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What is mSupply?

What is an eLMIS?

eLMIS stands for Electronic Logistics Management Information System.

It is a digital platform designed to manage and streamline healthcare supply chain operations, providing real-
time visibility into inventory, orders, and distribution.

eLMIS is typically used to:

Track and manage stock levels of medicines, vaccines, and other health commodities.

Generate reports to support decision-making and forecasting.

Facilitate the ordering and distribution processes to ensure the right products are delivered to the right
locations.

What is mSupply?
mSupply is an eLMIS designed to support healthcare supply chain management.
Its key purpose is to ensure:

e Availability of essential medicines.

e Efficient inventory management.

e Accurate data-driven decision-making.

Key Features

mSupply offers many powerful features, from logistics management and program coordination to dispensing
and cold chain monitoring. For now, we will focus on some of the essential tools you will be using to manage
healthcare supply chains:

e Inventory Management
Easily track stock levels, batches, and expiry dates to make sure medical supplies are used efficiently.
e Order Management
Learn how to handle orders, requisitions, and shipments smoothly and without hassle.
e Other features, such as reporting, dispensing, cold chain, advanced analytics, tender management,
and program-specific workflows, will be covered in additional courses, enabling you to fully leverage
the capabilities of mSupply.

Why should data be recorded on mSupply?
e Accurate and timely data entry into mSupply is essential for managing healthcare supply chains
effectively.
e Recording data ensures that inventory, orders, and distribution are tracked in real time, enabling
better decision-making and resource management.

Benefits of Recording Data in mSupply
1. Improves Stock Accuracy
Real-time tracking helps avoid stockouts and overstocking by providing an up-to-date view of inventory levels
2. Reduces Waste
Monitoring expiry dates ensures that supplies are used efficiently, minimizing waste and reducing costs.
3. Supports Better Planning
Reliable data helps forecast needs, plan procurement, and schedule distributions more effectively.
4. Enhances Accountability
Detailed records make it easier to track orders, shipments, and usage, ensuring transparency and
accountability.
5. Increases Efficiency
Automated processes reduce manual effort, saving time and improving accuracy.
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Why It Matters

Without accurate data, healthcare supply chains can face delays, stock imbalances, and wasted resources. By
recording data into mSupply, organizations can ensure they have the right supplies in the right place at the
right time, improving overall healthcare outcomes.

Case Example

A regional health center is responsible for managing vaccines for several smaller clinics.

One month, a staff member forgets to record the stock levels and expiry dates of a large vaccine shipment into
mSupply.

As a result, the following issues arise:

e Stock Imbalance
Since the shipment wasn’t recorded, mSupply shows lower stock levels than what is actually in storage. Extra
vaccines are ordered unnecessarily, leading to overstocking.

e Missed Expiry Alerts
Without the expiry dates entered, mSupply cannot show at-risk vaccines. Some of the doses expire unnoticed
and are discovered only when trying to be used, leading to wastage.

e Distribution Delays
Late orders and running out of stock result in clinics being unable to access vaccines on time. This delays
immunization programs and puts patients at risk of preventable diseases.

e Lack of Accountability
During an audit, discrepancies between the physical stock and system records raise concerns. The health
center struggles to explain the overstock and wasted vaccines, damaging trust and accountability.

Lesson Learned: By failing to record the data in mSupply, the health center experienced financial losses, wasted
resources, and a disruption in critical healthcare services. They have learned that accurate data recording can
prevent these issues, ensuring smooth healthcare operations and better outcomes.

Scenario Activity

You are the inventory manager for a district hospital. A routine stock audit reveals a discrepancy: the system
shows 500 doses of a vaccine, but only 300 are in the cold storage room. An urgent vaccination campaign is
scheduled for tomorrow, and the supply shortage puts the program at risk.

Navigate the situation by making key decisions. Your choices will impact the outcome of the vaccination
campaign:

Question 1

1. What will you do first in the scenario described above?
a) Assume it’s a theft issue and report it immediately.
b) Check if the missing stock was recorded incorrectly.
c) Contact the supplier to confirm recent deliveries.

Question 2

2. How will you respond to the vaccine team?
a) Inform the team of the shortage and delay the campaign.
b) Use mSupply to search for other facilities who have been sent stock recently and request a transfer.
c) Order additional vaccines, knowing they will arrive too late.

Question 3

3. How will you prevent similar errors from occurring again in the future? Select all that apply.
a) Implement regular ordering to ensure stock will not run out.
b) Schedule a training session on data entry for all staff.
c) Rely on team experience to catch errors in the future.
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Session 1.1 Logging into mSupply

After opening mSupply, you will need to log in.

1. First, select your
username

. Enter your password for Mei

1. Chick on your name in the st

Hewn
Me

3. Choose store if available
MNational Medical Warehouse w

4. Check any messages

Using data file C:Wsers\beyon\Downioads\Demo
Land.4dd

5. Click the OK button to proceed

Quit

o]

2. Enteryour password

X-Login
1. Click on your name in the list

2. Enter your password for Mei

=

3. Choose store if avaiable
National Medical Warehouse w

4. Check any messages

Using data file Cl\Usersibeyon\DownloadsiDemo
Land.4dd

5. Click the OK button to proceed

Cluit
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3. Select the store you
would like to work in

4 Login

1. Ciick on your name in the list

[ Gick bare o

e

5. Click the OK button o proceed

s

4. Click OK

&+ Login

1. Cick on your name in the st

&

You are now logged in!

You should see your name
at the bottom left corner!

Wiy
B b b e Sk
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Session 1.2 Changing Users

It is important that you log in with your own username when using mSupply.

1. Go to File and click
Change user

T

2. Select the name of the
new user

3. Enter the password
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4. Select the store you 55
want to work in

B Mgty sevgetin

© &£ 0

Sup{ | Gk o0 your same 1 e tat

I
o

S Clck e OK Butien b2 precend

T |

8 b m S11mnlv

5. Click OK

Remember that you can
see who is logged in by
looking at the bottom left
corner!

i
8
®
i

li
@

D

<

(&) ota Fie- ama ot a0

g=== mSupply .8,
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Session 1.3 Switching Stores

A store is any entity using mSupply.

You must always ensure that you are logged into the correct store whenever you are on the mSupply.
If you have access to multiple stores, then you will need to switch between stores.

1. Go to the File and click
Switch

2. Select the store you

would like to log into

3. Click OK

- mSUppﬂy

5 Cick e OK bulton ks procy
(g vea

DEMO LAND
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]

You have switched stores! Fie tst o Suppber_Pusen g wcd 14
You can see the store you
are logged into by looking at
the bottom left corner.

DEMO LAND ‘
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Session 1.4 Transaction Status

Each invoice in mSupply is associated with a Transaction Status which tells you:
e Whether it is still editable
e Whether stock levels have been updated in mSupply

7 7
0.0 0.0

A Finalised invoice is truly final and cannot be edited.
Only Finalise a transaction when you are absolutely sure it is correct!

1. New (nw) pRve— o
. . é‘ Nase Cotsaw Pro ae armacy JL: Contiem cate - 00000 Covw W Wack
Transaction has just been -y -
. Comret ) 8 Category Wooe
created and can still be e
edited. > 2=
Stock has not been updated =TS B s
in mSuppIy Lo fe":v 'lﬁ:u‘t [ t Pa B € 1P T tonss .
LA - propss
o P = e oo = C=J0@
2. Suggested (sg) 2 Stocktake list = |
Transaction has been G
dsi first ti b il -
Opene SII'.]CG Irs .Crea on New stock lake New blank stock take  Delete stock take Show: Al e
and can Stl“ be EdItEd' D Description Stock take date Status Program
Stock has not been updated 31010272021 Stocitake w,mum
. 2 SM272021 Stockiake 5022021 n
In msupply 1110272021 Stocktake 1022021 tn
I oK I
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3. Confirmed (cn) B Tt ot i 7 . . . ol
Stock has been updated in N W B M= 8 08 8 &
. Fra Sum Onder by Expont 1o Excet Finslse Duplcae Cancel Fiters Cuatomme Mosty  Exportio MYOS
mSupply but transaction Wame Ty Coeed Cornad oum  Tas | Tl Poalopi.  Commed Bew
can still be edited. rescrs R - P e B H g
Shet Tom o m | S022021 5022021 L) 0 0
Shel Tom a 5022021 022021 S 0 0
Shel Tom a n 4022021 5022021 4 0 0
Brd Ben a 5022021 50272021 3 0 K
Shet, Tom a h S022021 5022021 2 0 0
Brd Ben o 5022021 S022021 1 ) 0
By Sate
Oy wlatan
ppat
My Ceatom fimers
w < >
4. Finalised (fn) A etmral ek E8EeR
Stock has been updated in ,“ml:':ww D,E‘,, i E
mSupply and transaction 0 Hame Program Date andared  Orcer dabe Commeet
can no longer be edited. 3o ke Vet e I
3 Hatipnal Medcal Warehouse Tugendesis (TH) Program ANz 402021 n
e -
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There are six Navigation Tabs.

Session 1.5 Navigation Tabs

The main mSupply screen is called the Navigator.

1. Customers (or Patients)
This tab is used for transactions with your
customers.

Here you can:
e View and process requests from
customers
e Send items to customers
e Process payments from customers

If your facility dispenses directly to
patients, the Customer tab is replaced by
the patients tab. This has the same

|n
f G@
3

®

z

li

Here you can:
e View your current stock on hand
e Move stock within your store
e Perform Stocktakes and Inventory

Adjustments

e Manufacture items from existing
items

e Repack items into smaller or larger
pack sizes

DEMO LAND

Qe - B
functions as the Customer tab with the : m. '&?%
oy . . . ot DEMD LAND
added ability to dispense prescriptions to SR
patients.
. & mSupply navigator
2.. Suppllers . . == = .®
This tab is used for transactions with your [;] o??o "'“‘
Suppliers' Patients Supphers flem Reponts Speaal Admin
NoE® o @ EgEf, ®
H— A H— H—
Here you can: ° Calculated k Blank Outstanang ° h
e Order and receive stock from m— o
suppliers c— p—
. R r 1
e Record payments to your suppliers @ O © aa @
e Perform procurement functions 0
such as running a tender rr—
.j % H— % @
m > ‘ [ : IHNI)
3. Items BiE=Srs = - =
This is where you manage products within % Q Q OJ?}O ]
your StOI"e. Cuntomer Suppliers Item Reports Special Admin
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4. Reports

Detailed data points are recorded every
time an item is issued, received,
transferred, removed or dispensed in

mSupply.

There are more than 30 standard reports
built into mSupply that can turn data into
practical information for local decision-
making, budget planning, and policy
development.

& mSupply navigator

4

Customer
Stock and items

@ Show total stock valut

@ Current stock

ﬁ Stock on date

@ Graph: total stock
@ Graph: stock by tem
a ftem List

a ftem usage

@ Htem slow movers
ﬁ Location report

aia

Suppliers

"

item

Management

e @ ABC analysis
@ Management summary
@ User actity totals
[ sackorcerrepon
=
a Manage reports

Expiring

@ eomstems

Expiry tem Vs cover

-

Reports Spedial

Transactions

|

BB Pucnases

Requisitions

B Reaustons

Debiticredit

B owses
B Aovocusiors

@ Customer statements

B cvoen

Transactions

Purchase orders

J=l
oo ==

Admin
Saved reports

a Manage saved reports
Others

@ Quotation summary

a Transport report

@ Suggest price list addtns
a Update price list

@ Price list

a Category Analysis

@ Rtem ledger

@ Suggest order quantities

@

5. Special
Functions in this tab are usually reserved

for users with administrative permissions.

Here you can:

e Modify individual Store
Preferences

e Add/edit currencies

e Add/edit abbreviations for
dispensing prescriptions

e View the Cash Register, where
mSupply records all incoming and
outgoing cash transactions

2 mSupply navigator

g

Customer

e

Cumencies

&

Prascribers

¥

Misc labs

@ Data File: Demo Land £d¢

BB rasonai wesca warehouse

aia

Supplers

&

Reminders

Merge prescribers

k2

Cash Register

mS

S]

Reports Spedal
i ﬂ g ‘J
Contacts Astreviations
Diagnoses

OJ%O

%

Transackon categories

@

A rcarss DEMO LAND
6. Admin % ‘ :
Functions in this tab are usually reserved % Q t] 0%}0 % @
for users with administrative permissions. Suppbes P g »
Here you can:  — m @ = @ =
e Add/edit users pmm—
e Set permissions for specific users %) !:'i_’ = 'f
or groups ——

e Update system-wide preferences
e Run a manual backup of data

[ r———
[ [T T ——

A o

m.

iia
II@I
h 4=y

DEMO LAND
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Session 1.6 Viewing Curent Stock On Hand

It is important to know how much stock you currently have on hand.
You mght also be asked if a particular item is in stock, and you can check this easily in mSupply.

The information on mSupply is only as good as your data entry. To ensure your stock always matches what
is on your sheves, you must record a transaction in mSupply every time stock enters or leaves your facility.

However mistakes or omissions can happen. You can correct your stock levels in mSupply by doing a
Stocktake or an Inventory Adjustment.

|bmm
Fie Bt Mem Suppber Paent Resen Specsdl Help

1. Navigate to the Item tab

2. Click the Stock button Lo

Fi B8 Nem Gpphe Passt Ripen Sl

| -

L m S1innlv Gz)
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All items in stock are shown,
including Stock on Hand, Pack
size, Batch, Expiry, and

Location.
Cefnascae 250mg inj 5T923843 10
Criorozune chosphate 100ey) (Dase) LD 489024550 100
. wup 1
144 39500
20 1080
<0 150
%00 12500
100 2000
4 s
£ 200
%0 710
10 30
190, 957200
o574 574000
100 35100
£ %00
20 22290
Tip

You can search for a specific
item by typing the first few
letters of the item name or
code

m Si Innlvg
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Session 1.7 Internal Orders (General)

Internal Orders are used to order stock from another store that uses mSupply (internal suppliers).

Examples of internal suppliers include a central warehouse or a second level medical store or zonal store.
Most facilities order stock from another facility higher up in the local supply chain.

1. Navigate to the
Suppliers tab

an O O

Pabents Suppliers fem Reports

@

Cakculated

I
i

Outstanang

Tenders Purchase orders
- —
. —
- —
e % -
Internal ceders
Supplers

(&) 0w e Oomotans s

ofto

Special

oigf\’

Goods receming

= ©
Admin

~ o=

Calculated Outstanaing
Tenders Purchase orders
- —
- —
- —
Nl g =
Internal ocders
Suppbers

Al $ |} DEMO LAND
2. Click the Internal orders | *™=** == = C:)
button aia @ 2 oo ==
Patients Suppliers flem Reponts Speaal Admin

= maoup @
DEMO LAND
3. Click the New internal e ertes bt =]
order button - = i
i Lad oo Son Al atr Commrmerd
|
|
|
|
|
|
|
|
|
|
Coinallvit: ChCR B e B SO0 Sl [—m ]
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4. Select the General &5 New internal order 0 x
button, and click OK

Order type
Program (O General @)
Order details
Program l v
Requisition type | v
Supplier |
Period [ v
| Cancel || OK |
5. Anew requisition has | BESEEE |
1 P e — O — 0
been created! o ] S | oo
l\an Tipe © recuesl
3] 3] = Toresasi a0 [T0 | (] ek euer hreateis =] ::“:::""‘"'
Hew e Aud hewisode bl Dubds s Flis by [ s by demirmaes 30 o | el e, Korang Haagid
Calnarty | ag
Cn daarge L
U, mmcads [ ey ::‘: -u.. m ‘mma [—
| 3
[
|
|
|
|

6. Click New line

Hare Juatena Uesca e wn

o e T [
8 ® &

Nemine st e et Onete weis)

Participants Guide Legacy mSupply 20



B vy 3

7. Enter the first few e s
letters of the item
name, or type @ TAB to
search for the item

Enter the first few letters of
the item name, or type
@ TAB to search for the item

8. Click OK

N Pt Vedca o

Ovter gue 231 [ mar

5 & 6

Mewine  Ads bommasrtet  Ovete Woeis)

]

9. Enter the quantity you
want to order

Enter the quantity
you want to order

25 mSupoly - 8 X

10. Keep adding items. Click | m o«
OK

Keep adding
items

Participants Guide Legacy mSupply 21



& msure)

oy
Fie EdtHey

2 risurely a

11. Double click theitemto | .« -
select it. Click OK

Double-click
the item to
select it

e i

—
o s T [

@ E . Tiwanoauos 56| []nee sk over Svesne
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2 mSupply - 8 X

12. Enter the quantity you

want to order
-

Comment [
wacwos i

Twwanow w05 3| (]l stock over srasnent

Enter the quantity
you want to order

Calculated Quantity vs. User Requested Quantity

Calculated Quantity is the

quantity mSupply E— — .
QR et o P .~ Calculated Quanti
recommends you should e oo - b
. - The Calculated Quantity is the quantity
order based on your: _%]- _E-'- _Em — Iﬂnun mSupply recommends you should order based
e Average monthly O 10 on your:
consum ption (AMC) L b o nt 'E"' iy | brms camees b + Average monthly consumption (AMC):
- quantity you use on average each month
[ 1 amaliin Asmesocie Song me 1] a 4
Stock on hand S B R l o o .< « Stock on hand: quantity you currently
e Months of stock I | I have available
| | |
» Menths of stock: how long your current
® Max MOS || stock will last based on your AMC
I « Max MOS: the maximum Months of
[ Stock you wish to keep (the calculated

1 quantity will change if you adjust this

field)
h“ All this information is displayed for every item
you add to the Internal order,
[CIFraine
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User Requested Quantity is T =
what you actually want to N | — o:s
Orsar sate ozt [ e Comet | Sl W
order. T e e
- Eatry dwin - BT
[ N prdt TRanen i Sainred by
.. - - Fore [ ——
This is usually the same as .« User Requested Quantity
the Calculated Quantity but The User Requested Quantity is what you o Comint
you can change itif | actuallywant to order. !
L ]
necessary. Usually, this will be the same as the Calculated
Quantity but you can change it if necessary
(e.g. a recent disease outbreak).
iy
Clrrams Cance 0 bt
13. Check the Finalise box, A — =
H (YN S ==ryrerepr—r— . [ o
then click OK M I 3
a8 0 i S
[ ——l T B e ] Calry . W22
-i. i .: .E Estewl by W
rw . At boe mmyter Dty T sl dema e e Larwg <rapls
-y Ly
N _— I s e S
e e ] Tkt
| I At 0 bk
2 s Bitgmpr Ty by .
&
= ] ==
14. Your order has now &y ot order it ESSEEE()
been sent to your Wy = - .
jer!
Suppller. 10 Hadwei Dl erdined Okt i daie Sl Comminent
5 Hatioral Medical Washouss 120 1022021 In
You can now review the
order at any time by clicking
the Internal orders button.
Remember that a
transaction with a Status of
fn is finalized and can no
longer be edited.
Dautke chck an rew 12 edit detals E‘
24



Session 1.8 Internal Orders (Program)

Certain items are ordered and managed separately to general stock.
These programs usually have strict schedules for ordering, and additional information may need to be
provided to a supplier when requesting stock.

1. Navigate to the . o
Suppliers tab Q ﬁ Q [;I OJ&O é
i G s o =
~o=0® o, ® Zo=40
=59 D o= 4
pphars 4°.
by D S o @
(o oy =3 =
A ] - DEMO LAND
2. Click the Internal PR .
)
orders button Q ﬁ Q O(J&O ﬁ
NoED o D ELE O
- e 2o=a®
by 9 — S @
E— == : v
moupply B,
3. Click the New internal L ol
order button _— = i :
Dot cickon o 15 ¢ dea =]

Participants Guide Legacy mSupply
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4. Select the Program 22 New intemal order o x
button
Order type
Program (@) General O
Order detais
Program Tubercuiosis (TB) Program (.|
Requisition type Regular v
Supplier |
Period Jan - Mar 2021 v
Start date 10172021
End date 31032021
cace
5. Select the relevant & New internal order o x
Program from the
. Order type
dropdown list
Program (®) General O
Order details
Program
Requisition type
Supplier |
Period Jan - Mar 2021 v
Start date 10172021
End date 3170372021
carce
6. Select the Requisition | &Newinternalorder o x
type from the
yp . Order type
dropdown list (usually
either Regular or Progran | ©) General O
Emergency)
Order details
Program
Requisttion type
Supplier |
Period Jan - Mar 2021 v
Start date 1/01/2021
End date 31/03/2021

cace

Participants Guide Legacy mSupply
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7. Enter the Supplier you
wish to order stock

X+ New internal order

Order type
from
Program (@ General O
Order details
Program Tuberculosis (TB) Program (...
Requisition type Regular
I Supplier National Medical Warehouse l
Period
Start date 110172021
End date 31/03/2021
caee
8. Select the Period for & New internal order o x
this order (the Start
R Order type
date and End date will
H Program General
update automatically o © O
based on this
Order details
selection)
Program Tuberculosis (TB) Program (...
Requistion type Regular v
Supplier National Medical Warehouse
Period v I
Start date 1/01/2021
End date 31/03/2021
Cance
P Eniee mevw reguaition. ==
9. A new requisition has | *===
| Suppiar Hators Uedcs i snstoue L Bleresce B3
been created! i i BT —T B o
Frogran Todbeevuiosis (TB) Frogram wanwos e Tiow: oot
Conee e e ———rmla T ( Syt daiem
Pernd Jan . Har 3071 B B msary s
Fepm 10800 Ta InETOI 'IIIH-I: P Shory Sarerg Sospds
Cuta =y Lo indcalens
P e e raw - .;ﬁﬁ v:;;- -:f: :‘:',;:u (- een
1/ madoot Bocand Miemyg b [ L
2 g | G el [} [} [ L
3 miain Stamgarn | bl v @il o 155 el T L] L
& mial Syfnmpecn 5lmg « momze Piog e [} L] L] &
z
Savw Sot arder
L Canie oL 1 i —=

How Program orders differ from General orders

Items are restricted and are automatically added. There is no New Line button.

The Indicators tab allows your supplier to capture specific data related to the program.
Order schedules are restricted as only one program order can be placed per period.
Emergencies will require emergency orders.

7 7 7
LI X X4
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< Items are

A Frove e enpstion (===
restrlcted and are tasser flatman Uszce varsazane s Sararrce o1
. Crder dabe fn221 . Rk Corwmrt L]
automat'ca”y Preguer Fisbescubend (TH) Fropes T Typw. inguet
. Drée: bezs aguir Thowabeinimoe (7| ] o we prvarce - Priy dum AT
added. There is no b S B oy e
Foom - NN MM Ta MANGEI Fitwt tarm Al D Livdig Feaslsl
New Line button. —
O A - ine
— — I Fa— -
{aaie moeare Mg . B ¥ : )
amnam Afergon 137r] letvoaa L3 L) 1 L a
3 wlmit Afsmgcn 153w < sonacie | g =k et 2 1 1 & a
o migfl A 1530y + s Toomy i § " ¥ L L}
&
S
[ rmsine Canzal o & b E
+ The Indicators tab | ‘wreemm el
a”OWS your Sasser [ldoas Ussce vamazaze AU Saterarce o: 2
) Order dadn pazac! Nk Cormaeri L]
supplier to [ R e——p— 1T Type.. et
. Drdes pan Feguing T T T — o Eriry daf AT
capture specific e R
2] [~ I e i lwrn b Rt Rivetg Feasel
data related to ey Ly mactons
the program. — A - T — -
et S e o W e
(T —— - R B —
Al 1504 = dawb ol Mo Tl v ] ] L n
Ex
] ronmias Canzel kb | R
%+ Order schedules PR—— =
are restricted as Sassw flinen Ueiea Vamesame  HUs Sararsrce D2
Drdwr duin f4T221 N Nisch Corerserd s =
onIy one program Frigrue Fussrrutsas (TE) Progran T Trew. et
Oferips Bugeier Trowaiais wioe [T 7| ] 908 a0 b mesanca v MY - (1
order can be reree - s ‘ B s ue
. Pozw - ANAOIM Ta MAVEI Prnl R Rty Feapadl
placed per period. Doy 13y ksl
H H B AnTigE LITH
Emergenues will _— _— R w cmme e o
require (R '
Afewpcn 153w eib'oes € L) 1 L a
emergency Rifampcin 153w « aonacie | g b 2750 ] ] [ a
Adgmgee 15wy - il T ol L L ' & @
orders.
B2
et Bam oo
[ rsates Canasl 136 I b E

How are order schedules restricted?
What happens if we try to place another order for the same period?

Participants Guide Legacy mSupply
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The Period Jan-Mar 2021
is no longer available, as
we have already placed an
order for this period.

Participants Guide Legacy mSupply

Lsmsups

File

£t Hep

e g

' @ Intenil cedes ot

5. B

D Name
3 National Mecical Warehouse

& New intermnal order

The Period Jan - Mar 2021 is no
longer available, as we have
already placed an order for this
period

DEMO LAND
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Session 1.9 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

@
= g@ D 0= g @®
vy S S @
o Ear— _ .
:‘:ur B m I)i:}i@a\n

2. Click the Supplier g o
invoice list button ? ﬁm Q g] O)%O %
When the supplier sends s o = @ & @ % o = b’ @
you your order, the invoice o P o*"
will be waiting in the list. = —
=2® D oElg @
v > = ®
- Lem a P
z """"" = m ‘ Jll hl\o%\h

3. Click Find to show all
your Supplier invoices

You can also search for a
specific Invoice Number if
you know it

Find transaction

Supplier transactions

Invoice Number equals

[Juse list view if one entry found

Complex Find Cancel

v

1S most recent transactions, or:

vl—

Participants Guide Legacy mSupply
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4. Double click the Supplier

A et

(]
p [ — T -
invoice you want to M B M B M & B0 6 8B B
Fod Lam = part ta Uncel [ et e Carce [ Zuntomm. Medfy  Lapad i WO
open Trpen Hame Tell Summ || Ceed Coiemed bommm  Tod  Thee! Pelslppni —— Erped
Caattme puvee Hostor Mo n < mnbouze - 1A b B P e St wanste e
Fogtons bedc sl ' sohouse s In AN 1A 1 B0 Focam e Yook warie frevoc
. . Laa sl L
Deliveries that have not yet e cesm
been received will have a e
new (nw) status s
e
by s wren, e rn
o 1 »
5. The Supplier invoice has S— —
129 Contem st 3080 Cons EEEE wack
been opened! . T o oo
Before accepting the stock,
check that all item details e SR S s e
entered are correct L. locden  hemcede tors Narm Derer Oy Fak Buch  Egiy  CotPron  SedPrew Preow darcen
1 1S Fltwrguen 150ng tstvoap xm 1 DoHE N ASTNR2 2m 20 L INLE
anoSl Anoechn S00mg tad W T FGHES RO % 0% %0
EEE o -
(A Export batoy: 0
: e 308 v | | o | [CE _JO@

Let’s look at these details...

1. Store Name
tells you who sent the stock

Supplier invoices )

& Supples nvorce.
&) | sam e

Thet ref Frem voce memw ~2_

o
)

Store name

This tells you who sent the stock

B [ o ol ven | ove [omren] s
| sl 23
WO 1 FGHEY MR/ 05
o
BEE | =
==
=l Exportbatcn 8
=& o

=SSR ==
.
[
iy cate. 0VE22021
Stn o

ERETR By
Store. Kerwng Hosptal

Pree maension,

200 wn
050 15000
Subtotat ss0m

o%imx '™

Totat ssom

o | [ JO@
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2. Comment
This will indicate if the
Supplier invoice was
generated from an Internal
order you sent.

Supplier invoices W

=]
-

Comment

from an Internal Order that you
sent, this will be indicated in the
——————— 4 Comment section

L Locsson e code o Nane
1 e Alanpcn 1500 b/cas
2 oS00 Amowclin S0wg 1sb

omerchagen
YEE s
Amocnt o
G fe—
varsn 690 oxanes

If the Supplier invoice was generated

o

o%

Toust

=—oe

ss00
as0
00

3. Regquisition 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

Supplier invoices »

B Soptr o 1 f

B hempmsimsie= | Requisition 1D

Comment [Stock Fanster (voce fom reaetl

boce.

This tells you which Internal order
® @ = theSupplier invoice originated from &

Newie  Addtams bom D ine
reten

sl sumesccnien snnsnad  YOU can click this ID number to open L

Lleon | hmonh the original Internal order, and e e pasmien
) W Rk 15 w0 e
o = s compare it with what the Supplier - N
7 sentyou F
Omercnages

BEB | B

amoure [ 3 Totst 000

=[] Export batch: 0

e argn 008 % et = o0&

Colour [ Biack

2

eumber
Enry date - 018272021
Statn

=

4. Invoice price
This is the total value of the
stock received

Supplier invoices

Costrm date - POOE

Category Nowe

Seneral_Smmmc. e Aaem. Sumnace b Satch. Pria. Ls.

L Locoion b code o Norem Demer Oy Fack Buch  Laiy Cothice 3
" Rbarpon 150mg b/ WM 1 DGMW NesAR2 2w
sneS0 Amcuiciin 50 1 W1 FGHES 2682705 Ll

- Invoice price

EEE s | This s the total value of the stock
l received
Edvon Expert atch
e 200

Esteied by e

rrbw 2
Tnlry da | 01022021
et v

[resp—

@n
5w
. 0t
o os
o s

o

e o |

Coboor [ Whack

Sore Karang noseesl
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5. Othercharges | Y

e.g. transport.

This is optional and can be fEm————— T | ' — - roliiomnd
H B B =2 |
left blank o Other charges
. — . fnecessary, you can record other
Any cost here will be added 0 S0 IEEETD :“ charges for the invoice (e.g.
to the total value of the 4 transport
invoice | Thisis optional and may be left

I blank

1 Any cost entered here will be added
EEE sl ] : to the total value of the invoice

Amount: 5

=) Exportaicn © ‘
= g 400

6. Items sent

Here are the items the

Supplier sent you
[5tocx vanster (Pvoce from requaton) Category None. v Entry date - 01022021
=& s (P L
Carefully check the Item s 8 = RS N,
name, Quantity, Pack size, . - o e
. L. Locaton Ttem code e Name. Donor Oy Pack  Batch Ewy  CostProe  SelPrice Prce edension
Batch, Explry... v !:1; n:::m ‘ ‘ : :J x:::mm ::% :; :::-
4 W = L i 4
| I
. Items sent !
| Here are the items that the Supplier E
. O i sent you T i
BES | —g -
| . Carefully check the Item Name, . -
=00 Expor baten ¢ 0 Pack S B h Expi |
Fraise Marge: 000 P e [k 0@

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.

L msuoply - o X

1. Double click an item to v
edit it

General Gammary by b Summary by Batch Pree Loy
L Locswon e code b N

Double click an

item to edit it
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2. Enter the Location of
stock now, otherwise
you will have to do it
later for every item and
it will take much longer

B g

File e Help

3. |Ifyou are finished, click
OK to return to the
Supplier invoice screen

File e valp

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

B S

File e _tilp

Participants Guide Legacy mSupply

Enter the Location of stock
now, otherwise you will have to
do it later for every item and it

will take much longer

o e )
T —
Coment e ranair s b et () p— =

L
® = e e
Newhe At ] B Addsed wppker mvoice e
T —
e
o

Totw ety 20000

Genersl Summary by tem 54

If you are finished, click
OK to return to the
Supplier invoice screen

Commen v varair rroes b i ()

H & =

Now e Ad4 tere rod
retin

If you want to continue
reviewing, click OK &
Next to move to the

next item

B0 AWare TOOHIG P o A ey B T o cnane et ©
Hecuaten O %
ety Vel

(. Sare. Karang Howsts:

S |
v guansty Pios etrden

:-g wm
psa. 150
|
|
|
|

x

If the Received quantity is
different from the Invoice
quantity, enter it here

34




B S

File EdtHalp

6. You can also edit the

3
e ——
— T — ‘
e e Ko
el

ety Ve

e
|
|
|

|

Batch, Expiry, Price and
Donor

e

Fre sturen

You can also edit
the Batch, Expiry,
Price and Donor

7.

Enter the Location
P e
c

Newke  Add s ¥ B Addiett wppler evoice e

Geners Sumary by tom 54
Bmceed quty [ 3080
a3
Tty 29630
o —
oon B

B —

8. Click OK to return to the
Supplier invoice window

Click OK to return to the
Supplier invoice window

R @
ere -
e )
&

e T e
reamtnn

Genern) Summary by tem Summary by Bt Prce Loy

L Locwn  Mencode o Nme
s Ramocn 150 v

35

Now we will add stock from the Supplier invoice to your inventory
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9. Uncheck the Hold box,
and check the Finalise

B Suppher Invexce

B | Mame Piatonal Medcal Waresouse ‘LL

-~

Contrm date  [p0/0000

oty date - 01822021

Category None
box. i bl
+ + -
Naw e A3 Lo Yo Oeiete e
Lol i
Save  Kerang Mospts
Geners! Semmary by tem Semmary by Batch Pree Log
L Loceton e code Ireem Yame Dorcn Oy Pack Bach Expey Cost Prce Sel Prce Prce estenson
1 BLUE " Rtanpon 150ng tab/csp 200 1 DGHE NS0 200 200 4000
2 Bue oS00 Amcseciin S00mg e 200 1 FGHES 20.02/2026 050 0% 10000
%l (7] toms 5
e Amount: [ SS T aekes
Expon betch
Ciraine Uargn 800 oKkt e | [CE IO
10. Click OK WA
B| vane atacs becia hareee 3 Cartom cwre BAAGRE T
e "' F e il
. el e e T R l s, e
If you want to print the r
. . 0 -5 + —
invoice, check the Print box = . B
before clicking OK e o soots
o R e S i s
Lo ohor T e T Ve orws Oy Pac  Boon Coomy ol Pree -
LA roy .
EEE
.....
1 namme v O% 4 b Lown

11. Click Confirm to enter
the items into stock

A+ Confirm..

Confirm invoice and enter into stock now?

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.

N B B &

fog Sum Godeby  Expartso Exonl

Types Hame

Coastal Privale Pharmacy

My cunsam fimers

Faonal Bhedicsl Warshouie

M =& 8 @ & B

Medfy  xport o WVDH

Dupleats Cance ftery e ]
T Erered Confumed  lmvnam Tota

g ]

Thisir raf  Pickeap pri

L
—,

=

Commant Expor

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.
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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.

2 mSupply

1. Navigate to the T
Suppliers tab GITE—

Navigate to the
Suppliers tab

2. Click the New Supplier
Invoice button

Click the New
Supplier Invoice

3. Search for the supplier’s
Name

Genernl Summary by tem Scmmary by Satch Price Log
L.lo. Remcode Rerm Name

|
|
|
|
|
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4. Type the first few letters

and press TAB on your i WS pe e st fow
letters and press TAB
kGYboa I’d gon your keyboard
g & 8 -

General Summary by tem Scmmary by Batch Price Log
L.lo. Remcode e Name Donor Q Pa. Bslch Epin  CostPrice SellPrice Price extension

| | | |
| | r [
| | | | | |
‘ \ ; —
| | | |
Omer charges
BEE
— - prees prs

Export batch: 0

5. Click the New line
button to start adding
items

Click the New line
o button to start
adding items

General Summary by tem Scmmary by Batch Price Log
e Name Qy Pa. Balch  Eqin  CostPrice SellPrice

|
|
|
|
|

6. Search for the Item you
have received

85 sopteinace ==

-W@ Contrmaste: pE0GRD Cocar Black
::%m@ L — e s
L S’
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e The item appears...

e Enter the Received
quantity and Pack
size

e The Total quantity
is automatically
calculated

e Enter the Batch and
Expiry
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Fle Edt Help
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s
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O
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I
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- S
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.
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‘ — Expiry }
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- | Cancel 3
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By msaply

File Edit Help

e Enterthe costof 1
pack; pay attention
to the Pack size
above

2 Suppher Imoice

© otapiry e s o=

peeD: o
pern: 9
pon0- 0
redzy: Vel
Store: Kecang Hosptal

Name [Coasa e Praracy .
Ther ret P
R — :
- o 2ctdjeci sppiier o lre
5 & |
Mo st e nl oo P Y &
Recewed quantty 1006 oty 1000
Qeneral Summary by tem Scmmary| acksze [ 1 ]| | %_ T
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= s
Ot Export batex 0
[Fnaise Margin 000

PR

File Edit Help

e Enter the Sell price
or enter a % Margin
for mSupply to
calculate it for you

File Edit Help

B Sooplerimece
—G"—.'m @ Confirm date W Colour
Their ret g voce numter - 0
Comment L — e sadinme
S WecD
5 @ & Ackdioctn suppher mvoice Ime il
o
A I e )
Gecered sty 7000 Invoice quaty 000 M S Kecang Hosptal
Genernl Summary by tem Scmmary| e o e |
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‘ o e — s
% . | Voume secpacs 5 s (&)
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Il size above
| s
- | Conce oc  [Comame | ™
=] Shacdel —
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Tout
Ol Expertbsten 0
[Fnaise Margin 000 | oKksNext | Deee [
Lo msapp

e Enter the Location
where you will store
this item

[ — Y| T —
Their ret o
I Catogory [Wone
e
@ & Addiedit supplier invoice line
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Enter the Sell price, or enter
a % Margin for mSupply to
calculate it for you

File Edt Help
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‘Recewed quancty 1000 Invoice quantty

General Summary by tem Scmmary| e o = —

L.Llo_ Remcode Total quantty” 100000 ‘voice total guantity 1,000.00

| Sl o Enter the Location wk
nter the Location where
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e ClickOK&Nextto | *. . R
keep adding items &~ pa— R
. . meert @ voce meer 0
to the invoice e 17 Rl — i
@ @ & Addiedit supplier invorce line - x :: :
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e
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e Double click the
item to select it

File

e Theitem appears...

File

e Enter the Received
quantity and Pack
size

File

e The Total quantity
is automatically
calculated

2o

File
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EditHelp

Edit_Help

Edit_Help

EditHelp
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) =
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Enter the Batch and
Expiry

Lo

File

oply

EditHelp

PR—

File Edit Help

P

o — Y| Contemdste: 0085
Theeret| op
L I— | [ —
@ @ S Ackede wapper ooz liew & Expiry date a *

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

File
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Enter the Sell price,
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File Edit Help
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Enter the Sell price, or enter
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calculate it for you
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e Enter the Location
where you will store
the item

e Ifyoudon’t enter
the full Location
code, you will need
to select it from the
list

e Click OK & Next to
keep adding items
to the invoice

e Add the next item...
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File Edit Help
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o If you type the first
few letters and
press TAB, and only
1 item matches your
search..

pr—

Fle Edit Help

B Soopies o
I —— Y|
Ther ret | o

Comment
@ @ Lo Addfecit supplier invoce line
New loe

Addtemstom D
reusesn

and pi

If you type the first few letters

matches your search...
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Eriry dute - 12020021
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000 000 [ i
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i ! ]
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i%iglﬂll:ggé
ﬂﬂalk

oK _ Sevtownt 000

e Enter the Invoice
unit line cost and
the Sell price

e Enter the Location
where you will store
this item

e Click OK & Next to
keep adding to the
invoice

omer
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Click OK 8 Next to keep
adding items to the invoice
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c) Thefinalwaytoadd | * . .
an item is to type @ e [
and press TAB e
The final way to add :"v
an item is to type @ h—: :_,,__,
and press TAB
Frice exdension
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e —
!
!
e
| Dee
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———— @ B — S ae ot
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Tip
You can use the TAB key to
move to the next field

Tip: You can use the TAB key
to move to the next field

PRi—

File Edit Help

Confrmate - pO0GO0 Colour
voce numter - 0
ooy Eriy doe - 12922021
Status - W
o
" 2 foerD: 0
L BoeD: 8
- @
o | 7060 NV | Sure Kerang Hosptal
P
wen [ gy 100000 Price extension
=
R —

g &(5|8
U

e%me
Tout

ES

File Edit Help

Click OK to return to the & e
Supplier invoice

(R — Y|
 —
———— @ P —

e
e
Py
Click OK to return to the
e 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

You can record Other
charges

I Name [Cossia Prvate Prarmacy
“Ther ret| P

L B—

5 8 8

Newlne  Addtems fom
quseen

Genertl Summary by tem Scmmary by Satch Price Log

O FPa. Baich Ewpiy CostPrice SellPrice

1 GTE478| 3110820

All the items you added are
on the Supplier invoice

-
BEE e

040
020
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020
o080
020
010

Name Cossin e oy |
Theeret| o

_"7@

8 8 8

Newlne  Addtees fom
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Genernl Summary by tem Scmmary by Satch Price Log

Line Locai. Memcode fem Name
1 BLE Amoncain 500mg tab
2 |Megormin 500mg tad
3 Enatape Smgtab
4

Inuprofen 200mg tan | 1 ALD788 300420

|
|
|

The Total invoice cost is
shown here

040
030
020
010

| oksued | |

You can organise the items in
alphabetical order by clicking
the column heading

8 8 8

Newlne  Add tees fom
roquees

Genernl Summary by e Sommary by Satch Price Log

Name
AMoncEn 500mg 1ad.
Meiormin 500mg tad
Enalapel 5mgtab.
Izupraten 200ms3 tan

040
030
020
010
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Name Cossmipsie Pramncy |
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e 8 B8

sdttees fon  Deeteie
requstos

General Summary by tem Sommary by Sach Price Log

Line Locali . Mem code rem Name
1 BLE Amonclin 500mg b 1000
3 |Enatapr Smotad
e Ibuprofen 200mg tab
% Mefiormin 500mg tab

1 GTE478| 3110820
|

| You can record Other
charges here
Omer charges

=l E -
EEE fooad T——

=

040
020
010
080

O Pack Bach Expiy CosiPrice Sell Price

040
020
010
o080
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7. Enter the Amount and

press TAB

The Total invoice price is
updated

208 teme tom
equeos

Genern Summary by tem Scmmary by Bach Frice Log
Line Locali . Mem code Item Name Qty Pack Batch Expiry CostPrice Sell Price
1 BLUE (amoS00t | Amoncmn 500mgiad 1 GTES78| 310820
BLUE enaRt | Enalapal Smgtsd 1 0LK342 310120 |

Touprofen 200ms tab 1 ALD788| 300420 010

BLUE |met500t Mefformin S00mgtab 1/ wBsag0 310720 | o080

[
| |
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3 020
4
%

N L
Amount - — 1
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m
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Iouprofen 200mg tab | 1000 010 010

2000 | 080 080

I === |

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

| Genern' Summary by tem Scmmary by Satch Prce Log

Amonclin 500mg 130 1000/ 1 GTE478 31108720 Dﬂ)_
3 [ |Enatapdl Smo1ad 4000 1 QLK342 310120 020/
4 Iouprofen 200mg tab | 1000 1 ALD738 300420 . 010
2 2000 1/ wBs8%0 310720 | 080

1 BLE

When you're sure
everything is correct,
check the Finalise box

9. Click OK

2 mSupply
File Edt Help

Ther ret|

Name CossaiPote ramacy |
o
L I—
LA LS

206 teee tom
requsees

Genersl Summary by tem Scmmary by Satch Price Log
Line Locali. Hem code tem Name Qty Pack Batch Expiry CostPrice Sell Price
1 Amonciin 500mg b 1000 1 GTE478| 31108720
= ! Enalapal Smotad
4 Touprofen 200mg tad

2

040 040
020 020
010 010

080/
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10. Click Confirm

Confirm Fwoice and enter into stock now?

Marge: 000

The delivery has been
received and stock levels
have been updated!

e mSupply

File Edit item Supplier Patient Report Specal Help

Purchase orders

D

Intemal orders

ol

The delivery has been received and
stock levels have been updated

mSupply

DEMO LAND

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.

® a4 L R @
o=@ o ®EoEg®
=450 2 QEI”;@
==~ mSupply .8

Participants Guide Legacy mSupply

50




> For External supplier e —
i.e. where your supplier @ ﬁ Q El OJ&O ﬁ &
doesn’t use mSupply, you — —
have to enter a New ~

supplier invoice manually. -

(4]
]
®
E
®
it
(4]
1]
o
®

= g D o= <)

P @
i

Categones

= Sp— ®

DEMO LAND
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Session 1.10 Internet Connectivity

mSupply stores communicate with each other through the internet. Data from your facility’s computer is
sent to a server which is usually located at a central IT headquarters or in the cloud.

A server is a powerful computer designed to process incoming data and deliver data to other computers
over the internet. You can think of the mSupply server as the hub of your country’s supply chain. It receives
information from every computer around the country and decides what information it needs to send to
other facilities.

Your mSupply computer needs the internet to synchronise (sync) with the server. When it syncs your store
communicates with other stores. This is how your orders are sent to your suppliers, and how you receive
requisitions from your customers.

What happens where the internet is unstable?

When the internet is disconnected, your computer isn’t communicating with the server. That means any
orders you place won't be received by your supplier, and you won’t receive any requisitions placed by your
customers. However, when you connect too the internet, data will sync automatically.
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Session 2.1 Requisitions

A Requisition is a request for stock from a customer.

