®)
C Palladium

MAKE IT POSSIBLE

SOP: KenyaEMR 3.x Billing Module

(Last update: October 2024)

TASK: To guide users on how to navigate Billing module in KenyaEMR 3.x

OBJECTIVE: Effectively manage billing within a facility. Captures billing information from registration to client exit
WHO: Finance department, Clinician, Nurses, Labtech and Pharmtech

REQUIRED MATERIALS: Functional KenyaEMR 3.x Version 19.2.1 and above

SUMMARY:

The billing module in the KenyaEMR 3.x system streamlines the billing process by integrating it with patient records and clinical workflows. It
allows healthcare providers to generate accurate invoices, submit claims to payers, and track payments efficiently. The module ensures
compliance with billing regulations and facilitates revenue cycle management.

The following are key billing tasks supported in the Module:

Tasks Tasks Tasks Tasks
» Register/ Search patient » Search patient « Bill for admission « Admission charges
« Check-in (Billing) + Record consultation services = Bill for daily charges (Discharge) « Record daily charges
= Administration - Specify billable = Order Laboratory services
service(s) + Create pharmacy Prescription.
+ Transfer Patient to next service + Order for patient admission
point

The workflow described in this user guide assumes that all bills are generated from the respective service points and that all payments are
conducted at the hospital’s central Finance Unit for cash and non-cash payments.
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No

Task Description

Screenshot

1

Key Tasks

New Patient

Refer to Patient Registration
SOP available on our website
Existing Patient

o Search for the patient

e Click check in for the visit.
e Specify visit type

o Specify Payment Details

® Specify Payment methods
(Cash, Mobile, Insurance)

o Select billable service.

Queue patient for visit

Specify Priority, status and
service.

Start a visit

Visit start date and time

Date Time

31/10/2024 i 04:04

PM v

e Upcoming appointments
No upcoming appointments found

Visit location

Select a location

Myeri County Referral Hospital

Visit Type

Q

() Outpatient
O Inpatient

2/ 2items 1w

Billing
I= patient exempted from payment?

O Yes @ Mo

Payment methods

Cash

of 1 page

Billing

Search services

M clinical consultation



https://kenyahmis.org/knowledgebase/openmrs-3-x-navigation/
https://kenyahmis.org/knowledgebase/openmrs-3-x-navigation/
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No

Task Description

Create Multiple Services/Drugs
Orders (Adhoc Billing)

e While the patient is receiving
clinical consultation, the clinician
can create/order multiple other
services and drugs for it to be
billed to the patient. Here is how
to perform this:

Steps 1: Click on “Billing” (Billing
tab will become visible within
the patient chart)

Steps 2: Click on “Record Patient
billing form” — This will open a
form to the left of your screen as
illustrated to your right.

Steps 3: Search for the Item —
This will open a form to the left
of your screen as illustrated to
your right.

Steps 4: Select the billable items

Steps 5: Save and close the
items added and they should be
visible in the patient Billing
panel.

Patient summary live another day  Active visit Billing Form
vitals & Blometrics LAD [Eeprps
Medications E £l : M o
Care panel -
orders Vitals & Anthropometrics Tods Rec
Results - Cumi ~
Visits 128/ B2 mmHg 16 994 Item Quantity PaymentMethod Price Total
Allergies Temp Weig) Height Grand Total. 0

36.6 DEG C 56 kg 162 cm 213
Conditions
In Patient

Due for CACK Screening
Immunizations
Attachments
Appointments Patient Billing
Billing -
Referrals
Relationships
Case management There are no patient billing to display for this patient

linical views @
Patient summary live another day Active visit Billing Form
Vitals & Biometrics LAD K - 28 yrs- 01— Jan — 199¢
Medications or RIKEEZTEE TEEL Show datal
s er:034 - u ent Number: 1158000034

Care panel
Orders Vitals & Anthropometrics Today. 11:25 Vitals his Rec
Results ar Heart rate Rorate spoz
Visits 128/ 82 mmrg 68 rate/mi 16 9% Item Quantity PaymentMethod Price Total
Allergies Torr Weigl Hei am

36.6 DEC 56 kg 162cm 213 Mobile Money

Conditions
=1
Referrals
Relationships

Case management

Clinical views @

Dué for CACX Screening

Patient Billing

There are no patient billi

splay for this patient

Grand Total.
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e A patient billing alert will pop up if
service provider tries to give
services to a patient without
settling the bill

MINISTRY OF HEALTH

Patient Billing Alert

The current patient has pending bill. Advice patient to settle bill before receiving services

tem

OPD

MALARIA

Quantity

1

1

unit price

Ksh 50.00

Ksh 100.00
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Total

Ksh 50.00

Ksh 100.00

PART 3: Inpatient Department

No | Task Description

Screenshot

1 Key Billable Tasks

i. Search patient.

