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Issuing Stock on mSupply (Outbound) 
 

Customer invoices are how we issue stock to customers. We have already seen how to generate a 

Customer invoice from a Requisition when our customer also uses mSupply. 

 

For those customers that are not on mSupply, we have to create a Customer invoice manually. 

 

1. Navigate to the 
Customer tab 

 
2. Click the New 

Customer invoice 
button 
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3. Search for the 
Customer name 

 
4. Click New line to 

start adding items 
to the Customer 
invoice 

 
5. Search for the Item 
 

Remember you can 

search by 

-typing the first few 

letters of the Item name 

and pressing TAB 

-typing the item code 

and pressing TAB 

-typing @ and pressing 

TAB 
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mSupply will 

automatically select the 

next to expire (FEFO), so 

you don’t need to select 

anything if you are ok 

with the default 

 
6. Enter the Quantity 

to issue, this is the 
total number of 
Packs so pay 
attention to the 
pack size 

 
7. To add another line, 

click OK & Next 
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8. To print a Picking 
slip, check the Print 
box and click OK 

 

Facility staff pick the 

stock and prepare for 

delivery 

 

 

 
9. When the order is 

picked and is 
awaiting transport, 
reopen the 
Customer invoice 
from the Customer 
invoices list 

 
10. Click the Confirm 

button 
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11. When the order has 
left your store, 
check the Finalise 
box and click OK 

 
Let’s go over the 

process again! 

 

1. Navigate to the 
Customer tab 

 
2. Click the New 

Customer Invoice 
button 
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3. Search for the 
Customer name 

 
4. Click the New line 

button to start 
adding items 

 
5. Search for the item 
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6. Enter the Quantity 
to issue, paying 
attention to the 
Pack size 

 
mSupply will 

automatically choose to 

issue the first item line 

to expire  

 
7. Click OK & Next to 

keep adding more 
items 
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8. Add the next item… 

 

 
Add the next item… 
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Add the next item… 
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If there isn’t sufficient 

stock of one item line, 

mSupply will 

automatically allocate 

the quantity across 

multiple batches 

 
 

9. Click Distribute 

 
10. When you finish 

adding items, click 
OK 
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There are 2 lines of the 

last item we added! 

 
11. Click the Print box 

and click OK to print 
a picking slip 

 
12. Find the Customer 

Invoice in the list 
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13. Click Find 

 
14. Double click the 

relevant Customer 
invoice 

 
15. Click the Confirm 

button 
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16. Click Yes 

 
17. When the stock has 

left your facility, 
check the Finalise 
box 

 
18. Click OK 
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The Customer invoice 

now has a status of fn 

(Finalised) 

 
 

Customer invoice transaction statuses 

 

1. Suggested (sg) 
Before confirming a Customer invoice, you can still  

• Close and open it again to make changes 

• Create picking slips 
 

2. Confirmed (cn) 
Here, the order is now packed and awaiting dispatch. It may be in a loading area or waiting bay. 

 

3. Finalised (fn) 
Once the item is actually dispatched and leaves the facility, it should be finalised. It cannot be edited 

after it is finalised. 
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     Open mSupply 
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Issuing Stock on mSupply 
 
An Outbound Shipment is the process of physically sending stock from your store to another facility. This is a critical 
step in fulfilling a requisition that has already been reviewed and approved, and it represents the actual movement 
of goods out of your store. 
 
When To Use An Outbound Shipment? 
Outbound Shipments are needed when: 

• A requisition from a customer has been approved and you're ready to issue stock. 

• Items have been picked and packed for delivery. 

• You want to document what is being sent (batch, quantity, expiry, etc.). 

• You want to trigger the record of stock leaving your store. 
 
Examples of Outbound Shipments being used 
 

Role  What they do 

Warehouse Staff Create the outbound shipment, pick and pack stock, and dispatch. 

Store Managers Review and approve outbound shipments before confirming dispatch. 

Picker or Packers Physically locate and pick the allocated stock from the warehouse, pack items for 
shipment, and mark them as picked in the system. 

Customer Store Receives the stock as an Inbound Shipment. 

 
Why It Matters 

• Maintains traceability: Tracks exactly what was sent, including expiry and batch. 

• Ensures accuracy: Prevents issuing wrong quantities or expired items. 

• Improves accountability: Provides a record for audits and resolving disputes. 

• Automates stock movement: Automatically deducts stock from inventory once dispatched. 
 
