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SOP: TaifaCare Appointment Management

(Revised: November 2025)

Tasks: | End to end TaifaCare appointment management workflow

Objective: To acquire knowledge of appointment management using TaifaCare system

Who: | EMR user

STEP
1.

Required Materials: Applies to TaifaCare Ver. 19.2.0 and above

Login to KenyaEMR

On successful TaifaCare EMR
access, you should be navigated to
the login page.

Authenticate entry by providing a
valid username and password on
the fields, then click the “Sign In”
button.

Enter username
and Password to

login in
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TaifaCare Landing page

Upon successful login, access
additional module and click on
Appointment Menu.

Appointment Dashboard:

The appointment Dashboard contains
the following.

1.

Scheduled appointments for
the day

Highest volume Service for the
Day

Providers Booked for the Day

Access additional modules
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Search bt a patient Click on Appointments Menu

= Ta ifa Ca_i}'e @ Marindi Sub County Hospital

Home

Appointments

Scheduled appointments

Appointments Checked in Not arrived
1 @ O O

[ Expected Checked in

Expected Appointments
—

Highest volume service: Today Providers booked: Today
MCH Antenata Providers

1

to search for a patient

03/11/2025 8

Filter appointments by service type v

I Appointments calendar 8 Create new appointment @

® 1 ®

Completed

Q Download +
~ Patient name Identifier Location Service type Status

hd TRACY training test MGTRFF Kisumu County Hospital MCH Antenatal

Items per page: 25 v 1-1 of 1 items
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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.

= TaifaCare

Home 4f11/202 =]

Appointments

2 ’ Appointments calenda Create new appointment &

Scheduled appolntments Highest volume service: Today Providers booked: Today

1 s e 1 . 1 g

cted 7 e eckedin 8 T ___'__i.'-’r'"

Expected Appointments
—

Toggle en either of the 3 Tabs above to get a list of Expected, Checked in and Completed
Appointments

v Patient name Identifier Location Service type Status

w

Items per page: 25 v 1-1 of 1item 1~ of 1page

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

2. 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.

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

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

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

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

7. Expected: A line list of all patients scheduled for a particular day.

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

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

10. 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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Types of Appointments

A user can select one or “ALL” Service
areas as highlighted.

TaifaCeaze

Home

Appointments

Marindi Sub County Hospital

04/11/2025 B8

Filter appointments by service type ~

Appointments calendar ]

(J Audiology consultation

[J cancer screening appoint
Scheduled appointments Highest volume service: Today Providers booked: Today ~
(0 cardiology consultation
Appointments Checked in Not arrived MCH Antenatal Providers
1 0 0 1 1 [J cardiology follow up
(O cervical cancer Screening
o R .
Expected Checked in Completed
Appointments
—
Q Filter table Download 3
v Patient name Identifier Location Service type Status
v TRACY training test MGTRFF Kisumu County Hospital

Ttems per page: 25 v 1-1 of 1 items

MCH Antenatal

1~ of 1page
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Appointment Calendar o

The appointments Calendar provides Calendar oS-nug22s 0

a window for the user to view the .

distribution of the appointments on

. .. Aug 2025

various days of the month. This is key

in equitable workload distribution of o e “ e e

patients based on the available - :

workforce in the facility. ‘

3 Red 4 65 B A1s 9

A1s5 11 Aa1 12 233 13 A6l 14 253 15 A15 16
A1s 18 A31 22 815 23
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Scheduling an appointment

Go to the patient summary and select
appointment menu. Navigate to “Add”
on the lower left of your screen as
highlighted on the image.

