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SOP: Updating Facility Logo and Contacts on Receipt and Invoice

(Last update: Nov 2025)

TASK: Provide guide to update facility logo, and Contacts on Receipt and Invoice
OBJECTIVE: Build capacity of Facility Champions and System Admin to update

WHO: Facility EMR Champions, System Admin.

REQUIREMENTS: Functional TaifaCare,

SUMMARY

This guide will help respective Health Facilities to customize logos and contacts that will appear on their payment receipts and invoices.

1. Obtain the facility logo ina i
.png(Portable Network

$ sudo cp logo.png /var/opt
Graphic) format p logo.png /var/opt/l}

Steps:

e Save the logo on Home test@test: fvarfopt
Directory then open : $ sudo cp logo.png /var/opt/
terminal [sudo] password for test:

. S cd /var/opt

e Use the script below to - 4 s {lp 4

copy the file to opt
directory as shown

2 root root 4096 Nov 4 17:50
drwxr-xr-x 14 root root 4096 Feb 20 2024

~-rW-r--r-- 1 root riot 27641 Nov 4 17:50
: S
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2. Access Global Properties

Access the Global
Properties and locate
kenyaemr.cashier.receipt.
facilitylnformation
property

ﬁ
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Set Implementation Id
System Information
View Quick Reports
Settings
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Advanced Settings |
View Server Log
View Database Changes
Manage Locales And Themes
View Logged In Users
Search Index

y

| kenyaemr.cashier receipt facilitylnformation|

letterhead

}

“facilityMName": ",
“tagline™: *~,
“logoPath™: ™",
“contacts™: {

“emergency
“address”:
"website":

1

ISON formatted facility informetion containing name, togline, and contact details for imvoice
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Updating Global
Properties

Update the property value
with relevant details and
the path to where the logo
was saved as shown

Click Save when done for
the changes to be effected

|kenyaernr.cashier. receipt.facilitylnformation

JSON formatted facility information containing name,

letterhead

"facilityName®: ",

"tagline®: "*,

logoPath": "",

"contacts": {

}

ntel-: -n'
"email": "",
"emergency": ""
"address”: ""
"website": ""

tagline, and contact details for invoice

'kgnyaemr.cashier.receipt.Facili tylnformation

J50N formatted facility information containing name, tagline,

letterhead

}

“fasilitybane™: "Sabakia SCH",
Toageath:

"contacts": {

“:I’var,«fnpt!lugu.mg" .
"fel”: "e722 222222",

"email”:
“emergency”:
"address®: "P.0.Box 22,

"website*: "www.test.co.k

“test@test.co.ke”,
"0722 222222",

and contact details for invoice

You have made changes.
Save changes or Revert

Save Cancel
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4. Receipt and Invoice ]
A . T 'f c m Q Female Active Visit - CCC Mot Urgent Move AV
ccess In faitalare 40 yrs - 1985 - OpenMRS ID: M7G4P - Patient Clinic Number: 02037 - Unigue Patient Number: Sl
e Login to TaifaCare and National ID: SSSENENSER National Unique patient identifier: Q- R
locate Billing
® Open ] patlent’s bl” and Invoice Summary ’: Additional Payment 03
. Print invoice
access the receipt and € Number 0001-8 KES 90.00
. . + And Time —_— Print receipt S KES 0.00
Invoice as shown with the PAID . KES 90.00
Cashier's Office Print Bill Statement & KES 0.00
logo and contacts updated 68-7 - kogutu kogutu Balance KES 0.00
as shown A 4 \ 4
Print Praview Re<eipt 00016 - oSS *
Print Preview Invelce 0001-2 - SEEEIENIRENEr b
& o 1 ain +  Amtomssclown o~ EL2T:L2@ &
m Q 1 of1 —  + AutomakticZoom 2T LE 683 2
""%-
“«— Updated logos for both Receiptand Invoice
(=0 _
Sabatia SCH . p—
P.0.Box 22, Rangwe T AT EHEEED | Bt vt Rere 3 EF: g | 9 s e Emmpny: 7S 255223
Date: O4-MNov-2025 170652
. PATIENT INFORMATION INVOICE SIUMMARY
nm# No: 0001-8 D WOAP e #0000 &
Pationt A — <0 o ars) Hiaea: A Dl Tima: - b 3235 6708
s T Ao 9.0
Patient ID: M7G4P Dancer: F Total Pt 90 00
Conrey’ Babarw 01 00
het s Gy [
Gty Item Price  Tatal N0 Crasgmable servicaem CusstEy  Unit price Toes!
30 Paracetamol Tablet S00mg  3.00 90.00 Pay T Favaomarmed Tabie 009 n wham W 90 80
Total: Ksh 50,00
Tosal 90.00
Wo  Payment Method At Paid Bakarce Dus Dt & Time
T o 3058 T
R it Mo B — P S
Ineurance Payment 80,00
Balance: Keh 0.00




