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SOP: Taifa Care Billing Workflow Guide

(Last update: August 2025)

TASK: To guide users on how to navigate Billing module in Taifa Care

OBJECTIVE: Effectively manage billing within a facility. Captures billing information from registration to client exit
WHO: Finance Department, Clinician, Nurses, Labtech and Pharm techs

REQUIRED MATERIALS: Functional TaifaCare Version 19.2.0 and above

SUMMARY:

The billing module in the Taifa Care system streamlines the billing process by integrating it with patient records and clinical workflows. It
allows healthcare providers to generate accurate invoices, submit claims to payers, and track payments efficiently. The module ensures
compliance with billing regulations and facilitates revenue cycle management.

The following are key billing tasks supported in the Module:

1) Registration Desk Tasks

2) Consultation Desk Tasks

3) Inpatient Department Tasks

4) Revenue/Cash Department Tasks
5) Printing of Bills/Receipts

The workflow described in this user guide assumes that all bills are generated from the respective service points and that all payments are made
at the hospital’s central Finance Unit for cash and non-cash payments.
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No | Task Description

Screenshot

1 Key Tasks
i New Patient

Refer to Patient Registration
SOP available on our website
Existing Patient

e Search for the patient

e Click check in for the visit.
® Specify visit type

o Specify Payment Details

o Specify Payment methods
(Cash, Mobile, Insurance)

o Select billable service.

ii.  Queue patient for visit

Specify Priority, status and
service.

Start a visit

Visit start date and time

Dats Time

18/62,/2025 (=] 11:20

AM

@ Upcoming appeintments
Mo upcoming appointments found

Visit location

Select 2 location

Wema Centre Medical Clinic

Visit Type

o,

() Outpatient
O Inpatient
() Morgue

3 /3 items 1w

Billing
Iz patient exemnpted from peyment?
() Yes (@) Mo

Paymeant method

Mobile Money

of 1 page

Billing

Search services



https://kenyahmis.org/knowledgebase/openmrs-3-x-navigation/
https://kenyahmis.org/knowledgebase/openmrs-3-x-navigation/
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No

Task Description

Screenshot

lii. Create Multiple Services/Drugs
Orders (Ad hoc Billing)

e While the patient is receiving
clinical consultation, the clinician
can create/order multiple other
services and drugs for it to be
billed to the patient. Here is how
to perform this:

Steps 1: Click on “Billing” (Billing
tab will become visible within
the patient chart)

If NO bill exists.
Steps 2: If NO bill exists; click

“Record Patient billing”, If a bill
exists; click “Add bill item(s)” —
This will open a form to the right
of your screen as illustrated to
your right.

Steps 3: Search for the Item —
This will open a form to the left
of your screen as illustrated to
your right.

Steps 4: Select the billable items

Patient summary
vitals & Biometrics
Medications

Care panel

Orders

Results

Visits

Allergies
Conditions

In Patient
Immunizations
Attachments
Appointments
=1
Referrals
Relationships

Case management

Clinical views @

live another day = Active visit Actior Billing Form
LAD Female: yrs- 01 — Jan — 1996
MKFC74 - National I0: 49504950
Clis ber: 034 - Unigus t Number: 1158000034
Vitals & Anthropometrics Tedsy. 12:25 virals history Record vitals —>
&F Heart rate Rorate sp02
128/ 82 mmHg 68 rate/min 16 99
Item

e eigh Height BMI
36.6DEG C 56 kg 162 cm 213 T

Due for CACX Sereening

Patient Billing

There are no pati

nt billing to display for this patient

Quantity

paymentMethod Price Total

Mobile Maney v

Grand Total

TaifaCaze

Patient summary
Vitals & Anthropometrics
Medications
Care panel
Orders

Results

Visits

Allergies
Conditions

In Patient
Immunizations
Attachments
Appointments
Referrals

Relationships

Tier Three Testing 3

Move patient to next service 4

Tier Three Testing © Female  Active Visit
33 yrs - 01-Jan-1992 - OpenMRS ID: MKLAP)

Vitals & Anthropometrics o dat:

Pregnant  Due for HepB Test, Due for Syphilis Test  Due for CACX Screening

Verifying patient bills

v Visittime Identifier Billed Items

Today, 11:24 MKLAP]

Check out

Step 2

Bill total
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Steps 5: Save and close the
items added and they should be
visible in the patient Billing
panel.

