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Supplier Invoices 
 

When we receive stock from a supplier, we need to enter this in mSupply.  

We do this by entering a Supplier invoice. 

 

1. Navigate to the 
Suppliers tab 

 
2. Click the Supplier 

invoice list button 
 

When the supplier sends 

you your order, the invoice 

will be waiting in the list. 

 
3. Click Find to show all 

your Supplier invoices 
 

You can also search for a 

specific Invoice Number if 

you know it 

 
4. Double click the Supplier 

invoice you want to 
open 

 

Deliveries that have not yet 

been received will have a 

new (nw) status 
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5. The Supplier invoice has 
been opened! 

 

Before accepting the stock, 

check that all item details 

entered are correct 

 
Let’s look at these details… 

1. Store Name  
tells you who sent the stock 

 
2. Comment  

This will indicate if the 

Supplier invoice was 

generated from an Internal 

order you sent. 
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3. Requisition ID 
This tells you which internal 

order the Supplier invoice 

originated from 

 

You can click this ID number 

to open the original internal 

order, and compare it with 

what the Supplier sent you 

 
4. Invoice price 

This is the total value of the 

stock received 

 
5. Other charges 

e.g. transport. 

 

This is optional and can be 

left blank  

 

Any cost here will be added 

to the total value of the 

invoice 
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6. Items sent 
Here are the items the 

Supplier sent you 

 

Carefully check the Item 

name, Quantity, Pack size, 

Batch, Expiry… 

 
 

If there are incorrect item details, you can edit these by double clicking the line and making the 

necessary changes. 

 

You cannot edit critical information like the original Invoice quantity, but you can change the Received 

quantity. This way, there is always a record of what the Supplier sent you, and what you actually received. 

 

1. Double click an item to 
edit it 

 
2. Enter the Location of 

stock now, otherwise 
you will have to do it 
later for every item and 
it will take much longer 
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3. If you are finished, click 
OK to return to the 
Supplier invoice screen 

 
4. If you want to continue 

reviewing, click OK & 
Next to move to the 
next item 

 
5. If the Received quantity 

is different from the 
Invoice quantity, enter 
it here 
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6. You can also edit the 
Batch, Expiry, Price and 
Donor 

 
7. Enter the Location 

 
8. Click OK to return to the 

Supplier invoice window 
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Now we will add stock from the Supplier invoice to your inventory 

 

9. Uncheck the Hold box, 
and check the Finalise 
box. 

 
10. Click OK 
 

If you want to print the 

invoice, check the Print box 

before clicking OK 
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11. Click Confirm to enter 
the items into stock 

 
New stock has now been 

added to your inventory! 

 

You can review Supplier 

invoices at ay time by 

clicking the Supplier 

invoices list button 

 

Remember that a 

transaction with a status of 

fn is Finalised and can no 

longer be edited.  
 

If you receive stock from any entity that doesn’t use mSupply, you will have to create a Supplier invoice 

manually, which means entering each individual item and its details like batch, expiry and price. 

 

Remember every time stock enters or leaves your facility, you must enter it in mSupply, no matter where it 

comes from or where it is going. 

 

1. Navigate to the 
Suppliers tab 
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2. Click the New Supplier 
Invoice button 

 
3. Search for the supplier’s 

Name 

 
4. Type the first few letters 

and press TAB on your 
keyboard 
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5. Click the New line 
button to start adding 
items 

 
6. Search for the Item you 

have received 
 

There are a few ways to do 

this: 

a)…. 

b)…. 

c)…. 

 
a) Type the Item Code 

then press TAB on 
your keyboard 
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• The item appears… 

 
• Enter the Received 

quantity and Pack 
size 

 
• The Total quantity 

is automatically 
calculated 
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• Enter the Batch and 
Expiry 

 

 
• Enter the cost of 1 

pack; pay attention 
to the Pack size 
above 
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• Enter the Sell price 
or enter a % Margin 
for mSupply to 
calculate it for you 

 
• Enter the Location 

where you will store 
this item 

 
• Click OK & Next to 

keep adding items 
to the invoice 
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• Add the next item… 

 
b) Type the first few 

letters and press 
TAB 

 

