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KenyaEMR Appointment Management Job Aid

(Revised Nov 2024)

Tasks: | End to end KenyaEMR appointment management workflow
Objective: To acquire knowledge on appointment management
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
providing a valid
username and
password on the
fields, then click the
“Continue” button.

(@ KenyaEMR

POWERED BY OPENMRS

Username

Admin

Enter a Valid UserName and Click Continue

(@ KenyaEMR

POWERED BY OPENMRS

Password

Enter a Valid Password and Click Continue
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KenyaEMR 3.x Landing
page

Select the
appropriate location
and click Confirm.

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

KenyaEMR 3.x Home page
From KenyaEMR home
page, Click Appointment
Link to access the
Appointment module.

Welcome Admin

Q

(® Meru District hospital

(O 1 Main Store L

ocation from the list below. Use the

(O 2 Main Pharmacy

[J Remember my location for future logins

Confirm

«+— Click the confirm button

Select the applicable Location

| iz Active Visits
—

Community referrals

Billing

. v Visit Time
Service queues

v
Appointments

Laboratory

14-Mar-2024, 1

10 Number Name:

MGK4UM bonface okello owi

Itemsperpage: 10 v 1-100f42 items

DHIS admin dhis

Gender

Age

Visit Type

Outpatient

Outpatient
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3 Appointment Module

Page Community referrals Home
o[ ]
. . 5 - 6 7
These appointment metrics 0 0 0
help to determine how well
P 8] == [CemeeTno

appointments are honored
by the clients and reflect the
reliability of the scheduling
system.

Scheduled Appointments

1. View Service Type: Navigator that allows a user to select a particular service.
That guides the view for the Appointment metrics.

2. Appointment Metrics: Appointment metrics are measurements used to
evaluate how well appointments are managed within a facility.

3. Appointment Calendar: This is a scheduler; a tool used to organize and manage
appointments activities by displaying dates and times, enabling users to easily
view and plan for upcoming activities.

4. Create a New Appointment: Inbuilt functionality that allows a user to create an
appointment.

5. Scheduled appointments: The total number of appointments booked or
scheduled within a given day. This metric reflects the demand for services.

6. Highest Volume service: The service with the greatest number of patients
scheduled on a particular day.

7. Providers booked today: Number of service providers who have patients
scheduled in a day.

8. Scheduled: A line list of all patients scheduled for a particular day.

9. Checked-In: A line list of scheduled appointments where the clients arrived and
were checked in at the appointed date.

10. Completed: A line-list of patients who honored a scheduled appointment, were
checked-in, offered a service and were checked out.

11. The line list window: Provides a line list showing the Patient Name, Identifier,
service type offered, and actions taken for the client.
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4 TypeS Of AppOintmentS Appointments @ Ngarua Health Centre 29-Mar-2024 B
Home view [ Al -
|- Al
Appointment metrics Ap enda
A user can select one or — i
“ALL” Service areas as Scheduled appointments Highest volume service: Today Providers bookdd: KPC
hl hll hted Fatienis Cneckedin Notamived HIV Consultation Providers :
ghilg 1 0 1 1 0
Scheduled appointment Q | Download %
Total 1
Patient name Identifier Service Type Actions
v Mauku Mauku Mauku HIV G al
Items perpage: 25 v 1-1of 1 items 1w~ oflpage ‘ »
5 Appointment Metrics KenyaEMR

From the Modules menu, |- Appeintments [Eeiec date using the date picker o[ v 260t B
. . Community referrals H View All v
click on the Appointment ' ome

ill
t b Service queues Appointment metrics The Appointment metrics change as per patients scheduled for a | Appaintments Calenda S| Croate newappointment @
ap. :l lparticular day and Those who missed an appointment )
Appointments. T
. . /
SeIeCtl ng a d |ffe rent date Labaratory Scheduled appaintments .,_7// Highest volume service: 20-Mar-2024 Providers booked: 20-Mar-2024
will populate different - : P 0

Select each Tab to change the List
below accordingly

Appointment Metrics.