When a customer places an internal order using mSupply, it will arrive at the supplying store as a
Requisition. The supplier reviews the Requisition, then issues a Customer Invoice to issue stock from
their store.

Requisitions arrive with some important information about a customer’s stock situation, which you can
assess before deciding what will actually be issued. A requisition shows you your stock on hand, the
customer’s stock on hand, average monthly consumption, stock requested, quantity already issued,
guantity remaining to supply, quantity to be supplied, Max MOS and Threshold MOS.

Multiple Customer invoices can be created from a single Requisition and this happens if you don’t have
enough stock to completely fulfil a Requisition when it first arrives. You only finalise a requisition if you
have supplied everything from the requisition or if you haven’t supplied everything but don’t intend to
supply any more later. Once finalized, you cannot issue any more Customer invoices from it.

1. Navigate the
Customer tab

Click the
Customer tab

Requisitions

2. Click the
Requisitions button

Click the
Requisitions
button

DEMO LAND
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3. You can choose to
Show All
Requisitions or limit
the view to a
smaller selection

Requisitions with the sg

status have not been You can choose to Show All

processed. Requisitions or limit the view to
a smaller selection

4. Double click the B i s

Requisition you
want to process

eporme  Fuom request edustion 5 [Dsde shedd be placed on 55 Demodhel

Double click the
Requisition you
want to process

5. Review the
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Review the

Requisition

(e cance okamm | [
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.... Showing the current
stock available in Your

B ren) g
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..the amount the
customer has requested

Duta 990y mymcns crastet Loy

L femoete

3 neton Cherssune phoasteie Soeptel oy
4 madoen mamszd 300ng 8
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The amount the
customer has
requested
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How much is
remaining to supply
off this Requisition
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..how much you are
going to supply now

Save Sort arder
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You can issue the
customer with less stock
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Click Create
Customer Invoice to

e T oo Thew et From et emew L_E 02
convert the Pecomts dww FVE2T7 | OvewBecewes BLD1 Covmart [From “egcas: ~ecuadus § (Dnder ook 3¢ et o 53 Deruwras -
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:u et ST Abuaty
u Ll L .. ™ o : e 2
ot ot Click Create Customer
U Arewem e SO0 9 B W000 NN “@on
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4w Wi 0evy e Arsam .00 ne 0000 S - -
Ve e 280y e L requisition to an invoice
B e b L P
¥ man L e o 100 " 000
iy
Save bt ot
Lrwae Cancur O & et ] : ]
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The Customer Invoice is

created!
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must be finalised for J = . _E::' Q_ v 2
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The items in the
Customer invoice
appear in red. these are
called Placeholder lines
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9. Click the Issue stock
for all placeholder E] E] @
lines = Delete lineis) Backorders
General Summary by tem Summary by Batch Transport detadls Log
Motes Line Locabon [tem code Item Name
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10. To print a Picking e
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. . 1 M O A o WOy pi sl o NUAD AR Ly "0
inventory. A Supplier I e Comiere B w W »emr 17 wm
. . . n gt Dtssgare iresgture g st o w0 \J Fes v % 12000
invoice will now be o i gt ®  m aes s em %
- * a -t 20 Mefegae ing vt o 1 N1 N0V (1) 150
waiting at your . S Pmsceand Hing i 00 ' poam moUS 60 1200
, . . r o an Mhargun 10mg + worsand Mg (e o ' (VW T R om 7w
customer’s store in their
Supplier invoices list
ready for them to
accept when the stack (JUR oo s | e | e
. Lartome opmanan; sedrce | <%
arrives s e
™ - o0
T D0
2= iy Stock transfer o h C T s o] )
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Session 2.2 Customer Invoices

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 9 ﬁ ﬁ g OJ??O ﬁ @

Custmar i [T Rspers Spacial admn

— =
= =

= = =
- — m - —

Transaction

Cursiormer mvoices Customers Qo

=
=
=

Requisiicna Nywowit Categones

Cash receiphy

2. Click the New L P
Customer invoice ﬁ ﬁ D 0:??0 % @
button e —

Transaction
calegonies

- —

i
I
P
®
I

5 = ® ©) by

Feauizitans S——— Catn et Fmpnes
() otn i Dorma Lane st = b i
A‘ut*. =) I & o i DEMO LAND
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Cenensl Sommary by tem Semmary oy Beich  Trasspert detade Lag

3. Search for the % S EE
Customer name Y] o ) comene o [ 1 ach
L
Commesl E‘ Caiegory MWene ~ Eriry date 1022031
Goods receved D - 0
= Sistus : nw
&' [_:' [;i‘ &' Ej Ermered by © Heis
Hew ne Dubate nes] Bachersers Hitary Confiom
Slore | Natonal Medical Warshoype
Genersl Summary by bem  Summary by Batch Transgor detals Log
Motes Lne  Location b code Itern Mame Quan  Pack Sioe Baich Ewp dabe SellPice  Proe esden
e L) (B S Ober chages bem e T
Culomes cutstandng balence [ . e
% oone
Tooa ooo
= ot v 6 o e b | [ 08
4. Click New line to s Custome =& =
. . | Coshrmane | BODA08 o [ Wlack
start adding items @,]:" & coou [N Wi ach.
raf Bvoce: 0
to the Customer cammae n Cangery e - Eavyons | 2021
inVOice Ciseds recsived D 0
[ = 3 B = P
== B . e fatem - Stere  haton sl Beseial Warerouse

Hobes Lre  Location Nzm code Iers Hame Ousn  Pack Sizs Basich Empidsle  SslPice  Prics ssben
EGEBEE O charged. Bem Arart [T
Cuntzrser cutsisndng belenoe 00
Supiviat oo
O o
Tisiak oo
(m[C]
e Exponbasen: 0 0 8 Mt L

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

tem | [i’

i U

Quan | 0 of0
Pack| 0

Buk/Outer pack size ]

Cancel

New &em

| o]
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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

Rem [Amouicilin 500mg tab
Une[ 1 Prescrived Cusntty | 300|
uan [ 300 of 98090
Pack[ 100

Add Pace holder

BukiDuler pack size

100

300
0 1

38050
30000

58030
0000

HBJS00  31/05/2023
FGT77865 3001172024

Tolal quantty ssued 30000

Total quaniry avaiable  $833000 Concel oK OK & Next
6. Enter the Quantity
to issue, this is the
total number of o Arcrichn $00mg ab . (g et
Packs so pay gty | ]
attention to the
pack size el B
Add Fiace holder Re-bokug Sel Price
Line lstue Avalsble Tolimstoe Pack Hold Balch Eupdale  Suppber Donoe  Location Cost Price  Selj
1 am s w0l 100 NBJSOD| /052023 iewad Al 003
2 0 ;000 000 1 FGT77865 W0N11/2024  mwad B2 002
< >
Total quantity ssued 30000
Total quantty avaisble 0839000 Cancel o
7. To add another line, |
click OK & Next
Rem [Amoxiclin 500mg 1ab [Ll -
Ling 1| Prescribed Quantty | 300
Qisn 300 of %5090
Pack [ 100 Bulk/Cuter pack size 0
Add Place hoider Re-iookup Sel Price
Line lsue  Avalable Tolinsore Pack Hold Baich Expdsle  Suppher Donor  Localion CostPice  Sel
1 300 56090 98050 100 HBJ30D  31.05/2023 invad Al (ilic}
2 0 W00 WO 1 FGITTOE8] IN11/0M iwad B2 02
L 4 »
Total quantity ssued 10000
Tt e s o [
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8. To print a Picking

i o |[E][H
slip, check the Print EJ_:"I P Foast — (@) cotmonn: RS ot [N Back
T vevece - 3
box and click OK p—" @ catgry Nore - (P
Gocds ecened @
[1‘ [J Ll—__J T‘r ; Samted - M
- . - E
Facility staff pick the 2 D bt By Cmie e N
stock and prepare for Gooecs Sy by e Sumery by Bch Traragort el Log

H Motes Lne  Locaslon Veww code Ve M Dusn Pk Sim Bafich Expdeie  SelPace  Prics e
dellvery 1T M SO0 Aunceacile, S00mg tab E L) 100 MBS0 3123 a3 00
: celu250 Coftaamrm g 1y 0 1" REM BTN 102 Nz

0 200 g chor 006y ol 50 100 HaSJBSE0 31N [+ Tiey 100

4 & parSO0E Panacetamel Wiy bals 450 1 S0 3TMOTIE am 450
i L (i S Diher charges e et 00

Coblormer culstarting bamece [ 500
Sabtalal 128 50
% noo
Totat 12650
H:'::“ P Stock transfer 0K i Mt Gmte al -]
B mungly nnaatsr

9. When the order is
picked and is
awaiting transport,
reopen the
Customer invoice
from the Customer
invoices list

cusnmars

Cash receists

e n daevary by e Gasvmary by S Tovapn sas |og

Haimi Lest  Locsion 1 s

T —
Ao DEMO LAND
10. Click the Confirm z § a—
[R] v foran sovian 3 b e : fRRAW | Coces [N Black |
button —‘Tn-.'lnl' Lo = [
Commant [ .Ll Calagry |Na L] Erky den . IMQTEIN
Geasmrscaed O €
] = bl & | S—
New e e Bazares watery || Coen
BN Ml M Ve it

Ousn Pk Sos B Fipdse  SellPacs  Prics sdes

i |w ] e Dl g Lol 1 10 HEFDE 350 1] 10

am coba Il s T 10 T RRRC FRIRET m |

10 [Tl tacycien ANhng s Al HESERE] 1N nm 1|

1 i Fupsars s Bl L - bl [T T a5

HY e —— p— T

v wiveniey boeeor | [

Fabiwrs (-1

B T

Tow e

Cl=e n -

[ o e Stock transfer o8 ot e [ w08
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11. Whentheorderhas | = e

- m commem [T ot [ W
left your store, S — i 1
. . Commart | Caimgory e bd Eatrp duly . 122021
check the Finalise & T
box and click OK ® = = I
Ve g Teat inan Achian Hdory e Y P
Sore Aol Medcsl Wershouss
Gtaa oy iy b Sray iy Baich Trammport Sesain Log.
Wosss lre Locadon  bewoads JER Dum Fakfos  Gwoh Fodas  SelPis Pussisn
1 i S et i 520 Lah 10 N AT am am -
| 2 |e [ T ——— | ﬁ n maaEr  1u 2w
1 e ol Exgectan g tab s e et nanaody  am 18
| 4 |an — RS — | 1| [ 45
| | | | |
| | | | |
| | | | |
Ll 1 | | | | ]
ElE®S [ . T
e T
Sabriiel =
% [ 1-3
Totst rTh
!EI R Stock transfer | okinem e | [TE 08

Let’s go over the 5 R A R RSV

process again! . g g

Suppiiers.
Navigate to the [} H— @
Customer tab
Customers
DD :

1. Navigate to the
Customer tab

Requisitons o

2. Click the New
Customer Invoice
button

3. Search for the
Customer name

it

[t Une Locmen ooy
|

|

\
x
i
\
i
\

|
|
|
i
[
1

ﬂ@l:ﬂ
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4. Click the New line
button to start
adding items

5. Search for the item

6. Enter the Quantity
to issue, paying
attention to the
Pack size
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mSupply will
automatically choose to
issue the first item line
to expire

7. Click OK & Next to
keep adding more
items

8. Add the next item...

- w &
Add the next [tem L0 e | Lol
o[ Tue

] o -y N et L

e s [

1»‘ e Lscwst  tencoe . s orm = D e T

| | | |
| | | |
| | | |
| | | |
| | | |
1 | 1 |

s W[ e

PO 1
tce e
Ll am
Tew ae
2o Lot i 4 L =
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Q Azt
-t s

Ther ot |

N
[ R T

E i

eV e e
| AcePmescen

Lme Wioe Ass TGl Pack Meis B Ewpdsle  Dappter Dssor  Locasen CostPres Sed
|| olmi 23830 |i 1 u-nn‘nmmnl a2

ey =)

Add the next item...

-

rie ler tay
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Add the next item...

If there isn’t sufficient
stock of one item line,
mSupply will
automatically allocate
the quantity across
multiple batches

P — e —
et [ T (&) ween [®
L T e O ik
Ouan 'l'_
peax [T 1 Bt pucs vew .
sl | Astmecaresn
Gerors! Seswa Une lsue Aais Totmat Face Mod L Gwdws  Dippler Conae  Locwten CostPuce Sely | |
Mo U U 1 o mesl me 1 | SGOTTE 301112008 | BUE 000 - wceemen
w0 9| | OWITTY 20714a08, | e 12

2 0 seo

i e | ]
"1

»
(o] [T (e |

GEOTTS JMaE mur  ooe |

N | e |
| | |

|

|

Fipcse  Sepoter Dwwor Locwan CostPrce Sed) |

[ e e e
s et ] =
[N | | I
! | | [
- "o
B e el L s .
3onl R w18
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9. Click Distribute g

10. When you finish =i
adding items, click
OK

L
Fo b ey

There are 2 lines of the
last item we added!

11. Click the Print box
and click OK to print
a picking slip
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Lowsagely

12. Find the Customer e o Tpat ooy - R et g

Invoice in the list

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,

ity —— "
check the Finalise d m—————
box 8
When ": ‘L” ":i_“;; :,::,NQ ity
18. Click OK

iR =

Sewn Ly by e Saneary by Dt Tigor Swn Loy

L
szzzzrssowxe =

The Customer invoice
now has a status of fn
(Finalised)

i

i@

Wwﬂp

oU ﬂ*T DIy

o
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Customer invoice transaction statuses

1. Suggested (sg)

Before confirming a Customer invoice, you can still
e (Close and open it again to make changes
e 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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Session 2.3 Picking slips

Picking slips are printed from your Customer invoice before it is Confirmed.
There are two standard picking slip formats in mSupply: Portrait and Landscape.

Basic process for picking stock

Train: staff should be trained and retrained to carefully follow the picking slip.

Sort: the picking slip shouldselect automatically sort itself by location to make it easy to pick stock.
Select: select the correct batch in the correct quantity from the correct loaction.

Annotate: annotate the picking slip if there are any problems or errors.

Sign: sign the picking slip for each item as it is picked off the shelves. Gather the items on a bench/area.
Double check: the picking should be double checked and countersigned by another staff member.

Once the order has physically left the facility, you can finalise the Customer invoice!

1. Check the Print

checkbox
|

Amount: 0.00
Subtotal: 29.00
0 % tax: 0.00
Total: 29.00
. Step1
OK & Next | Check the Print checkbox ] @

2. Click OK

Amount: 0.00
Subtotal: 29.00
0 % tax: 0.00

Total: 29.00

Step 2

Click 0K 0K l g

0K
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Session 2.4 Cash Receipts

When a customer pays for items on a Customer invoice, you can record this payment in mSupply. The
Customer invoice must contain items with prices attached to them and be finalised.

Customers don’t necessarily have to pay you directly in order for you to record their payment in
mSupply. Some settings have an account officer who notifies you of a payment being received via a bank

statement.

1. Navigate to the S -
Customer tab, then @ % Q] Q 0??0 tﬁ:. ®
click the New Cash L Repers seeca samn

il ¢
P

®

il
9

receipt button

Transacson
categones

®
@ b

Categaries

Customer invaices Customers

o)

P
lili

Q

Hew credt
Cash receipts

Data Fila: Damo Land 4dd

a—— mMoupply ®

| ™ DEMO LAND

2. Search for the %
Im-m| I Ertered by Weien Ivoice Ho.: 0
customer Name ook (R — s o
ote [ Contem date : [1022021 Stare: Matonal Medict
Recest curmency USD > Currency rate [ 100
Recewt [ 0.00
Enbydste Confmdse Iwois  Therrel Cemment Told  Cumency Oustandng Paymeni

Dioutie-chok Ines 1 Batar paymart amount Total cutstanding L2
4ok down shtl 10 alkocase mhoW nviee amount To slocale 0.00
Amneated 000

Alocated i loCal cumency o

Total payment in local cummency

Cancel K )=
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3. Alist of all the i . o
customer’s Hams [Kacang Hospal K10 Eniarecby. hpen veice Mo
. Cheques [ Entered date: 022021 Sttes: mw
outstandlng T Confirm date : [ii022021 | Stare. Mabonal Medct
payments owed to Recest curency (VS0 Cowrwmcy rake [ 180
you in the default e R0
R Datributs aabied mes Beicw B & differe B
Receipt currency
i Enbpdale Corfomdats  Irvoce Thes sed Comment Tolal Cunency Dutsianding Paymani
will appear 10272021 120 3 1265 USD 165 ]
1A R 4 16 USD 16 0
You can select a
different Receipt
currency from the
dropdown list if the
customer owes you in
Dbz o 30 20 oy = B0 Total outstanding 14250
more than one currency N To mlocate 0.00
Adgcated 6.60
Algcaled in local curency .00
Total payment i kcal carreacy [ 000
8 5 Ml Caneal oK O i
4. You can view the & =
customer’s Total i .Fﬂ'llﬂ inga EHI Erm~e by Foar Irovaice b [
. ] Esw dabe VEZGER! LS
OUtStandlng amount L] Cxabrmdsis - PeLiih Srpear Hamel Medo
OWed you. Zscuol comency | L0 w Gy ]
Cr e [1T)
.. . il Wl Al ks LE - F - .
This is also displayed by _ o . ' )
Fragodsce  Tondind dsds  beoms Thed s [ Todnl sy [ g T
currency. AR ARG | WG S0 1285 ]
TR 1R F 16 UsD u 1
Dl s By b, W Y g Tkl e e pr=d.
O ST DT T B o etk Te piccEn ile, |
Ll gkt L1 ]
P T A TR 15 ]
Toded pryrerd m e Doy I
£ B W frrnees ¥ JE
5. Enter the amount 1 =
you are receiving in Harse [Cacarg Homses 0 Erisradby: Hoke rvokce M 0
the Receipt field hmnt | R — e
[ Confimdse : itz Sipre MamaH ety
Recaipt Currancy ral 1.00
Remember to select the Reess | 12630
Receipt Currency if Cmabied imei bekrw o 8 Srtherent curmend
. Erapcsle  Conlimosle  Frasce T il Cisringrd Toisl Curascy Ol stardng Payresni
applicable L JRE 1 1265 VS0 1265 0
1| 1R 1 T USD 18 o
itk Pite et 10 IR i, AL At | Taial autedendeg 147 50
wicdd dowe, vl 1o slocate whol rovoios srount To plocaie B
Adcuated 1]
sdocaied in ool cumency oo
Tora! payTRErL 1 MCH CUTEICY
0¥ & Hest oo o [ i
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6. If the customeris ‘g.cmmm |

making a general Mame [Kerang fospia KHO Entered by Heien voice o, 0
H Cheque ® Emtered date: 1022021 Slatus. nw
payment against
. . Note Confirm dabs [I 22021 Stora: Namonal Medic:
their account, click Rvoslpt carrency [T Currency e [ 196
Distribute to Receipt 126 50
Dstricute bled ines below a 8 differe: L

allocate it across
multiple invoices, . 0
beginning with the TR 22TT TR 7 T 050 i v
oldest owing line.

If they are paying off a
specific Customer
invoice, double click

that line ety sy R e
Alacated 0.00
Algcated in local curmency 0.00
Total payment in local curmency Ii
OK & bexd Cancel K 0O g
7. Enter the amount [ Distribute Disabled lines below are in a different currency
the customer is [ | g _
paying for that 2021 I
customer invoice — Enter amount to allocate.
Partial payments may [ |
also be accepted —
cavment amount Total
8. The amount entered | a =)
WI” now appear Mume oerang baapial WO Estered by Hewn nveice No- 0
. h f Chigus Entered daie: 102631 Siatel N
against the specific e —— P — cre sl s
invoice line you Recept curmncy (VS8 Currency rate [ 100
selected, and the st =
. Drsiribete Disabied ines beiovw are in a different curency
TOtaI payment in Eriydate  Confimdate  levoice Thasi s Comment Totd Cumercy Outstanding Bt
i 1027202 10 3 1265 UsD 126.9 1265
ocal currency fie
. 10212021 102200 A 16 USD 18 a
will update
Click OK to save the
payment
Once you click OK, the ot s s sty s —p—— vaz<a
. . . o A e BT To since 1]
payment is finalized. ‘Alocaed 12650
. Alecaied in lecal curmenc: 12650
You can review the cash '
receipt but it can no e e e
longer be edited. e = 0&®

You can review previously entered payments...
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1. Click the Cash
receipts button

E S
Customer Supplers tem Reports
o
- — - — @
= =
\5) b0 ® @®
Requistions Mew creait

Cash receipts

pe——

[ Lo — m !
P

=T [ 7

oo & °

Special Agmin

.

Transaction
categories

b

Categornes

DEMO LAND

clicking OK

Receipt currency USD Currency rate | 1.0

2. Double click a line Lo - B Sy
item to view the 8 W &8 ¥M&EH 8 D6 88
Fnd Sur Order by Expurt w Excm Frsiag Dugtcete [ Finars [ar— Wadly  Espertlo NYOE
Cash rece|pt Types Mare Type Sia. Entesed  Cordamed rorum Total Theirel  Fuhade it Covmverd [
Custnmar o Farang Hosoial 3 n Rt e MR B el | H i Flepeipt bor imicals] & i
Supgler voces. Frang Hosokal " " 120N 10 1 125 Aeceipt bor mmzels] 1 i
Inveriony sdusTments.
Note the status of Cash e
receipts is finalized (fn) .
and so cannot be edited.
3. Ifyouwishtoprinta | & ]
receipt check the MHame [erang Hospial WHO Entered by Helen Iwvoice No.© 1
. ’ cheque# [ | Entered dote: 11022021 Status: fn
Prlnt bOX before Mote [Recept for nvoice(s Confirmdate : [1022021 | Siore  National Medscy

Receipt 12650
Distribute Disabled ines beiow are in & different curren
Ertiydale Confemdabe  Invoice Theear vef Comment Total Curency  Outstandg Pagyrment
iz 102200 3 1265/ USD 0 1265
Ciouble-cick Ings 12 anter paymant amoust
el dswn AP 1o akicate whoi on Amsu Toaleoas -
Alocated 126.50
Aocated in local currency 12650

Total paymant in lncal currency

O & Mo ‘Cancel

(=]
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Session 2.5 Customer Credits

stock etc.

Sometimes your customers will need to return stock to you, due to damage, short-dated stock, too much

For a customer that also uses mSupply, the customer creates a Customer invoice which appears at your
store as a Supplier invoice. This allows a Stock transfer to occur in msupply, removing the stock from the
customer’s store and transferring it back to the supplier’s store.

For a customer that does not use mSupply, you either enter a Supplier invoice manually or enter a
Customer credit if you wish to give the customer a financial credit.

To create a Customer = @
credit... @ i @ 2 R =
1. Navigate to the = R @ = @ @ =
Customer tab and iy
click the New credit —
c = (]
button O Eb @ @ "
[T e, ) W
[ revsor ke Voaratosns m P )
‘!"t = DEMO LAND
2. Find the Name of & ] SR
the customer -2‘:-: o e — £3) i dote a0 ':.zm.- 0_ Black
returning the goods E] Y] mepery [ ey dae : 5032421
Gosds ecewwd O 0
l: I: — Stahis | e
You can then record e s evi eis sy v
returned items in two Gararh Sumrmy by b Sy by Bach Tresaood dents Loy
. . . Holer Line Locstion  llemco e Harne Qusn  Pack Sow Bach Expdste  SelPice  Frce ssien
ways by either clicking o . ’ -
New line or History
HR if Otharcharges B [ 0 | Amen [I0
Cusiomer putsiansng baarce .00
oicte as0
.'ll []
;::.. Erzotbaten @ EE L ]
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3. Ifyouclick New line, | &
you must .manually [Fr=mn yp— &;
add each item and T
. . Recewed quanbty £00 Invoice quantty 500
its Batch, Expiry, _
. d Cost Pack size 100 Wvnice pack sz 00
Quantl_ty and Cost, Total quanity; 58,000,00 ivoice total quantly 50,000.00
then click OK T Locaten fine @
Expiry [D0om0a ] Violua per pack | T m E"J
Adualed keal cosl % Margn Sall price
hmm:urﬂms'.lm— n.02 | 0 [ oz
(LE0)
Price axienion (USDH 1003 Donor |
Comment
Cancel QK T
4. |If you click History, i
you can see a list of
a” Items prev'ously Dt Numbar Praacriber tem Quantity Diractians
. 1RO 3 Ampucilin £00mg tab 200
supplied to that 122021 ‘ amaicilin 500y Lab 100
customer. You can e ! Cefinaxone 259mg | 10
. 1022021 3 buprofen 200mg tab 50
select items and 12021 4 buprofen 200mg tab 250
specify the Quantity R 3 i — o
. 122021 i Primaguine diphosphate 7.5my tab 200
being returned,
then click Add to
credit
This is a faster and more
accurate way of recording
returned stock, it
automatically adds item
details including batch,
expiry and price Addk credl o
5. Allitems being 1 . = (@[
returned are shown, | & =i oy o
T ry nvocs
When you are sure Comment il Cabegary  Hone > Entry dale . 622021
everything is &) _ ~ —m
correct, check the o B Enn b iary e -
finalise box and Ganers summary by 1em Summery by Batch Trsnspon ceum Lo
C"Ck OK You can Hitei L Locaion 1o e hesin M e Ousn  Pack Size Btk Espdate SelPrcs  Prcs sden
° 1B [ Cttinecrs Hilmg m 00 10 B0 ST 112 A0
print a record of the 2 o 200 Rougrclan 200 tab 50 100 WGSUBSES WA 002 100
) paSE Paiscetamal S00mg tab LEi 1 IR0 I0TL02E oam 450
credit by Checking 4 |m ] Prmaqure dohciphate 7 Smytab 200 1 W2 00204 004 am
the Print box before
clicking OK
Returned stock has now
been recorded and
added to your nhme T l:-.w outsiandnj balance (T2 A | o
H Subiotsl 2550
inventory! o -
Totet «125.50
Expor batca: 0 OX et e [ 108

When entering a Customer credit, two things happen:
a) Returned stock is added to your inventory
b) mSupply automatically creates a financial credit in the customer’s favour
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1. Navigate to the
Customer tab, then
click the New Cash
receipt button

]
Custorner Suppliers Bem Reporis Spedal Admin
—
- — @ - — @ - —
" — - — . —
- — - — o —
- — - — * —

CUSIMEr INoices Custamaers CaEQOnes
=
=
z = 8
o — @
Requisfions Piew credit Catagories
Cash receipts

[ cote e e e 40

[ L — m 11
F AL >

DEMO LAND
2. Find the customer’s | | & conrecepe =
Name [Kerang Hospaal | KHO Entered by Helen Inveice No.: 0
Name Chegue # | Entered dute: 022021 Status: nw
Note Confrm date F_JE).-‘.‘OZ‘ Store: National Medic
. Receipt curency | USD w Currency rate 1.00
All outstanding recest [ =
payments and credits = — i
W||| appear Entrpdate  Confim date  Inwoice Thex sof Comement Total Cumency Outstanding Pagmaent
Outstanding invoices S e T - !
are positive numbers
while Credits are
negative numbers
Crouble-Dhok imes (D B708 SEYTESE BROURT Total outstanding -5.50
Pagid down pheft o aliocaie whole nvooe BTOWRT To alocate 000
Akocated 000
Alocated in bal currency (1]

Total payment in local currency |

K & Hext Cancel oK 0 e
3. Double click the & Caih receipts =R,

s R (v Foatel HHO Erbeed by Mok nepge e €

Credlt |Ine T Evered dule SU22EN A P
Har Coalemdale . [BTE2TN Shwe Wrorad Vadicy
Hecesd conprey | USD “ turencyrae [ 10
Recepd [17]
Frar— e o kv e 1 o
Evipp disle  Confrmdise  |imiss T e o Coaien T Doty Dudslioradog Fapeerd
SO SARSIH ] 120 UED 1z a

Dot s s e e et TEl retandng SE
e e Y i
Amaled L1
Alcaisd in Ecal saeacy o

Total papras! & boal curmncy

< § it Cangel -. -]

4. The credit value is
shown

Enter the Amount to
allocate to another
invoice

Enter amount to allocate.

f125.5 |

coce
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5. Inthe bottom right
corner, the amount
To allocate to
outstanding invoices
is shown

Double click the
outstanding invoice line
you wish to allocate that
amount against

2 Cash receipts

==

Name: Kerang Hesgdal KHO Entered by Helen Invoice No.: 0
Chegque & Entered date  STR2021 St W
Wote: [ Confirm date : [SR22021 | Storn: National Uadie:
Recwipt curmency |USD - Curvency rabe [ 1,00
Recept [ 000
Dwiribute Disabled Ines below are in a differen curmens
Erity date  Corfumcabe  lwoce  Ther ef Comment Tolsl  Curency Ouistanding FParari.

SO0 SAOAER B 1255 UsSD 1255 120
A2raen

120 UsD

Drovbia-cich b 19 ecte farymant gmosn Totwl pubytanding =550
oA g IR 1 BEOCNE SO IV S0R BTORRT To alocate 12000
ARcabed -12000

Alocabed in local curmency =120.00

Totsl payment n local currency |

OK & Hext Cancel oK [ ]E

6. Enter the Amount
to pay against that
invoice line

& Enter Information X

Enter amount to allocate.

ol
[120 |
canel
7. The credit has now 'S b
been applied to the Name [erang Hosptal KHO Entered by: Helen invoice No.: 0
. . . Cheque # Entered date: 5022021 Status: nw
outstandlng Invoice ot [ Contem date : 5022021 | Store: National Medict
||ne Receipt currency USD v Currency rate 1.00
Becept 0.00
The Total outstanding Entydste Corfimdate  Invoice  Theirref Cormment Totdl  Cumency Outstandng Payment
balance as shown will bpingoood B ogiond - B oo e e
remain available to
credit against future
invoices
Click OK to finalise the
payment. e e Tenlosn e
Alocated 0.00
Alocated in local curmency 0.00

Total payment in local currency 0.00
S e
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On the Dispensary mode,

Each mSupply store is set up in of two modes:
e Store mode used in facilities that do not dispense to individual patients
e Dispensary mode used in facilities that dispense items to individual patients

e The Patient tab replaces the Customer tab

e Patient replaces Customer on the menu bar

e The Patient tab contains all the same functions as the Customer tab with a few extra buttons
that allow you to dispense prescriptions

e Afacility using Dispensary mode can perform all the same functions as one using Store mode
with the added ability to dispense items to individual patients

Session 2.6 Dispensary Mode vs Store Mode

The Patient tab replaces
the Customer tab

i |

iy

Patient replaces
Customer on the menu

B Bk setrse

ain

gl

W ©

n

anbe

E @
2@

bar

e

i@

G e e e
[ [

P

- ©
)

P

Q@

®®

& °
-

R EET *E ]

A0 LAMD
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Session 2.7 Prescribers

Prescribers are authorized health professionals who prescribe medicines and other health supplies to
patients. We can dispense the prescriptions in mSupply.

To add and edit =

é}
Prescribers, ? ﬂ a Q: d??o %
hl
1. Navigate to the F’; @ 14 E_. A
Special tab and click
the Prescribers ) )
button S srpa pesciems P
¥ %> :i: o
B s oot N I [ |
AL mol === 2 BEMD LAND
2. Alist of Prescribers & Prescibers [= = [=]
in your store will &‘ &‘
open New Merge
Code Last name First name Category Registration code
I Martin Mary 1058
You can 15 Smith John 1858

--Edit a Prescriber’s
details by double-
clicking on their name or
--Add a new Prescriber
by clicking the New

button
Double-Click an item in the list or select a line and click
the "0OK button to choose an item
\
3' Enter the &+ Add / edit prescribers *
H Y active @ Inactive O)
Prescriber’s Code, o e —
Last Namel First Lastname [lones | Aggressz [ |
Name, and Initials, Frstoame flom | Phone [
H I~ obie [ |
then click OK — e
Registration code emai
. Category (O Female (@) Male
All other fields are
optional. Cance ||
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The new prescriber has e Frecibers (SO [SEE 5
been added! = ©

How Werge

Coda Lazt name Flrzt neme Category Zagletration code
You can also add a new i Mertn wary toss

. . I Smtn Jehr 1658
prescriber in the 1 Jovea Tom
prescription dispensing
window.
i
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Session 2.8 Patients

Patients are individual people who receive dispensed items from a prescription. You can track a patient’s
dispensing history, allergies, payments, and notes in mSupply.

To find and edit Patients who
are already in mSupply,

1. Navigate to the Patients
tab and click the Patient
list button

uuuuuu

2. Search for the patient by
Last Name, First Name
and/or Code and click
Find

If you leave everything blank
and click Find, a list of all
patients will appear

&+ Showpatients

Patient detailz

Last: |

First: |

Code: |

Search...

(®) Allnames

Exclude hidden names

Selection

Patient Code Last name

Forenameisa) DOB

Complex Find Cancel
3. Double click on the L Names (o=
patient name that you & & & & ¥ @B -
want to view or edit WewPemd  Fud  PEL Oaly  Bem Medl

Phane Address

2TINM96S |
W02r980

123 Main Road
T4 First Sirest
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Edit the patient’s details
as required, then click OK

4.

==

General Prescrptons Notes Hstory PUR Backorders Store Visiity
Hame

Restriction

B ocogefmmm

Held- g0 notissue (]

Currend stry; [Kerang Hosptal ks

Croatiemt [ 0USD

web ste |
Phone |
Fa |

To add a new patient, e

1. Navigate too the Patients
tab

2. Click the New Patient
button

&> mSupply
Edit ltem Supplier Paent Report Special Help

Navigate to the

Patients tab

DEMO LAND
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3.

Enter the patient’s
details

At the minimum, you
must enter the patient
Code, Last and First
names

However, best practice is
too enter at least 3
unique identifiers such
as

Participants Guide Legacy mSupply

Fle B Hep

3 unique identifiers
such as.

B S —— PR v [ Eum
. - Contaet &
- [
| e sty fRaRaee  am[ weses [
— Otemse e o [
Ez Py & ree
-
Compiry | ame B coneye e - | —
Campery 3 W -l Category * Nome - Comend [
Camgory 3 Wie —— Camngary ¢ N v oy
) ey c--l
~” Vor Yo Lamve
- w3
. aswen [ e [ L E
R — [ems | =
=3 o [
prydh TT TS R R Yy .P"“‘.‘“":“.’“' :
(XN ~—m. Q®

=
[ |
| I—

P o — [*] —
P ) ws ¢ a
L — Vewove | sy
LU SRR Y e |
TrrSn Ty .P“'?"J‘.’,'P,
a2 e . N — B
h-'-ll_
‘r--&—_ s o et e ot | T us0 '
Lot e Comenes
] — -,
O stwen GRS ] e[ — 1
o [
e
Camgory 4 W08 - =
Camgury 8 om L] L] I
Catngery 6 Noms - |
G.-'I
P S — 1P | m—
P —— P —
e — [ Vawonew |
(BT o |
VTS S 2y .P“.'?"“.'."'
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Date of birth or Age...
- - — LT} F=W)
Cretuee Mgl
‘ el
Date of birth or : e sl T
Age - =
Sessram By ™ wossh[
Orewen @ in e
e ooy A o vel
Caery | e N sy N = — ]
Catogory 3 WESETTTTRT Gy 8 e S L —
Catmgery 3 Wane T Cewenyd N 5 P —
Al L :—-‘I
" Mo b Lo e
e ™ 2
=f B e
__4 = |
- E— N == |
Fr rrrerss [PJV"'J mm
Address...

ey VTS Yy beo L

(t] .
T —

e e [CE]

E-mail or Phone number..

TT TS Ty om0 TAND
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6. Click OK to save the
patient

Always check if a patient is
already on mSupply before
adding a new profile!

2 — e N — T ¢
Curertaae S Mo
Amiene
. u vt e oseten [ Tus
Camat
PR e
s
Bl ]
raa
Latagory ¢ Weme. - Gy [

rrreeres [f:—_":’ jrsy _":“
U e/

Click OK 1

the pal

DEMO LAND

Having a single record for a person means that we can track their dispensing history accurately.
Let’s explore what kind of information mSupply stores in the Patient Details window.

General

This tab contains general
personal information about
the patient such as Name,
Date of Birth and Address.
If the Hold: do not issue box
is checked, no stock can be
dispensed.

The Credit limit is the
maximum negative value a
patient’s account can have.

b gaorw  Enang Hosplal -
Geneal Preacriptions. oles History PUR Backordars Stere Visbity
Heme Assricton
B o pse Heis g not issue []
Lost Framens

Contact

FrrreaS s

Currest gio Fereg Kosplsl -

Creste bt o ush

Fint [Gusan emai |

Dot of bieth 70177065 Mg Em

st e |

Wirerme (e

Phane |

Price Calegary A - Fa [

athar

Catagoy 1 Hene E, Calzgary 4 None v]| Custam 1

Cabeguey 2 [Hone | Calegarys Nene ~] Custem 2

Catagory 3 [Nose: Caizgary & [Nena v cusom3[

Fiag Cn-nn||
MainEilng Address
Auirfrens 1 [123 Wan Rosd Lat o
Aidress 2 Leng L @
s Map
Coutry [Bems Lana | Mewon ] o

| Duite Puient  OK&Mext || Cancel 0K

Prescriptions

This tab shows each
prescription dispensed for
the patient.

Type ci are prescriptions and
rc are payments for
prescriptions.

Double click a line to open a
prescription.

Hewree stoer. Fitfeng Hossdal w
Genary Frescrighans paas Hstory FVR Bactarders Stors Vsbasy
Cheimers, Susan

Fier &1 -

Type Sutss Erya
CIRL Elerd

1
e | sem2.| steomm il Risceit far ivsiceia) 1 o
CRLE. - 2 0
ee I | Sone. | smeoem 2 T for avesicain) o

et = ]

Correret siore: Kerarg Hosptal -

10
)

ocooo

OK & Heat
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Notes e ]
Click Add event to add a note — e R

Ganarsl Frascriptens Netes wmtary PR Backorders Stars Visbity

to the patient’s profile.
. e L:' Fatwcf avems A0
Notes are displayed each — =
time you dlspense a Dzt Patierd avane Walie  Urils T Nl Everinyps

RO Fs ] Ak i el Tad

prescription to the patient.
These can be used to remind
you of patient allergies to
medicines or preferences for
certain dosage forms.

0K & et Canc

History L
Home atore.  Kerang Hospe Current stoee. Kerang Hospial

This tab shows a list of all

General Prescrigtons. Hotes History PMR Backorders Store Visbiley

individual items previously Chainere. Susan
dispensed to the patient in e
Records
mSupply. S — provpoe Drecons | Gun | Fok | Buth | Bory | Presed
ol S22 1 Amoxiciin S500mg 1ab Take OMNE tabie. 0 1/FGHES 28022026 10
e 2022, 1 o o 10
. . ci SH272.. 2 Metformin S00mg tab Take OME tabie... &0 1|HUYTS 28022027 80
Double click an item to open o [swz| 2 oo &
the prescription where it was
dispensed.

Highlight a line and click Add
to Patient Med Records to

add it to the PMR. . ’
DK & Next Cancel

PMR & it putent =
ThIS |S the Patient Home store: Kerang Hospia Current store:  Kerang Hospital

General Prescriptions Notes History PMR Backorders Store Visibiity

Medication Record which o =) =

can be printed and given to e - — _ .
tem AM loon PM edtime urpase Instructions
the patlent as a Slmple Amoxicilin S00mg tab 1 1 1 Antibiotic
Metformin S00mg tab 1 1 1 Type 2 diabetes Take with food
Summary Of a” their Enalapri Smg tab 1 High blood pressure | May cause dizziness: stand up siowly wh..

medications, dosages and
instructions for use. Items
can be added from the
History tab. You can click the
Add button to record other
medicines a patient is taking.

OK & Next Cancel

Participants Guide Legacy mSupply



Backorders PR — ===
These allow you to record el g [mam[mamy ] A e [
items you were unable to T Sear
supply to a patient, and will et e o = ——
supply to them at a later cxsa P P ———— p—
date.

0 B Hew! P C—=—]
Store Visibility e ==
Prescriptions can be e s
dispensed to a patientin a -
particular store when the gt s
Visibility box for that store is A B
checked. T =
Visibility preferences are set
by Administrators.

0% & ot Cancel
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Session 2.9 Dispensing Prescriptions
Prescriptions are instructions written by a prescriber authorising a patient to be provided a medicine or
medical device. You can record the details of a dispensed prescription in mSupply.
1. Navigate to the Patients tab — 3 A
and click the New —
Prescription button = =
Em® Fo
2 B2 =00
== @
2. Enter the patient Name =
Patest setals BN siack
@ Name [Chaimers. Susan L‘_J Dute of brin - 278011908 Swre Kerang Kospes
You can: e T e ot s
--type the first few letters of an S S et e
patient’s surname and press TAB
* . i | =y &J &‘, E Reterarce Category Moo
--type *patient code and press Mo Dula el Dnchondes: ey Mt s @
TAB Iterms. Pr,vnﬂﬂ leg -
--type @ and press TAB to choose - ' -
the New Patient button
If the patient cannot be found,
click the New Patient button. BEEE - - - »
[)Fmaine Exportbatch 0 Status 0K 8 Next Oviete [C=Jo&
3. Enter the Prescriber T— — -
You can: B P 0] e — o g esotn
--type the ﬁrSt fEW |etter5 Of Proscrses e Bary 1 L e 1::: ‘OW'-‘-?“‘-"
prescriber’s surname and press = e e e
TAB 5 B8 @ .
- b3 _1_‘ :;_ Daterence Categry Mese
--type prescriber code and press M v Bacn Wy S - 0
TAB P : e
--type @ and press TAB to choose
from a list of ALL prescribers
If the prescriber cannot be found,
type @ and press TAB to open
the prescriber list, then click New SEEE - : " -
[ Frasse Exportmais St e 0% b West D C=_JOoE
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4. Enter the Prescription Date s Prescripton bty =
Faters detady - [— ik
@ -y ] Dute of b . 211985 Female R
Mew Fatet Code A Aaress 170 Man Rosd Entered SO2OA2Y
escroer ae U I3 Contre s - [CGOLO0 Invoce
- - i
B =2 @ & B Raence [ toory (855 =
Vewma  Dueie nein) Backorders bty Feseats et | £
Mo Payrmant Log
Lire  Locaiion e lame Cesa  Pa Banch Exsdme  Sel Price Price exten
(RET i e A L] Subiom oo
D hoses. % tax (1]
SA22021 Alerghc i penicile | Hew rose 0% tacsunt oo
B e e e -
[Fnaise Erpembamch 0 Stab ew 0 &, et Deiste = o=
5. Click New line to start adding | scdien.
items to dispense, then [t = (=
search for an item Line | 0 Prescribed Quanity | 0 Repeats Hew R
Quan 0 of0 Tolnl ' 3
You can: ~— . 0 e e
. . 'a; uter pack soe - dabe (04202 Quantes.
--type the first few letters of item = '
name and press TAB Directons
--type the item code and press “’:’“""’" =
xpanded
TAB directions
--type @ and press TAB to choose
from a list of ALL items Cancel ox
6. If more than one item s iem st Box

matches your search, a list of
those items is shown.

Ehioroquine phosphate 100mg (base] tab

Chipmgune prosphate SimgSml syrep chigide -]
Dazegam Smy et dms ']
Review the Stock on Hand ey = 0
column: you can’t dispense an e Socmgan o s
. . , Metrosatole S00npM00ML metSO0i o
item if you don’t have any stock! Faacetanel505mg ab posen 0
Primagquing Sphouphaty 7 5mg b BeTSL °
s 136+ oo T o o
Double click the item you want to | "= mesee e =
dispense (or click once and select
Use}
Dicustrin- m oUW
7. The Line number displayed pddfiem-
shows you which batch you tom e im0 (1) wmosoce (+
. . . My B
are dispensing with all u“":_?; P | -
e o =M
available lines shown. —— T P Rt rm 5 oot
Add Place hoider
If more than one batch is Line lsue  Avsisble Totin s Pack  Hold Batch Evpdsle  Suppwr  Donoi  Locston  CoitPres  Selp
. . 1 o] 260 =0 1 FGHES 2827006 MWW 05
available, mSupply will 2 0 20 a1 FGHEI 2802206  NMW BLUE 050
automatically select the next to
expire. ¢ >
Tolal quantty issued 2
Total quanity svaisble 450
If you want stock from a different | == -
LAl
line, double click the relevant Expandes
drechons
line.
Cares oK
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8. Enter the Quantity to issue,

Add item...

paying close attention to the tem [imoxican 500mg ab (2] amosoo *
H Line | 1 Prescribed Quantty | 20) Repeats i ""'__
Pack size. oven [—35] ot 20 o [ °* &
left
Pack [ 1 BuksOuter padk size ] Expry date (51042021 - n;.‘:ﬁ.
The Total quantity issued = 400 Pace hoder
Quantity X Pack size, and is Line lssue Avslsble Tolinstore Pack Hold Baich Expdale  Suppier Donor  Locston  CostPiice  Self
1 20 260 260 1 FGHBS| 28/02/2026 HMW 050
shown. 2 0 20 200 1 FGHBS 20/02/2026  NMW BLUE 050
< >
Total guanttty issusd 20
Total quantity avaiabie 480
Directions.
Apbreviaton | -
Expanded
directions
Cancel oK 0K & Mext
9. Enter the Directions for use. Additeen
Bam [Amoxiciin 500mg tat (&) smosoc E
You can set up Abbreviations to e[ 7 Frescibed usty [ 3 Repaals .
make dispensing quicker, or Qe [0 of 200 i R:'—';
directly type in the Expanded e ' ity ! Exaiy dole. [SO4EE21 ==
Directions. ——
Line lsmue  Avalsble Tolimstos Pack  Hold Baich Expdate Supplier  Donoe Locastion  CostPece  Selp
1 fut) 260 =0 1 FGHES ZM2/202% HMw 0'50
|f you Want to dISpenSE more 2 o 200 200 1 FGHES ZAN2/A00E MM BLLE 050
items, click OK & Next.
L1 >
. e . Tatal ity Esued F. 1]
When you are finished, click OK e
. . Dwectons
to return to the prescription Jo ~
entry window. Expaned roqe Tabiet THPEE tmes 8 day wntl frhed -
Srections
Cancal oK OFC & My
10. You can add items from the & Prescription Entry
patient’s dispensing history Patient details
by clicking the History |‘ Name [Chalmers, Susan | i l Daty
button. New Patient Code: AS890

Prescriber [Martin, Mary
Code: MM

l' | Confirm date : IOOIOOIOO
Prescription date W

= = 3

o

=

The item will now show on your
prescription entry window.