NB:

e A patient billing alert will pop up if
service provider tries to give
services to a patient without
settling the bill Patient Billing Alert

The current patient has pending bill. Advice patient to settle bill,

Item Quantity Unit price Status Total

Complete Blood Count LABOO2 1 KES 400.00 PENDING KES 400.00
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No

Task Description

Screenshot

1

Key Billable Tasks

i. Search patient.

o Search patient from the
system or locate patient
from the Inpatient Queue

iii. Update daily Billable Services

e Billable services to be
updated in the system
include all consumables,
commodities and
prescriptions used on the
patient during the entire
stay in the ward. They may
include:

=  Pharmaceuticals and
non-pharmaceuticals

=  Drugs
= Bed charges.
= Procedures

=  Doctors’ Fee etc

TaifaCare

% Patient services v
' Billing
¢ Linkage services v

Diagnostics v

Charge Items

Y
8 Claims Management v Charge Items

%o Referrals

Charge Items and Services Dashboard

Quinn Gray Butler &*

© Onyinjo Dispensary + £ Today, 13:26

g Wards R
et
5 Mortuary :
Name
@ Billing module A
i Registration New
Overview H
Bill Deposit i Registration Revisit

Payment History
+  Complete Blood Count
Payment Points

Payment Modes i
i+ Rifampicin (60mg)

Bill Manager

Charge Items

i Vasectomy

Exemptions

¢ Isoniazid (H) Tablet 50mg

Short Name

Registration New

Registration Revisit

Complete Blood Count

Rifampicin (60mg)

Vasectomy

Isoniazid (H) Tablet 50mg

Status

ENABLED

ENABLED

ENABLED

ENABLED

ENABLED

ENABLED

Type

Registration

Registration

Lab service

Stock Item

Family planning

sefvice

Stock Item

Actions A

i
Prices B Add charge service

Mobile Money : KES 1 :
% Add charge item
Cash : KES 150.00, Ir
KES 500.00, MPESA:} 7 Bulk Upload

PESA : KES 500.00,

KES 500.00, Insuranq &, Download template

Cash : KES 90.00, Casnonty
KES 500.00, MPESA : KES 90.00,
Insurance : KES 1,200.00

Mobile Money : KES 500.00, Cash :
KES 50.00, Insurance : KES 1,000.00

Cash : KES 20.00
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No

Task Description

Screenshot

1

Overview

User will be able to switch to
appropriate Payment Point and
Clock out of the billing module

Will show the billing dashboard,
Today’s total Bills, Today’s Paid
Bills, Today’s Pending Bills and
Today’s Exempted Bills

Today’s Bills Tab will give a list of all
bills for the day

Patient Bill tab will enable users to
search for a specific patient to see
and process his/her bills

Payment History

User can filter Bills by date ranges,
service type, payment type and
specific cashier

Payment History can be viewed by
Transaction History which will also
indicate status of the bills and by
Payment Mode Summary

Note: User can download an excel list
of Transaction History after filtering

TaifaCazre

Home

Service queues
Wards
Laboratory
Community Pharmacy
Providers
Imaging Orders
Lab Manifest
Procedures
Peer Calendar
Billing
Payment Points
Payment Modes
Charge Items

Exemptions

Billing

Home

T Clocked in on 10 Feb 2025, 08:45 AM - Lab Cash Point

edmin Super User 2

@ wema Centre Medical Clinic - £ Today, 12:03

Switch Payment Point 3¢ ock O

Today's Total Bills

Ksh 200.00

Today's Paid Bills

Ksh 0.00

Today's Pending Bills

Ksh 200.00

Today's Exempted Bills

Ksh 0.00

Today'sbills | Patient Bill

Filterby:  Allbills
Bill List

Q

Visit time Identifier

Today, 11:24 MKLAPI

Name

Tier Three Testing

Billed Items

clinical consoltation

Status

PENDING

Wards

Laboratory

Community Pharmacy
Appointments

Providers

Lab Manifest
]