—
’ }_ -
Scheduled appointment ) | Download &

Patient name Identifier Service Type Actions

v 1

¥ naomi naomi naomi 1533900408 HIV Consultation | Window populates as per the selected
Appointment Metric, Example... a list of

¥ Nato Nato Nat 1533900492 HIV Conguleation patients Scheduled for an appointment on
20/3/2024

- " HIV

6 Scheduling an appointment

Select the “Create new Hore Appointments © Ngarua Health Centre - 26-Mar-2024 8
H ”

appOIntment button. Community referrals Home View Al v
A window to search for a Blling

patle,nt app,ears' SearCh and Service queues Appomtmentmetrics Appointments Calendar Create new appointment (%)
confirm patient details and

. “ - Appointments
click the “Check in” button.
Laboratory

Scheduled appointments Highest volume service: Today Providers booked: Today

4 3 0

Scheduled Checked in Completed

o

Scheduled appointment
Total 4
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Create a New Appointment

form.

A user can also create an

appointment from the

below

1. HIV Consultation from
the HIV Green card. By
specifying the Return
visit date and visit
reason

2. Clinical Encounter form

Creating a new

appointment

3. Creating appointment
via Client panel

Q

Create new appointment
Create new appointment x Q. Kimonye x
. e resu“
N Kimonye Gk
Kimonye
Kimonye
Female - 58 yrs -
04 — May
1965
)Y
’ o
‘ HIV Green Card Form Clinical Encounter Form ‘
Medical History < -
— - . Visit Detalls Patient Management
s e Patient Management : —
. . — Patient History
Patient History .
Pat Prophylaxis ~ Patient Examination Diagnosis ~
P xamination
I Patient Management * Propirylasis used? I Patient Management Final Diagnosis
J0HNN J0HN NJOHN N
] Create new appointment %
Batient samma | JOHNN eevist
o S JOHN N JOHN N JOHN N
Vials & Aethepeetrics - Nov - 1971 oy [
[ per 1116100431
Wkt duitas Female + 53y1s - 03 - Nov—1971
GEMC
Cilipl'lﬂ These vitals areaut ofdate  Veals hss !
1116100431
Orters
Resalts - - = 5k 166 Show details v
Visits
L Alerges Aifelons Do CACCSeeting Location
9 C -
Conditions
Wamagana Health Centre v
InPatient
Tmmunizatioes
elnct service
sling Select service v
Referrals
Relationships Appointment Type B

Thre reno upcoming appoiiments odlsplay frtis ptent

Case management
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Start a visit b
Viewing upcoming -
appointments Visit start date and time
Date Time
26/03/2024 B o9i=53 AM ~

Upcoming appointments

Select appointment(s) to fulfill

Date Appointment ty'rpe Action

Today, 06:00 HIV Consultation

T2 . S———
(e) Yechnical University of Mombasa Medical Clinic 7227

7 Generating Patient

ischeduled for appointment :
Indicator - Patient Follow Up Reports.

Steps &
Step 1: Click “HIV"'tab mmmme
Step 2: Click “Patients
Scheduled for
Appointment’’ tab

with Advanced v Disease

bissed Appointment Tracking report

8 Step3: Click on “Request
Report” tab.

Step 4: Using the calendar,
enter the ‘start date”” and Request Report

Report
‘ e n d d ate ." Patients scheduled for appointment

Date Range

Step 5: Click on “Request”’ e §

button.
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Step 6: Click on “View, CSV
or Excel” button to display