Amoxiciin S00mg tab

New line Delete line(s) Backorders | History | Repeats
11. Click the line if you want to S Hitoryfor Chekmen, Sussm 0 x
copy and click Add to
. . Date Number Prescriber Bem Quantity Dwections
prescription. 212021 1| ut Amaxiciin 500mg tab 20 Take OME tablet THREE tmes a day uniil finshed.
smzzo 3| M 20 Take ONE capsule THREE times a day until finished,

oK
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12. Review the prescription entry

patient, reopen the

window carefully. @ (e~Be @ Owa stoem A
i i . Mescter Matr va: } 2 ,.:_”
You can double click a line to edit — L ] =
it, or remove a line by =
highlighting it and clicking Delete e i St . i
Iine(s) ems Payment Log
Check the Print box and click OK
to print labels.
1y . o hrews P 1008
Fran: 2501 tan States nw O & et Cewte é'—_‘c-—‘_“;[' k_-rj
—

13. If your store accepts & Confirm . b

payments from patients, a

warning will pop up: click Y'ou haven't entered a payment amount yet and the patient

Save & Close does not have enough credit to cover the cost. Do you want to

gave the pre=cription with no payment anyway? (it will not be
. ) finalised)
Prepare the patient’s
medications and attach the
dispensing labels.
14. When you hand the e
. . o @
ispensed items to the
dispensed items to th ® 4 b B H &=

prescription by finding it in = T @ = ft @
the Prescriptions list. tnns Trom
TmE T 0
&) ) =g @
15. After opening the , -
. A . B slack
prescription, confirm all @ B oy i e
details are correct. 3 et v
Check the Finalise box, then click it = Dervt by W
OK. :
Stock has now been removed A o woe s 22455 — 3
from your inventory and patient’s Paymert Loy
dispensing history has been s D o p i P e .
updated.
.. [ B - Ao 0 tarty 008
5 Suha n 0K & Vst Dwete Li”’g ) j‘ &
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If the patients pay at your facility,
you will need to record the
payment before the Prescription
is finalized.

After opening the Prescription
list, click the Payment tab.

L4 ) \ -
BEEE I amowe [0 g wes

e - on 000
o &) tewroe 0% Secouwt a0
s i -
T e | o | CEIOE
View the Total to pay e
e == Dwealm RIS Fasan — —
s bl Cote aSHEG datrwnn  10Y e Does ““_
“ﬁﬁ, e s i m v
Cote W Frescrpmos dwte [LESEET Fermno by nees
ems Pyt Log

Enter the actual Amount given by
the patient

mSupply will automatically
calculate the Change to give back
to the patient

mm-m-;

[resime  Egoeess ® s e [onabmi | [ e [ox
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Click OK _
Hara __@ Bta o b JIRUAI O Teran

If you want to print a receipt for - . : ke S et Erered e
the patient, check the Print e ———— .

(Erbared by Melan
receipt box before clicking OK

bews Paymant Log
Cxrae getan

[ Fimaie [SSTEE s o =L | omamen | ‘TE

The patient’s payment is & Alert..
acknowledged

x

The amount paid of USD 10 has been saved.
Click OK The amount to give back to the patient is USD 40.

Remember that the prescription
is automatically finalised when
you enter payment!
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Session 2.10 Prescription Repeats

If a prescriber authorizes repeats, it means the patient cam be supplied the prescribed item multiple
times.

1. Navigate to the | 2 o nmcge

Patients tab Q g

D

Q OJ&O g .

Repors Special

pp—
H— o —
Navigate to the @ H— A @ o —
Patients tab ﬁ @ o
Prosanptons Paverts Transacaon catepones

Q@ i

P
¥ o
iii il
@ 9
® @

2. Click the New

o
- @
prescription button O% a
s -y ravve
Trantsmer ta)sser

| DEMO LAND
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3. Enter the patient’s B Pstptin
arer eeam - e
Name 2 Sl @ D - e mo—:.
Now Putems ot — Trwws 203031
sty Comtrwams BO0ON v &
Cote Bonan dow L2050 Sarntey B
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| | |
l |
| |
| |
BAns tom [ Avwwe | L pee. "
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B e v "™ et e
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-—S:‘;——@ F T ] oeve b
e Pt Cage ol Astwes 1) Pecrtc Sees Poppe—
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L
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|
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|
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Y s @ o g s ¢
Gl il + I Sttty W
Enter the [om—
@ E E S m Prescription date if . =
SO RSN SR S - - nct today's date J @
Toss Paywvant Log s—
e Lecece Ll S N ‘e L I ros o
|
|
|
|
SlESs won| st | L ame 000
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B e " sacowt e
foml Oenm cone ‘. L1
: Lt DAvene g oo
Ofveme  twatatn ¢ mamen ) T T S s [=]
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6. Click the New line
button to start
dispensing items

lick the New line

Dezcrpen MMM
Acoues 10 fectic Reat

e |

T wlack
e
Eomrnt by Mo

simve

button to start Sl SR . EnSean e P
dispensing items
|
SlESs ! frwut L P 1
e ™ . tm
N monent i
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Y ] 1%
[Ofeskee  tosticr 3 Sata 0w O Dwne. C=—"Jo@s
7. Search for the Item B (o)
i o MY ek
to dispense ® _ . @ L
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o | 3 3
e [ % e
’ ey e B L add
5 @
- CEEE)
ey Ll douse | L v~ am
Tew Lo " . (E]
2 v OB S € e
i - (Y
- Lt Odba e g (1
|reame Tptn 3 Tata oo O b Ceew [I]l | ;
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I S %-4)
8. mSuppIy_W|II — p—
automatically choose & - & & L
to dispense the batch e R e we
. Aeverem o o | Tun g ¥ =
with the shortest o n o —a ot S el ot
expiry date ot v
j L ldus Ala. Tl PO e b Cptee  Suopbe Doner  Locston CestPece Sets |
Sts B ' 0 0w » W ETE V0 " :!.0
L
Ve Papvn
Lee Locaser mSupply will autamancally
B - patch vath the shortest
Tew e, caewe "
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EEL AR L
[
e
AR 4
Dew
[ Mot gt & P
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9. Enterthe Quantityto | ‘& = )
dispense, takingnote | | & =
Y ’ ) g @ e et g &) e [.‘b v
of the Pack size B e R Y — — m—
o : .b"" et % n::.
| Sateis | Ouettes
N e the Quantity to e
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Now e s 1 0 w SRS 000 @
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- - e -
[lrveme  toetses o Siaten v e [= J0@&
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. o Vertsme Loy e [’_, ety [!J -
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(wwcwne
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B
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e el d o
% rmicet L
T 200
Avent . pwmmorg 00
Frome Crpartbets B Lt D EUE
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Mo bn Debew sl Dochanters  Madiry  Saomete
Aen (™

12. Enter the Directions o
s - Black
for use —— @ 3
S, [T T eemetteey [ 1 R Py o
hekefl [ Ten -_:l ' B8
HESN wa W Bed a0k w3n . Copry e ! o
nt Macw hder
Une eoe Avaka. Tonet. Pack Weld Buh ©odue  Suwene Ooeor Locken CostPece Seti | )
-G oi .' " » W | 4530679 10N | ‘.i . -—
— | = | | . I ,
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R e e P | Py >
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W i e e
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. P o
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oo Mot Cote POW aspTes M Tecfc Bear U.l:'
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o n Ponw b BT P———
@ = B e

When you are sure
everything is correct,
check the finalise box

= Guar Pa Be Doses Selieen vee ooer
VoW aeonl weee " o
[ | | |
| S | ! |
==l j===yi=1|
P B | | |
s w e o
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If you are printing

dispensing labels, check el — G WO Memtias |
. N Pt Coow Savm astvee W Pertr Snae
the Print box too - P o
e e sy

If you're peming
lispensing labels, che
the Print hox 100

£ Tratee L .-

Ok b owm [ NIOE

1. Create a Prescription
as usual

i i
3

@ @

iiii i
=

® @
i

‘®
2
i

@
@

M0 LAND

2. If a patient has valid
repeats, the Repeats
button will be red

& e o smar o
= e T e
b Oy g "
Olreome  coomemex ¢ . A e = OB
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Since this is a repeat
prescription, you can’t
change the patient and
prescriber

Directions for use are
saved from last time
(double click if you need
to edit them)

1

e e CEO®
o it b @ O otaem i [ -:":-.
Nowrewe Com OPGM Aswean 74 et St R
._.-;:——_——@ Comtmdns Botone 3

tte 5 vy e et ay Mo

D e i el

& = g. b Oy g 5

o e Dute i) Bachoriers Sty [ @
R Poyment Loy

e Jocemn -

TS - 1

If payment is required, go

to the Payment tab il — Y St st —
e S e

s =08 |
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When you are sure
everything is correct,
check the Finalise box

-
-h Dot - i rene o S

Now et St DA% Asbean T4 ent Seet ~=
Dy — Cmtmame Boton [e—
P Prescrpten dee FASEEY et ay How
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If you are printing
dispensing labels, also
check the Print box
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Pescee e 0 Comtmome - P00 v 3
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Session 2.11 Prescription Warnings and Interactions
mSupply can be set up to warn you about patient’s allergies and medication interactions.
1. Create a prescription || Q a - é
in the usual process . aa Q _::_' 0@ Q
- L) Ll
2 5 =9
i 1 1rvrlng
Ao m o ’*"J ozl DEMO LAND
2. Click the New note
button to record the "B == @ e s " :_..:';“ .
patient’s allergy Mow Puwe Case 4z Ao 22 e Bt B
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Participants Guide Legacy mSupply

111



Wow e Ovite ean) Soctesders  Frmey N sy v e ety e i

Mo Fopret Loy

4. Specify if you want PR P
hi te to displ s = L
this note to display e = A Conitem o T SR
whenever a new vy Ceie A3 . fr 23 e ot B
. . . e Cwamoen pomw i
Prescription is s &; e G o
Al Pt
created
Tt by e
Volwd v .
@
Speaity if you want thig S,
note to display whenever
| 4 new Preseription is
| created
|
| Dty when Sevet “ rocsee[T] mees| T d e
Camcwl
SEBE —— = .,.
Dww "o Ll Ll
R ON Smemot (1]
Sutnts sute Totw ()
=° B X ) o
Ofesies  suenres 3 saa O & Nt we [ JO&
5. Ifyouselect Never,it | s a|
. . . Pww cemin e
will still display at the B —-———@ N N {_—‘.:.: N
bottom of every S St 123 -
. . of B e 2 S sww v iy
prescription T " sl - A

e Lscmen - ree e
If you select Never, it will
still display at the bottom
of every prescription
Snsy wree W T) o [T)] [ s
s
T ]
O T — ~ - "
Duse - ™o i
) e e N Sncaet o
& T cx
o Beme Ares Cawsaory ox
[ reaine Fgerties ¢ .. E2 L Owete E'—, =
. r S
6. Click OK to save the Pesa—— )
Pt st " - -
. L BT
note @ um-—*& Sww st STRVORS teme _-l‘.“
o Pumy Tt ABME Adsw 03 M Rad SR
Besiober fovb. S &J Conwmaen Fodw Sovsien §
Cute kit B e
B A Pt v
vt Laen et e Sttty Mo
[!: (_-_J 'I.ﬂ b Sww TG00 Vawa o v
Now e Duteie lewinl  Backndern  aiy Sy Py © peusiy sdtwes (suyee '_;J
veve Boymmet Log
Lme _comer Lo ee e
|
|
|
| gy whan W |« rocel ] el ¢ we
| [+
omcd e ST ]
BEAEE wr— - .
Tt el . "
:) R % smcowe "
= . T "
£ o e ] "
] femine T Sawe v O v e E: =)

Participants Guide Legacy mSupply

112



The note is displayed
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Double click the PR =
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Legacy Level 3



Session 3.1 Locations

Locations are places within stores where items are kept. You don’t have to go hunting through your whole
store for stock when mSupply can tell you exactly where it is.

Setting up loactions in mSupply helps you keep track of stock as it gets moved around.

To view and set up locations,

1. Navigate to the Item
tab and click on
Locations

n

Rem

o ©
N

f»

Replenishments

al

inventory adustments

Departments e

m Categones Master ists

@

DEMO LAND

Your Locations Management
Window appears and a list of
your Locations is displayed.

2. To add a location,
click New location

an

Fagherushmant

Descnpbor Locaton type

Search Boabon

woiume wohame

Participants Guide Legacy mSupply

116



To add a new location,

Enter a code and a
description

Click OK & Next to add
another location

Click OK to return to the
locations management
window

Detormans ireen 47l

Akl e locaton & gact &4 |

A code is how you refer to a location in mSupply and what you will select when entering an item’s location.
The description of the location will help you identify the location in real life.

Location type gives you the ability to categorise your locations.
Replenishment location type is where you tell mSupply if the location is a Pickface or Bulk location.
Parent refers to where a location belongs e.g. the Green shelf located in the Consumables room
Hold: when this box is checked, items in this location cannot be issued to customers or patients.

You’ve added a new location! | | g showlccations.. P R
&J '.'_-" Search location
4 —_—
New location Print
= D monype PSR gy Jom G A
BLUE Biue Sheif Hone - o (-]
RED Fag gmat Mong [} o (+]
GRN Grwan Lhelf hone 0 0
< >
-
To edit or delete a location, 4 Show locations... P =
.—J.‘ i-l'._-. Search Boaten
. : ol ) T E—
1. Open Locations again and Hew localion =
double click on the Cote P tocaontpe Poerhmnt gy Toal | Usd  Adaie
location you wish to BUL W 3 s :
GRM Green sl P o -] L
change e — :
w =]
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2. Edit any details needed, 2 Fétlocaton - == ]

then click OK (or OK & — B e

Next if editing multiple F— _ R

lines) bttt [

Paree Hone
To delete a location, click oy [
Delete Comeer
Remember to set the location Tta ke T
of stock when receiving stock! dona o
It takes much loner to do it J
later.
[ S [T =
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around.

Session 3.2 Moving stock

mSupply will record the movement of stock, so you can track the history of items and see who moved things

1. Navigate to the Item tab
and click the Items List
button

B only amigusr

Do @

Supshen nem Reperts Ssecl

i
B
@
i
=
@
iii
‘:
@

= a I =

Iycry aguatmants

S W b H e v
au.r..;mm.u o
Ag s m <A DEMO LAND
2. Search for the item you
. s Find items X
want to move, then click
Find tem name v starts with v I
and v Category! « is ».._\J
Note that the default search is and v VEN category s Don Care v
by Item Name but you can and v | Department s Don? Care v
change it to Item Code and 51 » on Master List Don't Care v

Randomiy select 0 tems from returned st
[ Exciude hidden tems

—_ N )
3. Toselect the item you & tem it oo )
om e et ¥ & M8 EEEEE Y
. . T

click on the item & 14

New item Report  Setvalues Find Order by Print Modify Duplicate  Customise  Merge 912914
Item Code Item name Unt  Defaukpack S

PMO23 AMOXICILLIN + CLAVULANIC ACID (AUGMENTIN) 1.2 G POWDER FOR INJECTION YIAL 1 A
PMO21 AMOXICILLIN + CLAVULANIC ACID (AUGMENTIN) 125MG/SML POWDER FOR SUSPENSION, 100ML BTL 1
PM022 AMOXICILLIN + CLAVULANIC ACID [AUGMENTIN) 625 MG TABLET TAB 20
PMO17 AMOXICILLIN 125 MG/5 ML POWDER FOR SUSPENSION, 100 ML BTL 1
PMO18 AMOXICILLIN 250 MG CAPSULE Cap 1000
PM013 AMOXICILLIN 250 MG /5 ML POWDER FOR SUSPENSION, 100 ML BTL 1

PM020

AMOXICILLIN 500 MG CAPSULE
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4. To open the stock tab,
Click on Stock tab to see
all the available stock of
that item, separated by
batch and location

5. To move all stock,

Double click the line to open a
detailed window

6. Enter the location for all
the stock in the selected
line.

Click OK
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Yae e o cote pUEs0
E Pow perses P e otate sl preen . w— eiaiee Labew e harcade when
[ea—— Rt ]
Avaletin  Tord Pack '
Bacizsers Low Arsittle To W _!ou- Scher Mantuosw  Dore [l Locuon  Cow Prce SatPrce
” \ « «© 1 U AN AW ~ L om EE
o8 of mutotes 7 w100 1 PR 2BR005 4 Bugl  ess 0%
Airehate Oatorn 3 w0 w0 1 PO MORXRT | CPWO B oo o
Qrowr equare
Cwgerary
Bopervy
(T
no . ate-a
Shecen
o vtee
Cewir ets . »
:“""‘ PSS S wwcn tea
-——.al ® Tetm wmck vae @ o wiock tem [
Teack on hand €0 Aveege et comt oer Dottt custonar
Tica we oder L) Tt Vo e '
Wantna Cover
Bants o —a aage (M. Toihatn wnih w8 bapay dote wes Pas 3
Tor sioch wnbont 3 —. e Genaraing o wder v £ e e
s A K I— el ) i der & guanity o B
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Select the line you want t split

G ——
v Dr b

All your stock has been L e detsie e |
moved! oo u e —
Sorege
Yac a
ez 3 s B = =
. . o= ] - i =
it you have multiple lines of | Emmm B & & & & & B B
stock to move, you will repeat mcnl Lne Avoliie 168 dat X3 Buch  Eomle ol Muwtotse Do | Locolen fouFres SelPke |
the process for each line. i 1 e o 1 I A s o | 0w om
B8 ot vuteran
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: Meman stoze E Tomsl sisce vaue 242000 e stk tem (]
S0k gr 200 4300 Aversge unk cost 0% Defout castorer
S0k ox grder ° Tots Voure (1]
Woretw Caver
Beseion 0 o rootte waage  Cacsiele Cachote tisck Wih gy Gem wsa har | 3 monte
Foestech on rnd  © (moeths cover) Generatng ae anger hur | C monos siac
ncking siuck on order 0 (moat caver) Wl rder g geantty ot ¢
Detete 0K & Meveun 0K & Mext Cascel =]
To move some stock of the & vemden S
same batch to a different o i . S
location, you need to Splitthe | s = & | & = 3 & B B8
Stock :'::-: Deor v b e g B wicrenn lm e - R ]
_— Sacorsen g frdtie TS ae PR tes  Cwdm teple Medos Sow Lo Coafer feltves
o I N ) I T A Y T

OK

New shelf location [BLUE

New pack size | 1

When you click OK a new repack transaction that
refiects the change in stock will be created
automatically

[] Print location movement report

——

and click the Split button Ny
LI
P
:::;: :w [Fpp— =
[T i 2 e oy moech e ]
Sk e hene e Avrwme et cow [T k‘\_‘_':
[ S— ] T Vm (1] r__
M Cave
M B e achatn Ao ch wiN suowy b s B | 1 wees
L TR T G Sewemg 0o oo’ T ey ek
ey ook ow w0 Qrastvy cowry | st s !
[ 0% § Pevms 0K 3 e Zee [E |
Enter the Quantity to Split & New repach 0
and the New Shelf Location of
the moved stock, then click Quantty to spit | e L
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Review the locations...

You have now moved stock
to different locations!

@m

To move stock of the same
batch from different locations
to the same location

(Consolidate),

Select the two lines to
consolidate (press Control on
the keyboard and click the
line)

1000 1000

Select the two lines to consolidate
(press Control on the keyboard +

Click the Consolidate button

General B Mem name Metformin 500mg tab Store  Nationai Medical W
Misc " tem code fmetS00t
) ) - = ] E) ]
Em B8 8 8 8 B ® B 8
Show zerones  Prit Soit Update sel prices Show related Consaidate Labels Pt barcode ibels
Ledger s
Quotes Available  Total Pack
s Line Hold TN Bexch  Expdate  Suppler Manufacturer Donor  Locaton CostPrice SelPrce St
1 0 50 1 esual3yoy2022|  ARC SHELF  0.00 .00
2 w0 100 1 DEF4S6 31/0772022 SHELF 1200 1400
3 0 S0 1 SAIL 31ON2023|  ARC SHELF  0.00 0.00
- 1

SD333 28/02/2027 , MON CUPBOARD __ 0.50 055

click the lines)
< >
Stock Non stock tems.
Wnmumstock [ 0 Totalstock vabe 220000 Non stock tem []
Stock on hand 2200  Average unt cost 100 Detouk customer
Stock on order 500 Total Voume 000 I
Months Cover
Basedon 0 months usage  Cakculste Exclude stock wih expry date lessthan | 3 months
Forstockonhand 0 (months cover) Ouuraling oo weiur oy 9 s shouk
Inckuding stock on order 0 (months cover) ‘wil order & quantty of 0
Deiete OK & Previous OK & Next cancel | [ ok ]

Gonest @ Mem name Rietiormin S00mg tab P —
M a Rtem code [rettx
Usage 7) E =
s 0 & & =) 3 &
Show zersies Pt Sk et barcose ben
nvoces
[Quotes Avalable  Totsl Pack
Bactarden Unt “oadn pada MM o, A Codie | Swshe Messho s
Notes 1 “« B 1 s jevaen R
Feconcie 7w 1/ oerese 3y
58 of materian 3 % % SALLL JLOL2023
Purchase Orders
Uvder ogtons.
Capemng
Reporting
Log
Feguamon
Stores
Earcodes « >
Custom éats Sock Nen wtocs tems.
o U stoct O Totastock vaue 220000 Nen atoch tem
Shock 0 hand 2200 Average unt cost 100 Detout customer
Stoch on order 500 Totat Voure a0 r-_
Morgre Cover
Bsssdon 0~ mosths usage | Coluiete Exciude stock wih expry dateesathar | ) monthe
Forstackonnand O (monthe cover) Genermng a order tor 0§ monthe siock
Icudng slock on erder  § (menths cover) Wl arder & quantty of ©
- e || ohws e | [

;:‘"' B v reese RIEOLLIN 590 NG CAPILE P
5
-t 51 -mﬁ
- " R = } | =l
s E 5 & & ¥ ¥ B &
Lodger Saw toe ey Pt e Update st prces Shew remed Crmasatore Lot ool avoade inben
Gubn e
facr> e Lug Al TU8 oy PEE gy Bodes  Swoks Mawisctuw  Dens  Locukos CodPice SebPice
- |0 W VPR 301 el o sw
proadiig 4w «m T F naEe nol  ow ]
Puchate Coen
Orer sotors
n——
Pagatre
-
facsarem
P
Oarcoses
oo Sots « »
—e her e saccs dem
sy
voram wnas [ T Tew e ke 2% S wnch ten 1
Sk on e A% Avence st oot "W et cavtme
32004 0 srcwr ° Tem Ve aw [
Vrralow
[T wortra veage | Casadew ackae £R0K Wi Bpry 2% et tae T moems
P stschon e £ Imonba e Guowrateg an e o | € mone moch
chudng wock ge erier € [ e Wi ooder & sy of §
Ooen 0% & Prevesn O s bt [ R . |
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that you will keep —this is
where all selected stock will
be moved

The Green box is the location that
you will Keep — this is where all Cancet o
selected stock will be moved

. | |
When prompted, click Yes to [® 16
. | f“" B e neme Mottormen W0mg wt Qo M
confirm you want to proceed s 8  wonpE
naee ] & | = b2 £ =
.8 é o8 VRS . - S [P S
ol e
i::'" .u"::' :.“:‘ e ':: Bet  odes  Sppher Mesdtow Dosr  locton  CotPves SelPce 93
Ny 1 ~ ~ 1 i Ieae - e LX) ‘oo
Pecoache 2 M0 Mo L Defese uaNieR wer 2 e
Bl of matedds 1 | & Contem " e [T 200
POt Ondery . et = = o ass
Crder cptime. Y Thest ewn a0t & STerest BatoT LoF yEu ST yow wa e [t s
Cregeyme 10 COMMCMIEN e MR TS TANT e T
e A
P ‘
Veprtom
e
Barvsde « »
] Soc
e R —
Sock 3 tewt s
ech 3 orde 1
Merty Covw
Sesedee 0 RS — Exchte shoch it mory dwn st e | 1 s
Poratas oo nend & ot e Gecawmger i tor |0 © rmemsamek
Rdeg stocs so srter oy cver i ader uenty ot ©
G 0% 4 v O et [ E
The Green box is the location » Ziiss oo

1100

Lxciade sock wis expey date iess an
Geerwrg 4 e A
wit arder & quactty of 0

O & Prevos OK & Nt Camcnl

3 moons

The Red box is the location
that the stock will be merged
from

= Pt
feimce  w
B0
10
oo
s
(1
»
The Rexd box s e Jocation that the
<tock will p marged from.
[TT2lL] v mocths suage  Catamte Exctute wock Wit expry Sete was San e
Forwmckonhant 8 [ mrte Cever wmluwv" T 0 moete weck
Poludng sinck et order ority cover) Wl 0w 8 quantty of O
OK & Prwsma O & Nast Canow ="

Participants Guide Legacy mSupply

123



Note that the other location
will automatically switch to
Merge (Red)

W Select the Keep option for the location you

want to keep. In this example, we want to
move stock from the Cupboard to the Shelf.

Cance

o

Select the Keep option for the | |# ===
. General B Memname Metformn Somg tan Store e MRS
location you want to keep. In hacoe O =
this example, we want to T .. . ccco oo forteocaionyou 8
T A——— B want to keep. In this eample, we want to
move stock from the mave stock from the Qupboard to the Shelf. faree!
Cupboard to the Shelf o
.
Camcel ox
[T - morts usage  Cakculse Exchde Stock wih expry dete evs Ban | 3 mootw
Forsiockeahang O (montre cover) Generstnganorderfor [ 0 mosews wiock
INCRONg stock on order O (months cover) will order & guentity of 0
Cewn OK & Praviews OK & et [ E
o l@ s

Basedon 0 «
Foratockonnend ©
Bcludng stoct on order  ©

menthe usege  Cakculte

(memm cover)
(monme cover)

Exclude wock wib expry date s Bas |
Generatng an order for |
wilorder & quantty of ©

3
0

Click OK to consolidate stock

Seseton 3
Poresckonned §
Peldng sscton wnter §

- aage ok

(rawta cover)
|mas caver)
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You can see all 2000 packs are
now stored on the Shelf. None
of this batch is stored in the
Cupboard.

@ Nem same Metformin 500mg o Saye  heteew Metew A

s 8% 8 6 & B 8

nit 0 e bodte  Swele Menditew O lscmen  CotPece Selfice S

packs  packs
1 0w % 1 ssusuewaoz|  sac SEF a0 000
3 w0 1 oeRess SUN022 e 100 e
3 % % 1 SALLL JLOLONN | ARC sEF e .00
Vou can soe all 2000 packs ate now
< >
Soa e\ atac teve
U e T Towwch vk 20000 wer weck tem [
Siack on hand 2200 Aversge et cost 100 Detaut contoner
Pock oe srdwr 0 Torw Viterw [  — —
Wantha Cover b
Bosedon 8 o ety magr  Cacuute Lnchcde siock wih vy dae s Ban | ) meethe
Yorskanhend O ronthe amen) Ganerseng as crder for T montee sieck
oo sick on onder 0 (reneve cover) Wl arder 8 ity of 0
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Session 3.3 Repacking
Repacking is useful when you want to reduce pack sizes of tablets into smaller packs for distribution or
patient dispensing.
There are two ways to repack items on mSupply:
e You can use the Split function
e You can use the Repack function
Split function 2 vem s fero
;“;’:’“ B Memname [Amoxicilin 500mg tab Stoce:  National Medical W,
e B emcosefomm
You can use the Split function camm & &8 & = B = & =
. . Ledger Show zerc ines  Prit Sort Update sel prices Show related Conscidate Labels  Print barcode lsbels
to repack stock by splitting Quses o - evee
. . N Backorders. Line Tk d Sack Had "0 Baich  Expdste  Suppher Marndacturer [ Location ContPrice SelPice ¢
the stock line into different - :
pack sizes 5,"2';
oyt
RAeportng
Requagons
Stores
Barcodes
Custom data < >
:::;: Steck Noa stock tems
wnmomstock [ 0 Totalsteck vabe 250000 Non stock tem [
Stock on hand 5000 Average unt cost 050 Defaut customer
Stock on order ) Total Volume 000 |
Montns Cover
Basedon 0 months usage | Calculate Exclude stock with xpry date kessthan | 3 months
Forstockonhand 0 (months cover) Generating an order for ©  months stock
Inclodng stock on order 0 (months cover) ‘will order 8 quantty of 0
Delete OK & Previcus OK & Next Cancel =]
" — T,
1. Select the stock line to 2 o gt =
repack and then click Split | == 5 "TTEEEERE e
oees & B W) & b2 @ B 8
Ladger Shew 2eneines Prmt ok pdate sel prces Dow reand Ceracisae Laten  Frel barcode boes
LTten Yoes
:::m Liw "; K::." Hod "% Bech  Erodes  Swpbe Mandatue Do Locen ConPice SelPice
Parcteas Orders
J-2er ooy
Capenang
Aeporeg
“w
Fecsanens
Sheree
Sercodes
Cuaen tals < ?
::::::: B0 N1 S0k ters
Vrens atzch : Total sock vaue 250008 Mae wock ter []
Sneck on hend 5900 Average ant cost 092 Dutasd custome:
Smck on erder ® Total Vekre coe
Wents Cover
E T R rerds gaage  Catalle Sachde itk Wi eey dmt ksa ey | 3 mosew
O e tant 8 P Geencwrgansvdecfer [ 0 reossw atack
noludng Slock o0 eede £ Iyerins cover) wil onder o ouentiy of 3
Detete OK & Fravoss OK & Next Cancel (s =]
2. Enter the Quantity to &s New repack 0 e
Split and the New Pack
Size of the repacked stock Quantey to spi | 1 of s
New shelf location [BLUE
Click OK New pack size | <0
When you ciick OK a new repack transaction that
refiects the change in stock will be created
automaticaly
[[] Print location movement report
B —
_—_——
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Inventory adustments

&7 P

3. Youcan now see thereisa | #tmdns =f=
. .. f’:"" @ mem name [Amoxicillin 500mg tab Store: [NRISRRISESRI
new stock line containing serae P
repack sizes. B &8 & = (3 E9) E &)
Ledger Show zeroines  Prt Soe Update sel prces sm::::ed Conschcate Labels  Print barcode bels
:::.‘:,.. Ling AvOlatie Told  yyy P By Eodve  Swpbe Mandactiser  Donor  Locaten CouPrce SelPice ¢
mSupply automatica”y O 1 P 1000 FGHS9 20272005 BLUE 50000, 50000
R ot e 2 2 2 50 FGHBY 28/02/2006 BLUE 2500 2500
calculates the quantity of the Purchase rsers
Order optons.
new packs s
Log
e
:::::;:: Stock Non stock tems.
Womumstock [ 0 Totalstock vabe 250000 Neoa stock tem []
Stock on hand 000  Average ust cost (] Defaut customer
Stock oa order 0 Tetal Voume 000 %
Months Cover
Basedon 0 months usage | Cakculate Exchde stock wih expry dateless than | 3 months
Forstockonhand 0 (months cover) Generatng an order for | 0 months stock
IDChaang stock on order O (months cover) wil order 8 quantty of ©
Delete OK & Previcus OK & Next Cancel
The Repack function can split | #== a
. . Q by o @
batches into multiple repacks. ﬁ Q ojf?o ]
Customer Suppliers Rem Reports Special Admin
1. Navigate to the Item tab = Q @ = 0,8 = 2% @
and click the New Repack Rapsas owas
button = A N =
= III Ill =

Master st

Stocktakes Stock Locations

3] v e Demo st s
P p———

Alrewss

DEMO LAND
2. Search for the item to be 1 T
repacked | — Sl e
Ertered by Geards
2 Desble- e @ W0 15 SHOSEE & bileh Sere. Matong Medcal e
YOu Can L. dvalsbis Tatw Pack =l Bancr Capry date  Supple Locaten  Comipros  Sol proe
--type the first few letters and
press tab
--type the item code and press . R Banay o b et
tab Guan | € all Pack aize & Tokal guarily used 1
--type @ and press tab to T e = e v -
. . o+
choose from a list of ALL items ...I.—., Cugory  Nosa .
Commest [
Dolm._wl-
Saelen | e
Total Sall prica © Total quaniity crasled Change states fe Seipbated (8g)
Telwte

e |[E=JO@®
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3. Double click the batch you | e
1. Croose rega voice @
want to repack T — Epp—

2 Doubis-chck 8 ine b caones 8 balch

Line Avalatle Tolsl

+ W 157008 ELLE

3. Enier Canity bo be repached

Sean 0 o 5008

Pack sizz 1 Total quantty used 0
4, Enter dessis of new ines(s} i be created
E, Guan Faok Tatal Sel  Batch Locaben (2D
Hew e Calegory | Hone b
Camment
—_
Dsat Bnafa )
Sutus: mw
Total Sellprica 0 Tutal quisstity exastad 0 Chenge stmus 1z |Supgested (sgh
[T

4. Enter the quantity of
stock you want to repack,
then click New Line

Pack Held Bmich Expiry dabe  Suopler Localion Coalprice  Sel prics

Entared by : Aicanin
Store: Hutonal Madcal War

o | e

Mﬁ

1 Dhacns e de nsaceed

P e,

2 Lowte-Ok ¢ We W Shooee o 0y

L Awnte Tow  Teor som Benh  Dapnydeie Swoote Laceten Dowt groe

Sever 3
By e 0
Boawwdty Do

Tare Nesies Vs A

and Quantity of repacks
you want, then click OK

Lol ren
' W 2300 ' F0U°8 LM LW ) Lh L
3 e we ' wow s et 0w "
1 booec Oummty 10 04 Mpached
Sean [ iooa w1 Pacs wew | ot Guantty ceed 1308
€ B Btain ol pew e b et
— Seen [ e e e e ol
& o
— Donman |
&
D in)
L
Tete el g ) Tus ey et | Ounge st w  Sappeet ag
- e CEI0@
5. Enter the New pack size &= New repack X

4, Enter details of new lines(s) to be created

New pack size 50

New quantity 10
Total 500

Sell price 35.00

% markup 0

Batch [er?s
New location ELUE

I 0K I

Cancel
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6. Click the New line button
to add another repack,
enter the details of the
repack and click OK

&+ New repack X
4 Enter details of new lines(s) to be created

New pack size 20
New quantity 25

Total 500

Sell price 14.00

% markup 0

Batch UKW73

New location ELUEI
corce

7. Review your repacks...

Once you are happy with your
repacks, check the Print box
to print the picking slip, then
click OK

You have created multiple
repacks from a single batch

“I.-d.un.

1 Choone b s be repecied

Pethrrw Coimg 0

3 Dowtie-cick o e b choone 8 babch

woer 8
Crtry Gate | OGRS
Eienl by Mcarts
Shore Matonad Vedcal War

Lbe Avelatie  Tel  Paih Mt Sens  Dapey dele Swcher Lecwien Cost pres  Sed proe
1 2000 w0 2OATE 30RA000 e e on
100C 106 KO NS0T e e on

3 G Quantity Yo be mdached

Cuan T30 et 2000 Pk e 1 Tota geascty seed 1000

4 Lrter detels of atw ey ) [-
~ Cune ot Tt Sor Babn Lot Pote
. + L ® e x wwTe ut
Ilne! ‘:'-:' :: .1 (] ¥ IRNTS ::u gy S8
=
e s e
Telel Selprce 150 Change siston te  Sugoenind (33
[ Conou -
To print labels for repacks, B @
® 2 3 Fo | o
1. Navigate to the Special - ~
. . G2 @ 1] r A
tab and click the Misc it s s
labels button
f fi B
Q W 03 o
a _
: m o | I| k ’

DEMO LAND
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2. Double click the label you | &t S

want to use (you will learn + = ® ™
how to create one later) Wew  Dets Moty  Duplcats
Description

Diedivery Mot - Keep in Fridge

Insiruckons - PiccPrap

Instructons - Reconstibubon bugmentin Susp
Fiepack - Amooicilin 500mg capaules 1 21
Ficpack - Metformin 500mg tablets » 20

Fi=pack - Metformin S00mg ablels » 50
Riepack - Plaiscelamol S00mg fablet = 100

3. Enter the batch and expiry | & taitave. X
details of the repack and Normal utple
any other details required Lsbel nome _Fiecad _Metormin 200mg isbiet x 50
. . Label detais Size
into the Label details ety BT Ty m —
Body text. Body [Baich JHUED 0 o

Expiry: 082027

Enter the Quantity of labels

you want to print Left focers Rt fosers
) [ 10
Click Print. e
Centred Footer | Mational Medical Warehouse, Demo Lana 10 -«
Click OK to save the details of
ine spacing 1 v | mm
your input. Otherwise click s
Cancel
o |
Once you have labelled and e 5
dispensed your repacks and E ﬁ 2 0‘?30 ﬁ
they have been checked off, - - — - - -
you can finalise them in = a @ Q,E {‘El' = i‘ {‘E‘
mSupply = =t
H— s " =
1. Navigate to the Item tab = ‘I II' e

and click the Repacks list

button [ﬂ]] =§ ﬁF ?? @ ' ?
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2. To find your repack, when Find transaction

prompted, click Find
Repacks e

15 most recent transactions, or:
Invoice Number - equals w

|:| Use list view if one entry found

Convetod | Cane

3. Double click to select the | [#wsss Lol
{ -
repack you want to & @ B 8 M ® O3 0 8 =
. ) Nt [ Pk Dainlme reme e g Ty Gumtme Wty Toperntion
finalise = s ..... e e o E e
. Srvey Inarern -~ . - VO aeen . ot b 4 U iin
Hlnt: the SthUS ShOU/d be Sg o v - . ~ m‘b’;- wia L) « Cnoni i o N '
v v - . - VIR WL . Onamdt i g S0
and the comment column ro . savan vy P ot o :
should be blank \ tos s o PRI — L — Orende v -
:,‘:_ e .« » s e ' ¢ v o 430 '
[P r—. - -~ VIO Yo ' '
W oewie Ve
L
4. Change the status of the —— =]
1 Chosse fem s be n et Pvece 2
repack from Suggested o ——— oty ae 3037021
(sg) to Finalised (fn) then DR Mot b e s
H L Avalable Total Pack Mot Beon Capry dete  Suppler Lecaton Costprice Selprce
CIICk OK 1 5000 “w0ot 1 JCNTE IS¢ BLug e er
2 1000 1000 1 KOOSO 31950027 UE o o
3 Ester Quantiy 10 be repacied
Ouan [ 1000 of 5600 Pack size | Totel quacaty used 1030
4 Unter Sutals of new Inesis) B be Crested
Cuse Pack Tetal Set  Bwen Leeanon Lontod
L e e

Owiete eais)
Stetn &
Tetss Sel prce 700 Tets uaraty created 1000 Crarge siatas 0
oo i e

5. Click Yes when prompted. | & Confim.. v

Are you hapgy wih al the detais?
You have created repacks for

your store!

I —
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Session 3.4 Stocktakes (General)

When you first open mSupply, your stock will be empty. You will need to perform a stocktake which is a
physical count of all the stock in your store.

Full stocktakes are performed regularly according to local policy. You might need to perform adhoc or
partial stocktakes for a single or few items if you need to adjust stock levels for any reason.

To perform a First Stocktake,

0

1. Click the Items tab

2. Click the Stocktakes
button

3. Click the New stocktake
button

o Click the New stock take
button
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4. The Item filter window
appears. Since thisis a
first stocktake, click OK.

(S

5. Enter a Description to
help you identify the
Stocktake

6. To start adding new items
from your store, click New
line

To start adding items from your
store, click New Line

7. Find the Item you want to
add.
You can:

---type the first few letters
and press tab OR

---type the item code and
press tab OR

---type @ and press tab to
choose from a list of all tabs
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8. Enter the Stocktake
Quantity, Pack Size,
Batch, Expiry Date,
Location, Donor, Cost
Price, Sell Price etc

9. To enter expiry date, you
may type it in manually or
click the Calendar icon
and select the relevant
months and year

10. When you have added all
the necessary details, click
Add New
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11. Your first item has been
added to your stocktake

12. Click New line to keep
adding items from your
store (follow process
above)

13. Once you have finished
adding all items to your
store, click Create
Inventory Adjustments to
complete the stocktake

Your first item has been added to the
stocktake!

Click New line to keep adding items
from your store.

Pt

5888
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14. Click Yes to confirm, when
prompted

15. mSupply will alert you
that inventory
adjustments have been
created. Click OK

mSupply will alert you that
inventory adjustments have
been created. Click OK.

16. Click OK to go back to the
Stocktake list window

Click OK to go back to the
Stocktake list window.
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You can see your stocktake!, —

the date it was started and its a o% ﬁ

status is finalized (fn) & s =
* * -

You only need to manually s Ny
add items like this when you

You can see your stocktake, the date it was
flrst set up mSuppIyl started and that its status is finalized (fn).

Show  Current ~

[

TTTS™ &=y DEMO LAND

To perform a Regular (Full)
stocktake,

1. Navigate to the Item tab
and click Stocktakes

@Wﬂh'@a\?

Shock Locatons FRagisnishmants Diepartmsty e caganes aggter kst

DEMO LAND

2. Click New stock take

MNew blank stock take  Delete stock take

1] Description Stock take date Status Program
3. Selectitems to stock take. | g Sciectitems to stock take., e
Click OK S

fiam code "] | atanis wilh »

w| Category1 | & E.!

and ~ | WEN calgory i Deon't Care o

and | Department is [Dont Care w

And Program & [Dont Care v |

and Soek bealion | equals ~|

And Expryoste Eoncrbefore | jooome 0

dnid Danor | Bossls w |

Randomly seiect | 0| Rems from returned st

o | [

Participants Guide Legacy mSupply 137



4. Add a Description for your
stocktake for easy
identification

e
2000 N1 4NNt A0 1 ImaSRTY
A

edit the Stocktake
Quantity. You can also
correct other details such
as batch or expiry date.

Click OK & Next to move to
the next item or click OK to
return to the main stocktake
screen.

- L] Laed . — -
e
v g
A eomes et - -~ o WA e 0 L ey -
.. e A Ny - e e . () . -
ina e R A ) on eI = = x
- E LN Levmaa— Sy "o s [ 1 e~
L PR Dt At 000y Bew W T TR " L e
Cna -t s Ammata eyt Ve roead "~ Py ' B
A ~ DCowtd tow B Rl Ac 9 ’ e
T -y [T WA P ™ ™ 2
na -1 S e e LR DTN "o . "o
L) .- D T~ et L3N ' (254
TRA -0 e DN . oy IMOTRY L3 ' -
s — A -y - -y e Lk [ ' -
A -~ L - Y " . .
LA - e ey - Loyl A0 " . "°w
A - oV ey W L] AN n r o
‘aa —— Ao mae e iy Nt~ - = N [T ' s
“waa - o T A A -u e oone A} -
T - e s L o= 3 Lt ' [
AL R A WAPRGOn 110y - B4saCK Ty BT i o gt s ' L
UL oLl Moy | imy - evmd i 00 mw 20007880 -4 |l " v
e L0en ot e - Tm R
5. Double click on each line & St0ck taie loe ede_ x
to a detailed window and
om PMSOTLL 453 W5 Tl - ach

Tons wiocs fr D e 0

—

Locaten Paone
Costoree

=
000 []12 mont sverage

6. To add a new item that is
not on your stocktake,
click New line and search
for the item and go ahead
to add the relevant
details.

