
 
 
 

KenyaEMR Check-in and Check-Out Job Aid  
(Revised March 2024) 

Tasks: End to end KenyaEMR Check-in and Check -Out workflow 

Objective: To acquire knowledge Checking-in and Checking Out a patient from KenyaEMR 

Who: EMR user 

Required Materials: Applies to KenyaEMR  3.x Version 

STEP ACTION 

1. Login to KenyaEMR 
 

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

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

              
            

 

2.  KenyaEMR 3.x Landing page 

 

Upon successful login, you shall be navigated to system Landing Page. 

 



 
 

       
Select the appropriate location and click Confirm. 
 

 

                             
 
 

3 KenyaEMR Homepage 
 
 
 
 
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 

From KenyaEMR homepage, a user can access the Active visits lists, displaying all patients scheduled for a visit in a 
particular day. 
 

 

 

 

Click search icon to 
search for patient 



 
 

4.  Patient Homepage 
 
Click on the patient’s name hyperlink to access the patient homepage. 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
  
 
 

 
 

                                                                                                                                                            
Check in functionality 

 
From the patient homepage a user can be able to Check in a patient in the system for services through 
1. The check in button at the top Navigation banner 
2. Under Actions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Click on the Check in functionality to access the Start visit form.  
 
 

 



 
 

5. Sections of the Check-in Form 
Section 1: 
Visit Details: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 Section 2:  
Billing Information: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
             

 
 
 

 

 



 
 

  
 
 
Section 3, 4, 5 

• Queue Location 
• Service Type 
• Priority 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
        
 
     
 
 
After Completing all applicable sections, a user will click on the “Check in” button. 
The system will give an alert showing the patient has been checked in and the visit has been started 
successfully. 
 
 
 

 
 
 
 
 
 

 

 

 
 
 
 



 
 

 
 

SECTION 2: How to Check Out a Patient 

 

STEP ACTION  

1 Accessing the Check Out functionality 
 
From the patient home page, a user can be able to check out a patient using the below: 
 

1. From the Top Navigation Bar- Check Out button 
2. Under Actions, Check Out Option 

 
 

 
 
 
 
 
 
 
 
                     
 
 
 
 
 
 
 
 
            
 
 
 
 

 
 

 



 
 

2 Checking Out a client  
When a user clicks the check-out option, the system gives an alert, asking the user if they are sure they want to 
end a particular visit session.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Please Note: 
Clicking on the “End Visit” Button will end the visit session and a user will not be able to add encounters to the 
visit session. 
 

 

 

3 When a user clicks on the “End Visit” Button, the system will display an alert showing the visit has been ended 
successfully. 
 
 
 
 

 

 

 
The end 

 

 


