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SOP: KenyaEMR 3.x Billing Module

(Last update: Mar 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 18.7.0 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

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

o Specify Payment methods
(Cash, Mobile, Insurance)

o Select billable service.

Queue patient for visit

Specify Priority, status and
service.

Visit Location

Select a location

Moi Teaching Refferal Hospital

Visit Type

Q

(@) Outpatient

1/ 1 item

Payment Details

Payment Details

(@) Paying

() Non paying

Payment methods

Cash

L

of 1 page

Billing

Eillable service

Consultation (Cash:1000)
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No | Task Description Screenshot
1 Key Billable Tasks
KenyaEMR | JOHNSTONE JOHNSTONE JOHNS... 2xchat @  Checkout o
iii.  Search patient e N
7

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

iv. Provide Consultation services

e Clinical services provided in
accordance with the patient
presentation. This results
into either of the following
billable services.

= laboratory order
= Pharmacy Order
= Minor Procedures

= Patient Admission

® Prescribed Procedures

KP unique Number

Vitals & Anthropometrics 12-sept.2014,12:00 M (D Overdue

Billed Items.

Identifier

A~ Visittime

Line items

1

No Bill item Bill code Status

JOHNSTONE JOHNSTONE JOHNSTONE  Active visit
JJJ Female - 41 yrs - 15 — Jun — 1982
OpenMRS ID Patient Ciinic Number Unique Patient Numbe

| R Drugorders (0) v

| A Laborders (0) i

Bill total

Ccancel

Laboratory order:

- Add a lab order

- Specify required lab test
Save order

This will result into a bill created for
that order

Pharmacy Order
- Add new drug order

- Specify prescription for each drug
ordered in the order basket

Save order

This action will create a chargeable bill
for pharmacy service.
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= Specify minor procedures
in the clinical
KenyaEMR PAMELA KAMAU KAMAU a atient fo next se 2xChart @
management form that
s Patient / Patient Summary dashboard / Clinical Encounter S
. Patient Summar, Y g
will attract payment. Y
Vitals & Anthropametrics Visit Details q
Medieath PAMELA KAMAU KAMAU  Active Visit Actions —
. . . edications atient History
This action will create a ROl onaie - 54y 02— Jan— 1970 !
. Results Viewer Patient Examination
Chargea ble b|” for- that viste OpenMRS 1D MGIYA: Huduma Number 6565757 v I Name of Procedures Ordered
Patient Management
. pe . Birth Certificate Number  A35A64¢ D Incision and Drainage(1&D)
specific service. Allergios ‘ ‘
. ) (] Splinting and Casting
Conditions Vitals & Anthropometrics 17-1an-2024,09:27  (©) Overdue Record vitals o
[[] Nebulization
Attachments BP Heart R rate 5p02 (] Nasogastric Tube Insertion
Programs 110 /73 mmHg 60 rate/min 11 97 % [ Ear Inrigation
Appointments Temp weight Helght BMI [ Urethral Catheterization
Care panel HIEE 63kg 259 cm 94 kg [ m? [ Suprapubic Catheterization
. . . S [[] Nasal Cauterization
e Patient Admission Biling istory L
Due for CACX Screening [ Gastric Lavage
Investigative Results
[ Removal of Foregn Body
- Order fOF admISSIon (] Theraxic Drainage
Clinical View ~ Care Panel -
. ep — Batholin Gland marsupialization
where patient condition wen i
[ Intra-articular Injection
dema nd SO. HTS [ Haemorrhoids Injections
Defaulter Tracing D Joints Aspiration
This action Wi” Create a There are no care panel to display for this patient [T Release of trigger finger
. (7] Surgical tilet and suturing
chargeable bill for 01 Wound Dressing
.. Care Programs — p—
admISSIon feeS — [ Manual Vacuum Aspiration
| —— Program name Status ~ [ Dilatation and Curetage v
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v. Create Multiple Services/Drugs
Orders (Adhoc Billing)

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 History”
(Billing History page will become
visible within the patient chart)

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

Steps 3: Select category of the
order then search for the Item —
This will open a form to the left
of your screen as illustrated to
your right.