Payment Modes

Charge Items

Exemptions

Billing

Payment History

@ wema Centre Medical Clinic - £ Today, 12:26

Start date End date Service Type Payment Type Cashier
©2/81/2025 B ©2/18/2025 ) Service Type ~ Payment Type ~ cashier v
Transaction History @7 | PaymsntMode Summary 05
3 Download
Dpate Patient Name Identifier  poual serviee Reference status
Amount Codes.
Mary Karen Lee MHAUIS Ksh 500.00 pid Malaria Test ATD
. - Out Patient Consultation, clinical consoltation, Registration Fee, Complete
Stevo Simple Boy M 750.00 o . Reg A
Stevo Simple Bo: MKLF3R Ksh 750.0 e e e PAID
Hyline Nashipae - \ah 2.200.00 tion, Anti Snake venom immunoglobulin Injection Polyvalent .
Koonye omL vial
11 —Feb— =i e BT MHRG: 5.0 3
Soae Joshua Reed Collins  MHRG3H Ksh 15.00 PAID
11 —Feb— - Lo <sh 200.00
S0 Stevs Simple Boy MKLF3R Ksh 200.00 clinical consoltation ATD
11 —Feb— = . & N - - A
s Stevo Simple Boy MKLF3R Ksh 300.00 Out Patient Consultation, Out Patient Consultation PATD




®)
C Palladium

MAKE IT POSSIBLE

AL

2

KeHMIS

Billing Configurations
Payment Points
- User will be able to Create

the name and description. Click
‘Create’ to create the payment
point

Payment Modes
- User will be able to Create
additional Payment Points

description, you can also enable the
payment mode and as well add
attributes if necessary

- Finaly click ‘Save & Close’ to create

Bill Manger
- Auser will be able to search for

TaifaCare

Home

Service queues
Wards
Laboratory

Community Pharmacy

Overview

Payment History

Billing

Payment Paoints

@ Wema Centre Medical Clinic

sdmin Super User g

B Today, 13:10

additional Payment Points sremmers
- Existing payment points can be Referrts et Cesn Foine PG i3 Ty Ve
viewed and edited S L |
- To create a payment point; click S
‘Create Payment Point’ then enter Peer Gatendar :

TaifaCare

Payment Modes

Billing

Payment Modes

Payment Modes

@ wema Cen

- To add a Payment mode, click ‘Add - B
Payment Mode’ button then a form -
will be loaded. Enter the name and : : ——

tre Medical Clinic - €9 Tc

TaifaCare

Home
Service queues
wards

Laboratory
Community Pharmacy

Appointments

Payment History
Payment Points

Payment Modes

I Bill Manager

Billing

Bill Manager

|‘U\

Patient Bill

.pe . . . Providers List of patient bills
specific patients with bills; the user e e
. . . Imaging Orders ~ Today, 1124 PENDING ksn 200.00 Ksn 0.00
can edit, waive or delete the bill 5
Bill Item Quantity Unit price Total Status Actions
Procedures
Case management clinical consoltation 1 Ksh 200.00 Ksh 200.00 PENDING
Peer Calendar !
Edititem
~ ~ 19— Dec—2024 PENDING Ksh 2,700.00 Ksh 0.00 Waivs Bill # Dslete Bill [
Cancel item
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c)

d)

Charge Items

A user will be able to search for and
edit an existing charge item, both
services and items.

Actions:

Add Charge Service: enables a user
to add/create a charge service and
its cost per payment method

Add Charge Item: enables a user to
add a commodity, its unit cost per
payment method

Bulk Upload: This feature is used
for importing billable items from a
spreadsheet

Download template: This
downloads a template used for bulk
uploads. Download, update then
use step above to upload the items
updated.

Exemptions

This will enable a user to configure
exemptions

Edit Schema used to update the
items/services exempted

Schema Preview is used to view the
items configured for exemptions

TaifaCare

Home

Service queues

Wards

gilling

Charge Ttems

Laboratory
Community Pharmacy

Appointments

Charge Items
Charge Itams and Sarvices Dashboard
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admin Super User &

@ Wema Centre Medical Clinic - & Today, 14:22

IE

Providers

Referrals
Imaging Orders
Lab Manifest ~
Procedures
Case management
Peer Calendar
.
Overview
Payment History
Payment Points
Payment Modes

Bill Manager

Charge Items

-

Name

PPE 1 Protective coverall google nitrile
gloves face mask N95 shoe cover

Ovaand Cyst

Metronidazole Tablet 400mg

Paracetamol Tablet 500mg

Anti Sn
Polyvalent serum African 10mL vial

Rapid Malaria Test

Leg X-ray

L Add charge service

% Add charge item

=

4+ Bulk Upload

sh: 2, Download template

2 : Kshr2urow; Mobite

Short Name

clinical consoltation

PPE 1 Protective coverall google nitrile
gloves face mask N95 shoe cover
Ova and Cyst

