Registration

The patient journey most often that not begins when the patient meets a healthcare provider or as
soon as they step at the front desk of a healthcare institution. Accurate collection of information
about the patient is the very important first step to ensure high quality healthcare is delivered.

The records personnel are usually the first point of contact for the patient. Their primary role is to
register the patient into the system as accurately as practically possible, schedule them to the
healthcare practitioners and determine modes of payments (in consultation with the finance
department).

After successful login to Tiberbu, the following Homepage will be presented to you,
depending with your user roles. Navigate to the Registration icon as shown below to begin
registering a patient
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Registration of a patient is only done after it has been reasonably determined that the patient does
not exist either in the Client Registry or in Tiberbu.
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Step 1: Searching the Patient's Existence

A Unique Ildentifier is used to search a client in the Client Registry or Tiberbu. This is
either the patient's ID Number, Birth Certificate Number or Passport Number

The Patients Records page will be loaded. On the left hand side, click on 'Register Patient',
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If the patient is found in the system, click on their details and proceed to create
appointment for the patient
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If the patient is not found on the system, register them as new patient following the
process described below

Step 2: Registering a New Patient

After searching the patient in the system using the unique identifier and they are not found ,
the system automatically opens the "Register New Patient" Page and a registration form is
presented. This normally happens if the patient is visiting the facility for the first time.

To begin Registering the patient, click on the "Click to Start" button as shown below:


http://healthdocs.paperless.co.ke/uploads/images/gallery/2023-10/6Yacreate-appointment.png

== } Records Workspace » new-patient

PATIENT REGISTRATION

> REGISTER PATIENT

> PATIENT LIST
REGISTRATION FORM

> APPOINTMENTS

Patient Registration Form v2

>REFERRALS

#ssse* PLEASE ENSURE THAT YOU COMPREHENSIVELY COMPLETE THIS FORM_*#**+*

> IMPORT PATIENT
3 -

@ user Not found, Please register

Start Filing the form by providing accurate information in the fields presented.

All fields marked * and highlighted in Red are Mandatory. The form will not
allow you to save until you fill the fields

Under the 'Insurance Schemes' section, add the payer of the patient and
remember to set the relevant amount balances. If this section is left empty the
system will default to cash payer mode for the patient by default.

Once you complete filling the fields, click on the "Save" Button found either at the top or
bottom of the form.

age noyfpund or type unknown

Successfully Saving the form will take you to the next step: Creating an appointment for
the Patient
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Step 3a: Creating Appointment For A Patient

Creating an appointment enables you to schedule the patient to a service point.

All registered patients can be accessed by clicking on the 'Patients' link on the left hand
menu and a list will be displayed on the right as shown below.

You can search for a specific Patient using a number of parameters namely the patient ID,
patient names, phone number or even their email. The parameters to be used for search can be
configured elsewhere.

2. Search the
Patient Name

> REGISTER PATIENT
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LENAH CHERUIYOT, +254710826614
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2048314 Mary Ayabei Female 1967-11-11 Active
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Proceed to create an appointment for the patient. Once you click on the specific patient as
shown above, you will be presented with a screen as shown below. Click on the 'Create
Appointment' button.
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You will be presented with the screen as shown below. The first section of the form
'‘Availability' shown in blue.
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e The first step is to select whether the patient will pay using cash or being covered by
an insurance (Step 1).


http://healthdocs.paperless.co.ke/uploads/images/gallery/2023-10/6Yacreate-appointment.png
http://healthdocs.paperless.co.ke/uploads/images/gallery/2023-10/availability.jpg

Next pick the specific clinic that you want to book the patient to. Click and select from
the dropdown list(Step 2).

Pick the date of the clinic appointment. It defaults to todays date for patients who
have just walked in for example (Step 3)

Select the clinician/doctor who is going to see the patient (Step 4).

Either click on 'Proceed' (Step 5) so that the system automatically assigns a time to
the appointment or pick from any of the time slots in the list (Step 6).

You will then be directed to the second part of the same screen: 'Book' . Confirm the booking
details, click on 'Click to Start' and Save the form when prompted.
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Once you save this form, the scheduling of the appointment is complete. The system displays
the amount of cash needed to be paid for the patient to proceed to the appointment. If the
schedule is for a future date, the patient will get an SMS confirmation of the same details and a
reminder may be scheduled as well.

After successfully booking an appointment, ask the patient to go to Billing and make the
payment

Remember, the clinician that you book a patient to does not necessarily need to be the
same one that actually has the encounter with the patient. Encounters will be tracked
differently by the system.



http://healthdocs.paperless.co.ke/uploads/images/gallery/2023-10/booking.jpg

Step 3b: Retrieving An Appointment

To get a list of all appointments scheduled click on 'Appointments' on the left hand menu as
shown below (Step 1). You will be presented with a screen as shown below.

=== » RecordsWorkspace » appointment-list
> REGISTER PATIENT

> PATIENT LIST

> APPOINTMENTS [3) Mo date selected r F Reschedule
r and Block
date

> REFERRALS

. Name Title Patient Name Status Appointment Date  Service Unit

HLC-APP-2023-00063 LENAH CHERUIYOT with Demo Dector ~ LENAH CHERUIYOT ~ Open 2023-10-13 Consultant Clinic 1 -
> IMPORT PATIENT

L] e HLC-APP-2023-00062 melody cheptoo with Mancy Amayo melody cheptoo Open 2023-10-1 Consultant Clinic 1 -

HLC-APP-2023-00061 kenya kapkatet with Demo Doctor kenya kapkatet Open 2023-10-06 Consultant Clinic 1 -

4  HLC-APP-2023-00060 Night Trial with Demo Doctor Might Trial Open 2023-10-05 Consultant Clinic 1 -

HLC-APP-2023-00058 Trial Triall with Demo Lab Trial Triall Open 2023-10-04 Consuitant Clinic 1 -

HLC-APP-2023-00058 Test Mancy with Nancy Amayo Test Nancy Open 2023-10-04 Consultant Clinic 1 -

HLC-APP-2023-00056 Test Kapkatet with Demo Doctor Test Kapkatet Open 2023-10-01 Consultant Clinic 1-

5
6
7 HLC-APP-2023-00057 JOSEPHINE WANGUI with Demo Doctor  JOSEPHINE WANGUI  Closed 2023-10-02 Consultant Clinic 1 -
8
9

HLC-APP-2023-00055 Test Kapkatet with Demo Doctor Test Kapkatet Open 2023-09-29 ENT Clinic - KP
10 HLC-APP-2023-00054  richard langat with Demo Doctor richard langat Open 2023-09-29 Consultant Clinic 1 -
11 HLC-APP-2023-00053 Brian Kiprop with DEMO RADIOLOGY Brian Kiprop Open 2023-09-29 ENT Clinic = KP

12 HLC-APP-2023-00052 beatrice bii with Demo Doctor beatrice bii Open 2023-09-29 Consultant Clinic 1-

e A list of all recently booked appointments will be displayed with details (Step 2).

e You can search for the appointment using the appointment number, patient number or
clinician (Step 3)

e You can also use other parameter to filter for all appointments e.g. appointments for a
specific date, practitioner, service unit or patient (Step 4)

e In cases where you want to move all appointment fitting any criteria, you can use the

green button (Step 5). This could be in scenarios where appointments for patient fall
on a newly declared holiday . When this is done, the system will automatically alert all
patients of the new change in their schedule.

After successfully retrieving an appointment, ask the patient to go to Billing and make
the payment
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