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1. Introduction 

The Camp Registration Module is a part of the Medical Council of Malawi Information 

Management System (MCMIS) that enables organizations conducting camps offering health 

services to apply for approval, manage participating practitioners, and submit post-camp 

reports through an integrated online platform. 

The module provides a structured and transparent process for camp registration, allowing 

Camp Coordinators to submit camp details, practitioner information, supporting 

documents, and payment records electronically for review by the Medical Council of 

Malawi. 

In addition to camp registration and approval, the module facilitates online reporting after 

camp completion. Approved camp organizers are required to submit reports detailing the 

activities conducted, the number of beneficiaries served, achievements, challenges 

encountered, and other relevant outcomes. This ensures accountability, proper 

documentation, and regulatory oversight of medical, dental, or allied health camps 

conducted within Malawi. 

This manual provides step-by-step guidance on how Camp Coordinators can register, 

submit applications, track approval status, and complete post-camp reporting requirements 

through MCMIS. 

2. Purpose of the Camp Registration Module 

The Camp Registration Module is designed to: 

• Digitize the medical camp registration and approval process. 

• Enable organizations to submit camp applications electronically. 

• Facilitate the submission and management of practitioner information and 

supporting documentation. 

• Improve efficiency in reviewing and processing camp applications. 

• Improve transparency, accountability, and regulatory compliance. 

• Maintain a centralized database of camp applications, participating practitioners, 

and approved camps. 

• Provide real-time tracking of application status and notifications. 

• Enable online submission and management of post-camp reports. 

• Capture key camp outcomes, including the number of people served, 

achievements, challenges, and service delivery information. 

• Support monitoring and evaluation of medical camps conducted by organizations. 
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• Ensure timely submission and review of camp reports for regulatory and record-

keeping purposes. 

• Through this module, the MCM can effectively monitor the planning, 

implementation, and reporting of medical camps, while organizations benefit 

from a streamlined, transparent, and fully digital process. 

3. System Access Requirements 

To access the Camp Registration Module, users must have: 

3.1 Technical Requirements 

• Computer, laptop, tablet, or smartphone. 

• Stable internet connection. 

• Updated web browser (Google Chrome recommended). 

3.2 User Requirements 

• Valid organizational email address. 

• Camp Coordinator account. 

• Supporting camp and practitioner documentation. 

4. Step-by-Step Guide for Camp Registration 

Step 1: Access the Camp Registration Portal 

• Visit the MCMIS Sign-Up Page. 

https://mcm.medcommw.org/register 

• Select the Camp Registration ribbon. 

• Click Proceed to begin registration. 

https://mcm.medcommw.org/register
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Step 2: Register as Camp Coordinator 

Complete the Camp Coordinator registration form by entering: 

• Personal Details 

o Full Name 

o Phone Number 

o Email Address 

• Organization Details 

o Organization Name 

o Organization Address 

o Organization Email Address 

Note: It is recommended to use the organization's official email address instead of a 

personal email address. 

After completing the form: 

• Review the information entered. 

• Click Submit. 

• Proceed to verify your account. 



MCMIS Camp Registration Module User Manual                                Page | 4  

 

 

Step 3: Verify Your Account 

• Open your email inbox. 

• Locate the verification email sent by the system. 

• Click the verification link. 

• Create a strong password. 

• Confirm the password and save. 

Password Tips: 

o Use a combination of uppercase and lowercase letters. 

o Include numbers and special characters. 

o Do not share your password with unauthorized persons. 
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Step 4: Upload Profile Photo 

After successful login: 

• The system redirects you to the Camp Coordinator Portal. 

• Upload a clear passport-sized profile photo. 

Photo Requirements 

• Recent photograph 

• Clear facial visibility 

• Professional appearance 

Click Upload to continue. 
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Step 5: Create a Camp Application 

• Click Applications from the sidebar menu. 

• Open the Applications page. 

• Click Create Application. 

 

Step 6: Enter Camp Details 

Provide the following camp information: 

• Camp Name 

• District 

• Venue/Place 

• Start Date 

• End Date 

Verify the information entered and click Next. 
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Step 7: Add Participating Practitioners 

Minimum Requirement 

You must add: 

• At least five (5) practitioners. 

• At least one (1) registered specialist practitioner. 

Adding Registered Practitioners 

• Select practitioner names from the system dropdown list. 

• Click Add Registered Practitioner. 

 

Adding External Practitioners 

For each external practitioner provide: 

• Full Name 
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• Professional Details 

• Contact Information 

Upload the following supporting documents: 

• MCM Registration Application Form 

• Curriculum Vitae (CV) 

• Academic Certificates 

• Certificate of Good Standing (COGS) 

• Evidence of Current Registration 

Also upload: 

• Practitioner Profile Photo 

Click Add Practitioner. Repeat the process for all external practitioners. 

 

Review Practitioners 

Before proceeding: 

• Review all added practitioners. 

