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SOP: Online HIS List Management User guide 
(Last Updated: 12th May 2022) 

Background: 
To standardize management and tracking of all HIS deployments, a self-service portal for HIS list management has been developed and integrated into SPOT. This gives partners the power to add new 

and update exisiting HIS facility profiles on their own without having to contact HMIS partner. 

Objectives: To guide Service Delivery Partners (SDPs) on how to manage their own HIS list form supported facilities 

Target Users: HIS, M&E, HRIO, HMIS champion at partner level 

Requirements: Sufficient user access rights, Internet connectivity, correct URL to HIS list management portal 

Assumption: This manual assumes that the user is duly registered in DWH and can access SPOT portal.  

  

Area Illustration 

 
Summary 
To add new facility or Edit existing 
ones, a user needs to be connected to 
the internet and access the correct 
URL to HIS List Management portal i.e. 
https://data.kenyahmis.org:3838/hom
e 
 
Any changes made to HIS list must 
undergo approval by the partner DWH 
steward.  
 
 
 
 

 
The workflow involves the following set of processes: 

i. Access HIS List portal 

ii. Edit/ view facility profile for exisiting facility  

iii. Click “Add New Facility” for new facility 

iv. Specify facility HIS deployment details 

v. Save the record 

vi. Changes under approval 

vii. Updates effected in the database.  
 
NB: You will only be able to view and make changes to facilities that are supported under your organization.  

 

https://data.kenyahmis.org:3838/home
https://data.kenyahmis.org:3838/home
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Step 0.  
HIS List Home page 
 
Using the HIS home page, you can add 
new facility, search for exisiting 
facility, view facility profile and edit 
facility details. 
 
To add new or edit details of existing 
facility, you are required to login into 
the portal using your DWH 
credentials.  
 
NB: Contact your local DWH steward 
to obtain the credentials if you don’t 
have already 
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1. Adding a new facility 
- You are required to login using 

DWH credentials before you 
can add or update a facility. 

- Click “Add New Facility” from 
Step0 above.  

- Enter the MFL code for the 
new facility 

- Click on Search (magnifier 
glass icon). The system will 
look up that facility from MFL 
database. If found, the rest for 
details will be auto-filled.  The 
system will also notify if the 
site already exist in the list. 
 
NB: This process requires 
internet connectivity.  

 
- Tick all the Implementations 

as appropriate and scroll 
down to provide more 
information.  
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2. HIS Implementation:  
C&T Option 
- Specify EMR type 
- Select the mode of EMR use 
- Select Status 
- Tick all the modules actively 

being used in the facility.  
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3. HIS Implementation:  
 
HTS Option 
- Specify all details as regards 

HTS implementation. i.e.   
o Name of HTS 

application in use 
o Deployment 
o Status  
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4. HIS Implementation:  
 
mHealth Option 
- Tick all the applicable options 

for the facility based on the 
mHealth solutions deployed in 
the facility.  

 
 

 



 

Page | 7  

 

              

5. HIS Implementation: IL & 
Integrations and KP Option 
- This provides additional 

options for IL Participating 
systems and integration 
section. Tick as appropriate 
for the facility being added/ 
updated. 
 

KP Option 
- There are no additional 

sections where KP option is 
selected.  

 

 

 
 
 
 

6. Submitting the data 
 
 
 

Once all the information is captured and verified. Click on “Submit” to save the details.  You will be notified that the 
request has been sent to your steward for approval.  The approval outcomes are: 

- Approved: Means the changes have been accepted and committed to the database 
- Rejected: Means the changes have been rejected. The existing records will not change. 

 
Here is a sample notification email from the portal: 
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NB: This is a sample message that 
will be sent to your steward for 
approval. 

 

7. Approval of HIS list update 
 
Your steward will review your 
request to add or update a facility 
record and determine approval or 
rejection.  
If approved, you will receive an 
email notification communicating 
the same. 
Return to the portal and search for 
the updated facility to confirm the 
changes.  
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If the request is rejected, an email 
notification will be sent back to 
you on the same.  Here is a sample 
rejection message.  

  

To prevent unauthorized update to 
the list, the system will display the 
following warning while locking all 
the fields.  
Contact your steward to grant you 
necessary access rights.  
 
 

 

 

 

THE END 