TaifaCaze

I £ Patient summary ] Cons Test " Male  Active Visit - MCH Triage NotUrgent  Move PHC Inactive * SHIF Inactiva - ECCIF Inactive - CIVIL SERVANT SCHEME Not Eligible HiRDE =
@ Home 25 yrs - 2000 - OpenMRS ID: MGUF94 Show more v
%,  Clinical Encounter
4 Laboratary Vitals & Anthropometrics 30-0ct-2025,10:58  These vitals are 5 days old  Vitals history Record vitals —» 2|
280 Radiology and Imaging 8P Heart rate R. rate Sp0o2 Temp Height BMI
126 / 80 mmHg = = = 34DEGC 163 cm 24.5kg/ m?
2 Procedures
|
O  Pharmacy Due for CD4 test  Eligible for COVID-19 Vaccination
g5 Admissions
B HIV Care & Treatment
Patient Summary Vitals & Anthropometric Care Panel & Immunizations ), Relationships Attachments
Appointments Upcoming Today Past
—
Date Location Service Status Type Notes
Today, 18:44 Kisumu County Hospital MCH Antenatal Scheduled Scheduled Scheduled

05 — Nov — 2025, 18:44

06 — Nov — 2025, 18:44

Kisumu County Hospital

Kisumu County Hospital

MCH Antenatal

MCH Antenatal

Scheduled

Scheduled

Scheduled

Scheduled

Scheduled

Scheduled




>HA TaifaCare %54 KeHMIS

/A user can also create an appointment
from the below

1. HIV Consultation from the HIV
Green card | HIV Green Card Form ‘ { Clinical Encounter Form ‘
By specifying the Return visit date
e Medical Hist 7
and visit reason als elcatiiistory N
2. Clinical E ter f F— - Visit Detalls Patient Management
. inical Encounter form Visit Daalls _ —
. . Patient History [r— Patient History
Creating a new appointment N R satent Examination | DIAGN0SS 2
3. Creating appointment via Client [ Foint wansgomens oo | pstient Management  Final Diagnosis
panel Yol
. . e Save and close O None
4. From any of the specialized clinic’s
encounter forms such MOPC, DOPC, m Cotimoszol ~
Dental etc. ’.\“G]c:d[“s' SO0 Treaiment/Management Plan ~
O Poor ® " Srug Order
O Fair (F)
D Nat applicable (N/A)
Cotrimoxazole Dispensed
® Yes
- No ) Patient Outcome
NOTE: The appointment feature is - torsplebte (i © Relcased Home
. O Admit
integrated and therefore all the p— " O Referral
. Deceased
appointments are synced to the same *Roum i D T
Follow up v
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Viewing upcoming appointments.

While starting a visit, one can see all the
upcoming appointments and if the
client/patient is coming to honor a
scheduled visit, a user should tick
alongside it.

Start a visit

Visit start date and time

Date Time

26/03/2024 5 DS

Upcoming appointments

Select appointment(s) to fulfill

Date Appointment t\;pe

Today, 06:00 HIV Consultation

AM  ~
Action
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Generating Patient scheduled for
appointment report.

Steps

Step 1: Click ‘HIV’ tab

Step 2: Click ‘Patients Scheduled for
appointment’ tab

KenyaEMR

w¥ Wamagana Health Centre 11181

ft  Home | Reports

Logged in as Mark Bemnett Miller | My Profile | Log Out | @  Hd

| Commaon I Cohort Analysis I EHR Reports|

==+ 0yl - Aduln C and Tx
[ 2y g

=& 0l - Paeds C and Tx

1 | Ter | McH-Mothersenvices | o1z | ove | mMc-childsenices | kve | per | vmmc _

Patient Follow-Up Reports
=+ DAR Register

=+ Patients who are lost to followup

<=+ Patients who have never been screened for TB
=+ Patients eligible for ART

b Pa.llp.nn on second !In_p ART

=" Aclive patients currently NOT on CTX or Dapsone
=+ Patlents eligible for viral Load

- ART !’re;.umlion Mislel

== Enhanced Adherence Register

i wnce Register

b [umllmelllll Tracker Repor

=t )_\IIT ﬁ.eqis!el

I—f Patients scheduled for ART Drug refill visit

== FPatients scheduled for appointment

= PAMA Report
=" Patients with Advanced Hiv Disease
==+ Missed Appointment Tracking repart

= Appoiniment Documentation Tracking




‘i
’
RN

»DHA TaifaCare : KeHMIS

IGITAL HEALTH AGENCY

Ny

'b

Step3: Click on “Request Report” tab.
Step 4: Using the calendar, enter the
“start date” and “end date.”

Step 5: Click on “Request’”’ button.