Click Add New

“EITI‘CIFHIHHI:IIIG TABLET ) ek
Exinlirs st e,
Bsich Expiry Pack aiow Cosl price Soll price Slach o hard
] chathid

Firss i ine

Saci takw gy | ) @
Pack Zire L U3 oetal £f e
nsimcied sbav

wacn hiLass

Espary date PuTRoETs .11 Cobl Price |
ot [ [ 2al frem
oo [

o m) ] 12 mnts swerage
(1)
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7. Review your stocktake
carefully.

To finish the stocktake, click b
Create Inventory
Adjustments.

b

000

8. Click Yes when prompted & Confirm
This will finalise your
stocktake and update your
stock in mSupply

Are you sure you want to create inventory adjustments?

Category for inventory adjustments None o

No

Review your stock by going to
the Items tab and clicking
Stock.

You have completed a Full
Stocktake of your store
inventory!

% w
al Iy =
E H H e ¥

To perform a Partial stocktake, you can:

expiring by a particular date

1. Add a New Stocktake and add filters to limit the items added
o Item filter: you can select from the dropdown menu which items you want to add.
o Additional filters or categories: you can add additional or alternative requirements to your
search by selecting AND or OR in the dropdown.
o Stock location: you can filter by location if you only want to stocktake a particular location.
o Expiry date: you can enter an expiry filter if you want to complete a stocktake for items

o Randomly select: you can enter a number of items you want to randomly stocktake.
2. Add a Blank stocktake and manually add the items you need

Let us look at the filters that can be added to a New Stocktake ...
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Item filter: you can select
from the dropdown menu
which items you want to add.

&> Select items to stock take..

tem fiter

Search for tems whose.

L % | Rem name v | starts with
and ~ | |Category1
J
and v VEN calegory s
and ~ | Depariment s
And Program is
And () Stock location  equals

—
And Expiry date & on or before

=
And Donor  equals

X
v [
. &
Don't Care v
Dont Care v
Dont Care v

v

~

v

|
—_——
fooroioo K

|

(7)) Randomy select 0 items from returned fist

b

Additional filters or
categories: you can add
additional or alternative
requirements to your search
by selecting AND or OR in the
dropdown.

&> Select items to stock take...

tem fiter.

Search for tems whose.

Lo, Rem name v stants with

b —4

{ * ) and ~ | Category1

N
and v | VEN category s
and v | Department s
And Program =
And (%) Stock location |equals

S
And Expiry date 18 on or before

S
And Donor  equals

X
. &
Don't Care v
Dont Care ~
Dont Care v
v
v [pomoro it

v

\') Randomly select 0 tems from returned kst

Stock location: you cam filter
by location if you only want to
stocktake a particular
location.

&> Select items to stock take..

tem fiter

Search for tems whose.

v tem nome v | [starts witn
L9 and v |Category1 o
and v | VEN category is
and v Department 5
And Program is

And | + | Stocklocation equals
S
And Expiry date S on or before

Sr
And Donor  equals

v

v

v

X
&

Don't Care v
Dont Care v
Dont Care v
|

—_—_—
1Qg/00/00 by

(£ ) | Randomly select 0 items from returned list

Cwctt | [k 1]
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Expiry date: you can enter an
expiry filter if you want to
complete a stocktake for
items expiring by a particular
date.

‘g Select items to stock take...

tem fiter

Search for tems whose

Rem name v starts with v

and v |Category! + &

and v | VEN category is

and v | Department s

And Program is

And | Stock location equais v
b4

And Expiry date 1S on or before v
Nt

And Donor  equals v

Randomly select |

Dont Care -
Dont Care

Dont Care v
pomomo

0/ items from returned list

Randomly select |

0/ Rems from returned kst

cane
Randomly select: you can s Selectitems to stock take.. X
enter a number of items you tom fiter
want to randomly stocktake. SRR i T wtows
Rem name v | |starts with v l—
S~
\ and - Category 1« Y &
Additional filters or categories salegory & Dont Care <
and v | Department 8 Don Care v
And Program is Dont Care
And Stock location  equals vl I
g J— =
And Expiry date Bonorbefore v [50/00/00 E
N’ =
And Donor equals v

1. Navigate to the Items tab
and click Stocktakes

h:

q A

Amgirazhments

= il

D wrrmnh

wamw

o

B cabigmaal

Cancel
To add a Blank Stocktake and | /& = e :
manually add items, ﬁ ﬁ ] D%O é @

Wit e
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add

To an existing stockline, check
the tickbox and click Add
checked

Click OK when prompted

I Bem Cefiraxone 250mg nj

Exsting stock ines

Batch Expry

¥Tu23 MNDR2024 1 1

Total stock for ths tem 4000

Packsize  Costprice Sell price

2. Click New blank stock A senckrsicn it o] ==l
take (
s [+ (=) e :
[ i} Dewoplon Hzch labs dale Raban Pragien
1
3. Enter a Description for - _
your Stocktake and maybe —_— | -
a reason, in the comment 3l =5 B & B
box e e e e AT
Click New Line . . ' . .
i &
s e W [EE=
4. Find the item you want to | | & Addstochtake lines =
I I Glack

Stock on hand O
4000
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5. For new stocklines, enter

X+ Add stocktake lines LZ
the Stocktake Quantity, tem Cefriaxons 250mg 1 [ siack
Pack Size, Batch, Expiry S Total stock for this tem: 4000
Date, Location, Donor, aten By  Packsze Costprcs  Selpce  Siockonhand  [J
Cost Price and Sell Price. uz vt ‘ ‘ ! 000
Click Add new
Add checked
New stock line
Stock take gty 1000 E.J
Pack Size 1 Use details of ine
e [T selected above
Expiry date [31/0872027 Cost Price 1.00] | 112 month average
Location [BLUE E Sell Price 1.00
Donor I
Add new
Cancel
el

6. Review your stocktake
carefully.

To finish the stocktake, click
Create Inventory
Adjustments to update stock
levels.

Click Yes when prompted

Click OK to close the
Stocktake window.

¢ [

[

Before starting a new stocktake, you can review previously completed stocktake (status = fn) and
stocktakes currently in progress (status = sg). Do not leave stocktakes with a sg status unless they are
truly in progress. Unfinished stocktakes should be deleted.
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To review all stocktakes,

confirm you want to delete
the stocktake.

Are you sure you want i delete the stock take record with
description 2082021 Stockiake?

Yes

i o | =&
. —
Navigate to the Item tab and [il &l |—
. e did lahe Heew Dk skecs il Lswie dlock lbe S (M =
click Stocktakes
1] Caacriplion Sk iwie daie S Progran
. 10 CafyaimirePang Smaoliis 1BATER n
In the Show dropdown list, 11 Anrsal Szcisie moE| ap
Select A" B dawuis wioecioake 1EERTET h
4 ST Hamilag BTETEI 2]
1 SO Sacdais BT h
. E VLN Eappimee ENN W
Double click on the stocktake R —————— e
to open it
=1
To delete unfinished £ Stocktske st e o |
stocktakes = —
B - (% -
= Lay o [
. New stock { New blark stock take | Delete stoch bk od -
Navigate to the Item tab and e F -
. 10 Desorgts Stock take dat Stat
click Stocktakes , - R 2
31 YO 2001 Stocktske Yos e "]
29 WOR2001 Fast Stacktake Hoae21 fn
Select the Stocktake you wish e
. 13 20/05/2021 Stocktake W05/ n
to delete, then click Delete 11 20/05/2021 Stocktake 20052021 n
StOCk take 8 19/95/2021 Stocktake 190520 n
$ 15/05/2021 Monthly stocitake January 19/05/ 2921 "
10 15/05/2021 Stocktake 190572021 n
3 3/05/21 Stocktake 305921 n
1 30/04/21 Stocktake 30/042021 n
When prompted, click Yes to s Confirm.. .
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Session 3.5 Stocktakes (Programs)

Stocktakes can also be performed for items listed under a program.

1. Navigate to the Item tab
and click Stocktakes

B i g

= a I i=
M 5§ ¥ H -~
2. The Stocktake list ==
window appears. Click — -
New Stocktake Stk ke ot st
—=1
3. Select the program from | & Seiectitems tostock ke, X
the Master List, and tom fMler
Search for temrm whose
press OK tem code o [wars wen vl [
ang v Cotegory! v @ :\‘
and v VEN cagory s Dont Care v
and v  Depatiment n Dont Care
And u on Master Lt Tuberculosis progr | |
Ang Stoct ocaten  equals vl |
Ana Exprydate Bonocbefee o [DO00RS &
Randomly select ° Rems from resurned ist
Cancel | [ox ]
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All items listed under the
program will appear.

Complete the normal process
for a stocktake.

(]

T

Dancripton. S2ATE0G Saciman

Camrmat |

Soct min e [T |

H =5 &8 &

tow bt s i) Bret  Creals revE

Locetien T node [T
Ehal0G  Erkastedsl 10594 13
Bhe0  Ethariulsl Wiy b
haltd Dok Lot b
RN andicid Wb ek
AR Plaegan 150tk

jm Sw Sort soder

&

[

LU

By Geawhad  Pak v Bate Qusniny

FLURE B
IR
p L ED
TR
T

Scanning for e |

g!ssz

=

-
o
i

1

Stock TN raTtar I3
‘Semck tak niered catn ZIUATA
Saeecomn wman ag

Lamman
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Session 3.6 Inventory Adjustments

Let’s identify the 3 buttons for inventory adjustment...

Inventory adjustments allow you to increase or decrease the quantity of stock that is recorded in mSupply.
For example, stolen stock, damaged or expired stock, stock you don’t know where it came from etc.
inventory adjustments are used to deal with problems or fix mistakes. Ideally, you should always complete a
stocktake when adjusting inventory.

Inventory adjustments are not used when distributing stock to customers or receiving stock from suppliers.

1. Inventory adjustment
list

You can look up adjustments
made by clicking this button.

DE do e =

M =4 & & [ e ¥

g:ﬂ - m ] ” ....... IE%?’%\“

2. Inventory adjustment PR——
- add stock ﬁ Q\_} =" o% é ®
= A @ = %G') = P ®

o= dolke =

M =4 & b H e ¥

Ao MSUJ 2,
3. Inventory adjustment Pa——
- reduce stock ﬁ o =' o’&o é ®
= 3 @ = I:]"%@ = o ®

oE dlo =

@ ¢ » & H & ¥

B MOUPE B
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Now, to add stock,

1. Navigate to the Items tab
and click the Inventory
adjustment-add stock
button

@

=T

2oy @

=l

I

Irve vy whurTRra

kd

Low sy

M

lginn

L N
e ]
o

a St T e L 430

n by ladeg AEreram

f»

HEj W F e

i

Spens

@ i

1_]'

H
&

Al Hed. DR

£

7 G e

maupply @

adjustment window.

Click OK & Next to add
another item.

Expary ﬁz’zu:a e

Invoice ine unit cost F]gﬂ

(ush)
Price exbengon (USD) 0.00

Comment

Adusted ocal cost

000

FI o DEMD LAND
2. Enter a reason for the e ey e wd vt ]
. . . ‘._ N [ty atnan bt ia |_‘-| s my | Goril one I Bus
inventory adjustment in = e | = T
. Ll -|'| P ] D -mad - TLEGSEN
the Comment section Lo one : - L=
& =
H H — e [ L
Click New line _ e i Borsiossn
e ods o H Doram Bop Pack  (Beh Do DowPae  SelPis  Posssswos s sar
—
:_T,.IE_" F‘ ] — T:
B S — 0
L] Topert s B
L. [R ST L = 1=
3. Search for the item and A+ Addfedit inventory adjustment line ®
enter the quantity, batch,
expiry and any other —————— L oo M[::_::m
details necessary. e > Rewilon sty -
Pach size 10 Wvoice packsize [ 10
. . Totsl quantity: 30.00 Fvoice total quastey 3000
Click OK to return to inventor
y Batch EDH‘! Locabon EUE @J

Wolime pal pack o m3 5

% Wargin Sell price
[ o0 | 0.00
Donor |
e
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4. Check the Finalise box and | &= . Eerfe-tun
I. k OK ‘i a.-.l}—.r-u...m.; e |4 P - [ Bt
clic T o 8
o Fanmrrrd deut |4 s e
hd =
b [ -
Estares by S
Swen NEmmem Medal Wl B
Gttt Gompry by bos Dummasy by DR Log
e Leuelon B, ¢ il o M g s My Pack Bakch Epmy (o Prue  TolPeor  Pros sserson  ddpsreeed
1 L 1] T T W Er MU0 1% il o
s crat b
SEE - =
= - e
5. When prompted, click & Confirm.. X
Confirm to enter the stock
into your store Confirm invoice and enter into stock now?
I Confirm I | Later |
Now, to reduce stock, e i
| ® &b 2 H &=
1. Navigate to the Item tab msiara Satelin o nca =
and C“Ck the Inventory % — @ 7 — @ 2 — @
adjustment-reduce stock ¢ o— Q < — Qoﬁ ‘o i;
button PP Ptz Puiids
H— /'I I " H—
= al I =
WAL W
Iranion aiaatmenty
o
M = W@ & H e %
[ L Lol ot [orrry— Deppanmanis T LR Mk
[ [ -
[ ——— P
L —— m |
ol et : DEMO LAND
2. Enter areason for the B tery i vl o v —
. . B e Frvestory st resece wec 3 [ Coner HE Wlack
adjustment in the o = ARAR S
. [ Lo 1 ] Campery [ oy tate  000OT3Y
Comment section or select = — S
a reason from the * = E ‘
New e Cawle we
Category dropdown list if T
. G Summary by tem Summary by Beso (o9
avallable Lmata o 1 use Sae Hare Qy Ma B Copry -t Pre el o Prie evtmmpen Adnatment eamon
Click New Line
EEE s
Ameut . (1]
e S g 440 oK = @
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3. Enter the item name, Add ftem..
Click on the batch line o oo T0mg Ty @) cosaso (#)
Enter the quantity Line 7 Prescroed Cuantty | 500) New fom
Click OK to return to the Quan |___500) of 4000
inventory adjustment window Fack ! DUSICU Back o 2
Click OK & Next to add
another item Line  lssue  Avalsble Tolinstore Pack Hold Batch Expdate  Suppler  Donor  Locstion  CostPrice  Sely
1 0 3 3 10 kO89S 2822023 invad BLUE 0.00
500 YTUZ3 BLUE
3 L] 1000 1000 1 HIOSS  31/0852027 BLUE 1.00
€ >
Total guantity Ssued 500
Tetal guantlty avaiable 5030 Cancel I oK I OK & Next II
4. Check the Print box if you R — : =
. . Y e & Com e cheie - 020000 Coier N Wk
want to print the inventory | | = .. = e s
adjustment. = o] N T
If there are no more changes = = hﬂ—
. - B e Caana s
to be made, check the Finalise A et
bOX QoS faivniry by B Sy by Bten Lish
CI k OK Ll P amds Ereye. Gy Puck  Bundh Bagiry  CosiPuy  SallPrics  Prics mdeacs Frapra—pe—
ic
P - L Totad -
J o ey
| Fimalna [ o bt [ el -

value entered.

removed or added.

Differences between Stocktakes and Inventory Adjustments
o Although they both result in a change to the available quantity of an item, the difference is the

o In stocktakes, you can adjust other item details like batch and expiry date. In an inventory
adjustment, you can only update the quantity.

o Stocktakes enter the total quantity available while Inventory Adjustments enter the quantity being
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item is created.

New item in mSupply.

Session 3.7 Builds

mSupply allows you to manufacture (build) a new item from two or more existing items. A build is a way of
recording items you have manufactured. That is, raw materials that are in your stock are used, and a new

Before we can build an item, we need to ensure that the Bill of Materials (the ingredients and method) have
been added to the item’s details. If this is the first time you are making this item, you will need to add it as a

To create a Bill of
Materials for an item
we want to build,

1. Navigate to the
item tab and click
on the Item list
button

e ey

® L (0| L o &

Vet g Rl Ll e S

@

i
E
@

EEH@

a W

1 Bl

@ =§ W f» Bl e %

G men B [

r

o

[rE=T

[Ty Mk Gmswes o e

P — .

LT r— =T NPTl s ol

Pl e m ' i [ IE;-%\.\\.u

2. Search for the 4 Find items X
item and click Find

Item name v startswith I[enalaprll ]
and v | Categoryl v is :ll
and v | VEN category is Don't Care v
and “ | Department is Don't Care v
and v | is on Master List Don't Care v

Randomly select 0 items from returned list
Exclude hidden items

Complex Find Cancel |m|

3. Double click on
the item to open
the item details
window

& ttem List =8 EoR =
1 —
=5 &0 8 0 BE 60 GSH O @
New item Report Set values Find Order by Print Modify Duplicate Customise Merge 2/20
ltem Code Item name Default pack Stock on hand Flags

enalls Enalapril 1mg/ml suspension L 0
enal20t Enalapril 20mq tablet 1 100
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4. Click on the Bill of | ‘& senans == T
Materials tab f’::‘"‘ 3] Nom name Enslaprd lmgind. suspension Sire  WaDON Mideiat W
;m'?' a 183 st rees
. w"owoy | - =
Check the Use a bill of | == 0 PN B rrre——
materials to Oustes ~ o vnes -
P Bachsrdery
manufacture this item | ...
Orter m;ﬁl
Click New Ingredient Cisgensng
Regacng
Ly
Requstons
Siores
Bercodes
Cusrom sats T Orag ang &rop e 1o "
R 1e-60087 1he BT O quancies Guastity of breshed B oduc e Bl of materiats 13 tor | o .
Irserectons Memfacture
Merred
Cerrte 0% & Previous O% & Neat Carcal o1
5. Enter the raw ; }
. . + Add ingredient...
ingredient name "' 9 u X
and quantity that
:;wl‘lldbehused to ltem name [Enalapril 20mg tablet
uild the new
item, then click OK Item code enal2it
Click New Ingredient
to add another QUHMIWI 3
ingredient, as required
mSupply will calculate how Cancel oK
much you need of each
ingredient each time you make
this item even if you require
different quantities of final
product.
6. Enter the Quantity | & sevdes
of finished . B e Bl gt s Sier TR
product . B R
:.f: t'_"_ L:: E‘_l e
E h s [P Cte Iied poret 0 0 000 o e ote 13 AARONS TG Bl 1]
nter the o in - s e,
Manufacture Method | " ribenc s SRR .
H Tpieww
(It |s. useful to add
expiry and storage Rathane Caders
. oW ograsa
details here also) ooy
Irpeencg
-
Click OK v
Surreoey
Lo s 19 Orag v g e -
IR su-onfar O W of guaeries [Mldhurvmmb:«mo..uu '11]"‘
m—elons e A P S — 'S
Mirthed 3 age Dra-Z0end 1a e g emost Salee
3 SRl A0 TN Bt A0 MARAM Y T 100 Bkl bt g Bdh, ki The el el Wi mil
4 Makr 0 0 e ol vt and e m ol
T LA AN PATR AR POO0UT MPITRO MMy
T s R
Soragt - Debigereton @ srotered 2wt vy e YN I rosen Tonger ety O thes be Pt precios] ot
TROGATRAS I BP0 15 ngrmes M W md v
o & Frevoa o5 Sen Zowont ﬁ

The Builds function is where you add the Bill of Materials to the new item you want to build. It takes the raw
ingredients out of stock and adds stock to the item you are building.
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To add a new build, e

P
bo

Navigate to the Item = == =
tab and click the New

Builds button = a @ = M@ i:f

v eparar
& — - —
fl le :
o — - —
- — .I . - —
B o mang
T HRE P
L !
i
Saarisgm Tk Letmary [T L] Ll ] L

5 %
- U
A 1 ] - DEM LA N

To add the item to the | —
build, B Nevbsd ) - e

Reference 220202 Comment [For Dispensary Stodk Colour ([N Black
Enter a Reference for e

your build and a E [—éj Category None v Invoice 0

Comment, if required Date 22/04/2021

Itemtobuild orf  Print labels Store: National Medical Wa

Click the Item to build | """
orto edit button Ilcmlo bmld (ﬂmh'dldlo ed“)
[tem name Quan  Item Units Batch Expiry Price Price Exten
I 0 0 0 ]
To add the build 1
details
2= -
lllem {Enalapril Img/mlL suspension l@) enalls [b
Enter the item you l Received quantity H)OI Inveice quantity | 100 i
want to bUI|d Pack size r—l Invoice pack size I’i‘
. Total quantity. 10000 Invoice total quantity 100.00

Enter the quantity to T p— T @.J
build, batch and

. . Expiry 2270572021 & Volume per pack | 0 m3 E’J
expiry, then click OK.
You can edit the cost Adjusted local cost % Margin Sell price
and sell price once you | "t 000 000 [ 000 | L
have added the Bill of Price extension 000 Donor |
Materials.

Click OK o] ‘

Cancel [ ——
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To add the Bill of
Materials,

Click on the Bill of
Materials tab

Click Add Bill of
Materials and click OK
when prompted

If you adjust the build quantity
after this step, you will need to
delete the individual
ingredients under the
ingredients tab first before
clicking Add Bill of Materials
again for revised quantities

m

Aeferesgs (23040071 Camvren [For Do pevaaiy Soote Colosr |- Elack
1 Calegery Hers - Iracies k|
El E] Duee TRAIE

P IYBEL

e 10 D o
S Enare pmonsl Wedicsl We

Hem 1o build (doulie -cioh B9 el |

HER Pt ) EET Usits  Saich Prex  Price Cnen
e i i mmyre sasperaien I [ B2 I3 N ] o]
|m|nxmlmmmlm

O & &
A Bl of Materiats Catculats Tieldn  Print Field Aepert
[ B ramr [T Target Gyas  Tplal g L
1 Englapril g ekl L Q L]
2 06 Bilewed S s peredrng itttk DO rRL | a ¥
LaTaTary

Coitent slabei: aw . — I—n

Change siaten fa Fo chgnge bl hearstical yutal | 10
BT BPRI e Bl | T
Daistn

cuen | [ o |O@

To review the
method,

Click on the
Manufacturing
Method tab

ﬁ

Reference 22042021 Comment For Dispensary Stock Colour | Black
] Categary None v T >

() & -

Item 10 Buld or Priet labels Store. National Medical Wa
1o edit

tem 1o build {double-click 19 edw)
ftem nsme [ Item Units  Batch Expiry Price Price Exten

Eratagril Img/mL suspension 100 1 BLDOI 22/03/207 0 0]

rens 80 ot muters ontrgurog uened

1 Crush 1ablets in mortar 10 a ine powder

2 Add Ora-Blend 10 form 2 smooth paste

3. Gradually acd the diluent and transier 10 the final measuring flask, rinsing the mortar well Mix well

A Make up 1o the Snal voleme and mx well

S Label and peckage product sppropristely

Shelf life - 30 days

Storage - Refriperation is prefered, but may be stored at room temperature If this is more practical and temperatures
greater than 23 degrees are avolded

To allocate batch lines
to ingredients,

Click on the
Ingredients tab
Double click on each
ingredient to allocate
stock

2 New build =3
Reference 22042021 Comment [For Dispensary Stock Colour | Black
E] @ Category None v Invoice 3
Date 22/04/2021
ltemtobuildor  Print labels Store: National Medical Wa
to edit
Item to build (double-click to edit)
Item name : Quan Item Units  Batch Expiry Price Price Exten
[Enalepril Img/mL suspension 100 1 BLDOI2! 22/05/2021 0 0]
u of materials Manufacturing Method
(&) =
New ingredient Delete line [ s is a projected build
Line Item code Item name Oty Pack Batch Expiry Price  Price Exten
1 enal20t Enalapril 20mg tablet ] 1 none 000 000
2 |orad0! | Ora-Blend Suspending Vehicle 100 mL 1 1 none 000 000
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Manually select a
batch line, or click
Redistribute all to
automatically allocate
a batch

Click OK to return to
main window or OK &
Next to move to the
next ingredient.

To confirm the build,

Review; the Summary
shows the price of
ingredients and sell
price for the new
item. You can edit this
by double clicking on
the item to build
Check Print for the
picking slip for
ingredients

Change the status to
Confirmed when you
are ready to build the
item

Click OK and Confirm
when prompted.

Edit line
tem Enslaprit 20mg 1ablet [l, enat20t
ine [ 1
Mn' Sot 0
MI 1 Buth/Outer pack size 0
Add Place holder Re-distridute all Re-lookup Sell Price
Lne lssue AvailableTot in store Pack Mold Batch Expdote S Donor  Locat Cost Price Sel
1 S 0 0 \ none 000
2 0 100 100 1 KUI78 30092026  invad 050
< >
Totsl quantity issued 3
Total quantity svailtable 100
Canc B
e vae Dasamt Commart Bou gy S3eh x Cobond -' ) etk
F .- t‘*' Ao v Vo 3
'ti) Lel Dee 2254200
LLA A PR v e
o S0 Mot iomad Mool Wy
Ry 1 Sukd Joostke - ch 12 s
T S e, Ane ihes DU (AR . B 1T
framni meinl sgence ) | PO ZLANTRI 2 )
BFeteus Bl o ewrerichs Mondfaontivg Meted
(& f=
Mem b o B Dninie lie [T18 & 0 pramined bt
e ™ oo ko sarve Oy Pocs  Daxh Cwpry P Prce feen
I ey Crammp s 10wy lwiet b e 3000 " 4 )
I e W e nd o siwg Setale T ol L foWMALY s ir A ux
r o) Suwoary
S8 N
XL, AV g rent e e
Crmnge matas s Comtersed ) ~ Tt b em asiog price =3 2]
P e g el e on
Margn or ngrechent txm o
(S Zwaal =N
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To finalise a build,

1. Navigate to the
Item tab

2. Click the Build list
button to open
your previous and
current builds

3. Click Find to open
your most recent
transactions

{lick Find t= open your mpst

recen! tramsachons

[ T e

Ly~ ‘pll’ i PEMO LAND
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4. Double click on
the build you want
to open

5. Change the status
to Finalised

6. Click OK

e

P

o
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7. Click Finalise

& %
v Evms | Crngen ey thnot
( @ @ [

I o -
-

N -3 et
] A — B Bew N e .
(| Bries e - — LR ame

el DY —
e ¥ T
-] |
rw oy ? Fomar e Y ——_ - —
- Radhiod
|

8. Now the status
has changed to fn
(Finalised)

Now the status has changed
0 fn (finalised)

Builds have 4 statuses:

e New (nw): A new build is being entered, but it has not been saved.
e Suggested (sg): A build has been entered but has not yet been confirmed. If the stock lines have
been entered, raw material stock is reduced so that it is no longer available for other invoices but

the new item is not yet entered into stock. Builds may be left in sg status until you are ready to
manufacture.

e Confirmed (cn): The item to build has been entered into stock.

o Finalised (fn): The build can no longer be edited. Builds should be finalised once you have
manufactured the item.
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Session 3.8 Miscellaneous Labels

The Miscellaneous Labels function allows you to create and save labels that you can print at any time
from a label printer. This is particularly helpful for labels you print regularly such as Repacks labels.

To open Miscellaneous
Labels,

Navigate to the Special tab
and click the Misc labels
button

B gl rarvigee

©a 0o &
N R

e

] [

Faazen Ui puanzasan g

¥ % A

s Cash Fagar:

[ [ ——

&é

Debvery Haote - Keep n Fridge

Inatructions - PicoPrep

Ingtructiond - Reconstiution SAugnentin Susp
Repack - Amaocilin 500mg capsules x 21
Fepack - Metfcaman S00mg tablets x 20
Repack - Metfomsn S00mg Lablets x S0
FRepack - Pacacetamol S00mg Labbet « 100

::::“h.‘- - m e UPPY M'\Hl-I:;\AIh'Il
To add a new label, click New | &=
. = B =
You can Delete or Duplicate — = et
labels from this window Descrction
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To enter label details, & Add label X

Enter Label name and Label Normal_Hutiple

o [Repack - Atenclol 50mg tablets x 30 I
details. ILabetnane
Label details Size
. Heading [20 x Atenalol 50mg tablets ] T
Click OK to save the label.
Body [Batch 10
Expiry
Left footers Right footers
10
10 -«
Centred Footer | National Medical Warehouse - Demo Land ] T
Line spacing 1 “ | mm
Quantity to print [ 1]

o [

The Add Label window in details (as can be seen above):

Label name: This field will not print on the label.

Label details: These fields will print on the label in approximately the same position that they are on the
screen.

Size: the font size you wish to use for each part of the label.

Line spacing: the spacing you want between each line of text.

Quantity to print: Specify how many copies of this label you wish to print.

Print: Clicking this button will print to your default mSupply label printer. It will print the number specified
in the Quantity to print field.

Cancel: Clicking this will close the window without saving any changes you have made.

OK: Clicking this will save any changes you have made and close the window.
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Session 3.9 Basic Reports - Transactions

Transaction reports summarize supplier, customer and patient transaction data from your store.

Before generating any report, let us look at the details of the Transaction report window.

Type of report: Here you select which transaction report you want to use. Each report generates different
types of data and will include varying combinations of names, items, values and quantities.

Data range: Here you enter the date range of transactions to report on. You can type in the date range or
use the dropdown menu to select a common date range.

Transaction type: This allows you to choose whether it’s a sales or purchases transaction, normal and/or
stock transfers.

Transaction category filter: This allows you to select the transaction source and transaction category.
Name Filter: Here you can enter the name or code of the customer, supplier or patient you want to report
on.

Item filter: Here you can specify the item categories to include in the report.

To generate a report on Total | & s g a
Value of Stock Issued, Q g Q O??O s @
Customer Supphers Rem Adrmn
1. Navigate to the Reports Stock and tems usnagement P—
tab and click on g '“"" g ABC anaipis %R =
. I—— Management sumemary Manage saved eponts
TransaCtlons @ Socken dule @ User acmity 1otais @ Purchases p
@ e @ Seckbrder repont Requistions @ QuOtaton sumimary
@ Graph. stock by item a Costemsegtt a Regquistions @ Transpedt report
% SR @ Vanage reports Deditcraat @ Suopest price st cdtns
g @ Dettors @ Upaate price st
) tem siowmovers Bokke ) s -
@ LOCaton repont @ Expunng toms @ Customer statements @ Category Analysis
@ Expiry fom Vs cover a Crediors @ e
BB users repon
@ SuQpest Order quantites
2. Inthe Type of Report & Ranacton et o
box, select Totals for it ou el A
each name Each ivoxce e grouped by aame A - Search by tesvs & 0ot appicatie foc D regort

Lach ivoce Ine grouped by tem and then name

Each invoice sarted by Name:Addresst feld then by name

Each invoce sorted by Name:Address2 field then by aame Transacton categery fRer
Tetals for each Rem categery Trasaacton source A

In the Date range section, set | s e e

the timeframe for your [osea I B

report Tatals by tem dept broken down by tem

Totals for each name broken down by tem
Totals for each tem department

Totals for each tem grovped by day Name *Rer
Tatals for each kem grovped by moeth

Ensure the Exclude transfers vl | - o

. . Date range w Category 1 . a
from calculations box is NOT @ ComadOos O Siypog e - :.1.:: : &
ticked romfie12620 [ Tofiizzezo [ ey i V| Customer grovp s Dont Core
Click OK -

e || o
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3. Export to Excel by
selecting Export to Excel
and click OK

& Printing options X

Header

[ [Fotais by name: Sales, confirm date from 1/01/2020tc | None v
Footer

| |

Destnation

Page w

[[] Preview on screen before printng
Choose report type Default v

() Printer

() Save as HTML fie

(O Save as Text fie

Report name - trans_fotals_by_name

4. Report opens in Excel:
Total value of stock issued

A B C
Totals by name: Sales, confirm date from 1/01/2020 to

columns, quantity in

Tetus fir ach em greused by Pamancion Grtngory then dem
DD tutin o cuarttes sived
Pecewad o5 sent

Morthe t3 erpey

1 31/12/2020: for store(s) National Medical Warehouse
...showing Report title, 2 -
Name. Transaction count 3 Name Transaction Count Value
! ’ 4 |Balwyn Warehouse 12 58600
Value, Total 5 ' Thornbury Warehouse 1 60705
6 Total 23 119305
To generate a report on Total | * ===
p . : Y, s @
Quantities of items issued to Q g Q Sto
each facilit o e —— — e
% Show total stocx value @ ABC analysis a Run saved report
1. Navigate to the Reports - g oA b S ?”
tab and click the g SO % - = % e
Transactions button 8 - - i e - S
fem usage a Dedtors Upaate price list
@ memsiownoans Expinng @ roraceess g”'i"'i'
@ Loatearepon B evanstons [@ customer statements @) cawonsmansa
Expiry tem Vs cover @ Creators @ Nommlodoet
@) usersron
@ SUgoest order Quantities
2. Inthe Type of Report B P e
box, select Cross-tab: o — o e -
items in rows, names in Ty e ok A b st ey B

VEN Catagery  Donl Cow
Tracsacton category e

o 9
Trasaachen source M Departvent n D91 Coe

< om

cells ke sacrsg b Taamectn Coogwry Mkt Sosacivs asbgsry sbohocmled -
Apply the required date sessmme 1™ 7 - -
range s o Sl Sy SAAR SN
Cromnteh Eamn m row. montin i cobaern, geantty » eh
Ensure the Exclude transfers | oo ene 0
from calculations box is NOT | == TS ot & &
ticked A S - iy E
. YeR (IR B Tejtieeaat i el Contonwr ocp @ Dom Cow
Use the Item filter to select fa
Adtus ook bcation code  S0uEN
the items you wish to report ==
on, set up a Flag o
Click OK i —
3. Report opens in Excel: A B C D E Fo
Total Quantities of items >
. o o
issued to each facility £
[
2 =
....showing Items, £ ” g
ops © -
Customers, Quantities. ° £ o £
w 2 p - o
£ 2 2 g
o w < S
@ < c - 17
2 E 8 5 2
1 | 5 -- < b= a
2 | Amoxicillin 500mg tablet ea 90 490 130 90
3 | Ceftriaxone 1g injection ea 5 20 0 0
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To generate a report on
Total Quantity of stock
issued from a facility -
Quarterly breakdown

1. Navigate to the Reports
tab

Current stocx

[ stooondate
@) craon toar stoex
Graph: stock by tem
B remust
—

@ Item siow movers

e )
Expiing 5

[ recananss B ronsavearepon

‘ S
Backorger report | Requisitons ( B ovotaton summan
Custom report [ | @ reasstons ‘ @) rransponreson

@) Hanaoe revons Dedtcreat ) suasestonca sstacams

Update price kst

@mm

(& osta e Demotane_wayz021 408
B <o s
Al rcarso

2. Click on Transactions

[o P ——
R et
7L

B Locatonrepon Expinng tems (@) Customer statements (-
W N Crodiors B remieaser
@ usersrepon

@ Suggest order quantiies

mSupply

DEMO LAND

3. Select Cross-tab: Items
in rows, quarters in
columns, quantity in
cells

You can also produce a
monthly report by selecting
Cross-tab: Items in rows,
months in columns, quantity
in cells

(Cross-tabs: ftems in rows, names in columas, value in cells
(Cross-tabs items in rows, days in Columns, quantty in cells
(Cross-tab: tems in rows, days in columns, value in cells
(Cross-tabs: tems in rows, months in columns, quantey in cels
(Cross-tabs: items in rows, months in columas, value in cells
(Cross-tab: names in rows, months in columns, quantty in cells
(Cross-tab: names in rows, months in colsmns, value in cels

Date range
@ContrmegDue (O Shopng Date
From[T1o82021 | [ To[ti0e2021 | [ [Todey
Extra fers

Actual stock locaton code  $QuSS

Donor code |equals

(] excause transters from caiculstons.
G Exciuse Ad hoc and nen stock tems
FAexcuse hdsen tems

Transacten type
Sees to customers -

8ot normel ransactions and stock Fansfers. v

Transacton category e

Note: You can also produce a monthly report
by selecting Cross-tab: items in rows,
months in columns, quantity in cells

Select Cross-tab: items in rows,
quarters in columns, quantity in cells

8
Comey2  « w &

===

4. Apply the appropriate
Date range (in this case,
this year)

& Transaction report [= B
Type of report Transacten type e tter
Report Swes 1o customers v|  temcode L
Ao of gt St 8o normal ransactons and stock Fansters v (e | [camgoyt « N
Receved vs. sent
Moaths to expiry L ~  VENCategory DontCare v
Order processing tme """'"""-". = ] Cepwtmontis [DSECIN S
Mestonc prces - Volume wesght average price Transacton souce | S
Cross-tab: tems in rows, mames in cokumns, quantty n cels Transacton category Master Wansacton category — 2] oniosturtut RS 4
(Cross-tab: tems i rows, names in colums, value in cells Prascrper taer
Cross-tab: tems i rowes, days in columes, quantty i cels s ] BT & — - 2| —
Cross-tabs tems i rows, days in columns, valoe in cells >
Crosstab: tems i rows, months i columns, uantey in cels
‘Cross-tabs: tems i rows, months i columes, value i cels
(Cross-tab: names in rows, months in columns, quantity ia cells
Cross-tab: names in rows, months in columns, value in cels o e
ab: e v, quarte — v| P —
Date range ¥ nd ~ | Category 1 » S‘
@ ConfrmedDate (O Shioping Dte ~ V) [Comey2 v &
From[11082021 | [l To[t1082021 | [ Today > 5 o [IGE ~
Extra fiters
— - | — Apply the appropriate Date range
in this case, this year
Donor code  #quels. v
[Jexchse transters wrom cakculstons
[ Exchude Ad hoc and non stock tems
Zxcuse hasen tens ot i =

- "2 wiSupely raigehor Ea -
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5. Ensure the Exclude
transfers from
calculations box is NOT
ticked

6. Apply any other filters as
necessary

7. Apply the required item
filter. In this example,
select Tuberculosis
program from the
Master list dropdown
box

Transaction # o x
* eport
Type ot repent Traeaacten tyoe o e
s 1o contomers v e P L o ——
[P0 of i oo B el Varaacions and o Tansters = - v eyt o e &
Recenved v sent
Months to expiry = s ¥ VENCstegory DontCare -
Order processing tme N Sey — D] it NG =
Mustoric prices - Volume wesght overage price. Transacton scurce AR 7
Crons-tab: tems - v s Master Lat Dont Core v
rows, names in coumes, quantty o cells Transacton categery Master ¥ansecton category
Crons tab: ems i rows, names in colummns, valoe in cells Prescriver ther
Croms-tab: tems m rows, doys i conmas, guantty o el . ¥ o= a4 & = S g
Cosstab tems m rows. dovs i (oumns velue @ Cefls
Croms tab: tems m rows, mosths = columms, guastty m cels
Crons tab. tems @ rows. Month i Columns, value = Cels
Crons tab mames ¢ rown, manths = cobumms, quentty = cells.
Cross-tab: sames in rows, manths in columns, velve in cells W o
Crons-tab tems m rows. quarters in cokums, quantty m cels v e Sl ] —
Oate range . v Category t . &
@ ContrmedDme () Shoing Dute ~ o [Cwmgeni o ow &
R = K%
Fromfimizez1 [ Tofinszent [ ey J ~) = . B —
Exn fers
Actual stoch Bcaton code 6uES
Onedrcote [BONS Ensure the Exclude transfers from
] Exchse vansters from cakumtons calculations box is NOT ticked
] Exchude Ad hoc and nom stoch tem.
Descuse nasen tomn Sace e C R
B mSupply navigetor "
=
a X
Transacten type e fer
Seles to customers v Rem code v st e o
Botn normel ransactions and stock vansters v (me v [coegoyt & [
C ~| VENCategory DomiCare v
Transacton category fter
Transacton source Al 5| - ¥ Oeparments DomCare =
Cross-taby ems in rows, names in columns, quantiy in cells Transacton category Master Wansacton category e ] Senusirint ERRIES =/
(Cross-tab: tems in rows, names in columns, value in cells Prescriver fer
Cross-tab: items in rows, days in columns, quantty in cels By L. S & o - | e—

Cross-tab: items in rows, days in colums, value in cells
Cross-tab: tems in rows, months i columns, quantty in cels
Cross-tab: tems in rows, months in columes, value i cels

Cross-tab: names i rows, months in cokumns, quantty in cells
Cross-tab: names in rows, months in columns, value in cells
Cross-tab: ftems m rows, quarters in columns, quantty in cells v

Oste range
@ContrmeaDate () Shioping Date
Fromfioizoz | Tolinezua | [ [Mayes =I5

Extra fers.
Actual stock locaton code  €quals

Donor code equals

Apply any other filters as
[ xciuse transters trom caiculations necessary
A exciue ad hoc and nen stock tems

[ excuse hidsen tems.

By msapply navigator

& Transaction report

Type otrepet

Outribution of quentibes ssued

Receved vs. sent

Moaths to expiry

Order processing time

Mistoric prices - Volume weight average price

Cross-tab: ttems i rows, names in columns, quantty in cells
(Cross-tab: items in rows, names in columes, value in cells
Cross-tab: tems in rows, days in Columas, quantity i cels
Cross-tab: ftems in rows, days in columas, valoe in cells
Cross-tab ftems i rows, months in columes, quantey in cels
Cross-tab: ems in rows, months in columes, value in cels
Cross-tab: names in rows, months in columns, quantty in cells

Apply the required item filter. In this
example, select Tuberculosis program
from the Master list dropdown box.

Cross-tab: names in rows, months in columns, value in cells i
ab; v e
Date range e 8§
@ContrmesDate () Shioping Date ~ ~
S ] RG] — = JE— -
Extra fiters.
Actusl stock location code  Squals. -
Donar code [equas | —

] Excause transters from caiculstons
[FExcuse Ad hoc and non stock tems
[ excuse hidsen tems.

8. Click OK

Both normel ransactons and stock Yansfers v
“  VENCstegory DontCare v
v Departmertis DoM1Care v
v monMaster Lst TUberCUONS o |

Transacton category fter

Transacton category Master Wansacion category
v euem o 1Y)

e
e
g
"
Prascriver fter
Cote

Cross-tab: items in rows, names in columns, value in cells
Cross-tab: items in rows, days in columns, quantty i cels
Cross-tab: ftems n rows, days in columns, velue in cells
Cross-tab: tems i rows, months in columas, quanty in cels
Cross-tab: tems in rows, months in columes, value in cells
(Cross-tab: names i rows, months in colemns, quantty in cells
Cross-tab: names in rows, months in cokmns, value in cells

Hame
quarters in columes, vl [leme P —

e

g

ang

2| —

Date range
@ContrmedDate ) Shioping Date
From[10172021 | [ TofiTmeoz | [ Thayear ~
Extra fters
Actual stock lecaton code  Squals
Donor code [equels

= | —
| —

[JExcruse transters from caicuistons.

[ Excruse Ad hoc and non stock tems.
[ excuse higden tams.

mmm@
T
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9. Report opens in Excel:

Total Quantity of stock
issued from a facility -
Quarterly breakdown

...showing ltems, First
Quarter, Second Quarter

A B C D
1 Units 2021 Q1 2021 Q2
2 Isoniazid 300mg tab ea 600 400
3 Rifampicin 300mg tab ea 500 400
4 Ethambutol 400mg tab ea 500 300
5 |Pyrazinamide 500mgtab ea 400 300

Saving Report Templates

Sometimes you will need to apply so many specific filters to generate a particular report. It is useful to save

report templates so as to use them again.