Metronidazole Tablet 400mg

Paracetamol Tablet 500mg

venom immunoglobulin Injection  Anti Snake venom immunoglobulin Injection

Polyvalent serum African 10mL vial

Rapid Malaria Test

Leg X-ray

Status

ENABLED

ENABLED

ENABLED

ENABLED

ENABLED

ENABLED

ENABLED

ENABLED

Type

Clinical
consultation

Stock Item

Lab service

Stack Item

Stock Item

Stock Item

Lab service

Radiology
department

Cash : Ksh 200.00, Insurance - Ksh 500.00

Edit charge item
Mobile Money - Ksh 3,000.F]

Insurance : Ksh 200.00, Cash - Ksh 200.00

Prices

Cash : Ksh 20.00, Insurance : Ksh 20.00, Mobile
Money : Ksh 20.00, Donations : Ksh 20.00

Mobile Money - Ksh 3.00

Cash : Ksh 2,000.00
Cash : Ksh 500.00, Insurance : Ksh 1,200.00,
Mobile Money : Ksh 500.00

Insurance : Ksh 2,500.00, Cash : Ksh 2,500.00,
Mobile Money : Ksh 2,500.00

Home
Service queues
Wards

Laboratory

-

Charge Ttems

| =

Billing

Exemption Administration

Exemptions Schema Editor

I Schema Preview  Eait Scnems I

¥ services
> all

HIV Viral Load (856000001122243)

» program:TE

GeneXpert (162202)

» commodities

admin Super User &+

® wema Centre Medical Clinic - ©1 Today, 14:47
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Billing Processing
i. Locate patient

Click Home (1)

Locate and click Billing (2)
Search for patient by typing
patient name or Identifier. (3)
Locate the patient and click on
the name (4)

Billing
Home

Home
Appointments
Service queues
Laboratory

Cumulative Bills
In Patient

:

Case management

Ksh 18,570.11

Pending Bills

Ksh 18,420.11

James Dorothy Gonzales

® Nyeri Provincial General Hospital (PGH) - £ Today, 16:54

Paid Bills

Ksh 150.00

Name

Billed Items

Lab Manifest ~
o - q
Referrals Today's bills Patient bill
Community Pharmacy
Filterby:  Allbills v

Imaging Orders

Bill List
Procedures —

I Q I

Visit time Identifier

Today,

16:39 MKFC74

Today,

16:23 MKFCEN

Today,

1615 MKFCFL

live another day

Jasper ga Matoke Kim

Stawisha Pwani Training

OPD Clinical Consultation & MALARTA TEST

OPD Clinical Consultation & Liver Function Test & Paracetamol Tablet
500mg

Paracetamol Tablet 500mg & OPD Clinical Consultation & Liver Function
Test

ii. Process Payment

On the patient billing profile
(shown), you can print the
invoice.

Various payment methods are
available to patient i.e. Cash,
Mobile, Insurance

Once payment is completed, a
receipt is printed.

MPESA Payment B

s . Kes 200,00
1 e
)
(] ! PE
Exemptions Eoyment= Total Amount: KES 300.00
Total Deposits: KES 0.00
— Kes0.00
KES 300.00
@
|
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iii. Process Payments via Mobile
Money (STK Push)

Step 1: On the patient billing
profile (shown), you can initiate
payment.

A pop window will show
requesting for the user to enter
the phone number making the
payment in the following format
2547XXXXXXXX or

254 1IXXXXXXX

Step 2: Once you have entered
the phone number correctly,
enter the amount and click on
initiate payment.

STK PUSH Notification

The phone number making the
payment will receive an MPESA
pin prompt with the amount to
be debited from their MPESA
account.

Bill Payment

Preota Nuthisar

FL66519696
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No | Task Description

Screenshot

Printing Options for a Bill

1. PrintInvoice

= Click on ‘Print Bill’ button —
the system will open a new
interface/form as shown in
the next page.

= Select and confirm the
printer you would like to
send the printout to.

=  Click on print and get your
printed copy of the bill.

= NB: The bill printed will
come as an invoice showing
bills that are pending those
already settled.

