(Role Specific Fields - Doctors)

For Doctors:
The details of the doctor, as is 

recorded by the Health 
Professions Council of South 

Africa (HPCSA), must be captured 
here. No nickname, etc. 

The MP number must be captured in the “Prescriber MP No.” Field.
NOTE: Use caution when capturing MP numbers. Incorrect MP 

numbers will result in the CCMDD SP rejecting ALL prescriptions 
prescribed by the doctor. Double check that the correct MP number is 

captured before saving the account.



SyNCH – Creating New User Account 
(Role Specific Fields - Doctors)

Click on “Save” to 
save user account



SyNCH – Manage Account 
Permissions

• If a user has been allocated one/more of the following account role(s) additional

permissions must be granted to the user:

o Account Manager

o Script Reader

o Script Approver

o Adherence club/Outreach Point Data Manager

• These account roles will appear under the “Account Permissions” column, highlighted

in orange. This indicates that specific permissions have not yet been allocated

• Account permissions must be granted in addition to certain account roles as certain

personnel are permitted (by their respective organisation) to function in a wider

geographic area.



SyNCH – Manage Account 
Permissions

Notice the orange highlighted Account Manager field.
This means that Account Permissions must still be 

assigned.
Click on this field to assign Account Permissions.



SyNCH – Managing Account 
Permissions

Select 
“New” to 

assign 
account 

permission 
to user 
account



SyNCH – Managing Account 
Permissions

Select  the level from the drop 
down list at which the user is 

permitted to perform their 
functions

For allocating permissions to the Account manager 
role: Select “Facility” from drop-down menu for 

health facility managers and person health facility 
manager gives this role to



SyNCH – Managing Account 
Permissions

Click on magnifying glass to search for 
the specific Health Facility



SyNCH – Managing Account 
Permissions

Search for health facility. 
If health facility does not 

appear on the list, contact 
the Provincial SyNCH 

Helpdesk for assistance.



Click on the selection 
button next to the 

correct health facility
Then

Click “Select”

SyNCH – Managing Account 
Permissions



SyNCH – Managing Account 
Permissions

The organization structure 
fields are populated based on 

the previous step



SyNCH – Managing Account 
Permissions

Click on “Save” to save Account Permission

Select the user’s organization 
(e.g., DoH) tick box under the 

Organizations section



SyNCH – Managing Account 
Permissions

Notification panel will 
display confirmation of 
successful addition of 
permission for specific 

account role



SyNCH – Managing Account 
Permissions

Account permission 
status will change from 

orange to green



SyNCH – Managing Account 
Permissions

Click on the orange 
account role field to 

assign a permission for 
another account role 

(e.g., AC/OP data 
manager).



SyNCH - Recover Lost Password by 
User

Click here to recover lost 
password



SyNCH - Recover Lost Password by 
User

Enter email address 
registered for your account. 
A link will be sent to your 
email.



SyNCH – Resetting User Account 
by Account Manager

Account managers may reset a user’s account (password). The following steps should

be followed:

1. Enter login credentials on https://www.ccmdd.org.za

2. Select “Setup” then “Accounts”

https://www.ccmdd.org.za/


SyNCH – Resetting User Account 
by Account Manager

Search for the user’s 
account by entering 

the username, 
Or Click on the user 

name in the list 
below

Click on the “Reset” button



SyNCH – Resetting User Account 
by Account Manager

1. An email containing a temporary password will be sent to the user’s registered

email address.

2. The user must log into SyNCH using their existing username and the temporary

password provided.

3. Upon login, the user will be prompted to reset their password (see figure 49

above).



SyNCH – Disabling User Account 
by Account Manager

All users who no longer work at the health facility and/or PuP and/or are no longer

authorised to issue PMPs MUST have their accounts disabled. It is the responsibility of

the personnel with account manager privileges to ensure that user accounts are

maintained.

1. Enter login credentials on https://www.ccmdd.org.za

2. Select “Setup” then “Accounts”.

Search for the user by entering the username in the search box provided, or select the 
user from the list of user accounts.

https://www.ccmdd.org.za/


SyNCH – Disabling User Account 
by Account Manager

Click the Drop-down menu and select 
“Disabled”, then click “Save” 