To create a report template,

simply choose a report to
run, apply the filters you
want and click Save
Template

£ wanion wpon

rve o over bt e

oot Some = ptnngn

P ek T gt B Soy
R e T LTS

T o oah e et v st

e

e wwte

PR AT e T VBTI0N SRy
- ) s,
e we
e emany

e . Cagen 1 -

o Catrees L i ~ oo S

- TrasTon a peate

” e Comtirm: o &S00 Lo

M oty o Care
Copawe o D o

.o Vares L Do e

B

To save the template,

Enter
e Report name
e Comment
e View preferences
e Edit preferences

Click OK

X- Save Template

Report name
[Value of stock issued - Essential drug list, quarterly report

Form to use for printing
Default

Comment
fFor quarterly budget rewewi

View preferences Edi preferences

[[] Public [] Public
Cancel
To run a saved template, s mSupply amigator
1' NaVIgate to the reports Customar Suppliers tem Reports
tab and click on Run Siock and erms Mansgament e

saved report

a Show total stocx value
@ Stock on date

@ ABC analysis

a Management summary

@ User acivity fotals

B Tansscions
B Pucrase s
a Purchases

Graph total stock
B cor @ essoronrepon e
@ Gragh: stock by flem = =
@ Custom repont equISihons
Rem Lis
@ e Dedicreat

@ W3nage repons
o

@ fem slow movers Expring

@ Location report @ Expinng ftems

Expiry fem Vs cover

a Dedtors
@ Aged destors

[ —

a Creditors

Manage saved reports

Others

@ Transpor repon

@ Suggest price list adding
@ Upaate pnce list

@ Price list

@ Category Analysis

@ Hom ledger

@ Users repont

@ Suggest order quantes
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2. Click on the report you
wish to run, then click OK

A Select saved report

Plapsa asiect & saved reperi

RaEpsiT Aame

Comment

Value of stock isswed - Essential drug list, querterly naport | For quarterly bedget revies

To edit and delete
templates,

1. Navigate to the Reports
tab and click on Manage
saved reports

2 mSupply nwigmer

® 4

Customat
Zhack S
ﬁ Show Ve ok vehe
ﬁ Curment 590k
a Stock 0 dake
a Graph otal sck
a Gragh Shsc by tem
a fami
a femyraze
a Sern slow miovees
a Locatio repod

n

B

]

a AEC anyys s

ﬁ Vanagement summary
@ Uity Iotals
@ Dacheront repad

@ Custom regot

@ Vrtage resonts

Faqumng

@ Exprng s
@ Expiry fem Ve cover

2| oo

Specal

Regots

Transxctens

Y —
@ Parchans a1ters
@) rorcoen

fesuranora

[~ —

Detticre

@ Cestors
B sovssven

@ Cusomer Sammants

@ Creason

Sved nepoes

Ren yaved 1epart

I8 Hirm sovampoms

Clhwes

a Quotaton surmany

a Toarmport repert

a Sugpestpaice bl a3ctns
@ Upetate price bat

@ Foce st

a Catagoey Malysls

a e ledger

E Uners repart

@ 2030051 0o Quarttes

2. Select the report you
wish to modify, then click
the appropriate Edit or
Delete button, then
follow the prompts

ol b

e Tom

- =i
.1 I=l ]
Prif Fuimtr ]

Tob i mther i pinck gmnd Fraceial g bk, gty sonar
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Session 3.10 Basic Reports — Stock and Items

Stock and item reports are useful for reporting on item values, quantities or usage.

Let’s look at some reports.... | & mshneges

Q g Q Q OJ&O é

Customas Supoters Rem Regonts Seeon Agrwn

=Y

Stocx ang tems Management Trans achons Savec repors

ﬁ Show 1oty stock value @ ABC anatyyis @ Transacsons @ Run saved regen
L@ Cunent stock ] a Uanagement summary @ Purchase ceders @ MINIQ $3ved reponts

Stwocr on cxte @ User achvily totals @ Purcrases Oters
Craph total stocx
@ a B8 00301 regon Requstons @ Ouctaton semmary
@ Geaph st0ck by Bem 5
@ Cuttem repaa e @ st
a Rem List Ded
@ S——— Detorect @ Suppest pace kat 36ans
tem usage
@ @ Dettors @ Upcate pnce kst
Bem slow movers g o
@ g @ AQeq Gedtors @ Prce 83t
@ Lecasen repont @ Capunng pems a Customer staternents @ Category Anarysia

Expiry Sem V3 Cover Cr o
B e @ cooonens B s osw
a Users repont

a Swpoest roer quanttes

1. Show total stock value

_ &+ mSupply alert X
This report shows the total
monetary value of stock in Cost price of stock on hand for store National Medical Warehouse:
your store 80,070

=

2. Current stock Stock totals for each item for store(s) National Medical Warehouse
This report shows the stock Location Item code Item name Total\quantity
quantity for each item in BLUE amo500t Amoxicillin 500mg tab 4400
your store or across multiple | sLue cefx250i Ceftriaxone 250mg inj 4000
stores BLUE chlp100t Chloroguine phosphate 100mg (base) tab 7000
BLUE chlp50s Chloroquine phosphate 50mg/5mL syrup 2000
BLUE diast Diazepam 5mg tab 8000
BLUE enalls Enalapril 1mg/mL suspension 200
BLUE enal20t Enalapril 20mg tablet 80
BLUE ibu200t Ibuprofen 200mg tab 9000
BLUE iso300t Isoniazid 300mg tab 8000
BLUE mef250t Mefloquine 250mg tab 4000
BLUE met500t Metformin 500mg tab 9000
BLUE met500i Metronidazole 500mg/100mL inj 4000
BLUE par500t Paracetamol 500mg tab 10000
BLUE pri75t Primaquine diphosphate 7.5mg tab 6000
BLUE rilis1t Rifampicin 150mg + isoniazid 150mg tab 5000
BLUE rilis7t Rifampicin 150mg + isoniazid 75mg tab 5000
BLUE rif150t Rifampicin 150mg tab/cap 5600
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3. Stock on due & Stock report on a particular date mrsom

This report shows you the
. Show stock value on [26/04/2021 L Yesterday v
quantity and value of stock
in your store on a specified Type of report Start or end of the day
date (® Show items only (®) Stock at start of the day
(O Show items with batches () Stock at end of the day

() Show batches with Summary

Report on items whose.

Item code v | starts with v |

and v | Categoryl + is &

and v | VENcategoryis  DonY Care v

and v Department is Don't Care v

and v is on Master List  Don't Care v
and donor | equals v |

[T include item with no stock
Exclude Ad hoc and non stock items

[4] Exclude hidden items
e eniel| ] e )

. Ttem list report: for store(s) National Medical
4. Item list Warehouse

This report allows you to

view all items in your store code item name Item Location Stock on hand

including the location and

stock on hand amo500t  Amoxicillin 500mg tab A1:1 Shelf 4400
cefx250i Ceftriaxone 250mg inj A1l:1 Shelf 4000
chlp100t Chloroquine phosphate 100mg (base) tab A1:1 Shelf 7000
chlp50s Chloroquine phosphate 50mg/5mL syrup Al:1 Shelf 2000
dia5t Diazepam 5mg tab Al:1 Shelf 8000
enalls Enalapril 1mg/mL suspension A1:1 Shelf 200
enal20t Enalapril 20mg tablet A1l:1 Shelf 80
ibu200t Ibuprofen 200mg tab A1:1 Shelf 9000
iso300t Isoniazid 300mg tab A1:2 Shelf 8000
mef250t Mefloquine 250mg tab A1:2 Shelf 4000
met500t Metformin 500mg tab A1:2 Shelf 9000
met500i Metronidazole 500mg/100mL inj A1:2 Shelf 4000
par500t Paracetamol 500mg tab A1:2 Shelf 10000
pri75t Primaquine diphosphate 7.5mg tab B1:1 Shelf 6000
rilisit Rifampicin 150mg + isoniazid 150mg tab B1:1 Shelf 5000
rilis7t Rifampicin 150mg + isoniazid 75mg tab B1:1 Shelf 5000
rif150t Rifampicin 150mg tab/cap B1:1 Shelf 5600
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5. Item slow movers

This report displays items
over the maximum stock
threshold you want in your
store

2= Item slow mavers ®

Report on items whose_.

tem code v serswith o [

(Leave blank for all items- warning: may take a few minutes to

produce the report for all items)
and v| [categoryl v s &
and w Department s Don't Care ~
‘and | VEM Category Don't Care v |
\and w |  isonMasterList  Don't Care v|

and donor  equals

v [

Base analysis on | 12 Months of usage data
| Report on items that have more than | 12 months stock on hand |

6. Location report
This report shows how much

space each location has
available for stock

[AChenreportinErcet] | saveTempiae | | caneet | ok ]
Location summary report Ministry of Health
Page 1 of 1
Location Description Type Capacity Used Available % Store
BLUE Blue Shelf 0 20 National Medical Warehouse
RED Red Shelf 100 0 80 National Medical Warehouse

7. Item usage

within a given timeframe.

To generate an Item usage
report,

1. Navigate to the Reports
tab

® 4

Customer Suppliers

Stock and tems

:

@ Show total stock value
@ Current stock

B soman

E Graph total stock
E Graph: stock by item

@ Item List
@ ltem usage

[ ——

Location report

mnuu- DemoLand_May2021 4dd
(B tistonal Medical Warehouse
£l Rcards

~ p—

@ Management summary
@ User acthity totals
@ Backorder report

@ Custom report

@ Manage reports

Expiring

@ Expiring tems
@ Expiry tem Vs cover

B cosen

Requisitions

B Reaustons
Dedsicreait

B ovee

@ roeacestors

@ Customer statements

mSupply

This report displays a facility’s average consumption of each item per month, based on previous usage

E ‘Suggest pnce list addns
E Update price st

) e

@ Category Analysis

B remieaer

@ Users report

E Suggest order quantities

DEMO LAND
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2. Click on Item usage

® 4

3

Reports.
Stock and flems
@ Show total stock value ABC analysis | E Transactions @ Run saved report
@ Current stock Management summary E Purchase orders Manage saved reports
% i “’“""‘”""‘“ S S =
Backorder report . o -y
: Graph stock by tem [ — | [ Reaustions ‘ Transpot report
tem List
Item usage lick on Item usage | h‘:o:m r:::m
E Itern siow movers. Epinng Aged dedtors. @) Price st
@ Locatonrepon Expinng fems Customer statements Category Analysis
@ Expiry ftem Vs cover ' Crediors @ e ledger
Users report

Oata Fie: DemoLand_May2021 4dd

() tiotonas vedical Warehouse

m3Supply

Wﬂmw;

3. Here the Item usage
report is selected by
default. There is also an
Item usage (Excel)
report which will
automatically open in
Excel. The information is
the same in both
reports. Select Item
usage (Excel) report

Agrerss DEMO LAND
B mSupely nrvigates -3
& Report options. Admin
Rem usa v. wsage of stock fems Customese the report to tems based. Saved reports
froquency andorstock remenng. [
Run saved report
Include tems whose Here the ltem usage report is selected by default. There is
hom code v | |otnts win 2o also an Item usage [Excel] report which will automatically
Raibdindundenuiid  Open in Excel. The information is the same in both reports. 38
— | Eneriiny) Select Item usage [Excel] report. Pr—
and - VENCategery  Domt e
ang ) Depaiment’s  DoeiCare < Wismpatsepet
and v v Suggest price list addns

s on Master List L Don Care
MNo_ of dems wih these crieria 0

and donor | equam -

Baseansysison | & Months of usage dats

Save Tempiate. Compilex Find

| I

Ony nciude tems whose StOCK COver (In mORMNS) & less Man o

[Jinchude tems wih no usage in e last 12 months.
] nciude usage tor buss mgredents

[ Exciuge transters #rom usage caiculations
[CJexchude Ad hoc and non stock tems.
7] Exciude tems if “never order” & checked

[Jopen report m Exce! Cancel

|

L 'VMPIF!/“J

Update pce st
@) prcesst

@ category nasis
@) remieaser

Users report
E Suggest order quantives

DEMO LAND

The Include items whose
box is your item filter.
Apply any filters you
need to. In this example,
we are looking at items
on your Essential Drugs
List, so select this.

-, s

o

Base anaysis on € Montns of usage data

Oniy mnchude tems whose stock cover (in months) s less han °

Save Tempiate Complex Find

& Report options
«  Creste a report on the usage of stock fems. Customse the report 1o fems based
= o name. code. usage frequency andior stock remanng.
Include tems whose
Rem code v | [starts win v The Include items whose box is
[y (Leave tus fett bank 1o mctuce ot tems) your item filter. Apply any filters
ang v (Categoryl v & you need to. In this example, we
and v VEN Categery Oor? Care A2 are looking at items on your
and v Departrent s Dot Care. v Essential Drugs List, so select this.
and v 15 on Master List Don't Care v
Mo of tems with tese crtera 0 =
and donor | equam -

[Iinclude tems win no usage n e last 12 months.
] inchude usage for buks mgredents

[ Exciude transfers trom usage caicuiations
[ Exchude Ad hoc and non stock tems.
[ Exciute tems f “never order & checked

Carce

===

Open report i Excet

-

LI g Ivvu[F'/Ir-qu

Users report
Suggest order quantities

DEMO LAND
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5. If you want to, you can
click the Refresh button
to show how many times
match your filter

-’ ®

ﬁ S o
& Report options X
e usage [Excel report ~  Creste s report on the usage of stock fems. Customse the report 1o fems based
on name, code, usage frequency andior $tock remanng.
Include tems whose Unt Price
[ESSSUTDRLIRY ] - | (Sl True v Last price pad
(Leave thus fiekd biank to Include o tems) Average pdce
and w Category 1 v = Accordng 1o suppler quote
and v VEN Category Dont Care v
ang v Department Doe Care. -
and v 15 0n Master List Don't Care: v

No. of ems wih these criera. 0
and donor | equaN -
If you want to, you can click the
Refresh button to show how
many items match your filter

usage n e st 12 monthe.
Ony nciude tems whose StOCK COver (n months )

Baseanaysson | 6 Months of usage
[ exciuge transters from usage caiculations.
[ Exchude Ad hoc and nen stock tems.
7] Excaste tems it never order” & checkes

Save Tempiate Complex Find Concel

=

Open report i Excel

@

Admin

E Run saved report

Saved repons
i

Hmago;mrwom
Others
Qoovamsummﬁy
@) rransponrepon

@) suovestpnce ustacans
E Update price kst

@) prcesst
Canoonmtms

[@) nemteager

Users report
Suggest order quantities

LI IVMPIF_’/UJ

-A‘m

6. You can change the
threshold for Months of
Stock on Hand. The
default is 0 which will
report on any items with
stock remaining.

DEMO LAND

No. of Rems with these creris. 1§ =
nd donor  equam v
Include tems with 1o usage N Me last 12 months
Oy mciude tems whose stock cover (n months) 3 less fan o o s
] inciude usage for bukd ngredents

Baseanaysson | 6 Montns of usage

You can change the threshhold for Months of

Stock on hand. The default is 0 which will
report on any items with stock remaining.

Save Temciate Complex Find Concel

===

Open report in Excel

B moneh nadigater
& Report options X
e usage [Excel] report v Create  report on the usage of stock fems. Customse the report to fems based Saved repons
on name._code. usage frequency endior $oCk remening. | e
@lenﬂm&cﬂ
Include tems whose Unt Price
[ESSentaIDA LR ] | [squals True v Loet polonpor
(Leave ths fieid Diank 1o nClude ol tems | Average prce
ana «|[Cotegoryt  + | & N Accormegtosupplercuote [ I
and v VEN Categery Dort Care v
and v Depatments  DondCare v """N""P""
and v| sonMesterList  [DosiCare v

Eswvmwmmacau
@) ussate price st

@) preess
@Cl’mw"u
EMMU

Users report
E Suggest order quantities

@

7. You can choose how
many months of data to
base your report on

25t price pa

EusentalDg Lt | s Toe v

(Leave fhis fiekd biank to nchide of tems) Average prce

| Category 1

and v s [S‘ Accorgngtosupsterquote [
and - VEN Category Don't Care. -
ang v|  Depwtmests  [DosiCare v
and v 15 0n Master List Don't Care v
No. of e wih these crieris 15 =
wadonor (eumw v [ ]

[Iinchide tems wih no usage in the last 12 months.

Onyy nciude tems whose stock COver (In MONINS ) & less than ID
linciude usage for bud ngrecents

Base analysis on & Montns of usage data
[xciude transfers trom usage caiculations
[Jexchute Ad hoc and non stock tams

You can choose how many months of data to
] Excate tems it never order” & checkes
base your report on.

Cancel

===

Open report n Excel

" R ||| e DEMO LAND
B mSupely nevigator =
& Report options o
(N e  Creste a report on the usage of stock tems. Customse the resort 1o fems based Saved reponts
on name, code, usage frequency andior stock remaning. —
E Run saved repont
nclude tems whose Unt Price

E Manage saved reports
Others

Quotaton summary
Transport report

E Suggest price st adans
[@) usaste prce st

B Preess

Category Analysis

[@) nemeager

Users report
E Suggest order quantites

—

LI IV\VU[F?[F_—'/UJ

Save Tempiate Complex Find
- N
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8. Ensure the Exclude T (;
transfers from usage 9 g h @ 01&3 ﬁ
calculations box is NOT s Reprtopions x [ o

1 k d e usage [Exce] report - Create & report on the usage of stock fems. Customsse the report to fems based Saved reports
tlc e on name. code, usage frequency endlor S10Ck remenng. f@
Run saved report
nclude tems whose Unt Price =
EssentalDrig Unt | | lsqueh True v Last price pass NOSRIv SRR TIpInS
Leave ths fiekd biank 1o nclude o tems ) Average prce P
and « | Category 1 v = & A osupsterquote [~ I
— - S e - @ Quotation summary
ang v|  Ospatmests  [DomiCave v E Vranspodreport
and v 15 on Master List Don't Care. v @ Suggest price ist adains
No. of tems with hese crieria. 15 = @ Updie ke ok
and donor [equam v E Price st
Ony nclude tems whose stock cover (n montns) @ lessman | © [l inckutn Soum w38 20 saage b 00 s 12 muabie @ Category Analysis
£ nciude usage for budd ingredents
Base analysis on 6 Months of usage data. @ tem ledger
] Exciute transfers from usage caiculstions.
Ensure the Exclude transfers Oe “m“_‘:_ @ U"'":‘”:
from usage calculations box is [ Exchnte toms i never order & checked @ Suggest order quantiies
NOT ticked
Save Tenplate Complex Find Open report n Exce [ N |
- - o g [ o DEMO LAND
9. Click OK i §
g ﬁ ﬁ - @
= 0O
&2 Report options X Admin
e usage [Excel report ~ Create a report on the usage of stock tems Customse the report to tems based Wrws
on name, code, usage frequency endior stock remenng. “E
Run saved repont
nclude tems whose Unt Price "
[EssentaIDAig Ust | | squah True v Last price pais E el
(Leave s fieid bink 1o nchude o tems) Average prce =
and Category 1 v = & Accorsegtosupsterguote [ | -
] ” ven Dont Care = E 10tabon summary
ang v|  Ospatmets  [DomiCave v E Veanspoft repot
and v sonMssterlst [DoniCare v @ Suggest price st addns
No. of dems wih hese crieria 15 = @unoapnwm
and donor  equam v @ Price kst
Onty nclude tems whose stock cover (i months) s lessan | 0 Sl s i o s @ Category Analysis
Einciude usage for budd ingredents
Base analysis on 6 Months of usage data E em ledger
[ exciute transfers trom usage caiculations @ Usars repodt

[ exciude Ad hoc and non stock tams.

- T

10. Report opens in Excel:
Items usage report

....showing Report title,
Store, Item code, ltem name,
VEN categories....

Save Template Complex Find Open report n Exce Cancel E o
-A‘M Gasam B M DEMO LAND
4 A B C DI E F G H | ) K L M N 0
1 Item usage [Excel) report (Based on last 6 months of usage data): Essential Drug List equals True, for store(s) National Medical Warehouse
2
Ttem Stockon | Stock On Last | This | Monthsof | Exp.in6 | Exp.in 12
3 Store | Code ItemMName  |VEN| Hand | Order |AMC 12 mths|AMC 24 mths| AMC 6 mths |3 Months ago| Month | Month | Stock Cover | mths | mths
National Medcal
4 Worehouse  [smoS00t [Amoxcin 500 tabet 410 0 2 1 4 0 0 1% 9 30
Tatona Hedcal
5 Warehouse  [cproS00t |Cprofoxach S00mq tablet 450 0 86) 14 129 0 [ 0 4 450 450
Natonal Medcal
6 Warehouse (0300t  |Isonazd 300mq tablet 9,600 0 3 17 67 0 0) 400 14 50 1,000
atonalWedeal
7 Warehouse [ met500t {Metomin 500mq tablet 100 500 13 ) 2 0 0| 0 4 0 100
National Medal
8 Warehouse |50t [Riampicn 150mg capse 540 0 0 15 ) 0 o 360 o 1000 2000

primary indicator of success for the health supply chain.

Determining medicines availability involves:

health facilities and 100 items for medical stores.
[ ]

Creating a basket of goods which is a list containing critical stock ranging from 20-30 items for

Auditing the availability of critical stock on a regular basis.

Medicines availability is the % availability of items across different levels of the health system which is the
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To create a basket of goods, | & = e

1. Navigate to the Items Q g ﬁ Q 0)2?0 % &

Supgheny 2em Repons Specal

Q @ Q,g@ =
= al I

Repacs
- — ' - —

tab and click on the
Items List button

i
i

§
©

LY

Ad Hoc Rems
werfiory admstments

M =& “ 5 I e

Depatments o categones Master hsts

Soctares Locasons Replenishments

2. Search for the item and s Find items %
click OK
I kem name w | starts with v [,,mo,d l
—

and v  Categoryl « is BJ

and ~ | VEN category is Don't Care v

and v | is on Master List Don't Care v

Randomly select | 0 ttems from returned list
Exclude hidden tems
Compiex Fng Cancel

3. Double click on the item & tem List
to open the Item Details = & M & B & &
window Reperl  Sel valis Find e by rm

Nigw ten

hen Coce o mama sk pwci Stk o B
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4. Inthe Items details £ tem denic Lo

window on the General = N
age Mac o te cote wmotic Pricng
tab, check the Critical Yo'z ! o
Cutout sel prce of pratered pacaacs '
stock checkbox, then gt @ win o vk i O3
. Coporrmart None v
click OK ::::m s ~ Pl doscrpnn
S Conpuy 2 50 :
6 of matenan Catmgery 1 e
Purchase Orders e v
Order sxtore gree— VEN Catagory L2och cemgony
Dugensng g reseets @ Not sangned Nl secs [
Feporng Smeraa cote WY e Crtca wock £4
::’*"' Deees | .8 ccne? i =?‘|hu~ O enaects ug et [
Stores et L) ) Neceanary
Bercodes e = buttn ooy () Cuten Rt
Cuntom dats Adow pack 9 oo corversen [ -
Master baby Convert pack 10 | when receving [ =l
" Wcnte O3 ot ot () .t 2
’Au_‘l'
—a_te 3 00
e _tel 8 |
e _tea 4 )
e _tet 7 (7]

5. Search for the next item S : e Esn =]
by going back to the (&) Q ®MIANIB & % ;LEJ“ & ¥

S B St vl L) Oroer By L L Vargr vy
Item List window and o Cate - T o s T
il B A G0y Lt k-] AT Armnt
click Find
Repeat the process until all
the items are in your Basket
of Goods have been checked
as Critical stock.
To review your Basket of Wy =
Goods, @ g Q g J?(’ é °
Customer Suppliers tem Reports Special Admin
. Stock and items Management d reports
1. Click on the Reports tab [ showtot socxvave [ — Click on the Reports tab ISR
@ Current stock @ Management summary (&) Purchase orders () Manage savedreports

ﬁ Stock on date a User actty totals a Purchases

Others
i -3

@ ren totastoc ) escrerserrepon Requisitons a Quotaton summary
Graph stock by tem

E @ custom repon @ Rreustons [@) Transponrepo
em List

ﬁ @ Manage reports Dedtcreat E Suggest price st addins
Remusage

a a Debtors a Update price list

@ nem siowmovers Expinng @ soeacevions ) Froess

E Location report @ Expiring flems @ Customer statements. @ Category Analysis

@ Expiry tem Vs cover @ Creattors E e ledger
@ Users report

E Suggest order quantities

DEMO LAND

E Data Fie: DemoLand_May2021 4dd
L L —

Al Rcardo
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2. Click on the Items List

® 5 &

Customes Ssches
Sk and e Maragement
‘Show total stock vaue ABC onatrsis
Curent stock a Manageent summarn
Shock oo date @ Usar achey wtas

@ S N Barrorde: repoet

Gragh stock Dy Mem ; B i
St Ly unmnwu

| oo R

Lacslionrpet Erping nems

Expiry fam Vs cover

Data Poe: Demetang_ay2021 403

Repos
————
Transactons

Tancacson
Purcrase sesen
—
Regqusions

a 5 Regasocrs

Dezaceat
Detors

Ages desons
Customer stamements

@ ovos

o &°

Savedrepons

Run saved coped
Manags saved rapons
e

@ Quotation summary
Tranepod repon
Suppest price Sst addns
Upcate price st

Poce st

@ coteers seains
e

Vien repon

@ Suppest order guantbes

LI
‘ e usage
[ ———

—

(2 oot i ot s ase
[ LTI

Pl

[ R
- ; DEMO LAND
3. Inthe Item filter, click i 5

on Critical Stock from Q 3 a B O% i
the dropdown box e 2o o e - -

S0 ave s Aomd oo

Show oty secr s R -.n-—mw'

Curvend stoey WMW

C Wock on e

‘ Gragh 1ot shack %m;wm-w-mm

Cragh stack by Sem Tracapee repot

Duggest poe et a3
@ Updats pce st
m:.nn

0 covemrinan

B e

Ewmw

E uggest orow guarmies

DEMO LAND

4. Click OK

S o

Customar Supghacs
SI00x 3nd e
. = & e List x P
Prow Yol Voo vakoe

_E' Find terme whone
Cumment stock Crecy ver | - e -
a Siock on date o v Caweyt . o [N
Grash 1ot stech " V| vicassy  Decew ¥ F
Gragh stece oy tom - v| Owesmus  DeiCos = |
-t v wonMasterist Dot Com v
@)t I
_ or Compinn St b
em usage
B remsiowmonn Sapert tom o se: Code, Rame & St Locaten v
Locaton repert

e o b S |

T

Date e Demetand_May2021 dsd
[ R

Aol v

Q n

Saves roper
@) A savearoson
E Uan2ge 1ved repoms
omen

Quotsbon summary
Transgon pot

a Suggest proe st addiny

DEMO LAND
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5. Select Open in Excel

&+
Customar

Surshen L Hegots e w
[

Box and Berre Maagement Transackens Saved reponts
@ Show tal stock ue @ ABC aranue @ Trarsacbsns @ Run savet repsd
B comef g g cptionn X [page sedrasers
R e
@ o o oot T s v Yo i) [N RIS
@ Geagh | Peter

r — Bnspont repan
B o | -

Jgeet prce et a3

B wrw a

- ] reveew 20 acreen setere vt Yot srcn vt

Chocme regest type Defout
Do o () opee i tuzw o
Lo
@ - Megsn anatsa
s I
!
w A pont

a 0

o o———

[ [ —

e

o & °

a Tuggest oroer Quartes

o o o i e

B ooy
| nEE
& s
IR e
B =
G wa
B s
B e

G oo i i s

R —

o | i

6. Click OK . v
4 8 L HhH @

E!.I..n.l.ll E erye

i

e
I e s e Crir v | ——
[
[T TR
e
L e
§ T Rmme e pler e s e ww
X Dl e g e -
miu
e i
1 S s L B
T B Tl ——
T N [ o= L

TR o v e

[ TERTE

TNEMI L4 N
Report opens in Excel: A 8 ¢ °
.. R 1 Item list report: Critical stock equals True, for store(s) National Medical Warehouse
Critical Items List 2
3 code item name Item Location Stock on hand
4
5 [amo500t  [Amoxicillin 500mg tablet 1270
6 [cefx250i  |Ceftriaxone 250mg injection 200
7 |Enal10 Enalapril 10mg tablet 990
8 |Ethal00 Ethambutol 100mg tab 1120
9 |Ethad00  |Ethambutol 400mg tab 560
10 |ibu200t  |Ibuprofen 200mg tab 200
11 {150100 Isoniazid 100mg tab 3000
12 fis0300t Isoniazid 300mg tab 300
13 [mef250t  |Mefloquine 250mg tab 0
14 [met500t  |Metformin S00mg tab 2200
15 |met500i  |Metronidazole 500mg/100mL inj 0
16 | parS00t Paracetamol 500mg tab 4690
17 [Pyras00  |Pyrazinamide S00mg tab 5000
18 |rilis1t Rifampicin 150mg + isoniazid 150mg tab 0
19 [rilis7t Rifampicin 150mg + isoniazid 75mg tab 0
20 |rif150t Rifampicin 10000
21
22
23
24
| tems.and.codes: |iSCH C

We can do this for a single store and for multiple stores.

Calculating medicines availability involves running a Current stock report and then knowing how many
items are available in you Basket of Goods.
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To generate the Current
Stock Report,

T e

® 4 @

I @

and click OK

Filter by actusl stock location equals

Filter by donor equals

Customer Supohars fem Reports
1. Navigate to the Reports Sk 304 fome Managerer Trnsacsens Sawanpem
. 2] Show total stock valus v e el Run I
tab and click Current L v B ramsscsems Runsave e
Management semmary @ Purchase oeders @ Manage savea repons
stock B userscnay ot @ rucrases -
a Gogh: lelal elock a Backseder copen Requsibons @ Quotabon semmary
a Geaph steck by em @ e @ Recusitens @ Transgod repon
g Rom List a Manage repeds Detscremt E Supoestonce kst acans
| Rem usage ﬁ Dedtors @ Updste pice st
@ em slow movers Dorng a Aged destors @ Price Est
@ Locaven report ﬁ Expiring Sems a Customer staternents @ Category Anaiysis
E Expiry Been V3 cover @ Creators @ tem leager
Users repont
a Supgest crder quantbes
2. Inthe first item field, &+ Show current stock P
select Critical stock.
Item flter.
Report on items whose
In the Report format box, r e v | ban True v
select Total stock for each and v Category) v s &
item and v VEN Category Den't Care v
and - Department is Don't Care v
Check Open report in Excel and v s on Master List Deait Care v

~ [
Filter bytocationtype | L':,

el

Randomly select [ 0 stock items from returned st

Sort report by
(@) ltem name

(O Shelf Location

(] exciude Ad hoc and mon stock items
] Exciuge nidden items

IBow\romlntxou ]

Report format
. =
(®) Total stock for cach item
O €ach batch with prices
() Donor 1racking
(O ttem in rows, Dooer in cotumns
() e in rows, Store in Columns

ot | ]

Save Template

3. Select Export to Excel
and click OK

& Printing options

Formto use Stock take total by name location

Message

a X
¥ [[] Remember this choice

Destination

O Printer
O Preview
(O PDF file on disk

O Emait POF

(® Export to Excel

r"E;ET_'”oKI
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4., Count the number of
critical items

o

Stock take total by name locati @®

A B C b

Stock totals for each item for store(s) National Medical Warehouse
Location Item code Item name Total quantity
ORALS amo500t 1270
& |INJECTIONS cefx2500 200
ORALS Enall0 990
ORALS Etha100 1120
ORALS Etha400 560

ORALS Ibu200t ZNC

ORALS is0100 3000
ORALS 1s0300t 300
ORALS metS00t 2200
ORALS parSoot 4690
ORALS PyraS00 5000
|orALS rif150t 10000

to Supervisor-all stores.

To calculate medicines availability for a single store,
% Availability=Number of Available critical items/Total number of critical items x 100

Next, we want to generate a Current stock report across multiple stores. However you need to have access

To switch stores,
1. Click File
2. Click Switch
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3. Select Supervisor-all
stores from the
dropdown menu

4

Cutlat @ #oim o

4. Click OK *
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5. Click on the Reports tab
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6. Select Current stock

B ]
A RA) .

A-A.u..an @w»—:-—‘

a Lt ] P

e il a‘w"v
u Swo emry VA
Pt = m R i)
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g ‘eeaan n:nu
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-;.mw
B
) v et

a SLme v o el

7. Inthe item filter, select
Critical stock

8. Select the stores you
wish to report on. To
select some or all of
them, hold Ctrl on your
keyboard and click on
the stores you want to
report on. Press Ctrl+A
to select them all.
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- v o0 Maswr Lae Tomt Corw
Flew By 8004l W) Lcatun  SeaR -
Fier by hcaten e |
e by doner e [ Select the stores you wish to report
Randonsy seect |6 wiock femm rom retemed et on, To select some or all of them,
hold Ctrf on your keyboard and diick
P o . on the stores you want to report on.
@t name P T T — Press Ctrl + A to select them all,
) thet Locomen (0 T winch Wor wteh e
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b O S;-w curen stock

9. For Report format, select | |&#
Items in rows, Store in Q ﬂ b
Columns e
[ e
Dugert on b wtese
e wao - e Tree
» v Cowpary . ®
L - VON Catagery Dwet Carw
- - ettt . Tont Conn
~od - ® o0 Vater Lt Doet Care.
FRer by achew Mack eater SIS v [
Fier vy hoso tpe |
Pwr vy omce wsenn il
Qandorwy semes [ 0 winck Mem Som retened et
Bt regont By G Nt
® tew cane ) Cnn bt whews sop Loy
) ot Loaton () Totwt wmwch e mach e
O tacn boscn win prces
[l tactote Ad hoc ant sae stack b O Dwsar wocny
7 Factote naden sers "T"""" Derar o coAmmy
Ot i 1o, Sawvs i Comms
[ ZeaTema
| 5 For Report format, select
- u’ V
10. Click OK

Participants Guide Legacy mSupply

[ tachude A2 hoc 952 2on sisck Seme (O woer wocng
[ ncnae sendes teve e i rwws. Ooner » conmma
) tow i rewn. Ty s Cokome
o Saen Torgew Comst || ox |
Alsas e e L ey 4
11. Report opens in Excel: 4 A » B L ¢ | p | B | ¥ G

Current Stock Report and 1 Total stock details for each stores and items for store(s) All Supervisor- All stores |

National Medicines Z — T %

Ll B = |B% 8 2

Availability 52| 23 |53:| 23

Item Code Item Name R > 5 ‘é‘ £ % g g fg Total
G S >z =

Y lculat 2 Rl e b
ou can now calcuiate 4 iso3001 Isoniazid 300mg tab o o600 300 o 9900
National % Medicines S metS00t Metformin 500mg tab 0 100 2200 o 2300
Availability 6 cefx250i Ceftriaxone 250mg injection 0 10 200 0 210/
7 Pyras00 Pyrazinamide S00mg tab 0 0 5000 0 5000]
| 8 [Enallo Enalapril 10mg tablet 0 0 990 0 990|
9 ibu200t Tbuprofen 200mg tab 0 0 200! 0 200|
10 Isol00 Tsoniazid 100mg tab 0 0 3000 0 3000
11 rif150t Rifampicin 150mg tab/cap 0 5640 10000 0 15640
12 Ethal00 Ethambutol 100mg tab 0 0 1120 0 1120|
13 met5001 Metronidazole 500mg/100mL inj 0 200 0 0 200|
14 amo500t Amoxicillin 500mg tablet 2000 410 1270 1200 4880|
15 parS00t Paracetamol 500mg tab 2990 331 4690 49 8060|
16 Ethad00 Ethambutol 400mg tab 0 0 560 0 560|
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Session 3.11 Basic Reports — Expiring Items

The expiring items report produces a list of items that will expire on or before a specified date. It also lists
the quantity and value of stock due to expire in that period.

To generate an Expiring
Items Report,

1. Navigate to the Reports
tab and click on the
Expiring items report.

B rmtimin
@ Customer ctatameats ﬁ Category Ansiyen

& oven

o P

- m Slia
Agrene DUl i

o & °

Soecil Admee

Soved reverts

&) #n st repan

) e st
o

[ —

Tomperier

ﬁ g octer ometion

DEMO LAND

2. Enter the expiry date
Choose the report type
Enter any name or item
filters

Click OK

& Fupiring
Report on all irems whose expiry date is betoreli0/Da/z0zz | [0
Chiooss report type Today .
rEport sorted by item namas w
Wame filter
Mame w coniaing e
hgiw Bl er,
Innm code w | giartE with -
and w | Categary1 w | s .il
and W VEM Categery Dol Care W
and - Department is Dion'T Care -
2nd ol s on Magler List Don't Care w
Filter steck by_
Actesd stock location  equals -«
Filter by boeation 1spe (&
Dongr  Equals - _ ]

Save Templale

i [

3. Select Export to Excel
Click OK

& Printing options
Formto use | Expiring items report

Message

O X
~ | [[]Remember this choice

Destination

O Printer

O Preview

(O PDF file on disk
(O Email PDF

I @ Export 1o Excel!
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4. Report opens in Excel: A B € D E F G H

Basic Reports - Expiring 1 Expiring items - sorted by item name, for store(s) National Medical Warehouse
2 Item code Item Supplier code  Value Quantity Pack size Exp date Accumulative value

It

ems 3 amosoot Amaxicillin 500mg tablet MON 50 50 1 21/04/2023 50
4 amostot Amexicillin 500mg tablet ARC 480 4 100 28/02/2023 530
5 amosoot Amexicillin 500mg tablet MON 470 470 1 31/01/2023 1000
6 amosoot Amoxicillin 500mg tablet ARC 120 1 100 28/02/2023 1120
7 ibuzoot Tbuprofen 200mg tab ARC 20 2 100 31/03/2023 1140
8 metsoot Metformin 500mg tab ARC 300 50 1 31/01/2023 1440
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Session 3.12 Basic Reports - Requisitions

A requisitions report can tell you which customers are still owed stock or outstanding requistions. This is
helpful to ensure customers receive their complete order and to help you assess stock levels when you are

placing an order.

To generate a Requisitions IE—— (;)
»
report, ® A " 3| ko =
Customer Sugpeen nm Qegom Spectal Azrer
B[O T A Mansgenert Trangacons Savd et

1. Navigate to the Reports
tab and click on
Requisitions

Select Report type

Select Requisition filter
Select Item filter

Select Requisition customer
filter

Click Ok

@ Show S04 SO0k vale
@ Cumend s00h

@ ecr om Gale

a Goagh toby siock
@ Geagh $35Ck Oy em
B o

@ " usae

a o™ Show Maven
B Lecsonneen

@ ADC sratvrra

Y ——

@ Ve 20m, Lt
a Bacrcrder tepot

G M3nage tepans

Eqavg

a Ciprng tems

a Epary e v o

ﬁ Trarmachonm

a Puchase orden

a Puchases

NMeguateny

@ Nansoe savedrepots
Cetves

@ Quamadon pummany

l a Regssmens

] B ramootmson

Dedtcrecs

a Dadters
@ Azed detten

a Cantome statyments

@ ovenn

@ SuEoest goce 23120008

@ Update prce 85t
a Prce bt

B Category Anaiynes
@ Mo fedger

B Uters epont

a SUppest crder aranes

2. Select Export to Excel,
then click OK

&+ Printing options

O

X

Formto use requistion grouped by tem ¥ | [[JRemember this choice
Messa )
ot Destination
O Printer
O Preview
(O PDF file on disk
it A B C D E F G H | ] K L
3. Requisitions report opens ; e
. q P P 1 Requisitions grouped by item for requisitions entered from 1/07/2021 to 9/07/2021
in Excel 2
3
4
Our stock  Hequisition Requistion  Ther stockon ~~ Quantity  Quantity skready
5 Ttem name on hand n Custonier name  Requisition comment ~ Status Type Date hand Requested lasved To be Supghed
Raspones (from
6 Amoxclin 500mg tab 1200 21 Kerang Mospitel From fequest lequsion 7 30 Tequsition) 9072024 ] 100 0 100
Respone (from
7 Amaxcila 500mg ad 1200 2 Mo A ONC  From request feqestion | %9 requsiten) 9/07/200 0 100 0 100
8 Total 0 00 0 200
Response (from
9 Mettoemn S00rmg b 0 21 Mersng Hospal  From request egeston 7 49 fegudben) 009021 100 10 0 100
Responsn (Irom
10 mettomn S00mg td 0 22 Moot Abert CHC  From request requston | 39 requtin) 9/03/200 0 100 0 100
1 Totl 100 20 0 20
Response (from
12 Paracetsencl 500 ta 5 2 Kewng Mol From request igwsion 7 89 fequmien) 90772001 m 100 0 100
Response (from
13 Paracetamal $00mg tab L] 22 Noot Abert CHC - From request rogemton 1 59 oquaiten) 901202 0 100 0 100
14 Tl 1) 200 0 20
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Quantification

is as accurate as possible.

Session 4.1 Suggested Order Quantity Report and Manual

There are 3 distinct steps required to arrive at suggested order quantities for each line of stock.
e Forecast future consumption: mSupply assumes future consumption will match previous
consumption rates. You can provide your own forecasts when the need arises though.
e (Calculate required stock quantity: The amount of stock you require is based on the forecast of future
consumption, modified by factors such as Lead time, Ordering cycle, Buffer stock, etc.
e Calculate purchase order quantity: Purchase order quantities are based on the amount of stock
required, normally expressed as a number of months of AMC.

Before generating the Suggested Order Quantity Report, it is important to clean up mSupply to make sure it

. . — —
1. Delete or finalise ghost | & Pushss i = [ |
¥ 15738
purchase orders o+ - Wy |8 B (= o [ A
H Hew PO [ Regar Find Dinder by Print Cuswomse  Doploate Sl
(orders that will never
H H oo nol Suamus Dam Suapint Lecksd  Targemonths  Lirss  Confm dam Commen
arrive, placed in error
1fsg BDR/2022 Azl Wiatica O o PO peneratad Toe Hnser sumier 18 Mo ol
or |ater ca nce”ed) 1 1B/0E/2022] Budiget Phasmacy Fii O o 1 1oz
™ 4107200 (m] 12 i
= 11002020 Azl Wimdics | o 1| e
e B/0N/2023| Azl Wisdicn (] o 1 &0 2025
q n SONR0F] Archie Dariribtion | o H WOV
A P P 0 o ! PO genaryed foe tansar sumsar 15 No.o
E B 182021 | Archie Dizmitsetion O o 3 PO genermed to nenger mumber 25 Mo o8
HAen 2021| Archie Disuibution (] o 2| vz
P 1| Archi Distibation |l 1 1 Tangar st for spbt onders: b of 20 Lines 1
g B/DD2001| Archia DRatibatinn () | 1 PO ganratad fo tander sumbe 1 Mo ol
g B/DGY2001| Asud Misdica O o 2 B genarated for tandar sumber 1 ha el
= 18/80/201 | Archie Datritration (] 8 3 v
n 200872027 Archie Detmbation I: - 3 aGusam
o TRTR202 T Micmans Supples '_ - | 1 19067031
2. Confirm outstanding & Tonsactions st =3 =8
. = G [ 3 (= [—
customerandsupplier | & & B B M B A F B B ®
H H New Find Sum Orderby  Expottobxcel  Fmaise  Dupicate Cancel  Fles  Customse  Modfy Exportto MYOB
Invoices. =
Types Name Tyoe| Status| Entered Confirmed Iwnum Total Therref Picksl Comment Exported batch
Thombury Wareho_ ¢ fsg | 3/06/2022 7 2000 0
Suppler invoices Thombury Wareho_ (d  ffn  §10/02/2022 10/02/2022 % 0 From requ. Invoice from requisition 15; From request re. ]
Inventory adjustments | Thombury Wareho|ci  [fa  10/02/2022 10/02/2022 5 0 From requ Invoice from requisiion 15; From request re 0
Suppher credits Thombury Wareho... d (-] 9/02/2022 9/02/2022 24 1000 0
Customer credts Thombury Wareho_ @ ffn | 102202 yjo2pa02 B s 0
Buids Thombury Wareho_. | fn  [24/01/2022 24/01/2022 2 250 From requ Invoice from requisition 10; From request re. 0
Smads Laboratory d o Jujey202 3yoyaz 21 5000 Suppler invoice ID : 28 Goods receive 1D : 9 0
3. Tidy items list. & tzmduns b = ]
B AEm ewTe o in Gl maai sjoy Mason bt o
-
;I::“ B [ T Prieg
Add any new items to g i tred s C
Shack Dot mal e £ arwberad gacesian 1
mSupply ! & - = R ———
: :.::?:-\. Tepaper] Frsicod orfnics
Identify all items to be huates Catmey ) Telswoies
Ficts
[ 2 | bm
ordered as Normal stock. [— =
il o o oy vaamagorp i | W
Pl Dn e [ p— =
e — uH Palmmy
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Caming . VI el
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Iranaa g i DHES sola ek [ Gk &
v e ®
[3 1 -] [+
vl
Camd o' Gacdy |
v _fid T | |
T P T 1K bl [ | |

Participants Guide Legacy mSupply

186



Now, to generate the
report,

4. Navigate to the
Reports tab

Click on the Suggest order
quantities report

B mbupohy Nowgaear
Navigate to the g
Reports tab
Stock and tems e Transacions __Omess
B snowtota swooxvae ABC anaisis Transachons
@ Current stock Management summary Purchase orders
% Sockon dele User acivty totals Purchases
Graph total stock » - Rogusons
Graph: stock by fem B cusomeson ‘ .
% st lnnmnm Debivcreat
Rem usage e @ pevtors
@ tem slow movers Expiring (@) Aced cevtors
Locson repost Expiring ftems Customer statements
Expiry flem Vs cover Cregtors

Click on the
Suggest order quantities Report
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5. Add any item filters
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Months of usage data
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7. To determine Months
of stock required, click
on the Calculate
button
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To determéine Months of stock
required, click an the Calculate button
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8. Enter the Lead time,
Ordering cycle and
buffer stock
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9. Click OK

. Ordering cycle unid buffer

the Lead time,

stock.
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10. The Expected delivery
date is automatically
calculated from the
Lead time entered
above
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11. If you want to exclude
items which expire
within a certain
number of months,

enter the number here

& mSupoly Nowgaear

& Report options. x L
‘Suggested orderng regort v Others
name or code of e number of ays of SIck Cover requred. E
Quotation summary
inciude tems whose nt Price
tom cose | starts wtn = | — Last price pa E Remapogrpot
(l.n'-‘”h.”l-) Aversge price E Suggest price kst aodins
and « | [Category 1 e Accorang o suppher quote [ E -
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e _ v  seduwin  [OetCa . Make sure planned bukds wilbe covered | 1 tmes @ CAngiy
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PP e || @ users epon
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[ nctuce usage for bukd mgredents. b
Base anayss on & Months of usage dota [Jinciude tems wih suggested zers order quantey Denons
Months shock requred [l Cakubste [JExcauce ransters trom usage cacuiations B
[z [Jexciuce Adhoc and non stack tems.
A Exciude toms it ever order” s checked
7] Exciude toms which expre wihn 10 montne
If you want to exclude items which

expire within a certain number of
months, enter the number here

12. This report is being run
for just one store so
ensure the Exclude
transfers from usage
calculations checkbox

is unchecked
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& Report options X L oy
‘Suggested orderng report ~  Creste c Others
name or code. of the number of days of stock cover requred. E
Quotation summary
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Base snaysis on € Months of usage data [inciude tems wih suggested zero order quanth kg Das
Months stock requred [ 15 Calculste [Jexciuse transters from usage caiculations This report is being run for just one
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[ Exciude tems if “never order” s checked
/] Exchude tems which expre wihn 2 months

transfers from usage calculations
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checkbox is unchecked
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13. Click OK s
e A b oo = *

‘Suggested orderng report Create a report 1o support orderng decisons Custamise the report by tem Others
name or code of the number of days 0f Stock Cover required 4
Y —
Inciude tems whose Unt Pree i
ransport report
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14. Select how you wish to
view the report, then ﬁ % o 2
click OK Q OO -
@ ABC anatysis @ Transaction @ Quot
@ a Management summary El Purchase orders E] Trans
@ 2 ;,:. ptions - o < @ g
% Graph total stock e —— . - B
Sraph stock by Rem ormio use  Sugges! ememter tha choce @ . ,
@ nemus vessoze e T—
@ 0 —»:nr B
ﬁ] Select how you wish to view the
B report, then click OK
Q Data Fle: DemoLand_May2021 46d ~_ = == )
?‘ Nateoal Uedcal Warerouse m I ( y
#4 Ve il DEMO LAND
15. Report opens in Excel: Suggested Ordering Report: Months cover : 15 months, Based on last 6 months usage data,
Suggested Ordering et 1
Report Moty
Item  Stockon 12 months 24manths usage for the (uantity on Ordered Suggested Forecast
TtemCode TtemMName  VEN category hand  Backorder  average average lastOmonths MonthsCover  Order quanfymuse  order used
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You may need to perform Manual Quantification sometimes, such as when a new item is being ordered
and there is no historical data.

