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SOP: KenyaEMR 3.x Defaulter Tracing  

Last update: December 2024  

Objective:  To support defaulter tracing documentation in KenyaEMR 3.x 

Tasks:  To complete defaulter tracing encounter   

Who:  Adherence counselor /HRIO/Data clerk  

Requirements:  Working KenyaEMR 3.x Instance 

 

Instruction Illustration 

Step 1:  

Enter the application 
server URL system i.e. 
“localhost:8080/openmrs 
” and click on the load 
button or Enter key from 
the keyboard. On 
successful loading, you 
should be navigated to 
the system login page.  

Step 2: Authenticate 
entry by proving 
username and password 
on the fields, and click 
“Login” Upon successful 
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login, you shall be 
navigated to KenyaEMR 
Home Page  

 

KenyaEMR Home page:  

Once logged-in the 
home page will 
load and display 
the active visits. 

 

 

 

 

 

Click the search icon and 
search for the client 
using their name or ID 
number. 
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Type the name or ID 
number of the client in 
the search box.  

Then click the name of 
the client to load the 
patient. 

 

 

 

 

Next check in the 
client to access clinical 
forms. 
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The start visit form will 
load. On the check in 

form, the visit start date 
and location will be 
prefilled.  You can back 
date the visit date if 
there is need. 

Choose the visit type, 
outpatient or inpatient, 
then choose whether 
the client is being billed 
or not. If the client is 
being billed select the 
method of payment. 

 

Once you are done 
click the check in 
button. 
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Upon successfully 
check in the client, 
green pop-up alerts will 
appear indicating that a 
visit has started 

 

 

 

 

 

Click the clinical forms 
icon and then click the 
hyperlink “CCC 
defaulter tracing” to 
load the defaulter 
tracing form. 
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You can also access the 
Defaulter tracing form  

Step 1: 

Under Clinical views, 
access HIV Care and 
Treatment as a special 
clinic and select 
Defaulter Tracing 

Step 2: Click on the 
Add + Link, the system 
will load the Defaulter 
tracing form. 
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On the defaulter tracing 
form, visit details, 
provider, and location 
will be prefilled 
automatically. 

 

 

 

 

 

 

 

Fill in the tracing details 
such as the missed 
appointment dates, type 
of tracing, out come of 
the tracing, the tracing 
numbering, and the 
outcome of the tracing. 
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Click “Save and Close” 
once you are done 
filling in the form. 

 

 

 

 

Important Reminders   For further support, contact KenyaHMIS service desk through the toll-free number 0800722440.      

THE END 