2 possible scenarios: 

o If multiple items 
match your search 

o If only 1 item match 
your search 

 
o If multiple items 

match your search, 
you will need to 
select from the list 
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• Double click the 
item to select it 

 
• The item appears… 

 
• Enter the Received 

quantity and Pack 
size 
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• The Total quantity 
is automatically 
calculated 

 
• Enter the Batch and 

Expiry 
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• Enter the cost of 1 
pack; pay attention 
to the Pack size 
above 

 
• Enter the Sell price, 

or enter a % Margin 
for mSupply to 
calculate for you 

 
• Enter the Location 

where you will store 
the item 
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• If you don’t enter 
the full Location 
code, you will need 
to select it from the 
list 

 
• Click OK & Next to 

keep adding items 
to the invoice 

 
• Add the next item… 
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o If you type the first 
few letters and 
press TAB, and only 
1 item matches your 
search.. 

 
• Enter the Invoice 

unit line cost and 
the Sell price 

 
• Enter the Location 

where you will store 
this item 
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• Click OK & Next to 
keep adding to the 
invoice 

 
c) The final way to add 

an item is to type @ 
and press TAB 

 
• A list of all Items 

and current Stock 
on Hand is shown 
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• Double click an item 
to select it 

 
• Enter all details of 

the received item 

 
Tip 

You can use the TAB key to 

move to the next field 
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Click OK to return to the 

Supplier invoice 
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Now, all the items you 

added are on the Supplier 

invoice! 

 
The Total invoice cost is 

shown 

 
You can organize the items 

in alphabetical order by 

clicking the column heading 
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You can record Other 

charges 

 
7. Enter the Amount and 

press TAB 
 

 

The Total invoice price is 

updated 
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8. When you are sure that 
everything is correct, 
click the Finalise box 

 
9. Click OK 

 
10. Click Confirm 
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The delivery has been 

received and stock levels 

have been updated! 

 
 

Which Supplier invoice button should you use when receiving stock? 

 

Well, it depends on where your delivery has come from… 

 

➢ For Internal supplier 
i.e where your supplier uses 

mSupply, a Supplier invoice 

will be waiting for you to 

receive in the Supplier 

invoices list. 

 
➢ For External supplier 
i.e. where your supplier 

doesn’t use mSupply, you 

have to enter a New 

supplier invoice manually. 
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Inbound Shipment 
 
An Inbound Shipment in Open mSupply is the process of receiving stock into your store from another facility. When 
a supplier (e.g., warehouse or regional facility) sends stock using Open mSupply, an inbound shipment record is 
automatically created in your store. This record tells you exactly what items are on the way, how many were sent, 
and includes important details like batch numbers and expiry dates. 
It helps your store: 

• Track and prepare for deliveries from other facilities 

• Confirm the quantity and condition of the received stock 

• Ensure the correct stock is added to your inventory 
You will review the shipment in the system, confirm that it matches what was received physically, and then complete 
the process by marking it as delivered and verified. This ensures all stock movements are properly recorded and 
traceable. 
 
Performing an Inbound Shipment  
Inbound Shipments in Open mSupply help you receive stock accurately, track what's arrived, and confirm it into your 
inventory. This process ensures everything is accounted for and properly recorded before stock is used or issued. 
Let’s break down each stage. 
 
Step 1: Shipped 
The supplier has packed and shipped the goods to your facility.  
Once they mark the shipment as Shipped, the status for the Inbound Shipment will automatically update for your 
store. 
 

 
 
The Shipped status tells your store: "Get ready — stock is on the way." This allows you to begin the preparation for 
the incoming goods. 
 
What you can do at this stage: 

▪ Open the Inbound Shipment and view what’s on the way. 
▪ See item details: name, quantity, batch, expiry, and pack size. 
▪ You cannot make changes yet. This preserves the supplier’s record of what was sent. 
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The Inbound Shipment has the status Shipped so it is pending arrival at the requesting facility. 
 
Step 2: Delivered 
The physical goods have arrived at your store, and it’s time to acknowledge receipt. 
 