Outbound Shipment Stages 
Each shipment in Open mSupply moves through a series of clearly defined stages. These stages help track the status 
of the shipment from preparation to delivery and final confirmation.  
Understanding each step is essential for managing stock movement, ensuring accountability, and supporting 
accurate reporting across stores. 
 

 



Issuing Stock on mSupply (Outbound)  
 

Go to Distribution → Outbound Shipment (1). Once inside an Outbound Shipment, you will be able to see the stage 
your shipment is on (2), and update the status as it is completed. 
 
 

Stage  Description  

New  Shipment created; no stock selected yet. 

Allocated  Specific stock (batches) selected for the shipment. The stock that is allocated will be 
removed from your store’s available stock. 

Picked Items are physically picked and packed. 

Shipped The shipment has left your store. 

Delivered The shipment has reached the customer, but the stock hasn’t been received into 
their store yet. 

Verified Customer completes a final check of verifying goods that have come in and confirms 
the shipment details so no other changes can be made. 

 
 
Not all shipments need to go through every stage.  
Depending on your workflow and system settings, you may skip some steps — for example, going straight from 
Allocated to Shipped. 
 
Select the dropdown shown to skip stages more quickly. 
 

 
 
After each stage of the Outbound Shipment process is completed, the user must confirm the status in the system to 
reflect progress. 
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If you are skipping statuses, make sure to confirm afterwards to ensure the progress is complete. This will give a 
warning (1) and once the action is complete, the status will update to blue (2) and the button (3) will show the next 
stage. 
 
Updating the status ensures everyone involved knows exactly where the shipment stands — whether it's still being 
packed, already shipped, or awaiting verification at the receiving store. This helps keep the process transparent, 
organised, and accountable. 
 

 
The customer can see the most recent statuses of their past orders in the list. Selecting an order and viewing the 
Status history (shown below) will provide status date updates. 
 
When the supplying store updates the shipment status, it will reflect in the customer’s store.  
The customer can go into their order and view these dates to track their order's progress. 
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Performing an Outbound Shipment 
Now that you know what an outbound shipment is, when to use it, and how the status works, it’s time to walk 
through the process step by step.  
 
In the following sections, you’ll learn how to allocate items, pick and pack stock, update the shipment status, and 
complete the shipment. 
 
Allocating Stock 
Allocating stock is the process of choosing the exact stock (batch, quantity, and pack size) that will be sent to the 
customer.  
 
In some settings, this task is done by a supervisor or manager who decides what to send, and then a picker/packer 
physically collects the items based on that allocation.  
In smaller stores, it might be the same person doing it all.  
 
Either way, allocating ensures the correct stock will be prepared for dispatch, with traceability of expiry, location, 
and quantity. 
 
How to Allocate Stock 
Select an item line (e.g., Acetylsalicylic Acid 100mg tabs) to open the Edit Item window. This lets you choose which 
batches will be used to issue stock for the shipment. 
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You have two allocation options which will be discussed below: (1) Auto-allocate using the Issue, and (2) Manual 
allocation using Packs Issued 
 

1. Auto-allocate using the Issue field 

• Enter a number into the Issue field at the top (e.g., "100 Tablets"). 

• The system will automatically allocate that quantity starting with the ticked batches (seen on the left 
column). Auto-allocation is based on FEFO. 

 
This method is useful when you want to allocate quickly without selecting packs manually. You can also use the 
dropdown box if you want to allocate in units (e.g., "Tablets") or different pack sizes. 
 

2. Manual allocation using Packs Issued 

• Instead of using the top "Issue" field, you can directly type how many packs to issue in the Packs Issued 
column for each batch or stock line. 

• This gives you full control to choose specific batches (e.g., based on expiry, pack size, or location), 
including those that are expired. 

 

 
You can also see details to help make your decision, including cautionary expiry dates (3) and amount needed to 
allocate (4). 
 

3. Red expiry dates 

• These are dates of already expired stock lines or those expiring within the next 3 months. Avoid allocating 
these unless urgently needed or policy allows. 

 
4. Total Quantity 

• This shows the total quantity that needs to be allocated across all batches based on the requisition.  
 
Once you have entered the quantity to issue, the "Tablets Issued" column will update automatically.  
When the total Tablets Issued matches the "Total quantity" at the bottom of the screen, it confirms that you’ve fully 
allocated the amount requested in the requisition. 
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In this example, we selected to issue Packs of 100 (1). The system auto-allocated 1 pack from the first eligible ticked 
batch, which is not expired. As a result, the Tablets Issued shows 100 (2), matching the Total quantity (3) – confirming 
that the full requested amount has been allocated. 
 