Nyeri Provincial General Hospi

Ay EMR
(e) enyal

ital (PGH) 110503

Government of Kenya

nistry of Health

w

Summary
. Name: Patients scheduled for appointment
patient scheduled for P reauestrepon Derc s Potemee wht schamuted appelntment on 3 e
H Back to home
appointment. < Quee
Report file name Status Time taken
None
Finished
By Report file name Status Time taken —
29-Mar-2024 1132 nicholas, nicholas nicholas Patients scheduled for appointment_Nov-2023 COMPLETED _ 0D.00.25 1‘ View csv| ®fExcel
10 ier heduled for
Sam ple Excel OUtPUt Health Facility: Makengi Dispensary (Embu) MFL Code: 12453
Last
Discontinuation
“ Name cccNo Age Sex Phone Number _|Last Visit Date HIV date |Date Has Visit On Day
: KOBE. KOBE XXXx93601812 51 F 9.191155961E9 _|16/12/2022 15/06/2023 No
NB: The last Column “Has
.. e ” Valary, Valary XXXx93601835 |43 M 9.199696619E9 _|15/12/2022 19/06/2023 No
visit on Day a “Yes roseke, roseke XXXx93601863 |59 M 9.191999661E9 04/06/2023 No
.. . IBATU. IBATU XXXx93601869 |54 F 9.116999119E9 15/06/2023 No
indicate clients who 6AD. GAD X 3[as g 5.199969619E9 Yo
. EPRAIM, EPRAIM XXXx93602061 |35 F 9.119619919E9 No
honored the appointment  |xcura o, voura cmossxosossoss s M 9.119991919E9 2023 No
P T . AWOL AWOI XXXx93602 M 9.199695969E9 11/06/2023 No
and a “No” indicates clients [isca ascax ooesie07s ; o 119559999E Swos202
Y + anyona, auyona XXXx93602392[47 F 9.191999699E9 09/06/2023 No
who didn’t turn up for their BELTA, BELTA XXXx93602420 35 F 9.199161699E9 04/06/2023 No
. LEONEX. LEONEX XXXx93602517 |42 F 9.199166991E9 05/06/2023 No
appointment. abonyo, abonyo XXXx93602556|30 F 9.169691916E9 05/06/2023 No
nasibi, nasibi XXXx43801328 |57 F 9.196996999E9 15/06/2023 No
OMUNIANGU. OMUNIANGU | XXXx91300061 |39 F 9.115919191E9 15/06/2023 17/03/2015 No

Scheduled HIV Appointments

11

Missed Appointment
reporting

Steps

Step 1: Click “Common” tab
Step 2: Click “Missed
Appointment” tab

KenyaEMR -
Nakeng! Dispensary (Embu)

Common

@ 1T MomyRepor
i Ao
i Mo

i Moz

@ KoooNon 7
i Ouim sepon
[

e

= TX CURR Line lists (Monthéy)

[

=5 TX CURR Line fists (Quarterly)

le
= Clinkcal Action Report (CAR)
[

= Mon 711

'S

= Weekly LEAP (sarge) Report

[

£ Faciity Clinical Assessment Report

"™

= Differentiated care report for Cusrent in Care Patients

= Vil Suppression Report for Current on ART Patients

MCH - Child Services | Key Population

T Partier Notification Register

esting Register
5 A contacts with undocumented HIV status

52 Chidren of HIV infected dilts with undocumented HIV status
7 PNS commacts with undocumented HIV statis

20 SNS contacts with undocumented HIV status

2 Children Contacts of TX Curr WRA

= WT high risk

T4 HTS Reglster

=5 TS Confirmation Register
T Linkage and Referral Regisser

= Patients 10 be marked a3 deceased

= Al Patents List

T4 Active on ART Parients Uinelist

= All Patents Missing Nationl Unique Patient dentlfier
= RDQa Report

= Clients transferred in

T Clients wanserred out

5 Cliemts not inked to Care

= Pre ART Report

2 Viral Load snd D3 Lab requests pending Resuls

17 CCC Defauher Tracing Register (M)

= Patient Regimen History Report

Patient Follow-Up Reports
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# Home | Reports Logged in as Lucy nyambura MUENI MUU Wachira | My Profile | Log Out | @

12  [Step 3: Click on “Request
Tasks Summary

2
Report” tab. Name: Missed Appaintments
| Description: Missed Appointments.

Step 4: Click on “Request”

Queue

butto n . Requested By Report file name Status Time taken
None
. . IGVA ”
Step 5: Click on “View T
1 1 Requested By Report file name Status Time taken
bUtton to dISp|ay m |Ssed 18-Jul-2023 05:13 Wachira, Lucy nyambura MUENI MUU Missed Appointments_Jul-2023 COMPLETED  00:00:12 | *, View I & CSV

appointment report.

The End