What you need to do: 

▪ Open the Inbound Shipment. 
▪ Click Confirm Delivered to confirm that the shipment physically arrived. 

 
 
 
Once you click Delivered, the system unlocks the item lines for editing, allowing you to make any necessary 
adjustments to the received items. If you don’t mark it as delivered, you won’t be able to proceed to the next stage.  
At this stage, the items are placed on hold in Open mSupply, meaning: 

▪ The stock is not yet available for issuing or dispensing. 
▪ It does not appear in your store’s available inventory. 
▪ It is being temporarily held in the system until you’ve checked and confirmed the details. 

This ensures that incorrect, damaged, or unverified stock doesn’t accidentally get used before it’s been reviewed. 
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It is good to mark the shipment as "Delivered" as soon as the order arrives. This ensures timely record keeping and 
informs the supplier that the order is now with you, even if you have not yet received it into stock. 
 
Step 3: Received 
At this point, you’ve physically opened the boxes and checked the delivery. Now it’s time to record in the system 
what is actually being received into your store. 
 

 
 
What you need to do: 

1. Count and receive all stock that arrived 
▪ Even if some items are damaged or incorrect, you still receive everything into stock first. 
▪ For incorrect items, enter the item that was received using the Add Item button (if able). 
▪ Then, select the line that did not arrive in the shipment (1) and select "Set quantities to 0" (2) to zero out 

the stock line.  
 

 
 

▪ This ensures full traceability of what physically entered your store. 
 

2. Edit item lines if needed 
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Select the item line to edit the details of the item being received if it is different from what was expected. Select OK 
& Next to continue to the next item. 
 

▪ Update quantities, batch numbers, and expiry dates to reflect what was actually delivered. 
▪ This helps ensure your stock records are correct before finalising. 
▪ You can also update the price or location for where you want to store your stock at this point by switching 

to the appropriate tab. 
 
Tip: You can enter either the Packs Received or the Tablets Received, depending on how your stock is counted. The 
system will automatically calculate the other value for you. 
 
Step 4: Received 
This is the step where you officially record the stock into your store’s inventory. 
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Once you’ve checked the delivery and made any necessary edits (like correcting quantities or batch details), selecting 
Confirm Received means: 
 

▪ The stock is now added to your available inventory 
▪ It’s no longer on hold — meaning it can be issued, transferred, or used 
▪ The system locks in the quantities you’ve confirmed as received 

This is the point where the stock is officially entered into your store’s available stock. Until this step, it is not usable. 
 
Step 4: Verified 
This is the final quality control. After everything has been reviewed and confirmed, you can verify the shipment to 
lock it. 
 
What you need to do: 

▪ Select Confirm Verified when you are satisfied that the information is correct. 
▪ No more changes can be made after this point. 

Verification ensures stock records are accurate and traceable, protecting against future changes or errors. 
By following each step in order, your store maintains a clear audit trail, improves stock accuracy, and ensures 
everyone, from suppliers to staff, are aligned. 
 
Returning Stock from An Inbound Shipment 
Sometimes, after reviewing a delivery, you may find that certain items need to be returned — for example, if the 
stock is damaged, expired, or simply not needed. 
After the stock has been received into the store, you may want it to be returned. 
To return stock from an Inbound Shipment: 

▪ Tick the checkbox for the items you want to return. 
▪ Select “Return selected lines.”  
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This will open a window for you to enter how much stock you want returned:  
 

 
 
How to return: 

1. Check the pack size. In this example, the pack size is 1, so each pack is made of 1 tablet. 
2. Type how many packs to return. In this case, if you want to return 10 tablets, type 10 in the “Quantity to 

return” field.  
If the pack size was 30, typing 10 in the "Quantity to return" field would return 300 tablets. 

3. Select "Next Step". You will be asked why you are returning it. Select a reason for the return. After this step, 
the system will automatically generate a return to the supplier. 

You can refer back to the Return note that is created by looking at your Supplier Returns (1). 
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For suppliers to receive this return, they will find the return note in the "Customer Returns" on their system. 