Request Report

Report
Patients scheduled for appointment

Dare Range

I Request | (@ Cancel

- KenyaEMR 157 2 snarseor o1 z00s 13121, poweres by operaees Government of Kenya
Ministry of Health

Nyeri Fm\rmclal Goneral Hospital PGH) (10001
Logged in as nicholas nicholas nicholas | My Profile | Log Out | @ Help |

ft Home Reports

Step 6: Click on “View, CSV or Excel” .
ummary
button to display patient scheduled for P seauestrepn Nare s sl frspoitmnt
appointment. & sackto home Quaua
Requested By Report file name Status. Time taken
None
Finished
Requested By Report file name Status Time taken

—
29-Mar-2024 11:32 nicholas, nicholas nicholas Patients scheduled for appointment_Nov-2023 COMPLETED 00:00:25 t View 1 (SV! AI Excel
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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.

Missed Appointment reporting

Steps

Step 1: Click “Common” tab

Step 2: Click “Missed Appointment” tab

Patients Scheduled for Appointment
Health Facility: Makengi Dispensary (Embu) MFL Code: 12453

Last
Discontinuation
Name CCC No Age Sex Phone Number  |Last Visit Date 'HIV Appointment date |Date Has Visit On Day
KOBE, KOBE XXXx93601812 |51 F 9.191155961E9  |16/12/2022 15/06/2023 No
Valary, Valary XXXx93601838 |43 M 9.199696619E9  |15/12/2022 19/06/2023 No
roseke. roseke XXXx93601863 |59 M 9.191999661E9  |04/1 2 04/06/2023 No
IBATU, IBATU XXXx93601869 |54 ¥ 9.116999119E9  [16/12/2022 15/06/2023 No
GAD. GAD XXXx93601883 |44 F 9.199969619E9  [22/12/2022 14/06/2023 No
EPRAIM. EPRAIM XXXx93602061 |35 F 9.119619919E9  |09/12/2022 09/06/2023 No
NGUTA GITUMA. NGUTA GITUMAXXXx93602095 |48 M 9.119991919E9  [16/12/2022 15/06/2023 No
AWOL AWOI XXXx93602132 |49 M 9.199695969E9  |11/12/2022 11/06/2023 No
ASCAR, ASCAR XXXx93602276 |49 F 9.119599999E9  |30/12/2022 30/06/2023 No
anyona, anyona XXXx93602392 |47 F 9.191999699E9  09/12/2022 09/06/2023 No
BELTA. BELTA XXXx93602420 (35 F 9.199161699E9  |04/12/2022 04/06/2023 No
LEONEX. LEONEX XXXx93602517 |42 F [9.199166991E9 |05/12/2022 05/06/2023 No. |
abonyo, abonyo XXXx93602556 |30 F 9.169691916E9  |05/12/2022 05/06/2023 No
nasibi, nasibi XXXx43801328 |57 F 9.196996999E9  |16/1 2 15/06/2023 No
OMUNIANGU. OMUNIANGU XXXx91300061 139 I 9.115919191E9  116/12/2022 15/06/2023 17/03/2015 No v,
| Scheduled HIV Appointments
e =
MCH - Mother Services.
indicator Patient Follow-Up Reports

Register

= All contacts with undocumented HIV status

5 Al Patients List

= Active on ART Patients Linelist

52 All Patients Missing National Unique

5 Viral Load and CD4 Lab requests pending Results

2 COC Defaulter Tracing Register (Mini)

= Patient Regimen History Report

ren of HIV infected adults with undocumented HIV status
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# Home | Reports Logged in as Lucy nyambura MUENI MUU Wachira | My Profile | Log Out | @ Help

Tasks

Step 3: Click on “Request Report” tab.
Step 4: Click on “Request” button. 2 o =

Step 5: Click on “View” button to display Requested By Reportfle name _ stauss Time taken
missed appointment report.

Summary

Name: Missed Appointments
Description: Missed Appoiniments.

Finished

Requested By Report file name Status Time taken
18-Jul-2023 05:13 Wachira, Lucy nyambura MUENI MUU Missed Appointments_jul-2023 COMPLETED 00:00:12 I *, View l & CSV
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