Some methods include:

Time period sub-sets: Here you find a consecutive series of months where the item was in stock and usage
appeared to be normal.

Local epidemiology: Here you can work out how much stock is required by knowing the incidence or
prevalence of a particular disease and by estimating the % of patients who willl need this agent.

Similar products that are being replaced: Here you can work out the equivalent dose and use this to figure
out how much stock is required.

Similar countries: You can ask a similar country for their usage for a particular item and adjust it to the
second country’s population.

Departmantal liaison: Here you can speak to the people who will be using a particular product and they
should be able to give a reasonable idea of how many patients may need it and therefore how much to
order.
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Session 4.2 Introduction to the Tender Module

O

O O O O O

Publishing a tender allows a one seek the best prices for medicines and consumables that will be required
and achieve the best value for available funds over a given period of time.

Normally the full tender process creates a lot of work which can be very time-consuming and error-prone.

The mSupply Tender Module is designed to simplify this process, minimise the work involved and to reduce
the chance of errors.

The overall workflow of the Tender Module

Time-savings and increased accuracy
Suppliers can enter their own bids into the system, reducing the risk of transcription error. You do not
need to consolidate multiple bids ad re-enter the information into a busy spreadsheet.

Cost-savings

The Tender Module facilitates easy line-by-line evaluation of bids. It will adjust prices in different
currencies a cross different pack sizes from multiple bidders so that you don’t have to do it manually.
There can be graeter cost savings using this approach than awarding an entire tender to the lowest
bidder overall.

Transparency and data security

Once the tender is published using the Remote Tender Module, no one else can edit the tender. Once
the bids have been submitted and the bidding peroid is closed, no one can edit the supplier’s
responses.

Prepare a list of items and quantities

Add standard tender conditions

Distribute tender to suppliers

Evaluate received quotations and select preferred suppliers
Notify suppliers of winning bids

Create purchase orders
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There are 2 ways to create a new tender using mSupply.

e Manually: This method allows you create the tender by adding each item manually.

e Automatically: Once you have run mSupply for a year, mSupply can suggest items and quantities
based on actual usage. The quantities are suggested and can be amended as required.

Session 4.3 Create a New Manual Tender

To create a manual tender,

L ey neegetor

I
Bo

n

oto

éé

1. Navigate to the Suppliers Custorr supsears e Resons seean
tab and click the Tenders & r— @ @ s— I @
bUtton' ° = Cacusand &:\ Sanr 4:1:::; ° ki b

Teeaer Purchase orders GO0 recean
Eg@ @QE‘@
Suspters ko SupEier Ivoices
Catwgeries New ceat i
a Cuta Fie Develana_Uay2021 43¢
‘ B
B hwens vescu aerone m 1@\
- W
ALoen & DEMO LAND
2. Click on New Tender & s )
el g pai
N B & e
Frw Cereraiod No Covoat kradenn wnd
il Paame Dol L e Lindees dle et Date Drpmliar
——]
3. Add a description for your 2 NewTendes - ==
. . Descrpton |
tender to make it easily vt 2708002 gl s ST sy o Tt e 8] Dl
. EEED RN Add a description for
recognizable PR | (et to make it
Rems and Compare Prces sasilyfecionzaie responses Standard condtons Purchase order Reference documents Tender preferences Synchronze Log
H = & Mo -
Uun Code Item name # of Packs Pack Sze Total Currency Onginal  Onginal PO local Unt  Preferred Suppler Ttem
= Pk rad i 1
Save Sort order Cancel
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4. Add a reference code or
number to help identify
tender-specific
correspondence

Deaswpton Jrnasi tender Ceme, ard J077
Crostee sale 218083 mase dute FTAAGE

Nesponse by DetaTme V0001 ot GuT

[Otoces

5. Check the Locked
checkbox to ensure the
tender cannot be
accidentally deleted.

6. Select the relevant
incoterm for your tender.

oot dote TR o AT

Brnomese by Dwemew FTROTRT PO R0 o

D »

- One X3 s
8 emdm
B wnt Tompwe P Sades R i e Y )
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* (= & v
e mporn
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e ey
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7. Click New Line to add your
first item (or subsequent
items from this screen)

Cencroics R terder Demclard 205
Crastien e TR s s AR encems by DuiwTims fTrIBGRT [0l GMT s W v fusass
S b L 01

Carveed |

Tem el e B i, e e e it ] s Rt b e Raeh (e e e Bpeihseds Ly
Pacab [, PATAH Sl -
Towe b

P P T T — e TR Tt

8. Enter the Item Name
here. As always you can
search by typing a few
letters or @ followed by

tab
@-—u— o Casie =
| )
:'M L= [ Tl COST ORI et
sy naesatne 4
9. Enter the Number of -I,Hﬂ EEmhL M I
Packs here s i e e S
[ 1T PR ey =y amesety —
Coscrpton Oy o, i 634 20 Drgmal Generted sy 0

e e L . e

At o ] Unlpiet by Pt w0e B ity O

iy - Extraied e (1]

[ —
-ggn.u- T T ¥ = = | =T W ey swn I
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tablets you are putting out
to tender.

Descrute M5 w e o s 0
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14. In this box you may enter

el

i

—

any Conditions specific to e St tom
. P . et SeovcEn o - e
the individual item but not St i ‘ ==
applicable to the entire et —
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how much the overall e A -
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17. Repeat the process for
your next item
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18. When you are finished -r, - SN ,-_;, l

and don’t want to add any | | e
. . [T 7 ] cam3sy — I
more items, click OK [— gt e it .
Sat bt TR Compary wopT STIcoraEn Fachane e
e o | = St by puct e [ T ke ey 20

LUnin Mo w Fatmabed e [T}

Tamma— [ aeraita'el.
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Done!
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n Code
1 ot
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To review, edit and delete
tenders,

1. Navigate to the Suppliers
tab and click Tenders

i
o
i
?
@ @
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\narmal srders

v o = e

Cawgones New ceot
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Q Cuta Pl Demodand_lhay 3521 485
(R rcrsi Maccal arercine @
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2. The Tenders window will
open and show the Last
15 tenders by default.

Double click any you wish to
open.

z = | = e
Tenders Uaater conilend List Misier cosslion Salsgenss
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The tender has been updated
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To delete an entire tender, f ==
d f h Terders Wasixy Lol Ease:
You can do so from the = =
. I - — £ -, .
Tenders window. = = ~ (] _ & e
Hava Jeasewes Tanndr  Fodia Tarwiar Caimts Tawisr Lorpand readesy Firad
Click on the tender you want
. y Semal namiar Our et Stwam  Crestion dais  [mesa Cuie CaaSirs
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€
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Reference documents tab. st | Crew oot Com st o
Click on Upload document
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To view a document,
You need to download it.

r’lﬂh\—-

Deaorgmes [oren Medones o Covarabes Taer 007

Comaton date. JVERTL e et T G20 Fawzras by Dewmen ficzat|pam our T (W - [tecad

===

Click Show latest version from
the Show dropdown menu.
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WA i GO PrRES Mokeh Cvatae SaBSer 661 BN ESpESSEN WA cESES Msihest iel TRIMRN Sonwrh Tewi GMIEILEN BpROREE Laj

Select the document and click " a—C —
Download document and “® mf'“]rﬁ:m R —
follow prompts. A (= | LA _

= p— — S o —— 1
To delete a document,
Select it and click Delete
document and when
prompted, Confirm you want
to delete it.

e | ]

To filter multiple versions of — ==
documents, s ] o BB o a6 O

[+] = L O —

UpEad sresmet  Cusdswet  Dewssad scsmant P
LV Erasaiby Coaarnd o Saead T
T s e snaEn e e
[ - e TRGH zaR 2o
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Session 4.4 Create a New Generated Tender

demand.

1. Click on the Suppliers tab

mSupply can automatically create a suggested tender based upon your previous usage and projected

2. Click on the Tenders button

DEMO LAND

3. Click the New Generated
Tender button
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4. Click Yes when asked to
Confirm

5. Apply any item filters here

cteds tw e

Vijmaws T T

I Apply any Item filters here
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7. Click Calculate

Enter the Lead time,

Ordering cycle and buffer

stock. mSupply will then

calculate your Months of

stock required.

9. Click OK
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10. The Expected delivery field
is automatically added from
your lead time

- st g pand
(Lewre e Sent vk 3 Sende o bl Avsrem srve

S . g b b [~

b
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REE i/ Eastade e 4 mever weie”  chocted
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hateed fram o load tinee

11. Ensure the Exclude transfers
from usage calculations
checkbox is NOT ticked
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12. Click OK
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13. Click Yes to view your tender
list now. Note that in real
life, this process could take
several minutes.

3
0
I ‘e al

T[N T LM

T ¢ b (S ol ALO3TH) Sk b wmadnd
W] e e pca e 10 6200 8 N

14. Here you can review your
tender. Note that the o
Description, Our reference e P
and Comment fields have all s o —

been prepopulated. You can

still make edits and changes
g~ T ~ W~y T R~~~y

from this point on. [ e um -
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|
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Session 4.5 Set Standard Tender Conditions

Tenders are usuallly issued with a list of standard conditions. These broadly define how the tender will work,
including submission instructions, closing date, notification of successful bids, terms of payment and many
more. You can add these individually to each tender but mSupply also allows you to create Master Lists of
tender conditions which can be entered once and then applied to all future tenders.

1. Navigate to the Suppliers & Tersters ===
tab and click on Tenders. S —, R —
\ﬁ. il .:l £ il b [Lust 15 -
Master conditions list: this tab Wew GenpratedTescar e Teadsr  DanTeeder  Comparstanders T
allows you to input your tender el number Descrnon Qe Sumc | Creston due|_tue Dete Deatine
conditions. e o N P L

Master conditions categories:
this tab allows you categorize
your tender conditions if you
wish.

2. If you wish to use Master L et =
conditions categories, it is R ep——
best to create them first so
you can apply them to your
conditions list later.

0
i
'

Click on the Master conditions
categories tab

To add a category, click New.
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3. Enter your new category in
the Description field, then
click OK

A tew sender condiion category
Carsgaiy

Descripten [erual

e |8 =

4. Your new category is now
listed!

Repeat the process to add new
categories as required.

& Tenders

Tenders Master conditions List Master conditions categories

==~

5. Todelete a category,

Select it from the list, click
Delete and Confirm when
prompted.

You can only delete a category
when no conditions are
associated with it.

& Confiem S

6. To add a new master condition, go to the New Master conditions window..

Heading: Enter the heading.
Body: Enter the conditions.

appropriate one.

Point: The conditions will be sorted by their point entry when printed.
Active: This is automatically checked which means you will be able to add this condition to a tender.
Print Heading and Body: This dropdown allows you to select what to print.

Flag: You can use this field to identify particular entries.

Category: If you have defined categories, they will be displayed in the dropdown list and yu may select the
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Conditions List window.

When you have finished, click OK & Next to add another condition or click OK to return to the Master

7. To view or edit your
conditions,

From the Show dropdown menu
you can to view all conditions or

A Terders

Tercery Masier condizra Lal @agier cosditions calegarey

5 =5 B

Naw Condar Caeria Congibion Pk Corafiors

Fown Headng

(=1 el

Body g}

Arrual

Sianditg OfMer Arvasgenel
SuzpleTems

it
. . B | miroguction On bakaP of o Govermam of_ | changast .
those belonging to a particular Bz s e e i et e [ty ~ |
B | Pirticgme of oot Beh Tueoembs ercerers ol e ro A
Category E |2 e e Tha Sersderer bl comzinty Arruas
B3 | e Tha el o B = =i b [
B |ue Pty « Gt 1 b CF Ot 5 1 F el mepemiia Frase
Double click a condition to edit.
4
€ *
8. To delete a condition, L = ol
Tenders Master condtions Lis! Waster condiions calegones
Select it from the list and click =
o . ) = = - -
Delete Condition and click New Condtien | Belete Conditicn Prnt Condtions
Delete when asked to confirm. hoi Foin - sy Fasa Camgery
11 roducTion: O bena® of the Govemmant of . | changeaies  Asnual
12 Cloging dame and Submispon nsTuCDons Bids for this Tender ane 0 Be rub_ | chanpeaiie  Asnual
13 Motficnon of paootsity b Sucomashul nenceners will be nott Arnusl
] i Form The tarcieres 17al compiate the. Annusl
13 Langusce of bidy snd communicstions The bid snd sll communications & Arnusl
] 31 Bricing - Cuctes to be CF Chaztn are 10 = CIF ans axpreaa Arnusl 1
‘,!Cﬂnfi-rm. b4 |
Realy deisie 1 recorda? |
{25 |
[
|
|
9. To add conditions, lists, v Sy
. Descripton [Annual Tender DemoLand 2022
Categorles tO a tender, Creation date 27/09/2021 ssue date 27092021  Response by Date/Tme 277102021  [0000  GMT States 3% [Jtocked
Serial Number 18 Our reference DL2022-01
Comment [
Cllck the standard Conditions un-:na:me—'a’ﬂ Motes Choose Supplers and Enter responses Standard condtions Purchase crder Reference documents Tender preferences Synchronize Log
tab Lb E:J Snow S
— poe e niatdl Click the Standard conditions
Un Code Item name Ongnal PO local Untt  Preferred Suppher Ttem Comme
1 amo500t Amaxicilin S00mg tablet DX 0.00 0.00 No bids preferenc
2cebast | Ceftriancae 250mg injection 384 1 000 000 0.00 No bids
Total for Tender quantties 000
Save[:o‘ﬂijm Total for Purchase Order 0,00 = |

Participants Guide Legacy mSupply

209



10. Click Copy from master to —

Do bl Taraas Do drd 0]

add Cond|t|0ns from your ] e dnie fTARGET1  Fempomwe oy DeinTee 77000 Bo0R GMIT Swas W = [Jiecss
. Sl ters 1 T sptwpmes LTI 01
master list. Jo—y
Berw e CETTERT TCE NI DWOH SOEETE 500 LT mpone eI medioss arrauns e RESTENCE Socemen T CEMTTRE Seweon og
- - - =
[+ = =
il = Ty Vi e
Furn ot
Click Capy from master 1o
ackl conditions from your
master st
e ([ ]
11. Select a Tender conditions — Sl
Descripion syl Tarder Dmei, ard 7027
category from the Cosiengoe TIONGR e oowfTERGET | Response byDuoTme i [0 oMT  sae (8 % [lledied
. Sevial Mumber 18 o setermnce BLT0Z2-01
dropdown box, if you use comma
" 3 = =
ass all master conditions of s Copmonrew v
. v Crtars " Handry
this type. - 2 o concition caln.
Cotegory  tene
If you don’t use categories, just cwea

click OK and all master
conditions will be automatically
added.

12. Click OK — AL

Description [annual Tender DemoLand 2022

Crestion dae 272021 Issue date Q70972021 Response by DateTime 271102021 0000 | GMT Staws 89~ [JLockes
"® Our przozz-o1
Comment [

kems and Compare Prices. Hotes Choose Supplers and Enter responses 187073 COndmons Purchase order Reference documents Tender preferences Synchronize Log

B = &

Add new Copy from master Deiete
hesive  Ordars masing Ses,
( e Tender condition cate... o X
| C U S—
| Cancel ol |

Tender.. E__ %—y y

Descripton [Annual Tender DemoLand 2022

13. You can reorder the

conditions by clicking on the Crostondele 27092021 mave dateTRSZOTT | Responsety DeleTme 7G0T G0 GUT S 89 ¥|  [Jiocies
. . Serial Number 18 Our reference PL2022-01
Orders heading if needed. You can re-order the
conditions by clicking
on the Orders heading
if needed
Add new Copy from master Delete.
Active  Orders esdng Body
A » Prcing - Quates to be OF Quote ar 1 b O s exprested o the local curmency
M a Language of 098 and communicaont om0
8 2 80 form The tenderer shall compiete the B SCCOrGIng 10 the MITTUCTONS Sent 10 them \ia mSupSly tenCer SUDPOR.
M |a Nowhcaton of iuccesih ot 2w o
A a2 Clonng cate and submisson mtructions 85 for tistancder are 2 be submitted n entirety by Spm Ocicber 31st 2021 They o 1o be submited siect
M u ingroducton On {CPV) issues TS tender for the Sup.
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14. To view or edit a condition,
double click it

[l s v R

Descripton [Annual Tender DemoLand 2022

1]
%)
%} To view or edit a condition, double-click it
%]
1]

31 Pricing - Quotes 10 be CF

Creation date 271082021 Issue date 277092021 Response by DateTime 2771012021 | [00.00 ouT States %8 v [tockes
Serial Number 18 Our reference DL2022-01
Comment [
tems and Compare Prices Notes responses Tender Log
B & &
Add new Copy from master Delete
e MT} Hesdng Body
On benat of the Government of Demownd the Centrs! Srocurement Unt [COU) isues this tende- for the sup.

Som 31et 2021, They
Successty tengerens wi be notfed wihn 2 neees of tender Citing date va emal

ezeen
The 556 31 8l communications $hal be wrtzen in English Where there may be need 10 clariy Certain ems 0.

15. When you are finished
viewing or editing, click OK

& tdit Tender

rsrers)

Descripton [Annual Tender DemoLand 2022

Crestion date 27/082021
Serial Number 18

&+ Edit Tender condition

comment [ | Pt il

Mactve

=}

x
Mo
i

Prit Headng and Body v

Rems and Compare Prices Notes Chi 'b-t-urmnm

B & .

Add new Copy from mag
hove O
" ogumon
2 Cosing cate ang
13 Novteaten of I
2 B Form
22 Langusge of bid
31 Pricing - Quored

‘ Fags [changeatie

‘behaif
Hfor the supply of Medicines and Consumables to DemoLand for the year 2022

Demong. the Ce:

When you are finished
viewing or editing, click OK
x

Cancel

-
v

16. If you wish to delete a
condition from the tender,
select the line with a single
click.

Descripton [Annual Tender DemoLand 2022

If you wish to delete a condition
from this tender, select the line
with a single click

Creaton date 27082021 Issue date 07082021 mnwr-ﬁmmw Eoo GuT States 89 v [iocked
. Our 202201
Tender preferences Log
Sody

On benat of the Governmant of Demoiand the Central Srocursment Unit (C2U) ssues this tender for the sup.

(3 sencer Spm Ocaober 315t 2021. They
Successhs tenderers wit be notfed wthn 2 neecs of tender Cieing date v emal

The 550 31 88 Communications A8l be wrzzen in English Where there may be need 10 clariy Certain Zems o
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17. The click the Delete button

Descrpton [asnua Tender DemoLand 2027

Creaton date 277092021 wove dwo FTRO0I1  Weapanse by OmeTime Z710201  B008  QMT S % v [iomed
Serel Nummer 18 Owr rwterence L3523 81
Comment [
terva 000 Compare Prces Notes Chocee Suoskers and Erter resocnses Tende crefererces Lag

.

A | remotmon Then click the Delete buttan  JEa R e T T
3 Caeng swe - T 00 TN NG 2 10 B¢ Al aeteeny By Boe D000 100t J30Y They 29 9 Be lbmmes sect
2
'

Setienits renderan o be oothed wihe I e 3 ende oueg e va ema

E 23 Languge o4 s 48 ommcarers The 52 3 4 cammrCaomt 3nar B eitan = INGn (es Sere ma, te wed = i, atee bems s

e | [
18. Click Yes to Confirm the - =rara]
. . . Eumerion (sl Terder Derelind S22
deletion (ln this example, | Crosin dui JTRRGITE T S saam 8 v [ucs
will select No as | do not g —
wish to delete |t) heva e Compare e dnes Chooss Suppiers and Evler esperass SIROMT (RIS Bpphase pier Teater —
@ 8 &
- [rep——— e
pray .. s Coniem_ x

L enauran - 1 - B w37 ot Tt i e
i g dein wd s kot 175, 501 Togy won 50 b it ot
L Foehcacs of st Bey Serg dum o wa

21 B P I T i ey W el

gy i e ot rem

& oo S i, b o b, e e
U Ercimg - e b ba OF

19. If you wish to add a tender
condition directly to the
tender instead of from a
master list, you may do so

by clicking Add new.

Dencrpton [Erres Teroer Deroasd 203

Compice. ciale TTVRRZNI e dseTORTETT | Feagorms by DeieTew ETamia RO GAT T W - ] tnchunst
Savei Numbar 8 urratrerca [T 61
Cemar:
mm ang Comgars Frces ot Choces Supsiers and Dol cmponaen SEA3E C3WEERE Purchess soder Ta~cer Leg
@@ = =
S e ] o
e

i St o i vt St i P it (] i T Sl 5 b
W e e e i ey by e el Y I3 They et e e et
= A Sacoan s a8 5. raa han T i o e Coueg 3108 s
master lisl, you inay do so by

Acld new

i e P GO e T e e 12 T T, 1 T o bt T b
Thm e el ol smsnsiers whal e o | gt Weere ers —ay i e i ver®, e fe—-
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20. Enter your new tender
condition as before, then
click OK or OK & Next to add
another.

Favrrmmn [one o o Cama s L
v i G
o fmamar

T ] A O S O

&

e | e

s

iy

.
Pl i
[
=

R
e o

& e

ey

ema Py

e

LRy -

nkai e naw lmnks
Echaiz. 1hen click
Kewt imoardd ans

e -

il i
QK&

L]
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Session 4.6 Add Suppliers to a Tender and Invite Responses
The next step is to add suppliers to the tender. This will allow you to send them invitations to tender, add
their responses when received, and also create purchase orders from their quotes.
1. From the Tenders window, — - SR
. Descripten ol Tercler Demeland 2003
navigate to the Choose Crstndes TINGHY  wnme AT | Repety Do OO | Jour  stew 5] [losa
Suppliers and Enter iy R
responses tab- ||u‘i|:mm ..:.I:un- Sl.pun'l_lnﬂlrll'um“ll '?_xnd.-vdm Burchans srder Refersccs Sccursnts Tesder prefersrcss Synchraage Log
li‘ I:l :‘ |3‘_;‘ setectForpemd [
A1 Suppleny Deieie Sappler Fred irevitmion To Spreadenen
Click Add Suppliers. Fur— Swieionts | Coliten | DvaRusd | St Talbd | Teduedes oy Tedefd | ATMG
Total PO b o Sunakers 3 00
et | [ ]
2. Double click to select a | fs Choose name.. m] w
single supplier.
- .
To add multiple suppliers, use — i
. I
the Ctrl key and click Use : Mame o hold
| |Archee Distribution ARC |
. Medica |
You can click New to add a | - -~
. . Benchmark supplier BEMCH
supplier that is not on your Montana Swoples HON
system. Manty Meds MonM
Double-chck a name to choose i
o [
| |
3. The list of chosen suppliers | #&== e
Deseriptien |eone val Terae CemoLans 311
has been added! Cresion defe ZRARVTIRY mase deieITREIZ1 | Fneposse by DefeTew FTACOE 000 GMT Siaige M v [Jtecksa
e e
The RTM link column indicates whether i e [ T S | [ e e e e
or not a supplier has been linked with s (=] =) (B I ———
the Remote Tender Module (to be Ttwen | mmemmm | rmnem T . : -
discussed Iater) . ".!I.'::\.-r "T-ﬂl-ld-i- Tae S T Rauiie i Swibin ral Tllllh-l“\ -d-dn:a C--‘-w. il 85 PO ATM L=k
wennlongy = o . ’
Tital PO for ol Supplens  DOD
I
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4. To delete a supplier from L . =IElE
S L ] il [ W R
the tender, Cramficn duds ITORRIGT e PRSI | Rempones by DwnfTom fTiocizi  RRB0 |oMT Swza W [lLackes
Ersl s 18 s reberernie [A_2RT201
Select them from the list and .,,,::...ﬂm n:mam@mmﬁ e Cmm
. . = = 1 Sastgp P bt [
click Delete Supplier and e P T T .
Confirm when prompted. =SS}
B v | grcomm, ] T o= s
[rsmr— fr— L] L
This only deletes from the tender and i o e i g B B
not from mSupply &
I ] | [
A T—— T
el | [ ]
5. To print the invitation, I e
Desevieten [Earual Tenser Desmlang 2027
Creaton dote  ZTOSGOI e date TTORERT WM“M&ME.‘J"_?U!I E:D GNT Stahe ~ [ uecknd
Seral Nuvber. 18 Ouir reterancs L2322 01
Select your supplier with a single B

Bers aed Compare Priees Rotes CH003E Surdhe’s 02 Eries reS0SMeS Slardard cordens Parctase srder Dederemcs docurents Tenser sreleresces. Sprctrosive Leg

&J b El E’ Sebgct For Emat [

click and click Print Invitation

Toke! PO for ol Supplers 0.00

G| [T
6. Select which form you wish & Printing options O X
to generate
R ([6GeT Feaaban Coniton i PN
-the tender invitation generates Formto use |[SOST AIVEARON COMRON v 0 this choice

the list of items
-the tender invitation condition
generates the list of conditions

Message l

| tender invitation condition

Then choose whether you’d like
to send to Printer, save as PDF
file on disk, Email PDF etc. Click

oK Cancel I OK I

7. Thisisan example of a

tender invitation condition O

fo rm On behalf of the Government of Demoland, the Central Procurement Unit (CPU) issues this tender for the supply of Medicines and
Consumables to DemoLand for the year 2022,

Closing date and submission instructions
Bids for this tender are to be submitted in entirety by Spm October 31st, 2021. They are to be submitted electronically with all forms
signed

Notification of successful bids
Successful tenderers vill be notified within 2 weeks of tender closing date via emall,

Bid Form
The tenderer shall complete the bid according to the instructions sent to them via mSupply tender support.

Language of bids and communications
The bid and all communications shall be written in English, Where there may be need to clarify certain items or conditions, the
suppliers may contact

Pricing - Quotes to be CIF
Quote are to be CIF and expressed in the local currency,
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8. Thisis an example of a
tender invitation

Ta
Horky Meds lssue Dabz  Monday, 27 September 2021
Respores Bequred by Wednesday, 27 October 2001
D001

Arnses 1- e for tender- foliovwes
Tetal b of Bems: 2

Annex 1 ; Thems for tender

® lam Quantity Suggests Units Tatal

1 Amoxiclie SHimg tablet
7 Cafiriawnns Z50mg injaciion

i mesage.. F== o =~

L0000

2 g

9. You can choose Email PDF to
email suppliers directly,
attaching additional Reply to [
documents as required cc|

Atachment (C:\Users\yolan\AppDatalLocal\Temp\mSupphy\Tender_16330... Aftach

Subject [vour tender ID:18 from Martin DemoLand afiached
Message Piease view the stached gocument

[ comce | [Send ]

10. Click To Spreadsheet button

Deserptin [2ass01Tewe: Derulara 13T

to open your spreadsheet Comsinsule TOBIET sve s TRGTI | Resonse by Dente FTOGE 00T s 9w (ot
. . SerwiHargar. 58 Qur referunce [ELI0-01
application —

Nerd Wl CompdrE Frices Notes Coeuse Supobens 0ng Ever reeporeet Sandand condlions PUrcha ok REferends Becumens Tewer preteen Synoeede Lig

®E =& & |8

L Y

a0 Ganpla s Deiete Sappie Friml iaon Tor Eprpdanest

Suppber Lo Ty o sie Cue 5ot Lt Smsgmrdud Gyl el Tl b Tunder vaivn  Coreny  Towd g0 20 T L
[RRLTRr azu el [T &
ey Doyt anz e LI L

Tetad PO fox ll Suppers 050
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11. Your spreadsheet
application!

vl Madicinen and Conmumablen Tonder 1011

1000 complalad by voppie
Wasdatony hakda

The Remote Tender Module (RTM) is an online portal that allows suppliers to enter their own bids. This
allows for greater transparency in the bidding process as no one is also able to access the bids during the
bidding period nor edit them after the bidding period has closed. It also saves days to weeks of data entry and
reduces the risk of transcription errors.

You will need to contact mSupply Support to help set this up for each tender as they will need to contact
suppliers and provide logins and passwords for the Remote Tender Module.

12. To use the RTM, click on the
Synchronise tab and click on
the Upload tender to web
site button

| 4 £t Tender =&

Descrigion [snnwal Mesicnes and Consumabies Tender 2922

Crestien date 2T0GE021 Imsan date 271 02021 Response by DusteiTims [F771 12521 __ o000 GMT Status 50 [mE]

Sarial Nurber. 18 Our releresce

Comment [

Rems aad Comoare Prices Notes. Chodse Supplers and Enser responses Etandard condiions Furchase order Raference documents Tender preferences| Symctronse i og

5 =

Uzizad tander in web sk Dowrizad tenser om weh see

13. Click Upload when asked to
confirm

Please note you will still need to
individually send the item list and
conditions to your suppliers

A+ Confirm.. x

2 Are you sure you want to upload this tender to the website?

Upload
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Session 4.7 Receive and Enter Quotations from Suppliers

Suppliers can submit quotes directly to the procurement team or via the RTM.
We will look at

e How to manuallly enter supplier quotes into mSupply

e Importing a tender response template that has been filled out

e How to download quotes from the Remote Tender Module

1. To select Supplier, - E=SEn=—]
. Descriphion Ansual Medcines and Consumabies Tender 2022
From the Edit Tender window, Crston s OO e dwFAGEET | Paapenn o Doeme FFEET 500wt s 8 ] [Jboches
. Seral Humber: 18 Our reference
select the Choose Suppliers and o |
e aned Compare Prices Mo 3
Enter responses tab . & = = @ o
Double click on the Supplier for sassaous  Dwsoow  Memawes Tospemmen "
whom you want to enter 2o : :
responses. . .
Total PO for all Supphers 0.00
o -
2. To enter details, e Sl Cuane onoox
] From saxiois Morty Ueds Diras Fraght
Enter the supplier’s reference | e [—
Cuda ranpordact [ B o

code, v T =
Enter the Date fields (Date sent, s peresrce ey Greert
Date responded, Valid till) . ilE e [ . O
Select the quote currency ey [Py e e gy R — P~
To add specific item quotes, click
New line(s)

ke

|
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3. To select items from the
tender for which the
suppliers have submitted
quotes (items which received
a response),

You can press Ctrl+A, then click

Use

&+ Choose Tender Items

Description Annual Medicines and Consumables Tender 2022

Item name

Amaxicillin 500

Ceftriaxone 250mg injection

Quantity Pack Size

4, To select individual item to e e Cucne oo
From sappier: WMoty Meds Dunes Feaght
enter a response, | O soe T —
Double click the item for which e | o
you wish to enter a response | e urorce scuments Commets
&J &J Shew A - This quots curmency: | AED - Suppher'y detaah  ALD
New sy Delete g
Cinde Ren '=M Fack Sae  Curenoy Price =ﬁlt Comiment Frice i PO
| amaseoe | amcsscibn Soamg banier 200 B 1 "ﬂl
CefeZSl  Ceftrienne 250y Injecton FELSD [0 1 oy
s 3
5. To enter individual item & 2 Terder Resperss e o x
response Cuote Ine defals Cugsam duls
. 7 . (._m.:w" in Tender Tender 2023 —

Enter Price, Tack (size) and e T ricebresk ity [ Dicmunt [
Currency. If Supplier has . :"";:“”‘"““' - Frc break otes
comment, enter now
The Price break section can be prce [_1%0 Freg

o, . Pack 20 Currency | AUD - “Volume par pack (omd)
used to note any % discounts o T : g mee [ [

. . Aate 8 use 1.00

offered by the Supplier. Click OK Feee B
& Next to continue adding supster

. Comment Supphers code 1 Exp date
responses or OK if you are [ uppr bmr cae ey e
finished.

I oK I Cancel OK & Nat
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6. Return to Edit Quote window | #**" S
. From ssppler: Monty Neds Dmtes Freighl
to review quotes entered S Date e GG —
02 T
vabd 8 BERIZ02T
Click OK & Next to enter quotes EotCue Raarknchcocumans Conmarts
. . + [= a e
for the next suppller or OK |f yOU thl‘:,: Du-:lm Snow - Thisguotecumency  AUD w|  Supghers deftauk  ALUD
are finished. Cote P— P g e — E—
amoSOin  Ameicln S00mg tablet 20 AUD 1.50 o LX)
cobrn Cenmene 250mg et 10 ALIE S.00 o d.60
we | [ =]
7. After entering all suppliers’ A ==
Descripton [aanas Medenes asd Cotsunaties Tesder 022
responses’ the choose Creation dme TISIZ e date 70002 Fiespanse by DuieTne /712021 |[0000 | oWt s (08 w|  [Jloced
Seral Kumbar 15 Gur reterarce |
Suppliers and Enter -y
res onses wi” Iook Iike this Rers and Compare Prices. Neles Checse Suppders and Enier resparses Slandent conclioss Purchase order Reference documents Tender preferences Synchronse Log
P 5 =5 B & —
A Susphers Deiete Suppler Pt imetaton To Sereadatest
The Total bid column refers to S v ] ™, d ™ Yl
. ) . Mg Seipe L] an A L om
the value of the supplier’s bid o T T -
The Tender value column refers
to the value of goods awarded to
that supplier.
Totsd PO for all Supgders 0.00
cancel
8. Toimport a tender response supplercote o
. Spler Nams ! Mty
from a supplier, ez
. supgler 10 ; ugrzaEE
Ensure the supplier has returned s 1AL
Teder 10+ RRSRCFFL
the correct tem plate Annual Medicines and Consumables Tender
Prefilled by mupply Tender madule v dm‘:‘;i:;:“'“p'e"“ /el P Non mandatory s
Reguasted e e pe pack Saper
Humber of - Requested Reouester Oftered  |CIF - Cost, Tnsurarce Exclry  Dellvery  em Marafechurer
Tlerral Lre I0 Live ¢ Tem Coced e N s Packsier TolalQly Unls Packsice anc Freighl] Cureney Do line  wie Bame  Comenls
DB4903EEE0E I
JoAPYSBTIAED
CRACRSN 1 amaso0r Aol SOmg taniet S0 20 1000 tah SO0 AN WA 17 wess 0
BOMDSISDOBS2 2 cebasdl  Ceftriaxane 250mg Inection w1 A 1 saun ez 12 wesks WLk
FOOEACD3447E7 3 melS0i  Melronidagole S00mn/100mL nj 00 1 500 by 50 o s 12w SR
9. Double click on the supplier & o ESSETE S
. Dumcriphon: fuatusl Medicras ardCamurnbian Taader 302
Whose response IS tO be g pabe LRSI e ks o Reapeass by DaeTe e | e T ks M~ (W]
. t d Savw lurear 10 Currateranza|
ImpOF e torwet |
mara ard Compans Prican Creces Suppliers ard [rier ~ssporass Shregad czsdtian Purchass crder REMnercs cecamant Tender praMrercan Spicvores Log
B‘J = .I_=I-| @ Submen iy v |
el S, Tiededn Zuppinc S i raion To Siarmenier
drgl Ligd L a3 ane
TR Kl Sappkera ROD
e | [E ]
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10. Enter the relevant details of Aotikiincte
. Froanppise Monky Ui Caxa Freahi
the quote as discussed —_— O et T B -
. Dok g, BEaTIl | E g
previously. N
Click on the Import tender p— e
button i. ] t| thew A - The e cman: BB o] Sopslers defad AU l;‘-_l
RLEEES LTS S8 WS “H'I'|’t'
[ Jmrmamz Pach S Cunowy P mugk Canren. iz i P
ww | ]
11. Select the correct file from & Cper /
you’re your computer and « “ |« DesktopLevel4 » Manty meds supplier response v O | Sa m plier .. B
C“Ck Open Organaze + Mew Tolder * [N e
A Mame Diate mudified Trpe 26
Network B Monty Meds TendeResponseTernplate 5/05/2022 433 PM Microsoft Exce
Backups
mSupply SCORR
a
& OneDrive - Persor
B This PC
B 30 Obgects
Bl Deskicp
| Docurnents s =
File name: | Monty Meds TenderResponseTemglate hd Al W
12. The supplier’s bid has been el !
. From supzier Barky Vsds Daizs: Prami
imported! S P - B T—
. . . Dule responded: frur a0z 1] r
Click OK to close this window or g e
OK & Next to edit the neXt Edit Quote n:‘e:.-:_en.-u:eumm Cermenis B
Supplier's qUOte- “HI%'”_ r:n%.- Siow Al ot This quole cuvency:  SUD w  Supshersdelaal  AUD Iﬁ
o * ot tercdar
todw Iterm nama Pack Sice  Cormascy Prica Fraght Commant Premm PO
eI Metraridaccle SP0mg/ 100mlL =0 A 3.0 a om
cufazslh  Cafinaaone 250mg npxben 0 A a0 ['] [T
SO0 A0 2080 a o

eS| Asmesclin 580w takka

O & Fat

[=]

Using the RTM, you do not need to manually enter all the quotes or import templates from suppliers.
You can just download their responses from the tender portal.
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13. To download supplier
responses,

Click the Download tender from

website button located on the

Synchronise tab

'lrulm

Swacricion [AsaniUaciian ard Caumsmabien Tander 3057
Creabon dute JTENIIN i ke 2 AIRCOZI Paigoreie iy DaleTew 2172027 | [pE00 ot Sk M v [m [T
el e 18 Cur e
Commam [

Berm ane Corpars Prcn Moles ©323ms Supplers and Entar reage

) &

gt et |3 wek se

Derwmicest et from web ate

sEn_Slwwierd caviteas Purchass ordsr Retsrsnce doorsrh nmw

@ =5 B8 6

14. Click Choose Suppliers and Wekwl S
Ceaoromn [£1nea Usionss ] CHrsLmates Tavier 2020
Enter responses tab to see PO BT PR R P
. . SermlduTeer 0 O reterpnce |
the downloaded information! p—
e g . o] e s s | ————

Subject Far Eval

Ackd Sapphira Diete Suzsier Pl brvales Ta Spreadahedt
Suppies Hate Supplers code Suppies mt Tamiba

Wory ez o w2

[Yrereere sy 1 g

[empra—. Ay 12080

Totsl PO bof o Supplérs 008

Taade vaks  Ca

o A
ama
LT

Toud o P

Participants Guide Legacy mSupply

222



one place.

Session 4.8 Add Comments and Attach Documents

If you have asked suppliers for documents or corresponded with them during or after the bidding period, you
can record them all within the Tender Module. This means everything related to the tender can be found in

Overall comments or questions from you or the supplier can be recorded. This is different from the individual
item comments that were shown in the previous unit.

1. To add overall tender
comments,

Double click to select the supplier

jPe— (==

Dedecrgtion [Barud| Medenes and Corsurabins Tesde: 2002
Crasten dwa TTRSIIN oren e 100071 Basponns by OwaTeew Friz001 | pom G G (M v [Jlockes
Serial arbar: 12 Thur referesce |

Comment [

e mad Compens Frices e Chacea Suzghars and Erter reaponaes Riencar cosdions: Furctams srier Refsnesce decumems Terder prafecces. Syachrenme Log

Telal 0 for ol Supplers 308

e | ]

2. Select the Comments tab and
enter the relevant comment

Click OK & Next to add comments
for the next supplier or click OK
to return to the Choose Suppliers
and Enter Responses tab

R Vet Unnde o ®
Fawn s ey Unk

Thsr pssva |

e e e |

Uy Comaw PARLS 2T R B ol o Pl a2 e it Fa gk

I

Module.

If the supplier has provided any documents which need to be recorded, these can be uploaded to the Tender
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3. Double click on the supplier
for whom you want to upload
a document

& P B == e =]
Deworoies [Ersal Mokorea ot Comamic Tordn 22
o e SVRGEN T ] Emaporas oy DusiTrs fiican | oe | oan S M v [eeam
Sewlrbe 1 O retereree |
Comman |

Norn ord Compre Fooes Natrs] Tmee Tumolers axd Eriee saoemn [oeaoed poadlices Machese ekt Melorowe dotummsts Towler prrksorens. Bvnchoonit Leg
+ - I
—_ S P Tt

PSR- e g At

Takal 543 e ol Fupded. 8 B0

to the Tender Module!

To view, document has to be
downloaded. Click Download
document.

e [ ]
4. Select the Reference [deme e 4 0™
documents tab and click P S D
Upload document and follow ||
the prompts. I o e
H| & = B
[Ty [ ] [ ) Hoarm P ol -
|
e sba -
1
5. Document is now uploaded | 2 bt Qucte ooox

From sspober. Wanty Meds

Tear mivrance

| B Quate Reterescs Socumesis Commants

(&) = i

Upioed dnument Chmia Sncumeni Derwnicad sozument Show Ghow ol v

Fle Rame Craabad b Craalid o Sarvadd a0 ‘i fE

]H-:-'! by meds - Anasscial histary . dacx

ok —c—
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6. To delete, select the
document and click Delete
document.

A Edit Cuote

From supgber: sty Neds

Thai reference: [

Edi Qeole Releresce documents Coments

(&) =

Uploea gecument Delete Socument

I Huonty meds - financal hisio

L)

Derwnlzad doCumest

Smaw | Shaw al w

ocines | o]
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Session 4.9 Analyse and Compare Supplier Responses and
Select Preferred Supplier for Items

Now it’s time to analyse and compare supplier responses and prices, and select a preferred supplier.

1. Navigate to the Items
and Compare Prices
tab, and double click
the item for which you
wish to view and
compare supplier
bids.