® Search patient from the system or
locate patient from the Inpatient
Queue

ii. Update daily Billable Services

e Billable services to be updated in
the system include all
consumables, commodities and
prescriptions used on the patient

Home
Appointments
Service queues

Laboratory

Billing -

Case management

Lab Manitest v

Referrals
Community Pharmacy
1maging Orders

Procedures

ty In Patient

To Admit

patienis

8

To Admit (3)

v Uinkagetinkage
~  Unkagelinkage
v Linkagelinkage
v Unkagetinkage

v Jemmypeterson

Tdentitier

3435467

MKFERY

3435467

MKFBRY

1050101999

Admitted

patienia

admitted (0)

Gender

Assign Bed to Patient JerryPeterson

male ward

x

X~

B occupied [T | Available

m ‘ i ‘

| bmw-204

| bmw-205

Visit type

Inpatient
Inpatient
Inpatient
tnpatient

Tnpatient

‘ bmw-206 ‘
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during the entire stay in the ward.
They may include:

Pharmaceuticals and non-
pharmaceuticals

Drugs
Bed charges.
Procedures

Doctors’ Fee etc

PART 4: Morgue Department

No

Task Description

Screenshot

1

Key Billable Tasks

iiii. Locate Deceased patient

e Search patient from the system or
locate patient from the Morgue
Queue

iv. Update daily Billable Services

e Billable services to be updated in
the system include all
consumables and commodities
used in the body preservations in
accordance with facility policies.

All the bills submitted will be used to generate
an invoice payable upon demand.
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No | Task Description Screenshot
1 Key Bi"ing TaSkS Home Billing James Dorothy Gonzales  2*
Key tasks include: Appointments Home

- Locating patient
- Print Bill

- Receive payment
- Print Receipt

i. Locate patient

Click Home (1)

Locate and click Billing (2)
Search for patient by typing
patient name or Identifier. (3)
Locate the patient and click on
the name (4)

Service queues
Laboratory

In Patient

Case management
Lab Manifest
Referrals

Community Pharmacy
Imaging Orders

Procedures

Cumulative Bills

v Ksh 18,570.11

Today's bills Patient bill

Filter by:  Allbills v

® Nyeri Provincial General Hospital (PGH) - B Today, 16:54

Pending Bills Paid Bills

Ksh 18,420.11 Ksh 150.00

Bill List
—
I Q I

Visit time Identifier Name Billed Ttems

Today, . . .

16:39 MKFC74 live another day OPD Clinical Consultation & MALARIA TEST

Today, . OPD Clinical Consultation & Liver Function Test & Paracetamol Tablet

16:23 MKFCEN Jasper ga Matoke Kim 500mg

In;ia\—(, MKFCFL Stawisha Pwani Training :Eag?cetamotTahlet 500mg & OPD Clinical Consultation & Liver Function
15
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ii. Process Payment

e On the patient billing profile
(shown), you can print the
invoice.

e Various payment methods are
available to patient i.e. Cash,
Mobile, Insurance

e Once payment is completed, a
receipt is printed.

iii. Process Payments via Mobile
Money (STK Push)

o Step 1 :0n the patient billing
profile (shown), you can initiate
payment.

e A pop window will show
requesting for the user to enter
the phone number making the
payment in the following format
2547XXXXXXXX or
254 1IXXXXXXX

e Step 2: Once you have entered
the phone number correctly,

Total Amount Amount Tendered

Ksh 9,591.09 Ksh 0.00

Invoice Number

0151-1

Date And Time

31-0ct-2024, 16:15

Invoice Status

PENDING

Print receipt B MPESA Payment BB Process claims 1124

Line items
Items to be billed
—
No Bill item Bill code Status Quantity Price Total
B 1 Paracetamol Tablet 500mg 0151-1 PENDING 5 3 15
O 2 OPD Clinical Consultation 01511 PENDING 1 50 50
B 3 Liver Function Test 0151-1 PENDING 1 9526.09 9526.09
Payments
— Total Amount: Ksh 9,591.09
e o Jr ot Ref Total Tendered: Ksh 50.00
e 7 Discount:
Mobile Money v 50 - |+ mj g

Add payment option +

Amount Due:

Ksh 9,541.09

m | Foes FmE
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enter the amount and click on
initiate payment.

e The phone number making the
payment will receive an MPESA
pin prompt with the amount to Bill Payment
be debited from their MPESA Frone Number
account. 0722648661

Bill Amount

250

| Initiate Payment
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Do you want to pay Kshs. 2500 to
Daraja-Sandbox Account no. 0140-4?

Enter M-PESA PIN:

Cancel
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No

Task Description

Screenshot

1

Creating Billable Services

e On the KenyaEMR Home Page,
click on Billing tab access to
Billable Services

Step 1: Click on Actions to add
either a billable service or
billable commodity- the system
will open new interface/form as
shown in the next page.

