SUMMARY GUIDE OF ADMINISTRATIVE PROCESSES - VERSION 4.0

| POSSIBLE ROLES: SYSTEM ADMIN / CLINIC MANAGER

| PROCESS 4.1.0 to 4.4.0

# Step Observations Menu options or screen
information
4.1.0 Managing Pre-payments Netept Payment o Glore e (299811344021
e Some clinics have the policy of requiring a e
payment at the beginning of the visit or at 1 Sowe_nres e boe_oan o
some specific points in the client flow. These ok it Fopups -
payments can be recorded at any time in 1|
OpenEMR. .
Prepayments reflected in e-Tally Sheet
1 [ feie ——— 3
e Pre-payments are reflected in the Client Bill
section in the Tally Sheet and during
checkout.
4.2.0 Managing Referrals & Client
Referral digital form # Mansgement & Blank Forme
e The Referral Module allows the clinic to - . Demographics
specify individual referral events, as well as = ] —— e Visit Tally Sheet
to manage counter-referral information. - - Cunent Referral <=
i e o IPPF GCAC
e s ey Do Referals ‘-
¢ Referral/Counter-Referral blank forms s i Gt Tradker IFPF SRH
can be printed in advance P
2 - Referral/Counter-Referral paper form
Address Book
4.2.1 Updating the Address Book B g -
: s TN —--o---a—.....: -
¢ Individuals and organizations where i GOUNTER REFERRAL FORM
clinics refer their clients are registered 4
in the Address Book ; -
4.3.0 Managing Services Service Administration Page
Type: A = Code. 11111111 4 Actve
. Descrplon. Fallow up {injecable 1 moath
e One of the key features of OpenEMR is the Category:  Corwaceptve Sendces - Hormonal B
definition of clinic services and their Sl
reIaFiqnship (mapping) with the IPPF service Relate To: por T ) ) & Adminisation
statistic framework. Fees.  crecialabi - Membership e Facilities
4 . . . Taxes: 4 Sales Tax General Tax Users
4.3.1 Defining an Mapping Services . o Practice
. . _— Service validation Re_pc_)rt L Seioes
e OpenEMR has a unique feature to define ¢
services and map them against the IPPF
service statistics framework
4.4.0 Managing Inventory (Products)
. #- Client
e OpenEMR features a basic stock management H
. . * Fess
function, where products can be registered
and controlled. Inventory
5 4.4.1 Creating a Service Package A g
Service Packages i
e The system allows clinics to define T —— | ] PR
service and product packages to speed up Form: -
data entry e .
e
4.5.0 Diagnostic Laboratory & Orders i e L B
: =} Diagnostic Labs & Orders
e OpenEMR has a new Diagnostic Lab & Orders Gonfiguratien
6 function that allows the configuration of a Patient Results
Test Catalogue, registration of Test Orders Batch Results
and Follow up. Lab Reports are included