2t Tene EEr=
Descripten [Annual edicnes and Consumabies Tender 2022
Craation dabe ITOWG0Z1 hnuuoilalz_"--’lnmal Respengs ty DeteTme G7/1U2021 | 0000 GMT Swlus (¥ v [Jocked
Serial Number. 18 Our reference |
Comment [
Bems. and Compars Prices. Chosse Supphers snd Enfer responses Siandard condiions  Purchase order Tender Log
o — = ncoterm Meda v
— ams Show |AT ] w
Hew ine Delete ine Prin Reports Baarey J S
lin.  Code Item name #of Packs  Pack Size Totsl Cumency Originl  Orignal . POlocal  Unt  Preferred Suppher  Bem Comme
1 amosiot Amanclin tablet :n:n 20 0008 u.ﬁ 0.0 0.00 Mo buds ﬁuﬁc l
lﬁ— = —
2 cabc250 one 250mg injection 40 10 A0 0.00 000 0.00 No bids

5

Total for Tender quarities 000
Tulsl for Purchass Order 000

v foar I
2. A Ecit Tender ftem [E===E
. . . o [ameci [ amo! . e
Lowest priced supplier will o— - -
H H H Set tencler bem crimna COMpAre suppber responees Burchase orders
be hlghllghtEd n Blue' Specifications sent oub 0000 pscks of 1 = & folsl quantiy of 0000
Supplier \'nlum:Tut.r:(e'ﬂh’t: with Fit. Cost Local{Pack  Adj Cost |+.r- % Expiy date Delrvery time [l Pref Disa Comment 1
Manity Mads 200 AUD 100 0 0.00 2.00 145 00145 0 | =
a . T 4 X o0 in
Pref (Preferred) checkbox e ot = I T I T T T T (]
iS marked aginst the Azl Wadica 200 AUD 10 000 2,00 145 14560 0 oo
supplier who is awarded
the item.
Disq (Disqualified)
. . Hats nch mark
checkbox is optionally = et il 1t
marked if a supplier is R .
disqualified.
08 & Neat Cancel
3. Select your preferred 2 Ede Tender e ==
. . fembame:  [Amoicilin S00mg tslet ameS0it I Elack
supplier by checking Boncrivon -
the relevant T e e
checkbox supplier Manufacturer Frice Cumency Fack Sie VelumeTok receivesPrice with Frt Cost LecalPack  Ad]Cost  +f- % Expiry date Debvery timel| Fref | Disq Commant
- Hanky Meds 280 AID i 0 .0 0% 145 00 o Ej0
Honkana Suppiies 150/ Aun w0 00 1.5 L0 005 ] OO § OO tublets in bister packs
Archin Ditributinn a0 MiD 0 0 w0 3.00 208 02184 o [y
CIle OK & Next to Aaul Medica 280 AUD 1 o 200 2.0 145 14560 v ojyo
evaluate the next item on
your tender or OK if you
are finished.
hole Bench mark
Berch mars supcher  Hod cheaen
Afusied cost 00020
Nia price 00020 Mux price 0.0300

I OK & Nexd I Cancel

I—=—|
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4. You can review your
tender.

If you wish to change a
Preferred Supplier, you
can double click on the
Item and change the
checkbox.

You can filter the items
you view by clicking Show
dropdown menu and
applying the desired
filters.

A+ Edit Tender

Dmscrgtion [antusi Vstomas and Corsumsbies. Tansar 2007

Creaton date  ZFASZOZ Imsue date CTIMGNZT Resgosse by Date/Time [Frriizoz1 | [pe0e Gur States M v [ Locked

Saval Nerrbér 18 Dt pilerince |

Commem |

Sarrm and Cargais Pross mptes  Chopse Supplers and Enter responses. Standand condiions  Furctase eder Rederence docements Tender praferences Synchmnms Log

- — (=, Incsterm | CF {COSL nurance and Freignt) -
Sowrch b
hew ine Deiese ine Print Reeperts e dem
un Code e name #of Packs  Pack Swe  Totel quantity; Corency  Ongimal | Original Locel §P0 locel  Umall  Frefered Suppler Ibem Comment
L amasi0t Amersciln S00mg table e 0 w0 Aaur 75004 7EL.0 nm Bty Meds jprefenmc.
2|oefr2Sm Ceftnaone 250mg mjechon 40 mn 400 A 184,08 18400 0. Fontana Sepphes
Total for Teader quanities 0.00
[5 Total for Perchase Order 000 T

Save Sort it =1
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Session 4.10 Tender Reports

There are a number of Tender Reports which can be generated and exported to Excel if needed.

1. From the Items and Compare
Prices tab, click Print
Reports.

F O L

Svtarsi el Vot v & 3 G amaine {oede i

e e ST osnc oo LIV el coomne iy Lo BN 0 el = Yaem V0

Pl bommen 14 L

-

o 008 Crmpans S it Ot Bt o e petgitn, Ta i | i o o o N e e T powwms i Byale e Ly

o (=) ) b -— —
li:‘!-'. LT o W I
2. You can see the reports that o ) T e
can be generated. &: Report options X
Select the report you wish to Braforred ; ¥
. referred suppliers only
ienelra;c‘e a;; check the Open in OPen fyinning tender ines
xcel checkbox All zupplier responses
Supplier quotes with adjusted price
| Supplier quotes for each item a
Tender lines with predicted cost
Tender lines: lowest price not chosen
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Session 4.11 Create Purchase Order from Tender - with Split

or Single Deliveries

You can generate Purchase Orders from the tender module. A Purchase Order is used to order stock from an

external supplier (one who does not use mSupply).

1. To generate Purchase o - : ==
OrderS W|th Spllt Craaten dals 2THAGNZT ;;.umW Respanss by CaleTime [T 12021 poon GVT Stahe (39 [tosed
deliveries, S

tems ard Compare frces NHotes Choose Suppbers and Enler resporses Standard condfions  Furchase order Hsferance documents) "endar prafsrances

Navigate to the Tender S ———————— = z

preferences tab. For the PO

calculation method, select

Distribute Tender quantity —

evenly. Ensure the Create e E—

split deliveries checkbox is || [EemmissE] 0 oo 355 s Voo

ticked. Click OK to consolidate T

the changes.

e

2. Reopen your tender and — S— — =
navigate to the Purchase Creatier dvia 'r.m':ra- L;Jldﬂw ) Rupores by MaiwTms f[TATEH F081 GUT sthe 58 w] [Tl
Orders tab. Click on ———— —
create Blank POS ltm:u.'ﬂm' Pricas Moes Chooss Sunplers 304 Ever responess ilrwﬂ(.(nl-r l’s'lri:untﬂll Tarder poefererces Symohronse Log

B =2 &8 @ e &
[ - Supsiar Cuaren Steta Peumted Totd w P Curray Tugmidira
Y
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3. Select the supplier(s),
Enter an Expected delivery
date.

Click OK

B+ Show selected suppliers... O e
I Expected defivery date [4/02/2022 I
Code Supplier Name Currency code

MonM Monty Meds

AU Mzul Medica

button.
Click Yes when asked to
confirm.

steps until you have the Descripton [Annual Medicines and Consumables Tender 2022
required number of Blank Costoncate 2082021 ssuede 02021 | ResponsebyDaeTmo QU221 000 OMT  Stows %9 v [JLecked
Purchase Orders. SereMarber 18 e rfrece
Comment |
Nems and Compare Prices Notes Choose Supplers and Entet responses Standard condtions PUrChase order Reference documents Tender preferences Synchronise Log
# 5 B8 @ & &
Create Blank POs Delete PO Convertto SG Show sekected PO Print acceplance letter  Fil quantiies
PO numbar Suppler Daseripeon Sus Rm Tomlin PO Currency Target cays
43 Montana Supplies Annual Medicines and Consu. tn 4082022 0 AJD
41 Montana Sapplies Anrual Medicioss and Conis.. . 20 [T {
40 Monty Meds Annusl Medicnes snd Consu. . tn 40272022 0 AlD 1
&2 Monty Mads Annual Medidngs and Comee. . a0 [T 1
5. Select the purchase &t ender ESE-S ]
enzrpenn [srnusl sscasm asd Conaumabias Tanser 2502
orders. Crastion dale ZTEERIE s date 270232 Fesporss by DaleMine 12020 | 000 BT St [38 =] [Clecest
Click the Fill Quantities pp—— —

Bere 600 Coresers Fricss Mules Cnpose Sepokers and ETISr responses Stendend condBans Purchass oote Reference dacuments Tender predetences Synchionies Lag

H = 8 & & @

Creaie Blark *03 Doiele PO Convertia 20 Shcw selecied PO Prim ecoemiance ke Fll guendies

amremn o Racusad
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& Confirm... X

You are creating purchase order with preference Distribute
Tender quantity evenly. Are you sure you want to continue?

| —r—

6. Quantities and values
filled!

You can see that the Total in
PO column has been filled.

L bt Tt EIEL
Description lAnnuaI Hedicines and Consumables Tender 2022
Creaton dale 27092021 Issuecate[TN02021 | ResponsebyDateMme[7/112021 | 000 |GMT  Siaus 80 v|  [JLocked
Serisl Number: 18 Our reference|

Comment |

tems and Compare Prices Notes Choose Suppliers and Enter responses Standard condtions Purchase order Refarence documents Tender preferences Synchronise Log

¥ 5 & @ B ®

Create Blank POs Delete PO Convertto SG  Show selecled PO Print acceptance letter  Fill quantities
PO rumber Supgher Descripton Stans Rs:r:ﬁ TowlinPQ Currency Targetdays
43| Monitana Supplies Annual Medicings and Contu.. tn 4/08/2022 AUD 1
&1 Montana Supplies Annual Medicines and Consu.. | 1 4022022 AUD 1
40| Moy Meds Annusl Medicnes snd Cont_ | 1 402202 31 AUD 1
42 Momy Meds Annual Medicines and Consu. | tn 4/0an0z2 mn AD 1

7. Change quantitieson a
purchase order by
navigating to the Items
and Compare Prices tab
and select the item.

& tit e SIE
Descepton [Annualledicnes and Consumates Tender 2022
Croaton dale 209001 koundaPTAOZ0N | ResponsobyDaTimePTIZ0H f0O0  GMT St 8 v|  [Jlocked
Saril Number: 18 Our refarence)
Comment |

Choose Suppliers and Enter responses Standard conditions Purchase order Reference documents Tender preferences Synchronise Log

§ § § o~

Change the Quantity required
for each delivery
Click OK

Show &1 ¥
New Ing Dekete Ina Print Reports Sl
lin.  Code Item name #offacks  PackSze  Total.  Comency Onginel Oripnal.  POlocal  Unit  Prefemed Suppler  ftem.  Comme
JeehdS0i | Ceftrivane 250mg injection 4 10 A0 AD M0 1M00 0.00 Mantana Suppiies
8. Navigate to the Purchase | '#itmdeken
RemMName:  [Amoxicilin 500mg tablet ceh2si B Elack
order tab Descrpton

Set tender tem crieria Compare suppler responses

Tender quantty 10,000.00 Won by Monty Meds
Stock
Stock on Hand 870 Total stock vale 326000 E}i
Stock on order 0 Average unt cost are
Copy tender quanty to PO
Wonths Cover
Basedon &  ~ | months usage
Forstockantand 13 Generating an order for 0 months stock
Including stock on order 13 ‘will order a quantty of 0
PO number  Status Description Delivery Target days Packs Currency Pack Size Quantity
40 tn Annual Medicines and Consumab 4/02/2022 1 300 AUD 20 6000
a2 tn | Annual Medicines and Consumab 4/08/2022 1 200 A 20 4000

N
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9. Print Acceptance letter by
clicking the Print
acceptance letter button

PE— o
Descripien |.tk'l||ul Nedcines and Consumables Tender 2022
Creaiion date FTR2EH lsom cain ETIDE0E1 | Responss by DeseTise B77102021 | 0000 | 6T States (38 v mEEEs
Serial Humber: 12 Our referesce |
Comment |

Eems and Compare Frices. Koles Chogse Ssppiers and Cnoer responses Siandard condiions Perchass order Sefereace documents Tanger prasersnces Synctronise Log

B = & @ &8 (&

Creste Blark FOs Desese PO Conver! o 58 Smow sslected PO || Friml acosplance letier | Fil quamites

S mambar Supphar
41 Montana “peles

Sonr qf:“,";”“ Tomslin PO Cemenpy Targerzaye

&2{Marty Mduch Anmual Madicizes and Comes in wearzsz aso Auz
£2 Py dach sl Madeias sed Coma = worerz 00 aun

==

10. Follow the Printing
options prompts and click
OK

&+ Printing options O X
Formto use Tender acceptance letter v | [[] Remember this choice
Message Destination
(O Printer
@Preview]
(O POF file on disk
(O Email POF
(O Export to Excel

cace

11. Select the purchase order
and Convert to SG

& Edit Tender = e ===

Dscristion [armusl Mascnes snd Consarmatis Tender 2007
Creaton date 27O msusdaeE7102021 | Resposse by DameTme BT 2021 poon g Stus W v [Lockes
Seri Hlamber 1K Our reference |
Comman [

Nerves and Comgans Pricas Neliss Cheoss Susphr and Feler ressosaes Slandand esnsfions Parchese onder Rafeence deeumants Tender prafensscess Sysctrenie Leg

B &5 8| @8 8 &

Create Dlank FO3 Deiene PO Convert to 55 Show saicted PO Frtscosprance ieier Pl quangis
PO rambar Zupzbar D Sans “.:.‘:‘::‘,;‘ Tetalin PO Cumaroy Target Sy
&3 W e ol m 5 L
41 Worcans Supshes Arrual Wacicires and Conu n L AUz 1
A Warky Wedy Arraal Weciores and Lo tn et A A 1
2 Warty Miati fumrnsal Wgdiciows and Corm | e Ho AUD 1
< >

e | [ ]

12. Click Yes when asked to
confirm

Once the status of all your
purchase orders are converted
to SG, the status of your
tender will be fn (finalized)

&+ Confirm... X

Are you sure you want to change the status of this purchase
order? Once you change it you will only be able to edit it from
the Purchase Order module.

E
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13. To delete a PO, click the
Delete PO button

Desorphin [Lrvws Vedones gol Lorsavalies Teader A5

Crestimy dwx 2TVIRRERI bass dem 27022121 Azmporas by DelaTree 270 12021 E:II:I cuT Slatan ¥ [ Lazked
Sarm Wrkas 0 Curreferancs
(s

o e Compuie Pcee Hobee Uhoess Supsiory and Bk roaperss Slaesd conllors Pcheas ends Reforewr dovemants T prelereree Sywbiame Lo

@E@@‘m

Lrewe A D =01 Coinmed] T 5 s aleOied PO Fye ] s00egies on el
Pl e Sepplir [ ——— Sy "‘J::;r' Trskal i P01 [ — | ——
= e e - ;
T -
14. Click Yes when asked to & Confirm.. %
confirm
There are purchase order lines attached to the selected
urchase order(s). Are you sure you want to delete the
The PO has been deleted! stmenlsmto gty
=
P =]

15. To create a purchase
order from a tender with a
single delivery,

Navigate to the Tender
preferences tab. Select
Distribute Tender quantity
evenly. Ensure the Create
split deliveries box is NOT
ticked. Click OK

Daarrzans [inaasl Usccman ard Carmurabise Tasser 5057

Cramlandale ZNDEIN s dumfrinanaz Heapas by Cum'Tees e v2az1 | amg =] Sale (M L] emstant

Sl TR, 18 D ieeraae]

Coment [

Berw prd Corpae Frices Mones  CIpo0es Suppbars ard Erier mapatsss Sandan condtions Funcapss ordar Nm1ulwwlzfmsl Log

Furchass orgen
PO cadzainban r-lu* Dislibile Tender quenily Seenly

Eanza mark sipphs
Swsich waik wappher |Nena -

VI

Imelrion ke Arraptance lder

el e dewzrpden malend of demaams 7 Primi ander condBons

Far ezali g Spll dinenie, Yo
FuNe® o CrANSs Bint prseaas
weders b sederi W cuaTHRS

Camcel
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16. Navigate to the Purchase
order tab. Click Create PO

& Edit Tender P = e |
Descrytion [Bnmsal Medicnes and Consumaties Tender 2022
Crealion date 2782021 issus dste BT 02021 Response by DateTime 7112021 [0000 GNT Status (50 [ Loeked
Serisl Numbes. 13 ur refarence |
Comment [
Rems and Compare Prices  Kobes Choose Supplers and Enler responses  Standard nﬂ'\d’!nnsl Purchiss order ln A d ls Tender pi Lo
B &5 8 @& &)
Create PO Deiete PO ComveriinSG  Show selecied PO Print actepiance etier
PO numbar Sugpler Description Sevven Fpaeaed Temlin POl Gumency Torgetcas

17. Click Yes to confirm

&+ Confirm... X

You are creating purchase order with preference Distribute
Tender quantity evenly. Are you sure you want to continue?

18. Purchase orders created!

L= = el

A ro Traer
[escripden Fwon Wicicras v CorasmEds Tewder IS
Crewics dalz  ITEAR0DY o li:E"'I:I.?J.'..I Dﬂlw::rr:r&"':E?.'l'R:Gl 11 cuT Choha (M = [iecizd
Somlta. W Ba reae|
et |

rae s Comyar Sican beie Coraus ppiam and S reasene, Sunie pneriaw, S0UAEE BN Aasarcs dusTary, Taes: s, Spclnms |

B = B8 @B &

Crasts B2 Dl PO Cawetlo53  ShawuawchcPO  Firl sccaotancs e

- . - S g

20 ki gk D - o Tesl 0 B0 Comiy
4T mia Bupokn 27 pamennd toe e m " 24 o
44 Vo e T Y 3 o
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19. Double click on purchase
order to add a Requested
delivery date. Click OK

Repeat this step for each PO

A Purchase Qrder Surmimarised.. C #
Hame Nonisra Swppbes Order num : &7
I Requested delveny: pu:ﬂ:.ﬂuaa I I Creaton dabe  S00172022
Cumency AUD Simes
[tem tode [temn name Quantity Prce Heguested DO
cefa2 S Cefimaxone 250ms injecton A} 184

= . |

20. Click the Convert to SG
button

Repeat this step for each PO

L ===
Dancrigion [Arrusl Vedcoas ard Conssrmbies Taséar 2052
Coralan dute 2TOSOH msee daleTTORRIE | Reipasse by DeeTee ETeQas] | 000 OMT Mgl W - [ Leckes
Secalfunier 10 Tarrafarence |
Cormresl

merns and Gorpars Prices. Welss. Cheoas Sapplers and Erter respanses. Gtardard condbions “archaes indar Refersnce docarents. Terder prafarerces Bynctroniss Log

B = @ 3 =

[ Disiels B3 Crrvariia 55 Sam selelsf S P peosmance er
= " - [ remm——
O b - Claaigtios Suats :I:-, Total BT [ — - Tavgd ol
JFE R p— [ T ——— " PRty s s o
4 Veorey Wadh ST geraneacfororze ron. M AmaEna; ™ A ]
€ >
e 5]
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Session 4.12 Create Calculated Purchase Order

This is when mSupply takes into account how much stock has been used, how much stock is on hand and how
much it expects it will need to order to cover until the next ordering cycle.

1. Navigate to the Suppliers tab.
Click on the Calculated
Purchase Orders button.

& mupply nevgator

Custamear Suppliarg item Reparts Specal Admin

'"“of w DESE

Purchase orders

J
@

f @

Goads mothing

= ® D oE g ®

uppkars Supplier Invoices

b

Catagorias Hew crel

Diats Fie: Demaland V2221 451

[ [ —

Af vt

oy = g @

2. Select ordering by supplier or
item

Ordér 1or al supphers
Order for all suppliers

Order for some items only
Order for one supplier

3. If you wish to order for some
items only, select the items
based on how they have
been categorised

Order for some items only v

Click the Query button to find items to evaluate or
select the item types shown below.

Normal stock D
Critical stock [V
On essential drug list

tems to evaluate 17/38

Query ttems...

4. Enter other information..

Enter Months of stock manually
or use Calculate button

Enter Months usage to calculate
average usage

Enter Requested delivery date
Ensure Exclude transfers from
usage calculations is NOT ticked
Click Create Order Now

Ko Mew ooder s

Order for some tems only w

ChcE the Quary bution 1o fed lema 10 evauale o
maiec e dem types shown below,

Cruiry bems

Normal siock D
Cribcal siock IE
On essentaldrug st [-]

Eems 10 evaluate 1728

Other infua....
Wanthe slock required I_I.'! Calcainie
Use the asi 12 months usape fo calculale aversge usage
Commant |
Aequesied defvery date [4032022
CExchids trans fers from usage calcusiions]
|| Inciude wsage for build ngredients
[Jinciude dems with suggesied zem order guantty
[ Exciude bems which sgine wihin | 0 maniha
Bulds

|:| ncude plannad buids
Male sure panned bulds wil be coversd 1 bmes

Cancel I Cregie Drder Now I
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5. Purchase order has been e Alert.. %
generated!

View Suppliers | Show purchase orders... from the menu to
view your recently created purchase orders.
Click OK

6. To find and view Calculated PE—— ;
Purchase Order, click on the @ [
List button — & @ O?p # @

®
i
i

A - — ° @
Caiculated h Biank Outstanding

Tenders Purthass anders Gonds recaling

(4]

E20® D 6Eg ®

Intermal orders
Supplars Suppler Imoices

. (4] _
¥y S » @

Fayments

[x]

sama

7. Click OK & Find Purchase orders X

Find

Show |15 most recent orders, or:
Order Number w equals ~

Complex Find Cancel

; ———
8. Double click on the e Purchase ordes s e [®]=]
1 1213
corresponding order from the . -
p g (= [ @& O = & [ A
list NewPO  Deste  Reper End  Onderby  prt Customias  Dupliste Spit
Ordermo  Samnus Daee: Suppher Locked Targetmomhs Lines  Condinn dase Comment
| s ez 12
B en n,.m,-ﬁ: Ard Medien a 110172022
80 on 60172022 | And Madica a 6/0172022
Ben B/01/2022 Anchie Dizsribution [} 3 Bidnagz:
sy W112021 Azl Medics [ 1 B0 generated for tender remiben 15 MNe of
3|5y /1172021 Archis Distribution [} 3 PO generated for tendar Aumber. 25 No ol
Ho 18/10/2021| Anchie Distribution =] 2 1902021
75 23002021 Archie Datribution i Tender text for spit orden Mo of PO Lines 1
7 !g 8/06/2021 Archie Dtribution o "0 gdnnr)ue for 1endar rubar 1 N of_
L] B08/2021 And Medca Q 2 PO generated for tender rumber 1 Mo of.
§en D6/07/2021 Anchie Distribution [} I
At 20/05/2021 Archis Digeribution Q@ 3 20/0572021
- —
9. Review A R
. . Trer prm - 18 | I | [
Enter Name of supplier if T o | ——
Erqutaied deray RIZTLS Slare . Mriwl Medo
necessary
Gererdl Dok Credwiz g dra Dooersls 24 For lern
Click Confirm E = @ |8l = @
wEA Twiars imas Lpdaz 500 e Zavew Cakgay Saw "] e
P - Cureas [0S0 = Fesan ol | 1
il Me.et  Pmk Orig. LEi L Sk i Tt = A il Expaciad
L a=w pite  mim G G memwd chand T pngn TS O .
L Tz 00 Icawid 100rg ba 3830 1 008 a0 [ e 1 [ LOC 4MN3iMGT 1" 3

«
Sapla: Saczat

Exbraned sy e

S Pesengs | T Dacaat anat | 1] [ — e
[m[TE] T Ak ke s

ClFwares créer

T B |
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Session 4.13 Create Blank Purchase Order
1. Navigate to the R ;
Suppliers tab 9 ﬁ G] o’?b é ®
Click on the Blank Purchase - = - - - _
Orders button ~ = = =
o cgu-llaam ﬁ‘\ Cutstanding ° I& @
Tenders Purchazm anders Goads racaving
=2 @ D o
p— Inkemnal crders. .
Caegone:s Mew credt. ‘
Dot e Ikm.ll'ld_"ly’m!‘ 40
L T m—
A _ DEMO LAND
2. Enter Name of supplier, | &t pedueo ERECE
Donor details and [rep— Hars [Riches Dmiiibution prrs [— wack
Gonfrms dame - poooTo Desor [ Rulerasci Status =g
Reference numbers, [Frvesm sobewry iz | St Heszna e
Requested delivery Gevaral Detls Goods Ascewsd Supplervoices Log Locaton Customdess Documents
i : B|lE B 8 2 @
date. Click New line to weave | cosmmes  ipueroo  m  commm compoy EEE—TS] mn
add items to purchase i = Curoncy FBEIT]  Foemraie [
order. tne tbem e e WL it g OmOver D pen foledel Smeted o
T »
Supcker diacowl Esamatzd subtotsl Y
E Pereentnge | 3 Diacount amount [T Estrates cost ater deount 8.0
[ Lecies [ Aine cake sasge
[]Fmaime orter OK & haxt Dars
3. Select items and = New purchass order line Y
quantity. Select name of | L sy Leger
the Item to order. Enter — Lacstion
Number of packs, Pack [Emasiciin S30mg tabict & woume per pack[ 0] m3 =
size. The Total quantity Stare: Maionsl Medical . a0t Shedf lncation — tone [
|S automat'ca”y Original prder Pricing for this ibem
calculated. Enter Mo T iy it o | Tama TH Geemt inebw
. |-
Expected delivery date, [ = [ g [ sood [fee I [ ocm o 0.00 000 =
to. Add Comments or Requesied devery dote. 22022 [Eecies schvery dote [ oomunn] |
Notes. Shck
C“Ck OK if you are .ﬁnished DOn hand Tod On backarder ] On order ] Recerved on previous defiveriss 5]
or OK & Next to add another
item.
omment (will pring on purchase order)
[Henu supply bister pacis
Notes
[ ] Show nodes on Goods Recsived
Benchmark supplier Prices: Min: 0, &vg: 1.5, Max: 0 Cancel oK
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category. Check and change
Currency if needed.

Reguested debery: [z

Cenenl Delwis Goods Aecewed Supsher hveices Log Leesinn Cusiom dein Decermenls

4. To delete an item, click &L Fiit Burchse erder ]
on the affected line(s) LT —RE e e
. Canfim date : [f012022 Dozor Heterance | Etafus. £
and Delete Ilnes. Banuasind Sabvary [EN22122 Saone - Wetional Mo
Gerens Deisis Goods Receved Supple eveices Log Locvken Custom dais Documeeis
- — . — <
® | & B 8 & @
Hew e Deiete el Upsats EDD e Condrm Calngory | Mars w %
Show al nes - Curmency |AUD - Forex rmz | 1
™ Meof Pack  Orig. Tet  Stock Cust te ected
e Ham protofl Qre Au_ﬁ recoivd nbond OMOM Lo Prcafrt md- ﬁ?f.m e
1| amaSDRt  Aseeciln S00mg Gaklet 100 01 0 0 e [ 0 15000 Sz Ha
3| SOt Metharmin S00mg L W 5W 5000 5000 o 220 10 0 1000 S a
€ x
Suppler dwcunt Falruaied ausiote 50 08
E P R [ DSt BTN 006 Estimaied cost aSer dscounl 250 0
[JiLockss [ 2untz calc usaps
s e akanw ot
5. Review. L Et Punchise arter ESECE =
Black
Select the purchase order GErTRE T RN —
Confrndate: Bz Danar | Refereace [ | Simum €2

Do you really want to confirm the order?

* New s Dialets nes Upeale EOD Canagary |Mane b fa
Saow al ines. w Curnancy AU i Forex rate 1
Hiem Ho.of Facdk  Dig. Al Tot. Sinck st . Requested  Expecied
Line ot fte packs  moe OEy 9ty receved o= hand OnQrder  prdry  Prioe Bt dairvery dabe  delvery, fta
1 amoS00e | Amesaciin S00mp tabiet s w0l s0  sa08 0 0 0 100 S0z N
2 metsoot |Metformin S09mg tab 1 s 50 S04 0z 500 0 1001 SR My
< »
Suzpler dscourt Estimaned sugtota 5000
I:.}| Farcemiage % Decowtamoum non Entrmaing cast afler dmcun| 250.04
[ Locked [ ] &1t caic usaps
Ciresms T
6. Click Yes to confirm -
& Confirm... X

Yes

| No I
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7. The Purchase Order is

B B Puichese osder

== =

[o P ——
[ pe—

Al

DEMO LAND

1 firderron- B8 tiarw [Rrchis Tiei-iden [T
] con:nplete. ot s FRTRTT — Y —— Sxim
Cllck Prlnt Seiaesd BEfesTy 212 Store - Hicral Madic
C||Ck OK Szverd Dol Goosa Rzcowed Seppker bnokrs Loy Locame Dudawdela Decamees
[+ (= [ B | ]
N e Dty i Twiste TS0 Prind Confimn Caegary NORE w (5]
Sk ol Inax - Casmancy |HLD w Tarwe s 1
we 2T e el T W e e o O mecee SR D &
1| amctonl |ereendlin ey Lebie N w0 s 3w o a o mom sz wa
1| st |Mathemin SEng hek uowe s 5 [ 51 o om yEmn ™
i L]
Suppie daanl Fatiraras mirzisl =0M
E Feioevage L5 Gracoav ol na Eabrarws cont ol cacoemi =0
[ Lancea (] o oz naga
] Mamas o K B il [
8. Toview a list of —— -
® & b O &K :
purchase orders, Sl s = e Ty
~ o= S o
Click the List button in the ° @ [ @ E o= b ®
Purchase orders module ' )
] % @ o= & @
. ©
b o = o, @

9. Enter search filters or
click OK to show the

most recent orders

&+ Find Purchase orders
Find

Show FIS most recent orders, or:

X

Humtar of packs 40

Pack sifn ® aamd & for angnel sedar

Order Number v equals v
arpexng | | e
10. To edit confirmed & £t order ine.. =
purchase orders, Gereral Usage Cuotes Aeces hisiary Ledger
Open the PO and select the o Locaten
item you want to edit. Enter [upraran 208y b sl Mollime per pack | m2 =
Metionel Medical ¥i.. [ Te ] = o
the new Number of packs. S S shet ocates | Hone!
CIICk oK Ongial order PFricing for this dem
Humgerpf  Pack skze Total Unts Seppe fem Price before  Discoumt  Frice afier Lina winl
pacia Ouarity iea, kgl 22 dmcnust %) dmcsunt
[ | o0 [ gom)| [eb | [ 2 [0 200 Booo @
Fequasted delvery dese (100272022 Expactsd Sebvery dme | 100002
SEEE
n Band ] i bacesrdar 1] D& nider 7003 RAecared on preous deloaies
Adpbed order

Total Duanidy 4030

Comment [wil print on purthass orderk

Mabes

Henchmark suopher Pricas: Win: 0, Awg: 104108, B 0

izl

[ Saow soles on Goods Recsted

oK
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11. To delete a purchase & Purchass ordes list R

order, &J &J —~ &J ~— A 1130

[F_Il
(D
=

Hem PO Duziicdae Razpurc Fina Order by Prini Custoriss  Dupkcale Spit
SeIeCt it from the List Of POs Cvderrna Soams = Seppler woked  Tagesmoris  Lres  Conlire dam Cormevass
by clicking on it and click s 130G Arcie hetrion O o 3 s
325 BILIE Al Madice O a 20 ganacaned dor cender emben 25 Mo of
Delete. 3t ey BLI0E | Anchis Dicribuon O a 3 20 ganacansd dor ender urmber 25 Mo of
2 en 1R 173061 Aechis Dicribarcn O a 2 wnRs
7ieg F3A03061 Aechis Dirribarion O ' [ Terciar oerr far npht cren Mo of B0 nes |
Ty EAOR/I0G Anchis Decribarion | a ' 20 ganacaned dar ender murben | Ba of.
2 BORI06 | Al Madica O a 2 20 ganmcaned dar ender murber 8 hg of
5 en IBATTI06 Aechis Decibarion 1 a IS
Fil IOA0RI0E1 Aechis Derribarion ] a 1 AmORANE
I AR0R/3051 Wommann Suppies 1 a | Im0RAE
tleg 1RORI0G] Woma Suppiss || [ [

12. Click Delete to confirm £ Confirm.. %

Are you sure you want to delete this order ?
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our inventory.

Session 4.14 Goods Receiving

Goods Receiving is used to receive stock from an external supplier who we previosly ordered stock from via a
purchase order. We can then create a Supplier Invoice directly from the Goods Receipt to add received stock to

1. Navigate to the
Suppliers tab

Click on the New Goods

Receiving button

Regporls Special Admin

Lo rsupply nivigue:
Custamer Suppliers
—
~_ =
Tenders
—
—

g@

D o

Furthase orders

Blank ounstznang

@ = ‘og

Internal ordess

J— Supplier Invaices
—
by =
2>
Categories Mew credt.
Paymorts
2. Enter the Supplierin & ew goods received [E= ==
the -ﬁeld’ press tab on I Suppinr [t I Sigrs  Natmnal Nadical ¥
Raceved gay [5012022 Tender reference Gopds recewed - T
your keyboa rd Sucpber rafarence | Creaindby - Wartn
- Modifed by
Comeent &J Erey dale - 5012022
Purchase order - 0
Desiar Seppher irvoice © 0
Stutes © nw
[ [+ (= & =
Add from perchase order Add gn un-ordered fem  Delete ine  Check space  Print goods receipt
Line  Location Them code Ttem name Babch Exp date Fack Sire Quan
(1 o | ox
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3. Select the
corresponding
purchase order (look
at Our PO ID). Click

&+ Choose name..

OK Suppher PO Reference  Qur PO ID Commaent
Archie Destribution 5
Archie Distribution 9
Archie Destribution 59
4. Enter Received date, | | gt geot soioss | kel
Supplier reference, b | o Wi
COmment or Donor. Reewed el |10 EEx) Tander rriararcy Goesmrcawsd D T
. 5 aazier -wlararca e
Click Add from B n ——
- Enir SR
purchase order to e
receive goods from b E———
the PO
() [l [= &) |l
Agd from puichass el & mn vr-svdaed iz Deigis e Checimpeex Pl goods rooepl
Use  Lersbien T eods A rame Fa=t, o s Fark Sra s
[ s o o
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5. Selectitemsto
receive. Click Use

Note that items are added
individually as orders can be
split, arrive separately or be
different from the original
order.

Fe Chacss arder Caes o e ehes fram Archis Destrizusion O kS

Fack stne Remaining..  Requested defuvery date
Amaxiclin 508mg tablet

Mt vy Lk

amoSDIt

Rt

Tedal shown: 2
Lug:m.llm T, R L U L P BREE SN LR I BIDY YU WA I SETELL MTTSE AL T A L 3R an = -I

6. Update the received Lo seltteen. o x

Quantity, Pack size,

Batch, Expiry and the tem_[sonicin S00mp e baSAe

Location. Click Add & &J &‘

line if you are Addine [Ocklslsa  Duphcatn ine Remaining quany 1 recsive. 0 Pacia of. 100

Spllttlng the dellvery Quaslily Pack Size Tatal quan Balch Expiry L alion Compmant

into separate L 130 J060 ASE3: o204 B o

locations or multiple o i e o i

batches have arrived.

50 Tocl recewed SO0
Click OK & Next to move
on to the next item or OK Locetion Detais
. . . Total capacsy 0ml Wiakime per pack m
if you are finished R - —— -
\aight Per Puck | )
Telal Liin Waigkl Kia kg
Coemmart
ot [
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7. Review. Check
Finalise box. Click OK

i [Lek Prrma

Tarwe fermmoad B A

M

up.
Double click the line to
edit details if necessary.
Click OK & Next to edit
the next line or OK to
return to the Supplier
invoice

®
Row ing

e il | W

3

Hs Aadeadi suppliar mecioe lime

Comenl [ods ieieval U 1

o

Cragary Mo

Waha gy IT
Tricy drw 5090427

;e

e [rmacn Siv lawe

(et :

Fommiewst bl | 27 07 Tidm o i oinki WAL
Bl pebirunct [ LR LR
[
Cemmaee | |1| Bemygnmn: DD
PN
Lo I Taprim ronkm 0
LT
[ [ =l B =l
e I e o oder e srdmelbee ek e s caee Sl grosl reeeigl
S L o el L] Gk [ & ] (2 H i
i vl e bamillon ) g iy kL BT [ -
El ol [ - == Sl 1wy il HFH Eall H- | |
1 sul L] =pdom e it L Fe g E b
) o =]
8. Click Finalise when 4 Confirm... %
prompted
Are you sure you want to finalise this goods receipt?
If you finalise then you will not be able to edit this goods
receipt any further.
I Finalise Il Cancel |
9. A Supplier invoice o e [ETE]
automatically opens & hara e Gt ry conten te. piiAS o [N Wach

&dd form o
o ? = k. -muuunnnuu
Geasal 5 Ex e Pach sz 30 Tak LESS R a
Linaloc e rode e f— ol s a0 = Frice aoianman
1 i Mmﬁ'ﬂ' ) Locatma E & | i
3 ordl | wmeSEE Enpry im0 rb e ar auck o Ii, (11 ]
3 ardl weiSiE Hintlon Pack i i
[ - g (L] ['-'.._'i, |
adurd bow cnt % B sel
| o i ik ol (SUT) D OE M [T ET] |
| Price sxdernice (USD)  B1H pree |
I I
ot
Subiaw g
EmE ' wen | o | [Cowme | en b
1 Tl =
[t o barch 3
e a1 wanes | | 108
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Payments

B istinsl Wedical Warehcuse

e

DEMO LAND

10. To confirm the & Bl=
supplier invoice in T —— e E— o
e ar Irvzica pawiar - I
Order to get items Cermant Tiaad acabes 07 |i f— = :n::: ::mem
H H = Gecen racabed D
received into stock, . . - R
= & = ' :
Haw iz add - ' y ek n ;:me:;- |:'m-
Uncheck the Hold box. T . R s rmml e
Gerord Suwwry by ler Savmary 3y Belch Priee Log
C||Ck OK Confirm When lisier e ads Pe— L el Price Fris mtarsion
prompted. Click Finalise F i) i e sttt ok o b kw7 o B
box before clicking OK * ol [oetstn et 090y Py prive
=
AN phaE
— — Sarvis HE
%=l |:H' HEl i i b i
e LT Tris FET
[Ctiad Enzrl bt ©
[reams Mg D00 D45 Haxt Deisiz | [T ] g
11. To Finalise the L rsupplynavguin =
purchase order, ? Q Ja) % L)
ofio 0
Customer Supplers hem Epecial Admin
Click Purchase Orders ~_ = @ — —
Li st ° i Calculaied &:\ Bank C:I:mi ° —
Tersders Purchass sodars oo rcaking
= ® D oiE
Supplisns e e gllﬁm|ﬂ>=
Categones Mew cedl %

12. Add search filters
required.

Click OK to view most

recent orders.

& rind Purchase orders X

Find
Show |15 most recent orders, or:

Order Number v equals w

—

Complex Find Cancel
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Mﬁ

13. Double click to select
purchaseOrderyor || Bl = B A B OB B B & "
W|Sh to finalise AmA FIL Ty Frear il Order by &l Cobrm ook 13
Dhderrw Sk Dl Saplae Lded  Tagmirmds Lwn Coleses (=
W s [ R R S R -I ® 3 [Sr | B P
T WIGED desl Ve 1 [ |80 g e ey e T o
1™ TR A Dbk ] © i - grerid Y Lok e 3 Pl
] TRROREL decl Diriburien | o 1 wmem|
g JRTUGTIT devw Dabobed —I 1 1 Tk fand b il wmders Mha sl U e
TR RTEGE- denbs Dbz | i i Ilﬂlpmd‘nrw\drr\lwr.llhnl.
ey (R T 1 1 a P v Y ke v 1 M
He AT de DavEsey m| o 1 svmem|
e TR i D m _I - L] mmon:
il [T e — m o 1 twEsm|
1 IUTE b % s | [} [ I
[
|
|
1
14. Check Finalise order 2y 5t Purchase crdler = |l =]
box. Clrddar sum - 28 fmrm [arche Dairbuaten ek
. Confim dale - [Eizazz Darer Faulwrarca Sws o
Click OK. Recuested debvery [EADE0E Slane . hamas Wade
General Desals Goods Recelved Sepoks woices Lop Locabion Cusiomdets Docameris
B = B &8 ¢ @
Hew s Iimbata e Updaiz EDD Print Confim Caiegary |Fose i rile
Stow al i - = e remme[
| A e x €
une  =m Dem | et mﬁi dwm_ ="

amesat .M_Ih:mrlqﬂlﬂ
2| e [Mettamin Spimg et

| I

| =
R ,

| |

o Seppler ducoent Eslmued subiatal 25000

5 Percentege 3 Decsum emoun .04 Entiraled casl afar dacrd 250.00
[ Laciond []#arin cake unags

s o i | [ o [

¥ ou vl no kargar b ek bz recar goods Ao tha cndar @
PEU CRORE W Paaka (S0 0rdr . L} 15000 Seaoe Ha
0 spode SN ™
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mSupply can help you track and manage outstanding purchase order lines.

Session 4.15 Managing Outstanding Purchase Order Lines

1° method:

Select affected line(s). Click the
Update EDD button

Enter Estimated Delivery Date.
Click Update

1. Navigate to the Suppliers tab L ety g o
Click Outstanding Purchase 9 ﬁ ﬁ ﬁa ﬁ |
Orders Caszmm Suaa e Fam 1:h Spmca Admin @
ﬂ’=.@,w 0 @Uiﬁﬂ:h@
[[1]4 Mucaes adsis Bty recEurg
©
=0 @ D 8= 2 @
ﬁ Tamd b a ﬂn*w"
- (4]
Cubspany Kwa owdl %'
2. Linesinred show items that & Oussianding purchase orselines . [E=RE=R ==
have not arrived by expected - &N & ©
dates. Follow up required. POs dunshersceds  Suppiler Har - - n:-:e:.ﬁ.nm fquemied | Espested dute fours o 600 Adusted |Gty Reseied Gy Cuistardding
Line in black show items that alee : e sen, | wern n — :
have an expected arrival date in &l A upeofen 200G b 0172022 1005302, I0/eEIm a Plir a P
the future. No follow up required.
3. To update the Estimated N e
Delivery Date (EDD), - &N & ©
red Prirl Lpdwz EDO

Frer @ ree Sipeeed ebesny (1408 15 T8 P
E -
T273 |

LT weedn  Suppier Hare Tar urs Créer Covirm Daln Fagomrad  Scpeciec dafn  Dwpa bz FOC Adurias Facthnd Iufttnd
|
5 MaC Jects lirbfudien  aHarmin T3 tah i FITTeTH 1 Wi 1 [
s aeies Il ne e e ERq ek 1 SO 1 18
L L Eiz Hxea Tagizer K375 Wa ™ T T i o
A Bt Esarvesned Gl wmy G EY
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4,

2" method:

Double click on a red line to view
original PO. Select affected
line(s). Click the Update EDD
button

Enter Estimated Delivery Date.
Click Update

B B Porbane ol

Orde-rax: 5

snra oo Dbt

S
-

5. EDD updated. Red lines now
black.

Canlrdals . BEarR [ Zaferwnca | Shdaa
Requesled devvery. 0w | Srore - Hwdonad Wadics
Coren Drind ot It Karsiosky Loy Lacalmn Cusier fel Douress

& = O | & M LiJ
How s Tis s sptwwens | Pt Cann Ckgory  [Sose - [
Saaw al Imax - Cararcy W60 = Fere rais 1

Hara Mo Pak Org  Af TR Sh Cuet. Faguaried  Cmscisd
U e = pais  soe Gt ity seesd eahaed DT pen  PIRRY i ire g
L et Mefoerin SHimg ub [ 1 mm a [ 100 JANT{IETD | IR |
ok IEime ish L S0 5 a 1 EEL o 1.0 aran | Jumsn. | me
1
x [
EEr 6w Egaiobd ety Dol (o4 1o ngiispliad |
I |
i | ¥
Bappker dmcas Extmiectictal -

[ ezt T caca

uomed

[IFreie orze:

[ETEETEY

(T

PO# Supplierscode  Supplier Name

SARC A Distibuton
SARC A Dtibubon
0 kol Media

NE @

Pt Update EOD
Item name
Metformin 500mg tab 26[07/2021‘
gl 20mgth 01
‘lbmfen 200mg tab 6/01/2022| 10/03/2022

EHAE (R SR ORCESE e

Order Confirm Date Requested f Expected date [DaystoEDD  Adjusted  QtyReceved  Qty Outstanding

i 50 0 50
3N 5000 0 5000
62000 0 2000
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Session 4.16 Make a Supplier Payment

mSupply can help you keep track of payments made to suppliers.

1. Navigate to the Suppliers
tab
Click New Payments

| al b o & 2
SoE® 4 D E

[ rwaric:nemtad ez 43
B Vomsiblocicnl Maeocaz

FAey

me

2. Enter the Name of
Supplier

Total Outstanding amount

seen

Select Payment currency

Enter Payment amount

made

Click Distribute to allocate

funds across the invoice(s)

Or double click a line to enter

payment directly to invoice

L Supgplier payment

Fame Arche Deribebon I ARC Eniered by: Marin
s § Ertarad Sale 60419023
haln Canfirm date 2022
Paymen| currmecy |AUD - Currnscy et | 100

-

Emrydne  Conlirm dam

Lot 402l F4

Disabled Ines bedosw are in & different cormency
Commem Towl

Cooce racensd D: T L ap Bu)

Cumengy  Dunsanding

=)
Invaica Mo 0

Stwles. fw

Siore - Kalosal Medic

Paymens
250 1

Coubls-click e I BRIB ENYTENT SToUnt Talsl cutstarding 250,08
Hokd o SR1 1 BMSH whil A nsB SR Te nlocain a53.00
Alocabed 1]
Alcated = locel curency 00
Exira charges (USD] |
Tetal payraenl n Bal curiaisy
0K & Nai Caneal 0K I E
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voce He: 0
SIBhaC frai
Stare : Hetional bedict

Payrar:

3. Review. oy Suppher pryet
Click OK. Nara [furctin Dirisution MFE [riared by Waris
Check Print box to print. Chesue 2 Emered dale: 6012022
Supplier payment is now o Costrmeta ! w2
| eyl camangy | SU0 w Cumencyrae | 103
complete!
Netrihale Cimabiad inas. balaw ae in u dilferert curency
Erdry data  Confers il ] Thaw [ ] Tl Tvraery  Dubidardeng
Loz s L oo receeed 15 7 230 wuz FLE
T (i ML K M (T B
hald Sywm Whfr o Alaouie aels e s e
[ ] Carezel

4. Toview past payments,

n

Suppians

Calegares

B et

m D Pilac Daracland_Mup2a21. 434
) Hirn Vacieai arerzans

A varn

£y

Click Payments List == = — Epecta seimin
o EE c@: Q @ ?n%n ° EE h @
Tensemm Brchas s (R Gods TRCkTAng
S [+)
= 8 @ D =g ®
Inizmal o —

P

DEMD LANL
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Credit)

There are 2 methods to do this.