Home
Appointments

Service queues

Billing
Billable Services

Laboratory
In Patient Medical In\_mlce Items
Billable services and consumable prices

Billing ~

Overview Medical Invoice Items

. Billable services and consumable prices

Payment History

Bill Manager IQ
| EBillable Services Name Short Name
Case management
Lab Manifest ~ Registration Fee Registration Fee
Referrals
Community Pharmacy EersTER cs
Imaging Orders
Procedures Malaria Smear MS

James Dorothy Gonzales  &¢

© Nyeri Provincial General Hospital (PGH) - £ Today, 17:05

Service
Status

ENABLED

ENABLED

ENABLED

Type

Registration

Clinical
consultation

Lab service

Prices § add service

Cash: .
Mobile Add commodity

Ksh 1.0 (Hem

Cash : Ksh 1,000.00,
Insurance :

Ksh 1,500.00, Mabile
Money : Ksh 1,000.00

Cash : Ksh 5,000.00
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Home Create Billable Service Form X
. Medical Invoice Items
Appointments Billable services and consumable prices Service name
Service queues
Q Consultation
Laboratory
H H Service
[ ] ervice s
Fill all the fields before 1o pationt Name Short Name o Servics short name
saving the new service as Billing BTl
Registration Fee Registration Fee ENABLED
shown in the image to your Overview Service Concept
r‘|ght Payment History Q, consultation fees x
Bill Manager Consultation cs ENABLED
N Service type
Step 2: Save the new billable
Malaria Smear Ms ENABLED Clinical consultation X v
. . Case management
service — the system will
d . h . Lab Manifest Service Status
re IreCt you to t € services Liver Function Test Liver Function Test ENABLED
|_ . Referrals on
isting. _
Community Pharmacy Payment method Mobile Money
Imaging Orders Paracetamol 500mg Paracetamol 500mg DISABLED Mobile Money % v
Procedures
Bandage Change Bandage Change ENABLED 1Ty - b
Tenofovir disoproxil Tenofovir disoproxil
fumarate Lamivudine fumarate Lamivudine
Efavirenz TDF 3TC Efavirenz TDF 3TC ENABLED A ot mothad N
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Creating a Bill as a Waiver

Step 1:

Click on ‘Bill Manager’
button — Search for the
patient to waiver bill for.
Click on “waiver Bill”, then
put in the amount to
waiver and click on “Post
Waiver”.

Bill Manager

@ Nyeri Provincial General Hospital (PGH) - £ Today, 17:15

Q

Patient bill
List of patient bills

Date Status

v Today, 16:15 PENDING

Billing

Bill Manager

Total Amount

Ksh 9,591.09

Amount Paid Action

Ksh 0.00

® N

Q

Patient bill
List of patient bills

Date Status

hd Today, 16:15 PENDING

Total Amount

Ksh 9,591.09

Waive Bill V4

Waive Bill Form X
Save Bill Paracetamol, OPD, Liver
Bill total Ksh 9,591.09
Amount to Waive
9000
Specify the amount to be deducted from the bill
Post waiver (e

Printing a Bill

Print Invoice:

Click on ‘Print Bill’ button —
the system will open a new
interface/form as shown in
the next page.

Select and confirm the
printer you would like to
send the printout to.

Click on print and get your
printed copy of the bill.
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INVOICE

Billed to

Stawisha Pwani Training
Kilif

Kilifi North, mnarani

&) KenyaEMR

Railways Dispensary (Kisumu)
Kenya

Print

Destination B saveasrDF

Pages
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Actions

Show details v

Inwaice #

J— Inventory item Quantity Unit price Tatal
Invsice date 1~ Fammostamol
Layout
e ore : = - . Porirat Invoice Status
Stetus 3 - Liver 1 9526.09 26,0
. . . o
= NB: The bill printed will PAID
Ksh 9.000.00 More settings

come as an invoice showing
bills that are pending those
already settled.

[ mount due:

s claims 14

Raibways Dispensary (Kisumu)

@ o 9526.09

Payments

— Total Amount: Ksh 9,591.09
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Railways Dispensary (Kisumu)
Print Receipt:
Click on ‘Print Receipt Date: 31-Oct-2024 16:15:31
button — the system will
open a new interface as Receipt No: 0151-1
shown in the next page
] ;”;Zhrzhceeiﬁci'ﬁ’fhdaevtj"s' Patient: Stawisha Training Pwani
information on the Health
Facility name, Patient || o e e e e e e e e e
name, ltems on the receipt,
amount and payment Qty ltem Price Total
method used.
5 Paracetamol Tablet 3.00 15.00
200mg
1 OPD Clinical Consultation 50.00 50.00
1  Liver Function Test 9526.09 9526.09
Total 9591.09

THEEND -