Steps 4: Select service/drug
order item.

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

EMR

KenyaEMR | Gitton Gitton

Patiznt Summary
Vitals & Anthropemetrics

Care panel

Appointments
I Billing history
Investigative Results

Family History

Gifton Gifton Gifton 77 yr

Vitals & Anthropometrics

Vitals & Anthr

e

Gifton Gifton Gifton et vise

15— Jun— 1996

Billing History

Gifton Gifton Gifton Active visit
Female - 27 yrs - 15 — Jun — 1996

open:

Billing History

o 1K PREP Uniqua Number

3 KPuniaus Number | 43252125

re are no bills to display.
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Billing Form x

AN ©

3

Ttem  Quantity Price Toral

Grand Totat

Save & Close

@  Checkout

Billing Form x

[CEEA I ©

Amoxyl Qnty.1 Ksh.10

{ | Acetaminophen onty1 Ksn.10
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e A patient bill alert will pop up if
service provider tries to give
services to a patient without
payment of service/drug is receipt.

Patient Summary
Vitals & Anthropometrics
Care panel

Medications

e
e
Immunizations

[ ot

Family History

Clinical views  ®

Clinical Encounter

Specialized Clinics.

MINISTRY OF HEALTH

Homa / Patient [ Billing history dashboard [

Brianna Brianna Brianna  ctive visit
ISR vveie . 37 s 15— Jun 1986
OpenMRSID MCUGE | Patient Cliniehumser 086014 Unigue Patient Number 1413008604  Natinsl 10 57756958

Vitals & Anthropomeirics z0-osc-2023. 09:50 A (D @uerdus  vtal hstory

Nationa! Unique patient identifier 0000002907900

a0 et rate e spo2 Temp weignt
—f- - Takg
Errorloading patient flags
Billing History Ada bill tem(s) +
—
A Visit time. Identifier Billed Items Bill total
A Today, 12:19PM MCUGE ACETAMINDPHEN & Physiotherapy 2600
Line items.
Ttems to be billed
Q
No Bill item Bill code Status Quantity Price. Total
1 ACETAMINOPHEN 0140-4 PENDING 10 10 100
2 Physictherapy 01408 PENDING 1 2500 2500

Patient Billing Alert
The current patient has pending bill. Advice patient to settle bill before receiving services
Item Quantity Unit price

ACETAMINOPHEN 0 Ksh10.00

Total

Ksh 100.00
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Actions

o
=)
4
B

Show details ~

Record vitals -

aw
24.24g (m?
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PART 3: Inpatient Department

No | Task Description Screenshot

1 Key Billable Tasks
i. Search patient.

e Search patient from the system or

. . KenyaEMR

locate patient from the Inpatient i
lome . ® Meru District hospital + & Today, 04:39PM
Queue :W tﬁ) In Patient e ’
ii. Update daily Billable Services —
| To Admit Admitted To Discharge
) ] ] p—
e Billable services to be updated in —
2 0 0

the system include all
consumables, commodities and

To Admit (2) Admitted (0) To Discharge (0)
prescriptions used on the patient
during the entire stay in the ward.
. Name Tdentifler Gender Age Visit type Visit start date/time Action
They may InCIUde. FREDAFREDA FREDA MHIXY7 M L] Inpatient 21-Mar-2024,09:27 A
[ ] Pharmaceuticals and non- v My MaryMary MHETFK f 4 Inpatient 16-Mar-2024, 1241 PM i
pharmaceutica]s Hemeperpagel 10 1-2of2iems 1V odlpg <

=  Drugs
= Bed charges.
=  Procedures

= Dr. Fee etc
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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 Billing Tasks
Key tasks include:
- Locating patient
- PrintBill
- Receive payment
- Print Receipt
i. Locate patient
e Click Home (1)
e Locate and click Billing (2)
e Search for patient by typing
patient name or Identifier. (3)
e Locate the patient and click on
the name (4)

Servi

In Patient

Laboratory

I Billing. 2. click silling

Home

Cumulative Bills

Ksh 278,370.00

Pending Bills

Ksh 116,319.96

Paid Bills

Ksh 162,050.04

3. 5earch for the

patient

a

Billed Items.