TaifaCare °

B Home m MUNYAMBU MUNYAMBU MUNYAMBU o Male e - Clinical consultation  Not Urgsnt
8 Patient senvices v 7 yrs - 05-Aug=1968 - OpenMRS 10: MGHDL4 - Unique Patient Number: 1301601477 - Patient Clinic Number: dem & 167859
National Un ient identifier: 0000 - Social Health Autharity Id on Number: SHA1. Sl a7
& Linkage services v sh
A user can choose which item to print, either an Invoice, a Receipt or a Bill statement —
Print
Print invoice =
Print receipt =]

Print Bill Statement &

Printing an Invoice

An Invoice is a List of pending payment to a hospital
A
Print 1sheet of paper
LOGO Facllity Name Not Configured Destination & Microsoft Print to PDF
L]
PATIENT INFORMATION INVOICE SUMMARY Pages Al -
B MGHOLE Ivolos i 253835
(Namec MUNYAMBU MUNYAMBU MUNYAMBU Dee/Timec 13-Aug-2025 1254
Agee 57 Total Amaunt: 30000 Color Color
Gender: |/ Totsl Paid: 0 00
County: IBalanos: 100 00
Bub Courty: Staha PENDING Paper size Letter
o Charpeabis svicaltem Quartty  Unit pros
1 Cleieal consutston 1 Keh 100.00 Pages per sheet 1
2 Herogotin 1 Keh 200.00
Scale Default
Mo Payment Mathod Amourt Pakd Bacs Dus o )
1 BaTow Ksh 300,00 Ksh 300.00 Print using system dialog... (Ctel +Shift+P) =@

MAKE IT POSSIBLE
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Print Receipt:

= Click on ‘Print Receipt’
button — the system will
open a new interface as
shown in the next page
with the receipt details.

=  The receipt will have
information on the Health
Facility name, Patient
name, ltems on the receipt,
amount and payment
method used.

Note: The Print receipt button will be
activated immediately after processing
payment and all bill cleared

Printing a Receipt

A Receipt is Evidence of Payment made to a hospital for services or ltems rendered

() KenyaEMR
Ndindika Health Centre
Date; 13-Aug-2025 12:54:38
Receipt  28383-8
MNo:
Patient  Munyambu Munyambu Munyambu

(57 Years)
Patient ID: MGHDL4

Qty Item Price Total
Tokal 300.00

Payment Ref No
Balance Due 300.00

¥ou ware served by NIZITOTMAMA MIZTTCTMAMA NTETTCIMAMM

GET WELL S0OON

Print

Destination

Pages

Color

Paper size

Pages per sheet

Scale

1 sheet of paper

% Microsoft Print to PDF -

All =

Cinlisr -

Letter -

Default -

Print using system dialog... (Ctrl+Shift+F) £}

Print Cancel
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Print Bill Statement:

Click on ‘Bill Statement’
button — the system will
open a new interface as
shown in the next page
with the receipt details.
The receipt will have
information on the Health
Facility name, Patient
name, ltems on the receipt,
amount and payment
method used.

Note: The Print Bill Statement button
will be activated immediately after
processing payment and all bill cleared

Printing a Bill Statement

A Bill Statement is a compilation of accrued Bill status at a specific time.

LOGO

[PATIENT INFORMATION
e AAHOL

W LT AL MUY AMEL MUY ANEL

[
[ L
Dl 13-4 20125 1154

Cmahloe LTSRN NCHICARBANA N CIBANA

Dwhalad liat of serviossiema provided
Mo Senvowiem Deecription Qy Uk Prios Tl
1 Chives conmadubor Kah 100 00 Hah 10000
1 Hemogotn b 200 00 sh 20000
PPaymant hislory
Mo Duis [ Tended ppind  Cashler [~ )
1A 2025 rauEo ah 30000 Ksh 30000 MIZICIMANA LY
158 SBCIMAN
NIZNCIANA
i)
Billl Summary
Totsl Bl Amount: [Ksh 300,00
Total Payments: Kah 300,00
Balancs Dus: Kah 0.00

Print

Destination

Pages

Color

Paper size

Pages per sheet

Scale

Print using system dialog... (Ctrl+Shift+P) =

1 sheet of paper

™R Microsoft Print to PDF

All -

Color

Letter

Default

Cance :

THE END




