
 
 
 

KenyaEMR appointment management Job Aid  
(Revised July 2023) 

 

 

Tasks: End to end KenyaEMR appointment management workflow 

Objective: To acquire knowledge on appointment management 
Who: EMR user 

Required Materials: Applies to KenyaEMR 17.5.1 or higher 

STEP ACTION 

1. Login to KenyaEMR 
 

On successful loading, you should be navigated to the system login page. 
 

Authenticate entry by proving username and password on the fields, then click 
“Login” button. 
 

 
 

 

2. Facility dashboard 

 

Upon successful login, you shall be navigated to facility dashboard Page. 
 

Click on “Home” tab to access KenyaEMR home page. 
 

 



 
 

 

KenyaEMR Home page 
 
From KenyaEMR home page, Click Registration APP to access calendar appointment page. 
 

 



 
 

4  Calendar Appointment Page 

 
 From the calendar menu, click on the date to display patients scheduled to visit. 

 

 

5 Seen patients. 
To access seen patients, on the registration page from the left navigation panel click on the 
“Seen Patients” tab. 
 

 

 



 
 

6 Scheduling patients 
 
Scheduling of patients at POC using green card workflow “Dialogue box pop up with 
number booked for the selected date. 
 
 

 

7 Clinician has the discretion of changing the TCA dates to balance out bookings 

 

 



 
 

8 Patient scheduled for appointment report. 
                    Steps 
                    Step 1: Click ‘’HIV’’tab 
                     Step 2: Click ‘’Patients Scheduled for appointment’’ tab 
 
               

 

 

9 Step3: Click on ‘’Request Report’’ tab. 
Step 4: Using the calendar, enter the ‘’start date’’ and ‘’end date.’’ 
Step 5: Click on ‘’Request’’ button. 
 

 
 

                       

 



 
 

  
 

 

Step 6: Click on “View, CSV or Excel” button to display patient scheduled for appointment. 
 
 

 

 Sample Excel output 

 
 

NB: The last Column “Has visit on Day” a “Yes” indicate clients who honored the appointment 
and a “No” indicates clients who didn’t turn up for their appointment. 

 

 



 
 

10 Missed Appointment reporting 
Steps 
Step 1: Click “Common” tab 
Step 2: Click “Missed Appointment” tab 

 

 

 

11 Step 3: Click on “Request Report” tab.  
Step 4: Click on “Request” button. 
Step 5: Click on “View” button to display missed appointment report. 

 

 
                                                                                                                                                    

 

 
The End 