Patient list

ii. Process Payment

® 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.

mukua mukua mukua - Active visit
Female - 76 yrs - 01 — Jan — 1948
OpenMRSID  MOH| Patient Clinic Number ¢

Total Amount

Ksh 5,760.00

Line items

Ttems 1o be billed

Amount Tendered

Ksh 0.00

Unigue Patient Number 1460702486

Invoice Number

0095-0

National ID

National Unique patient identifier

Date And Time

Today, 12:06 PM

Q

No

1

Bill item Bill code

ISONIAZID 0095-0

Status

PENDING

Quantity

Payments
—

Payment method
Insurance
Payment method

MPESA

v 3000 - +

Ref number

XCEDW670D5

Amount

v 2760 = %

Ref number

3. Enter
payments

Actions

ST1667 7 Show details v

1. Print bill

printbill &

PENDING

1. Search for the bill if the list is long
Price Total

240 5760

Total Amount: Ksh 5,760.00

Total Tendered: Ksh 5,760.00

Discount: ==
Amount due: Ksh 0.00

Fessrmen ‘

4. Submit Payment
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iii. Process Payments via Mobile
Money

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

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

Step 2: Once you have entered
the phone number correctly,
enter the amount and click on
initiate payment.

Home
Appointments
Service queuss
Billing

Community referrals

Laboratory

Brianna Brianna Brianna  Assve visit
BBB [y 27 yre - 16— Jun — 1986
OpenMRSID. MCUGE

Total Amount

Ksh 2,600.00

Line items

Items to be billed

Q Sear

No
m]
] 2
Payments

Add payment option

Patient clinic Number (604 Unique Patient Numbsr 141

3604 | National D 57756928 | National Unique patient identifier 00000C

Amount Tendered Tnvoice Number Date And Time

Ksh 0.00 0140-4 Today, 12:19 PM
Bill item Bill code Status. Quantity
ACETAMINOPHEN 0140-4 PENDING 10
Physiotherapy 0140-4 PENDING 1

Bill Payment

Phane Number

254798849832

il amaunt

2500

12907900

Invoice Status [N

PENDING

Price Total
10 100
2500 2500

Total Amount: Ksh 0.00

Total Tendered: Ksh 0.00
Discount: --

Amount Due: Ksh 0.00

B
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® The phone number making the
payment will receive an MPESA
pin prompt with the amount to
be debited from their MPESA
account.

13:022OP oAl 49%&

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

Enter M-PESA PIN:

Cancel

P
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PART 5: Billing Configurations

No | Task Description Screenshot

1 Creating Billable Services

HUNGATHE MUNG Click here to open the tiles

® 2 Main Pharmacy Today 17 PM

® On the KenyaEMR Home Page,

click on the Grid Icon on the
Ksh 106,900.00

top-right corner to display
KenyaEMR applications then
click on Billable Services

(0] @ nl ] C: 2
i Click here to open the billable services
System Info  KenyaEMR Home Facllity Dashboard  Clear Cache Form [ \der Legacy Admin
)
B 5] el ) G 5y
Manage Stocks Billing CohortBullder  Dispensing App ] Billable Servicesf| Bed Management

Step 1: Click on ‘Add new
service’ button — the system will

| 3 Billable Services Billing
i B B“ @ Suba Sub County Hospital Toda PM
open new interface/form as ill services management Y s -
shown in the next page. st ovene e n—
1

Short Nam Senvce Sta "
atic

sultato enasLED

cec EnaBLED 5000
— ENABLED

tariat ENABLED 100)
taticn t EnasLED ' (2000

o ENABLED !
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=  Fill all the fields before
saving the new service as
shown in the image to your
right.

