
 
 

 

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. 
 
              

            

 



 

2. 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. 

 

        

 

                             
 
 

 
 

 



 

3  Appointment Module 
Page 
   
  

 
These appointment metrics 
help to determine how well 
appointments are honored 
by the clients and reflect the 
reliability of the scheduling 
system. 

 
 
 
 

 
 
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. 
 

 
 



 

4 Types of Appointments 
 
     
A user can select one or 
“ALL” Service areas as 
highlighted. 
 

 

5 Appointment Metrics 

From the Modules menu, 
click on the Appointment 
tab. 
Selecting a different date 
will populate different 
Appointment Metrics. 
  

 
6 Scheduling an appointment 

 
Select the “Create new 
appointment” button. 
A window to search for a 
patient appears, Search and 
confirm patient details and 
click the “Check in” button. 
 
 
 
 
 
 
 
 
 

 
 
 



 

 
 
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 
 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

 



 

 
 
Viewing upcoming 
appointments 
 
 

 

7  Generating Patient 
scheduled for appointment 
report. 
Steps 
Step 1: Click ‘’HIV’’tab 
 
Step 2: Click ‘’Patients 
Scheduled for 
appointment’’ tab 
 
                

 

8 Step3: Click on ‘’Request 
Report’’ tab. 
 
Step 4: Using the calendar, 
enter the ‘start date’’ and 
‘’end date.’’ 
 
Step 5: Click on ‘’Request’’ 
button. 
 
 
 

                       

 



 

9 Step 6: Click on “View, CSV 
or Excel” button to display 
patient scheduled for 
appointment. 
 
 

 

10 Sample Excel output 

 

 

NB: The last Column “Has 
visit on Day” a “Yes” 
indicate clients who 
honored the appointment 
and a “No” indicates clients 
who didn’t turn up for their 
appointment. 

 
 

11 Missed Appointment 
reporting 
Steps 
Step 1: Click “Common” tab 
Step 2: Click “Missed 
Appointment” tab 

 

 

 



 

12 Step 3: Click on “Request 
Report” tab.  
Step 4: Click on “Request” 
button. 
Step 5: Click on “View” 
button to display missed 
appointment report. 

 

 

           

 

 

 

 

 

                                                                                   

 

The End 