• Remove incorrect entries using the Delete button. 

• Confirm that minimum practitioner requirements have been met. 

Click Next to continue. 
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Step 8: Upload Required Documents 

Upload the following supporting documents: 

Mandatory Documents 

• Application Letter (Maximum 1 Page) 

• Letter from the Hosting Institution (Maximum 1 Page) 

• Letter from District Health Office (DHO) or Central Hospital (Maximum 1 Page) 

Additional Documents 

• All documents marked with (*) are mandatory and must be uploaded before 

proceeding. 

• After uploading all required documents: 

• Click Next. 
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Step 9: Complete Plans Section 

Provide the following information: 

Follow-Up Plan 

• Explain how patients requiring follow-up care will be managed. 

Complications Management Plan 

• Describe procedures for handling complications arising during the camp. 

Referral Plan 

• Explain how patients requiring specialized treatment will be referred. 

After completing all sections: 

• Click Update. 
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Step 10: Complete Services Section 

Provide detailed information on services that will be offered during the camp. 

Examples include: 

• General Medical Consultations 

• Surgical Procedures 

• Dental Services 

• Eye Care Services 

• Laboratory Services 

After entering the services: 

• Click Update. 

• Click Next to proceed. 
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Step 11: Payment Process 

• Download the system-generated invoice. 

• Review the payment amount. 

Important Note 

Camp registration fees apply only to external practitioners participating in the camp. 

After payment: 

• Upload proof of payment. 

• Click Next. 
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Step 12: Preview and Submit Application 

Review all information entered during the application process. 

If Changes Are Required 

• Click Previous to return and make corrections. 

If Information Is Correct 

• Click Submit to send the application for review. 
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Step 13: Track Application Status 

Upon successful submission, the system displays the message: 

"Application Successfully Submitted for Review." 

To monitor progress: 

• Navigate to the Applications Page. 

• View the application status. 

Possible statuses include: 

• Draft 

• Submitted 

• Under Review 

• Returned 

• Approved 

• Rejected 

If the application is returned, review the comments provided and resubmit after 

addressing the issues. 
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Step 14: Upload Camp Report 

Once the camp has been completed within the approved camp dates and the application 

status is approved, the system will make the "Upload Report" button available. 

To submit the camp report: 

• Navigate to the Camp Registration page. 

• Locate the approved camp application. 

• Click the "Upload Report" button. 

Note: The Upload Report button will only appear for approved camps whose scheduled 

dates have ended. 

 

Step 15: Review Reporting Requirements 

After clicking the "Upload Report" button, the Report Page will open. 

The system will display a notification similar to: 

• "Reports should be uploaded before 17th Jun 2026 (1 week from now)." 

This notification reminds coordinators of the camp report submission deadline. 

From this page, you may: 
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• Click Camp Details to type and submit the camp report. 

• Click Upload Report to upload documents or files as part of the camp report. 

 

 

Step 16: Upload Camp Report and Enter Report Details 

On the Camp Details page: 

Enter Report Information by providing the following details: 

• Number of People Served 

• Achievements 

• Challenges 

Click "Upload". 
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On the Upload Report Page: 

• Enter the Report Title 

• Click Choose File. 

• Select the camp report document from your computer. 

• Upload the report. 

After completing all required fields: 

Click "Upload". 
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Step 17: Review and Submit Report 

After successfully uploading the report document and entering the report details: 

• Review all information carefully. 

• Verify that the uploaded report is correct. 

• Confirm that the Number of People Served, Achievements, and Challenges have 

been accurately captured. 

If changes are required, return to the previous page and make corrections. 

If everything is correct: 

Click "Submit" to submit the report for review by the Council. 

 

Step 18: Track Report Status 

After submission, the report status can be monitored through the Camp Registration 

page. 

Possible report statuses include: 

• Draft Report 
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• Submitted Report 

• Under Review 

• Returned Report 

• Approved Report 

 

If the report is approved by the Council, the status will automatically change to: 

Approved Report 

This confirms successful completion of the reporting requirements for the camp. 
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5. Support and Contact Information 

For assistance, please contact: 

Medical Council of Malawi – IT Department 

Name: Mr. Symon Kumwenda 

Email: skumwenda@medcommw.org  

Phone: +265 996 778 795 

 

Medical Council of Malawi – Registration Officer 

Name: Keissner Banda 

Email: kbanda@medcommw.org 

Phone: +265 999 251 607 

 

Medical Council of Malawi – Assistant Registration Officer 

Name: Wakisa Kishombe 

Email: wkishombe@medcommw.org 

Phone: +266 999 939 105 

 

Download other MCMIS user manuals on the official MCM website: 

www.medcouncilmw.com  

mailto:skumwenda@medcommw.org
mailto:kbanda@medcommw.org
mailto:wkishombe@medcommw.org
http://www.medcouncilmw.com/