Step 2: Save the new billable
service — the system will

redirect you to the services
listing.

|x:| Billable Services

2 pill waiver

KenyaEMR

[ Billable Services

B Bill waiver

Billing,
Bill services management
Add Billable Services

Body Days

Type name of service you are adding

Type short name of service you are adding

Search the service e.g. Embalming or Morgue

Select service type you are adding

Billing
Bill services management
Add Billable Services

Add paymentoption &
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(5 Billable Services

= Bill walver

Creating a Bill as a Waiver
Step 1:

= Click on ‘add new serve’
button — the system will
open new interface/form as
shown in the next page.

= Fill all the fields before
saving the new service as
shown in the image to your
right.

= Ensure that you select the
Payment mode as Waiver.

e Step 2:

= Save the new billable
service — the system will
redirect you to the services
listing.

Save the new billable service — the
system will redirect you to the services
listing.

KenyaEMR

(2 Billable Services

E  pill waiver

Billing

Bill services management

Cash Revenue

Services List
—

Service Name. Short Name:

Billing.
Bill services management

Add Billable Services

Sorvice Nam

Insurance Revenue

Type name of service you are adding

Type short name of service you are adding

Search the service e.g. Embalming or Morgue

Select service type you are adding

Warver Selectwaiver

Service Status

Pe:

P
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Printing a Bill

Print Bill:

=  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.

= NB: The bill printed will
come as an invoice showing
bills that are pending those
already settled.

KenyaEMR
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Home
Community referrals

Bllling

Billing
Community referrals

Laberatary

JOHN JOHN JOHN  Active visit
JJJ [CENECT
OpenMRS 10 6

Amount Tendered

Ksh 330.00 Ksh 200.00

Lineitems

[m < ]

Payments

Date of payment

nvoice Number

0136-2

Bill code

0136-2

0126:2

Amount tendered

ate And

Today, 12:14 PM

INVOICE

Billed to
Brianna Brianna Briznna
Homa gay

Suta, STNDO TOWNSHIP

Tnvoice #
01404
Tnvoies date
Today, 12:19
e

Status
PAID

Total Ameunt:
Amount Tendersd:
Discount Amount:

Amount due:

Invoice Status

PENDING

Total Amount: Ksh 200.00
Total Tendered: Ksh 200.00

Discount: ==

Amount Due: Ksh 0.00

1sheet of paper

PrnttoPOF

mount: Ksh 2,600.00
dered: Ksh 2,600.00
scount: ==

nt Due: Ksh 0.00
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Print Receipt: KanyaEbR
= Click on ‘Print Receipt’ B Biere oo QD

. Appointments QosnMAs 10 Patient Clnic Nursber 4 Uniaue Patient Number 1413008604 | National D I Natienal Uniaue patient identife i Show details
button — the system will ) . - - , -
Total Amount Amount Tendered Invoice Numbes Date And Time nvoice Statu
. Labarstery
open a new interface as | ey Ksh 2,600.00 Ksh 2,600.00 0140-4 26 — Mar — 2024 PAID

shown in the next page

with the receipt details. .

* The receipt will have S S
information on the Health S R . N
Facility name, Patient s e
name, ltems on the receipt, 7' 2“,Ml, :'“““““" ”Ivll‘q‘h"“ TulalTl(-]:;;g:Ientgi E(_shz,ﬁuo.ou

amount and payment — Amount Due: Ksh 0.00
method used.




AR

?\,Y

KeHMIS

®)
C Palladium

MAKE IT POSSIBLE

Date:

Rece

Suba Sub County Hospital

26-Mar-2024 12:19:47
ipt No: 0140-4

Patient: |Brianna Brianna Briannal

Qty Item Price Total
10 Acetaminophen 10.00 100.00
1 Physiotherapy 2500.00 2500.00
Total 2600.00

Payment
Mobile Money 2600.00

You were served by Rashid Onwang Soi

- THEEND -




