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SOP: Inpatient Discharge Using TaifaCare System 
(Last updated: August 2025) 

Tasks:  Documenting an inpatient discharge journey in the system 

Objective:  To provide a standardized process for documenting patients discharge from inpatient wards using TaifaCare systems. 

Who:  Discharging Nurse/Doctor/Clinical officer 

Required Materials:  Username, password, computer installed with TaifaCare version 19.2.0 and above  

  

Step  Action  

Login to TaifaCare  

• On successfully 

accessing the TaifaCare 

system you should be 

navigated to the login 

page, 

• Authenticate entry by 

providing username 

and password on the 

fields, then click “Login” 

button. 
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Discharge Process 

Check for the Inpatient 

ward set up on how to 

access a ward. 

 

1. Under Admitted tab, 

click the three dots 

(denoted by red arrow) 

to view the option for 

discharge. 

 

 

2. Click on ‘Discharge’ to 

open the ‘Discharge 

Form’ 
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1. Enter data for all fields 

for accuracy in the 

discharge form. Ensure 

compliance with facility 

protocols. 

 

2. Review all fields again. 

Click ‘Save & Close’ to 

finalize or discard to 

abort.  

 

3. At submission of the 

discharge form the 

patient will be moved 

to the next tab 

‘Discharge In’, where 

the patient bills will be 

compiled by the system 

and displayed in the 

billing module for 

invoicing and bill 

clearing processes to 

take place.  
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Discharge In & Billing 

Process 

1. Under the ‘Discharge 

In’ tab, the patient 

been discharged will be 

added among other 

patients awaiting 

discharge. 

2. Once you have 

identified a patient to 

discharge, click the 

three dots (denoted by 

red arrow) to view the 

option for raising a bill. 

The bill status will be 

shown as ‘Bill not 

raised/Pending bills’ if 

patient hasn’t paid for 

the bill. 

3. Next step will be to click 

on ‘Go to billing’ button 

this will send a 

compiled bill for the 

patient to pay to the 

billing clerk or cashier 

(Refer to Billing 

Management SOP for 

this workflow) 
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4. In cases where the 

patient is been waived 

their bill, click on the 

‘Waive Patient’ button 

and follow the system 

prompts. Ensure to 

follow facility protocols 

for waiving a patient 

bill. 

 

 

Discharge Summary 

1. Once the patient has 

paid all their bills or 

their bill has been 

waivered, the patient is 

moved to the 

‘Discharge’ tab. 

2. Click on the three dots 

(as denoted by the red 

arrow), this will open a 

dialog box with 

‘Discharge Summary 

and Gate Pass’ options 

3. Click on ‘Discharge 

Summary’ to view the 

summary of care the 

patient has received 
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during their inpatient 

visit. Click print to 

select a printer and 

print a hard copy of the 

same. 

 

 



 

      7 / 8  

Gate Pass 

1. Once the patient has 

paid all their bills or 

their bill has been 

waivered, the patient is 

moved to the 

‘Discharge’ tab. 

2. Click on ‘Gate Pass’ to 

view the inpatient gate 

pass from the ward. 

Click print to select a 

printer and print a hard 

copy of the same. 
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  THE END 

 


