
PROCESS DESCRIPTION – VERSION 4.0 (JUNE 2010)   

POSSIBLE ROLES: RECEPTIONIST / COUNSELLOR PROCESS 1.4.0: PRINTING A PAPER TALLY SHEET 
 

# Step Observations 
Menu options or screen 

information 

0 

Preliminary steps:  
Create or select a client and an active visit 
In order to enable the creation of a paper Tally 
Sheet, both a client and a visit must be active.  

  

1 

Create a new Paper Tally Sheet 
This format lists all services and products that 
can be provided to the client during a visit.  
 
Select Tally Sheet in the Popups menu and a 
new form showing the existing service/product 
categories will be displayed. 

 
 

 

2 

Verify User / Visit Date 
Verify that Patient name and Visit Date are 
correctly printed in the new Tally Sheet form 
 

 

 

 

3 

Print the Tally Sheet format 
Hint: you can make basic adjustments in Font 
and Page Height to fit your TS in the printing 
paper (see controls at the bottom of the form) 

 
 

4 

 
Provide Paper Tally Sheet to start visit cycle  
Either the client or a clinic staff will take the 
Tally Sheet (TS) to the next service provider 
(usually the counsellor). The TS will accompany 
the client along the whole visit, and each 
service provider will tick (X) the 
services/products provided.  
 

 

 

5 

Entering additional data 
A clinician will also fill additional relevant data 
in the appropriate spaces at the bottom of the 
TS. 

 

 

 

6 

Returning the completed TS to the Cashier 
At the end of the visit cycle, the TS should be 
taken to the cashier so she/he can transfer data 
into the electronic Tally Sheet, and then 
proceed to checkout. 

 

 

7 

Note: The Paper Tally Sheet is generated 
dynamically, according to the services and 
products that have been recorded in OpenEMR. 
 
i.e. if you add a new service, the service will 
appear in the paper TS the next time you print 
one. 

In cases where power supply is intermittent, it is 
highly recommended to print a blank Tally Sheet 
format (i.e. with no active client name and visit 
date), produce photocopies, and use the copies 
when printing the form from the system is not 
possible. Use:Reports > Blank Forms > Tally Sheet 
 
Note: Depending on equipment available, this 
may be an option to be considered for cost-
reducing reasons (i.e. ink-based printing may be 
rather expensive)  

 

 