Once you have finished allocating your stock for that item line, select the OK & Next button to move on and repeat 
the same steps for the remaining items in the shipment. 
 
Quick Allocation 
Sometimes you already know your stock is up to date, there's enough on hand to cover the request, and you want 
the system to allocate quickly and accurately using FEFO. In these cases, instead of manually allocating each line, you 
can simply tick the items and click “Allocate placeholder lines.” 
 

 
 
This tells the system to automatically fill in the requested quantities using the oldest available stock, saving you time 
and ensuring you're still following best practice for batch selection. It's a fast, reliable option when you are confident 
the stock in your system reflects what’s physically in your store. 
 
Confirming the Allocation 
Once you’ve allocated all the stock, select Confirm Allocated.  
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At this point, the stock is deducted from your available stock on hand. 
 

 
 
Important: As soon as a batch is allocated (whether manually or automatically), that quantity is immediately 
reserved and removed from the store’s available stock, even before you select Confirm Allocated. This prevents the 
same stock from being accidentally used or allocated to another shipment at the same time. 
 
Picking and Packing 
Once stock has been allocated, the next step is to physically pick the items from the shelves and pack them for 
delivery. This task is usually carried out by warehouse staff or the designated picker/packer. In larger settings, the 
allocation is done first (usually by a supervisor or manager), and the picker uses a printed pick slip to locate and 
collect the right items. In smaller stores, the same person might allocate and pick the stock in one go. Either way, 
the goal is to ensure the correct items, batches, and quantities are picked and then packed for dispatch. 
 
Print a Pick Slip (Optional) 
If you want to generate a paper copy of what needs to be picked: 

1. Select the Print button. 
2. Choose Outbound Shipment (portrait). 
3. Save or print the pick slip and fill this in as you pick. 

This pick slip includes batch, location, expiry, and quantity, and provides space to manually record how many units 
have actually been picked. 
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This is especially useful in workflows where you want a physical record to double-check accuracy before dispatch. 
 
Open mSupply combines picking and packing into one stage. Once all the items have been picked and packed, return 
to the system and select the Confirm Picked button to mark this stage as complete. 
 
Note: Once you have selected "Confirm Picked" for the shipment, the stock will not show up in stocktakes as it is 
assumed to have already been removed from the shelf and is on its way out. 
 
Shipping the Delivery 
When the items physically leave your store or warehouse, select Confirm Shipped to mark the shipment as sent. 
This updates the shipment status and signals to the customer store that the stock is in transit. 
 
Once marked as Shipped, the customer can now receive the goods on their end and complete the process in their 
system. 
Once the order has been marked as Shipped, the item lines can no longer be edited or changed. This ensures stock 
records remain accurate and traceable.  
 
Print an Outbound Shipment Note 
Once you are ready, you can also print an Outbound Shipment Note for documentation or transport purposes.  
This is done by selecting the print button, then "Outbound Shipment (Landscape)". 
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Example of an Outbound Shipment (Landscape) printout 
 
Returning Stock From an Outbound Shipment 
You may want to return stock, for example, if the customer rejected the shipment and it was returned. Returning 
stock moves it back into your available inventory without altering the locked shipment, maintaining both accuracy 
and traceability. 
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To return stock, select the stock lines you want returned, and then select Return selected lines. Then fill in the quantity 
to return and select your reason to bring the stock back into your inventory. 
 
If you return stock directly from an Outbound Shipment, the return will automatically create a finalised Customer 
Return note in your system for your record and for audit purposes.  
 

 
 
Shipment Is Delivered and Verified 
Once you have marked the shipment as Shipped, your part is done, but the process still continues on the customer 
side. 
 
What the customer does 

• Mark as Delivered: When the shipment arrives at their facility, the customer opens the linked Inbound 
Shipment in their store and marks it as Delivered. 

• Mark as Verified: After physically checking the boxes, quantities, and batch details, they confirm 
everything is correct by marking it as Verified. 

 
What you will see 

• In your Outbound Shipment invoice, the status will update automatically: 
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First to "Delivered". 
Then to "Verified". 

• You can track these changes even after you've already shipped the order. 
 
This helps you confirm that the shipment was received successfully and without issues. 

 

 