Session 4.17 Return Goods to a Supplier (And Receive

15t method:
From a Finalised
Supplier invoice

K-J

Sppd e

1. Navigate to ~_ = .@ :
Suppliers tab Q= = &2 e or

Click Supplier invoice - Paase e

List —

2@

Lra ]

h‘@

Gzada e

o

& @

Hal B Wl 0

D

HEw JEDL

by

GIEREIES

L)
3 @

Fayrrnka

2. Apply search filters
required.
Click Find '

| Find transaction
| Supplier transactions v

15 most recent transactions, or:

Invoice Number «  equals

[CJuse list view if one entry found

9

Complex Find Cancel

E&L@DDDDDDLD

Customise  Modify

3. Double click to open
relevant invoice

Sum Orderty  Exportto Excel Fnalse Duplcate

Types
Customer invoices
Archie Dustnibatio a

Inventory adjustments | Aschie Distribution K W 26/10/2021

Supplier credts Archie Distribution 2 fn 26/10/2021 26/10/2021

Customer credis Archie Distribution El fn 19/10/2021 19/10/2021

Buids Archie Distribution w |fn 20/09/2021, 20/09/2021

Repacks Archie Distnbution 2 fa 20/05/2021, 20/05/2021

Cash recepts Archie Distribution s fa | 20/05/2021 20/05/2021

Payments Montana Supplies El fn 19/05/2021, 19/05/2021
X Ande. Azul Medica tl fa 19/05/2021, 19/08/2021
) Bydate Montana Supplies ] fa 19/05/2021' 19/05/2021
b By status Monty Meds g fn 19/05/2021 19/05/2021
P My transactions

w s oo

Cancel

1500

120

Copy of supplier credt:
Copy of suppher inv: 23
Goods recetved 1D : §
Retum created from su
Goods receved 10 : 3
Goods received 1D : 2
Goods received ID : 1

Export to MY08

©c o o o 90 oo oo o
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4. Select items you ¥ gl vl sy} - ===l
N Hara [firraie Disi Fior .Ll Comnern e . [ATIGIE Cabar i dlark
want to return. & - oz S
Click Return selected Corra S et 6 0o i 8 et
. Bt 300 ek 0 T
lines = Sarcanna G 1 3
Im' Raguintion I - 0
e .
EHBE T REB Vanical vy Ease
S Surwwry iy ien Surwesy by Selsh Boe Lag
Lo Doad o e Have: Do v Pk B Expiry Com Price e e Frige exlgsion
O charges
— 2l =M
EmE e .
arzurt [} et [
Wi Exper bakch 0
Firpls Margn: QL CH & el [TERY o8
5. Review. & £
Enter Number of packs Enter the number of packs to return for the ines you selected Reason for return | Plaase select.. i
to return_ | Item code Item name Lazation Batch Expiry Pack size pa%m.r%:{ll;:‘fble u:‘t‘;mb:!:e:.fm
Click OK amoS00t Amaoxdcilin 500mg tablet oral MF246 31/08/2024 100 20 10
6. CI|ck. Proceed to & Confirm... X
confirm

This will create a finalised supplier credit. This process is not
reversible. Do you want to proceed?

Proceed

7. Alert of new

X Alert..

X X Alert... X

Supplier Credit
created!
First message (if
external customer)
Second message (if
internal customer)

A

A supplier credit has been created. Go to Supplier > Show
invoices to view it.

A supplier credit has been created in this store (go to Supplier
> Show invoices to view ) and a customer credit has been
created in the supplying store.

A\

8. To view supplier
credit,

Click Supplier Invoices
List

Supplier Invoices

[
U
—

=
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9. Double click on it = om

\S/;wlierCreditto [%J EJ [;A E/ EJ D D E) [J E; [J E}

Sum Orderby  Exportfo Excel Finalse Cancel Fiters Customse Moddy  Export fo MYOB
Y Types Name Type Status Entered Confimed Invnum  Total  Theirref Pickslip Comment Exported bat
Customer invoices 604202 602022 28 30 Imm created from supplier nvoice 27 I
chie Disrioution 5 5/01/2022. 5/01/2022 7 %0 !
Inventory adjustments | Archie Distribution  |si nw | 26/10/2021 2% 0 Copy of supplier inv: 15 [Goods receive
Supplier credits. Archie Distribution  [s¢  |nw | 26/10/2021 5 0 Copy of supplier credit: 21 [Return crest
Customer credits Archie Distribution  |si fn 26/10/2021 26/10/2021 24 0 Copy of supphier inv: 23 [Goods receive
Buids Archie Distribution  |si fn 19/10/2021 19/10/2021 px) 760 Goods received 1D : §
Repacks Archie Distribution [sc  fn 20/09/2021, 20/09/2021 il 0 Retur created from supplier invoice 15
Cash receipts Archie Distribubion | si fa 20/05/2021' 20/05/2021 15 0 Goods received ID ¢ 3
Payments Archie Distribution  (sf fn 20/05/2021 20/05/2021 14 1.5 Goods received 1D : 2
A Fode. Montana Supplies |si  fn 19/05/2021, 19/05/2021 6 1500 Goods received 1D : 1
i L | nincinnd sninerann . e
2" method: 2 munphy raigator
Create a new Supplier @ ﬁ %0 ﬁ ﬂ
Credit directly O
Customer Suppliers Fem Specal dudmin
. . - — - I +
1. Navigate Suppliers '\ o — @ A @ = o = G—)
ta b Calculated & Btank Cutstanding
Cllck NeW credit Tandars Purchase crders Goods recemng

i
®
Q)
L
i
o
®

g Intemial orders —

Supgpilers Supplier Invoices

. +_°

Cmngma: Hew aedl
Fayments
2. Enter the Name of L Suspie et =] = faime
supplier ES wmppear (M Contr s 5090 o [ Wk
Thar raf ARD Irrvoice nursbar < ©
Add Their ref details Cammae vt o i wond it e ] || ) Cagury lore - e
Add Comment — — .
. . e L L
Click New line i D .
© Hwizen Vel Warsrrans
Gareml Surearg by ben Surrary by Saich Leg
Lrelac Item rade llem Harme Ry "k Balch Expiry Cont Price el Pree Froc edxraan
e e e
' — ErL ity 106
E"p !I EJ fermial 0% lax ace
Eawnal 0w Todst 2106
[mEE Enpant bk §
[ 1*nains argie: B 00 OK & Hod Zekiz |I| O g
3. Search for item. Add item..
Press tab.
tem famox| [L E‘
Line | 0 New item
Quan 0 of0
Pack 0 Bulk/Outer pack size 0
Cancel 0K OK & Next
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4. Double click onitem | | g temst. O x
to retu rn J Item name Ttem code Ttem unit Stock on Hand
| lmmmmmm i ' an ok 1300
1 | Amaxicillin 500mg tablet ama500t Tab 4700 I
[
|
|
|
|
|
I Double-Click the item you want.. — m
5. Enter the Line and | Add item..
Quantity
. tem [moniciin 500mg fabiet [&] smosvor E]
Check Supplier column e
X Line [ 1
Click OK & Next to e
return another item line - P ,
or OK if finished
Line lssue  Available Tovinstore  Pack  Hold Banch Doncr Location  CostPrica  Sally
1 a 4 4 100 A2 { RED 120.00 Lad
2| a s0 [1s) 1 AS BLUE 1.00
3 o 50 50 1 ABC1Z3 BLUE 50.00
nll a i i 100 ASDID BLUE 20.00
Ei ] E £ 20 ASD1D BLUE 400 LY
€ ¥
Total quantty issued ]
Total quantity available 4700
Cance o
6. Check Finalise box Supplereren =i
Clle OK Izl mln:rhu:muu ME N T Cacer [ Bk
et [
Crmrrond [oooM o prads -omned wik ston opry E—-‘ gy [Hone - m;x:: r-""'m
S renase I 0
E E] Swchans s 0
W e Detete e Tegunien O, ©
Erred by . Morin
v Haemsal Yol Werdwuses
Gararsl Sywmry by Bem Sarwecy oy Dmich Lag
e 3 L s Hwee oy Pk Feick Famey Cioat rice Sl Frics Frics sdeaten
1 BT sreSil Arsndcllin 530reg tealee 4 1M SA312 JRMAGD3) 13000 120 L0
THar chuspa
| '!' —_— Subiclal 1
sE8 == R
[ P m::: f'mu 0 & bisard Tisinda .
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7. You canview
Supplier credit in
your Supplier
Invoice List

Inventory adjustments iwuomm fn SIWNZZ; 5/01/2022 7% mmw 7
Suppler credts | Arche Ditrbution |5 | zqwzm) | % |Copy of supple nv: 15 [Goods receved 1D,
Customer credits .mmm v 26/10/2021 5 0 Cwynfnmﬂ!mdi 21 [Retum created .
Bulds ot s b s man ¥ 0 |Copy ofsupplierinv: 2 [Goods recened D,
Repads Db s o n/xomm{ I o e D 5
Coh recips (NcheOsbuton & b oy SR W 0 Retum creted from sopple voce 15
B immm i aojosian 00520 15 0 oot recehed 03
% ke Dton i msmlwmm T Goods recaved 10:2 1
) Bydate iNomMSuwis | fn ISIOSIZOII‘ 19I05I2021 6; 1500 IM!«!‘MD:I
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Session 4.18 Cash Register

In previous units you have seen how you can record patient payments for prescriptions, receive customer
payments and make supplier payments.

All of these transaction-related payments can be viewedin one place using the Cash Register module. If you are
using a physical cash register, this module also allows you to manage cash reconciliations in your store.

1. Navigate to Special 2 ey o 2
= i
tab & ®
Click cash Register Palients Suppliers Tem Reports
Reminders Contads
s §
] Y] =
® 2> 3 o
Misc labels Cash Register Stares Transaction categories
2. The default view & Vice o tsantion ==
H B Fil: by
ShOWS flnallzed Fram [10aAE02 T ooz B Transursi s Altareasinae [,'_!'_l t-'j
transactions for the Pl 7 sgTaenin
last year. p— — — p— p— amt | Gt dme
1 Thominery Ware tnaes 2 Parprest of iraniesis! 7.4 16,5 1IVES 20z
1 than, Jain rz Kevapt for izsoecsln] 5 1.1 1SR
2 Themnbery wWhaes b 12 Pyl el iwaca]s) & 41.5 pLI R e )
Z Caen, Jan L Reosipk bor lswolosis] 5.5 1021
Cursr] ragister balatcs AETY S0 Coneel
3. You can manually 2 Vi cash tansastion =]
add cash in or take "’""‘l S ——— @ )
rrem ooz B Te ez | (Y nanseciion type —
cash out from the o 5 | ssqveasscn Pl
CaSh regISter Faiiibear e Typs Dl Rz Commant Amaurt Canfiom dala
Click Add transaction i |Thormbuny Wershoms - Paprment of imice(s) 3,4 05 FEN e
1 |Chan, John 3 Recept for mvaice(s) 5 11 150572021
2 |Thernbury Warchouss BE Paymmient of immice(s) & 435 13052021
2 |Chan, John 13 ecapt For mvowe(r) B a9 1HIE20E1
Enter Name of entity
Select Transaction type
Enter Amount
Enter Description
Click OK
Click Finalise
Carrenl regiaier busnoe -1ETS UED el
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5

4. The new transaction | = @i cshenssten [ e |
appears in cash e
pp From bzl @ e fomee (B Tnatacian | AlTANETATS EJ [EI
register and the e S | | e
Current register :
h Fourrbar s Tvpa Cwfrisd Fansa Cormant Ferenan ]
balance will be 1| Tharmbiry Wanthoase [ et of invoices) 14 16015 LRSI
1 Cham, John w Havapl for irezaaln] 3 L1 Laips AL
UpdatEd 1 |Thambury Warshasne e Pavrrent of ievoiceis: § 15 BRI
1 |Chan, Jebn i Recspl b isvanels] 4 44 LABE R
I-EW 5 \mskly b gt = [LTETS
L1 3
I Curterl regxr bakence i 1} .sul Gonoy E
o =
5. You can export to £ View cash transaction o & ]
Excel. Py
Then C||Ck Prlnt From hw‘fzu' E To lmlmnon ;J Transaction type Altransactions v EJ EJ
Add transaction Prat
PatentFscity 7 | ]
| Number Name Type Defined Reason Comment Amount Confirm date
1 |Thornbury Warehouse ps Payment of invoice(s) 3,4 -1600.5 18/05/2021
| 1 |Chan, John | | Receipt for invoice(s) 5 11 15/05/2021
2 |Thombury Warehouse ‘Plymem of invoice(s) 6 -83.5 19/05/2021
| 2 Chan, John © Receip orinvoice(s) 8 99 19/05/2024
3 |Finance Department r© Reimb t for supplier 2000 10/01/2022
| '3 | Central Bank ps Weekly bank deposit 27 10/01/202
A I B | c | D I E I F | G I
1 Cash transactions: All transactions, Confirmed 10/01/2021 - 10/01/2022, Search term: @
2 Store: Kerang Hospital
3
4 | Invoice Number | Name ‘ Type ‘ Option | Amount | Confirm date ‘ Comment |
5 | 1 Thornbury Warehouse ~ ps -1600.5 18/05/2021 Payment of invoice(s) 3,4
6 1 Chan, John rc 11 19/05/2021 Receipt for invoice(s) 5
7| 2 Thornbury Warehouse  ps -83.5 19/05/2021 Payment of invoice(s) 6
8 2 Chan, John rc 9.9 19/05/2021 Receipt for invoice(s) 8
9 | 3 Finance Department rc 2000 10/01/2022 Reimbursement for supplier payments
10 3 Central Bank ps -227 10/01/2022 Weekly bank deposit
11
12 Irrent register balan| 100
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Session 4.19 Ad Hoc Items

Occasionally you may need to order an item only once, for example a piece of specialist diagnostic laboratory
equipment. This is an item you don’t keep in stock and which will never be kept in stock. Thes items are
managed in mSupply as Ad Hoc items.

1. Navigate to Item tab
Click Add hoc items

& mSupply Mavigetor

4

Patients Suppliers

D

Items

&)

Item Repors

Rapacks

W =

Stockiakas

al

Inteegitony adjustments

NN

Locations

N

Replenishments

O%O

Special

Ad Hoe lhems

LI

Hem categanas Waster lists

Departments

2. From this window, you

Price, Units Comment)
Click OK

fem [Spacialst laboratory equipment

Cuslomer [Labaratory

Supgiier |
Quantty 1

Price T00a

Unts Ea |

Ao Show &d horitems I !
view, add new items,
delete items and edit &| Ej
existing items. Lo R e
Click Show to view status sow | ERSISCEERE SR & I"""
--un: Unassigned Cwtier dabe r:;:f:u;ﬂa:u R Queniby Castomer Sepaler
--as: Assigned but not i perchans negecy
ordered —
--po: On purchase orders
--fn: Completed
Click Name to search for a
customer or supplier
Click New to add a new
item
=]
3. Enter details of Ad hoc & Fdit Ad hoc item,. w
item (Customer, — P—
Supplier, Quantity, order dste 00000 -

Cancel
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4. You can view.

To edit, double click to
make changes.

To delete, select and click
Delete Ad hoc

H= sheeer a0 bar il 11 ¥,
| =
Haw Dletn Ad hoc
Show asignad bul nol srderad L Mame |

Order date Itam Ststus  Quantity Custome: Supplier

Azl Madica

[ e 1]

5. To create PO, enter
Supplier chosen for the
item

Click Ad hoc items

Select the Ad hoc item and

click Add selected line to

order

I B Purchasge oner —
o ran - B In|n¢ [ urica I e
Coedlrm de - o000 [ Aslereaze [ Sy 8y
Aegseaxd dekeey F-r.'um' Fins: waians Veacky
sl Dot Grors Secskwd Sonbs Besices (8 Lacrion Casondrs rm.
) = 2]
B A b Bam Caily Aoihas baw 0 A seiecid ine la cider
Srder cabe Hem T Jawtity Cadorer
Speciabit Iabaianwy £ |20 1Ly |
i | o

6. You can see the Ad hoc
item added to the PO
on the General tab

Continue with the PO as
you ordinarily would.

A Bt Porchase onder == ] !E.
Crdar rom: &) sarm [l flaca I beck

Calemdds . SATEan :\wlrl B B R | s my
od debery. BATEA frere - Aamionad Asdes
m Gazds Rembes Suppler ks L33 Lesabon Carzmidsls Czsurenia S fes @rm
— p p -
® = @ & @
Hezwy Diciciz oy Lipdrs MO Prini Cordim Tabagory More T e al
S all keca ,_, Curreecy &40 - Faeex i |
Fas Pic.of  Pas Odg. Adl T Sxok Cant Asqumied Copedded
s L Hem parkx e Oy oy e T Tt On e byestire Fros ket dEmEy e A ey ==
1 M3l Specialint labarstzry sgeprent 1 L 1 1 1 15 o a  1oM Hx
L »
. Bgpley (el Eximams whizal T
E Furzargs a SarziT swar aEL Satmmicd ol ol nceat L]
| Lazize 7 Sk caic sange

Civans e T
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7. When your supplier
sends you the ad hoc
item, you create a
goods receipt and
supplier invoice.

Once you finalise the
supplier invoice, you
automatically create a
customer invoice for the
customer.

=3 &

Coca- N ik

o ranker: 5¥

Sriwdab: 1WTIGED

Srwra - ra

FParcwaz Db D &

Evzred by: Mardn

i " '
—
LI [P ey & Conbrrdake: ORRRC |
Thar wd
—
Zorrmst [Zeoc recsved i -9 ||_ Lale gy | Mo -
L [
B N -
e i B TR [ e TR ]
ey
TP B Sywrmy by W Sarvearg wvDaden Peion L
e e rcds I e i o Fwk sk Fas foar e nell P
w1 st Wi AR A 1 [ AR
s -t N
VA . B L D Al 1 ) AL B
L LE LY T TP PR
ofre e
L= b
sl e
md Empmd bk [
i Mraiaa Morgr RS o b

EEE TR TRV IET £ T TFe Ty

FUP L
e

any LHER
0% L L]
Tt 5908 B
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Session 4.20 Reports: Purchase Orders
There are a number of Purchase Order reports available in mSupply.
To generate the e A,
reports, @ ﬁ Q ] ";P' E i-
Navigate to Reports Cuskame FE—_— Hepats s
and click Purchase feach 2n1 deav e rvnd Trsrasdian Ciwi
Orders a rra i ddmae E KCanaa E BT S Ty
a AR G ﬁ Sirogm et RETeTan E LW o F
Enter filters and ﬁ SRTSINESS E| Kl Gl Bk [ “uchanss @ mossioms mt s
C|ick OK ﬁ TAELE N S EI =achzrda rapad [T T— E Uadale gaar ksl
ﬁ LS a SRR TLES E Sp TS E P
ﬁ a i Mwrogs mpain Nettasds E Ll f s ey
a W TR E T E AT KM
ﬁ T 50H THAT. Faziiag E Bgad dubbars E LSS FRERT
ﬁ SRR E HUE L EILEE] S E Sipskarra s EkTvanla E AR IATE i
ﬁ Srpiy e m Ve oo E LT H] E Dl il
1. Ordered Ordered Ttem Report Creation date: 2501 /202 o 25/01/2022 Store : National Medical Warehouse Status is cn &fn
Item . m_m . Prigm . Pice | Piee
Report! S |0 tem (o | St bk n:: nr::ed nl:::il mqgu sy | Res | Oy p;f m Dot :: ::.n mhﬁu (;:u u:n
kll:rlle o ot Suppe eme | Code Dt | D RO | EDD S [ig) (Oig) (M) (M) Red | Rod | ouity|edste| P | (M) dsomt | (M) | (Oukte) | Gy | (M) | (oukty)
You can see what ::{E:m 8 o betan [0 fmdSegnisese | swemonwmlmon w0 o o0 w0 0 o 0 o s e o A o | e w
has been ordered, - | | INRNIEren IR _
What has arrived' :;r:glm 9 o |Adelsibin 33 [na\m:leiwg!nlmm SOF0NNRA| 197102421 | 200001 J0F/A| 100 m 10 w10 10 om 1 [/ b} m 0 .'[I]LE'lv. 1] 10}
What iS yet to arrive Ei-;;lﬂ Bl ik IS Fnsndiers piut BT e 00 ST | 1 0 o s smamg SpO0] S0 snfz-mttm 500 3500
and how mUCh it a” :?‘%Em 0 o |tiNei bt {Tpnden 200 GOUND A0 TN | 100 i 20 n 0 ol ) 1 A0 0| 410 -I"[l]'t;mm: il 1
costs. :;lll i & 0 {Tugrfen 2l OUNE| G0N R A 1N i b n 0 a 0 20 i} 0| I ":[ﬂwz X
2. Goods GuodsRemweddateszrderdate—ShuwDe\wen;Davs Creat\ond e27/01{2021t02?/01/2022Sure National Medical Warehouse
Received
Date vs !
Delivery Name Orderno, Stat Date Confirmed Linesn PO Date goodsrecd e Name Quantty  Delvery Method Lead Time (Days
Date " Montzna Suppie 3o 190500 119005201 Amoxicilin S00mg tab 50 0
report et o s 00 Aol S0 ; 0
These reports can Hrchie Dibuion th 2002 30052024 Metformin S00mgtab ) )
help IV_OU track e Dietuion I 1M 30050 Metormin 0imgtzb 5 )
Cerformanceand | MORIghAN  4h NSWL 3NN PraSingsd 50 u
lead time. Hrche Ditbuion B 190001 09010201 amoriclin 250mg/SmL sspension 10 1
Arche Ditibution B 1900201 20900001 paracetarnol 250mg/SmLstspension 9 1
ArcieDisriution B 19001 0901001 paracetamal 250mg5m suspension § 1
Arche Ditbuion B 501200 2508202 Amoicilin S00mg talet i 5
Arche Ditibution [ I TN 25002 Amoicilin S00mg tabet 0 ;
ArcieDisriution B 5020 250102 Metommin S00mgtab 1 5
_AzuIMedlta o 110200 LA Specilis laboratory equipment 1 0
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3. Outstandin

Quistanding purchase orderlines Creation date : 28/01/2021 to 28/01/2022 Store : National Medical Warehouse

g purchase
order lines Requested Delivery O Afj
report! Order Name delivery date  pack quan quan quan  Ouistand expunit expprice Price ext
Num  status code  Name item code item rEonﬂnndate rposentdate rdatre re:(peded sie order order received ing  price  extension cur  (local)
This report can be Archie Metformin
used to track when Sen ARC Distribution metS00t S00mgtab 26/07/2L  26/0721  3007/21 0g/02/22 1500 500 0 500 1 500 USD1 500
stock is expected to e buprofer [ 7
arrive as well as Sen ARC Distribution ibu200t 200mgtab 260720 26007721 3000720 06022 100 5000 5000 0 5000 10 300 UsD1 500
follow up on late lhuprafen [ [ [
deliveries. B AU AmiMedica ibu200t 200mgiab 080422 06012 100322 10032 100 2000 2000 02000 2 40AUD1 i
Specialist [ [ [
[aboratory
flen AZU AzulMedica NSI equipment 1101/ 1042 100322 10/03/22 1 1 1 0 15000 5000 AUD1 5000
Grand Total 5140
4. Purchase Purchase order vs good received broken down by batches
order vs Remaining  Received Received  Received  Received Received
goods Code  Item Units  Orderld Pack Quantity  DateOrdered Incl.Pack Date Batch Expiry Pack  Qty
received amoS00t Amoriclin 500mg tablet eath 31 s019/0s/0 0190502 ASHL 3yoyam 150
broken amo300t Amoxicilln 500mg tablet 410 5 20/05/2021 007200 s 28/02/2022 100 5
down by pars00t  Paracetamol 500mg tab 4 1 1000 20/05/2021 020/05/2021  AA22 28/02/2023 1 500
batches W/052000 A2 280022083 150
report ! met500t  Metformin 500mg tab 4 1 100 20/05/2021 01/07/2001  sAl1L 31/01/2023 1 50
107201 BS1L 31/01/2022 1 50
. metS00t  Metformin 500mg tab 5 1 500 26/07/2021 30028/01/2022  BM432  29/02/2024 1 200
This report shows Ibu200t  Touprofen 200mg tab 510 50 26/07/2021 5000
the date particular 312 amoxicilln 250mg/5m suspersion  ml B 10 1019/10/2021 00/10/201  MMBLZ  28/02/2023 m 1w
batches were 313 paracetamol 250mg/Sml suspension ml 29 100 100 19/10/2021 020/10/2021  ACE2411  4/11/2022 100 92
received. 01002001 BASA  31/01/203 100 8
NSl Specialist laboratory equipment ~ Ea 61 1 111/01/2022 0 11/01/2022 00/00/00 1 1
bu200t  louprofen 200mg tab Tab 60 100 20 6/01/2022 2000
amo500t  Amoxicillin 500mg tablet Tab 59 100 50 5/01/2022 010/01/2022  AS532 31/01/2024 100 30
10/01/2022  MF46  31/08/2024 100 20
met500t  Metformin 500mg tab Tab 59 500 105/01/2022 010/01/2022  WE213  28/02/2025 500 10
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Session 4.21 Reports: Purchases

1. Navigateto

Click
Purchases

Reports tab.

A Purchases Report finds all purchasing transactions over a given value within a specified time period. If you
have a purchasing policy that stipulates purchases over a certain amount require authorization by a second
party, this report helps you monitor such a policy easily.

Ul an g _=
® n o & 1
(=T HE ] Bazphas ki Hesual sl @
Sladk and s Matagerrerl Trafe=a b EF S Lo L4
El BT WS AR E SR el EI Traresdizre E Cusdladon SLITrasy
E Ceisam o E BIIIErIEE ST E Trerege 1egen
E Sdwricon raby E 1B 3O LT E Hagpedl grce hET TG

] Gonectn s @) acummn oo AECLiEnG [ vodsrpee s
E Gragh.airck By fsm E P [ E Ioepankcra ] E Miza i
E ami Ll El [PT—— obRired E L= ER TGS 1)
@ Hamseage E Lnddsii E ket bsige
E Ram il TRt ; [STE AR EI Ay bl ii Luwmis repard
E Liwalin 1ageil E Cmunrprsrs E Crndzries st E Hagpec mrder ouaniies
Zopary A Ve @ ooz B vestivaaa
2. Select date ge Purchase report options
range and
flters e
Click OK [Renstal porciasd repait I v
Sel;c':.()kp;; in Excel ererm—
and clic T
From 280172022 To [FBAD1/2022 Today w

-Ftepmmhﬂuwhn:
fem code v [sdswih o]
and w | Category 1 | s E,
and u- WEN Calagary Don't Care o
and w Department & Derl Care e
‘ana “  monMasterList  DontCare v
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&= Printing aptians #
Header
| [Purchase report from 28/01/20822 to 28012072, Goo | None %
Foater
[ [ Fage e
Destnatizn
Prirviwi 0N BCiean batons prnting

() Save as HTNL e
(Z) Bave as Texd fie

Report neme - purch_irans_summ

Choose report type Default

- [

3. Purchases
Report!

Purchase regort from :28/01/2021 to 28/(3/2022, Goods Price=> ) Stora: National Medical Warchouse, far store(s) Kational Medical Warehause

Invoivs Nurm Name Code  [lem Neme Quan  Pack Size Cost Price Price Duten

3 Manty Macs Manh Paracetamal S0Umg tab 00 1 1 1

4 \antana Supplies MON  Amodcilin S00mg tablet 100 1 1 1

3 haul Medica AZU Amouicillin 500mg tavlet 2 100 bl 40

& Martana Supplins WaN Amewcillin 560mg tablet 500 1 1 500

6 hontana Supplies MON  hettormin 500mg tab 2000 1 05 1000

14 Archie Distribution ARC Amuowicillin 500mg taolel 5 100 03 15

23 Archie Distnbutian ARC amendelllin 250meg/Sml suspansion 10 100 i (2]

23 Archie Distribution ARC paracetamol 250mp/SmL suspension 92 100 7 644

13 Archie Distribution ARC  paracetamal 250mg/Sml suspensan 8 100 7 o

27 Archlo Distribution ARC Amendelllin 560mg tanlet 0 100 3 L

17 frchie Digtribution ARC Amocillin 500y tavlet 0 100 3 )

17 Archie Distnbutian ARC NMetfarmin Al0mg tab w 5L 0 i}

37 Archle Distrbitian & Iatfarmin 500mg ta (¢ 5 30
I R

Navigate to Reports.
Select the
Debit/Credit reports
you wish to create,
then follow the
prompts, select
Export to Excel to
view report.

& mSupply nevigator
Cusloerier Tuippliers
_ Stock and items

@ Shaw fokal stack value

E Current shocs
E Stock on dake

E Graph: iotal stock
Graph: stack by item
@G memua

E Rem usage

E Fam slow mavers

E Location regort

n

Herr

Management

B s anaysis

E Managament summary

E Usar actiy totsis
E Backorder repan

Custom report
E Manage repors

Espiring

EI Expiring items

Eapiry itam Vs cover

Session 4.22 Reports: Debit/Credit

Transachions

Transactions
E FUrchass onders

E Purchases

Requisitions

E Reguisions

Debiicredit

El Deblars
Aged de bbars
E Custamer statements.

Creditors

mSupply can generate Debit or Credit reports. These are easy to create, just click on the desired report and
enter the required fields- you can test these on real systems.

Oheis

Quatasion summary
Transpan repart
=
Swggest price kst addins
=

Update prce ist
E Price list

Cabegory Analysic
Hem ledger

Users report

El Suggest oder guantities

E Dashboard
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1. Debtors
Report

Debtors listing report National Medical Warehouse

Shows a list of all Name Code Overpayment Invoice Num Confirm Date Amount Outstanding
outstandin
g d Thornbury Warehouse TWH 0 10 20/05/2021 30
payments owed to Thornbury Warehouse TWH 0 11 20/05/2021 10
you by customers. Thornbury Warehouse TWH 0 12 20/05/2021 10
Thornbury Warehouse TWH 0 13 19/10/2021 25
a) Outstanding Thornbury Warehouse TWH 0 14 19/10/2021 78
invoice Thornbury Warehouse TWH 0 15 19/10/2021 400
format Thornbury Warehouse TWH 0 16 03/11/2021 30
b) Deb Thornbury Warehouse TWH 0 17 05/01/2022 210
) ebt Thornbury Warehouse TWH 0 22 24/01/2022 250
summary 1043
format — : :
Debtors listing report National Medical Warehouse
Name Code Amount Qutstanding
Thornbury Warehouse TWH 1043
1043
2. Aged
D i t i i d debt ted
Debtors ays since customer IHV?ICE (an e ) was create
Report
Shows you the total <45 45-60 61-90 91-120 [121-180 >180
value of the amount Debtor days days days days days days [total
owed to you by a Thornbury Warehouse 460 0 30 503 0 50 1043

customer while also
showing you how
long ago a certain
debt was accrued.
3. Customer
Statements
Shows every

Value of invoice generated and yet to be paid broken down by age of invoice

'Staternent
Matienal Medical Warehouse
printed: 31/01,/2022

Thvmbury Warahouse P

transaction for that [Date Invnum  Their ref Comment Invoice total  Cutstanding

customer and

associated value of 20/05/2021 10 30 30
20/05,/2071 11 10 10

each transaction. 200052011 1z 1m 10
13/10/2021 13 From request requisition 26 Inwaice fram requisition 11; From request raquisition 26 25 23
19/10/2021 14 78 b
19102021 15 400 400
3112021 16 From reques! reguisition 27 Inwoice fram requisition 12; Fram request requisition 27 30 30
5012022 17 n 210
00/00/00 18 From invaice number: 22 Stock transfer [Return created from supplier inveice 20 ' 36
0/00/00 18 From invaice number: 23 Stock transfer |Return created from supplier invoice 14) 350 -350
2401/2032 22 From requast requisition 24 Inwoice fram requisition 10; From request requisition 24 250 250

Total eutstanding 657.00
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4. Creditors

Creditors listing

Report

Shows all the |Name Code Invoice Number  Confirm Date | Amount Outstanding
amounts your store |Archie Distribution ARC 32 28/01/2022 300
owes to creditors or Subtotal 300
suppliers. \Azul Medica AZU 28 11/01/2022 5000
Subtotal 5000
\Montana Supplies MON 6 19/05/2021 1500
[ Subtotal 1500
Monty Meds MonM 3 19/05/2021 200
Subtotal 200
TOTAL 7000
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Session 4.23 Reports: Quotation Summary
You can generate a Quotation Summary Report to review quotations for items by suppliers. A Quotation
Summary Report can be useful to help review historiacl quotations for items as well as reviewing current
guotations for future Purchase Orders.
Navigate to P ‘
Reports @ Q
Click Quotation
summ ary Cuslomer Supplers Item
Stock and fems it M
@ Show total stock value ABC analysis @ Transacions [ Quotation summary
Enter filters and Current stock Management summary @ Purchase orders ﬁ Transport report
C||Ck OK Stock on date User activity totals Purchases Suggest price list adains
Graph: total stock... @ Backorder teport RequisiBons @ Update peice list
et Mock Dy wea @ Custom report ‘ Reguisitions | @ Price list
@ Bemn List @ Mg caprta . wa’,"," Category Analysis
@ Remuangy @ Debtors ltem ledger
Eem slow movers Expinng Aged gebtors Users repont
Locabon report @ Expiring tems @ Customer statements @ Suggest order quantities
Expiry item Vs cover @ Craditors [ pashvoara
Quotation Quotation summary
Summary Report
Item code  Item Name Suppher Name Code 'idn Date Currency Price  Preferred  Unit Qty
amoS00t Amoxicillin 500mg tablet Monty Meds MonM  09/11/21 AUD 2 True 100 0.01
LA
ameSo0t Azl Medica AU oz uso 0.5 False 1 05
[amoS00t ArchieDistribution  ARC 140122 AW 0.5 False 1 036
aMoS00t Al Medica AV 081/ AWD 2 False 1 145
amoSo0t Montana Supplies  MON  09/1/21  AUD 1.5 False 2 0,05
L)
cefx2501 Ceftrlaxone 250mg injection  Monty Meds MonM psmm AUD 5 False 10 364
cefx2501 Moatana Supplies MON PG[IZJ?! AVD 0.45 True 1 334
cef250i Al Medica AU 06N AV 6.85 Fale 10 498
{ibu200t thuprofen 200mg tab Monty Meds MonM  09/11/21  AUD 4 false 100 291
1bu200t Montana Supplies MON ’03111121 AUD 0.8 false 10 582
ibu200t Archio Distribution ~ ARC 140022 AWD 1 False 1 728
Tbu2001 Azl Medica AV Ay aw 4 True 100 29
r
met500t Metformin 500mg tab Archie Distribution  ARC '03/!1/21 AUD 15 False 500 0.02
met500t Azl Medica AU o9 AUD 2false 50 0.02
merso0t Monty Meds MonM TS/ AW 5 False % 0,04
’
met500 Montana Suppiies MON '09111/21 AUD 0.8 False 1 0.58
metso0t Azul Medica AU 091121 AUD 3 false 0 01
pars00t Paracetamol S00mg tab Montana Supplies MON 'mmm AUD 3 False 20 01
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Session 4.24 Reports: Transport

A Transport report allows you to view information about the transport details for orders you have dispatched
from your store.

Note: This is only relevant if
you are entering this
information into the
Transport details tab of
each Customer Invoice
otherwise nothing will

E=RieE =
[&; tame [hemtury Waresouss &l Contrmdate . PODOD0 coner (BN Black
Thew rad THH Inveich - 27
Coommans [ &' Category  Mone ~

vty date - JRACALE
Goods recennd O 0
States © 89
Erserad by - Martn
Store Nabosal Medcal i shous

Gertral Sumary by em MWMJ Trarspert detan Iq

. gy | Orsar recasd date [DEO000 Snp ame fDR0ZZ | Ship metrod | SHE -
appear n your report' Expecied arival date PODOTO ctusl sl date [DODDO0 Resgonsbie ofticer Nong -
Upnage taxed Ban gaieched Unban
Line Location Ibem Hame Quan  Pack Sze  Babch Wesght Exp date  Sell Price Bowes:
1 B Amaguncibin S20mg tabiet 2000 1 AS. 2000 2104022 LOR
Totw! bem Weght 7000
(5] Prov s Stock transfer 0K B hext C e e s -
1i kNawgate to Reports Lo wSupsly navigatan &
Click Transport report = 'E
e " Sl &= ?
Cuslpmes Sypplsm B=m Repmin Sipmrasl Agdmin @
Shock and bermes Naragzment TiarsEsams f LT

E Lhow Tl Bk s

ﬁ Carmani: shock
&) steos o gate

IR eson i snock

E Frackoander o Fesiquiselarna B Upadabe price izt
Graph sk
ﬁ RS E Cuslo= tepa | B Requiziians E Frice b=
ﬁ Rar List E (P Diehbicrodk E Calegory Arakzis

E [ CEATEET
ﬁ Lzcaion regart

E AEL anslyais

E Maragamenl susmary

E User achily totals

@ Espiring tlms

@ Ezpiry fmm V= coveer

@ Transadian:

E Furthaze edars

ﬁ Fuirchasies

E Lislarm
E Aged dellarm

@ oo

@ coemer satements

&) remizaper
E Uzers repart

E Luggasl anter quaniies

|¥%] pamhiams

Qualalion somma
E Teansgon repar

Eupgestprice b1 addms
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2. Add filters. Click OK

s Transport report

Date range

From j0}1/01/2022

To [31/0172022 Today

Report on names whose..

Name

v | contains

Search Criteria

Responsible Officer | Al

Ship Method | Al

Cancel

3. Transport Report!

TransportreprtC1/08/ 2022t 3101202

Ectmated ~ Actual vl Ariva Day Responsile

(ode ~ Neme ConfirmDate~ vhum, ShipDate ~ ArivalDate Date it Offer
PR T 1 S 411 i Ll
W Tt OR MR MR o Ol

Shimeth  Ship Adoress{
Land - road
Ship
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Session 4.25 Reports: Price List

Select options and click
OK

Note: You can generate a A o o= (=]
Price List for items if you e B  kemnmame umacclin Somp sk Slorn  Hubonal Bledical &
have ticked the On price =
. e arary Prica et
list checkbox under the e 5 = S
. . mdqer L= 7]
Misc tab for each item. Qs FRTRR oot [ 8
sackardan Warrings carmertiy stackad 4 s pae Colymgus pack sze e1r
b Coaie Werring Sed Priarty
Aeaick: b P
=l af rraturialy
Parcase Cren:
Dl splavcs
Cizpeng
Aepeating
- azozenl coden for exzaring
=R T 1
Slares Exoeege aroount when baying © [Dowt of gasds sl [JREDY
Saades NCEFe BCCOUET. ® ben eling | [Acore (1000]
Comton dets onmet pocaant for phact - [Sheck 2090)
A pmsr o
Inigraciazra U wedings
@ g code |
SM5 pack e [
ity 808 Frevions K & Kot Careal [ ]
1. Navigateto & msply naigatee -
Reports and click N
Update price list O
Cusiomes Eupplars tem Repois Epadal Admin @
Sk and deme Managenerl TransacHore Oirers

Show talal steckvalue

a ABRC anaksis

Currem slack HWanagement summary

Slock on dale @ Uner actsity totale

a Brachnndar mpod
Custom repart
Manage rspoils

Crapi fotal siock.
Craph slock by bam
iaim Lisi

lam uzage

tem siow movers Exgiring

Eapitieeg iarms
Eapiry e W firaes

(=0 (=00 (=00 (=00 (= 0 =) [ =

Locaion regort

‘3 Report options

Update the price list with

Tranaachons
ﬁ Purchase i

E Puwrchases

Reguaions

E Cuglaion sumrany

E Transpor regort

Suggpeal proe st addns

Up<ale price ksl

E Raquisiticns

Pnce list

Dabbicradi

[ E| Cablos
E aad dablns

l Customer statsrments

E Cradilors

(O the price of the largest batch in stock

(®the price of the highest priced batch in stock:

Cancel

E Catagoey Analsls

E Hem ladgee
E ke mporl

E Suggest order guamttes

Caahboard

OK
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2. Navigate to
Reports and click
Price list

Select Open in Excel and
click OK

& misppy nwagmter =
SEmaEr Suppler kEm Fapors Zpagal Lol] @
Sanaciand deras Managenont Trenascions THhe

E ML TS| M El ALl E T E Sumation sammay
E e Jlack E Msrcagemar sumimay E Purnzse ader E| Trowus port rmpord
E Sk an dald F!'I Llnwr sty ninls @ B s ﬁ Supger mice het adding
E Grap:soial Btock. EI Emconrder raporn Raciisfiase
E Grogn: slact by kem E Fa— | E Agquizions Price Ikt
E S E [TreTp— ) s bitirmsd Calvgor Anaiyels
E Emuzage Delrors E 18 il sl e
E Bermiakra masms Fapirirg E| e ddabizie E Usaers remen
E | n=wdar rapnr E TR — @ Cusiomer sislemaTis E Sugaguil Cn ik
Evpl om s coser [F] creanes ] peevarm
& Printing options X
Header
| | None v
Footer
[ | Page v
Preview on screen before printing
Choose report type Default o

(O save as HTML file
(O save as Text fie

Report name : item_prices

Item Price List Report

item name
amoxicillin 250mg/5mL suspension
Amoxicillin 500mg tablet

[tem Price List

Indic Price
100
500

Report Qty
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Legacy 1 Knowledge Check

Which of the following is TRUE about mSupply?

a) If yourinternet connection is interrupted, all your work will be lost

b) It requires a constant internet connection to work

c) It doesn’t require the internet at all

d) Itrequires an internet connection at least occasionally, for orders to be sent and received

Arrange the following items in the correct order to show the process of ordering and receiving stock in mSupply:
a) Finalise the Supplier invoice

b) Finalise the Internal order to send it to your Supplier

c) Create a new Internal order

d) Open the Supplier invoice and confirm all details are correct

e) Wait for your stock to arrive

To order stock from another facility using mSupply, create a/an..
a) Customer invoice

b) Internal order

c¢) Purchase order

d) Supplier invoice

You have just received a delivery. You open the supplier invoice and notice that there is an error as the number
of ceftriaxone injections received does not match the number on the supplier invoice. What should you do?

a) You don’t need to do anything because it is a small discrepancy of only 10 injections

b) Nothing as you cannot edit any details on the supplier invoice

c) Double click the ceftriaxone line to edit the Received quantity

d) Double click the ceftriaxone line and override the original sent quantity

The tab is used to order and receive stock while the tab is used to issue stock.
a) Supplier, Customer

b) Supplier, Supplier

c) Customer, Supplier

When do you need to enter a transaction in mSupply?

a) Every time you receive or issue stock, with no exceptions

b) Only when you dispense stock to your regular customers

c) Whenever you receive or issue stock, except for donated supplies
d) Only when you receive stock from your regular supplier

Who can edit user permissions?
a) Administrators

b) mSupply Support Desk only
c) Nobody

d) Anyone

When you add an item to an Internal order, mSupply will calculate the quantity it thinks you should order. You
must order the quantity that mSupply suggests

a) True

b) False



9.

10.

11.

12.

13.

14.

15.

When should you finalise an internal order?

a) When you are ready to send the order to your supplier

b) Never

¢) When you are ready for another user at your facility to check it
d) After the stock is received

Which of the following cannot be edited?
a) cn

b) fn

c) nw

d) sg

Arrange the following items in the correct order to show the process for receiving stock from another facility
that uses mSupply:
a) Click OK

b) Confirm the invoice details match the actual stock received
c) Navigate to the Supplier tab

d) Uncheck the Hold box, and check the Finalise box

e) Click the Supplier invoices list button

Arrange the following items in the correct order to show the process for ordering stock from another facility
using mSupply:
a) Click the Internal order button

b) Add the items you want to order, specifying the quantity for each
c) Navigate to the Supplier tab

d) Click OK

e) Check the Finalise box

Legacy 2 Knowledge Check

When should you add a new patient to mSupply?
a) After checking the patient isn’t already in mSupply
b) Every time you dispense a prescription

When a customer places an internal order, this arrives at the supplying store as a:
a) Requisition

b) Customer invoice

c) Supplier invoice

d) Purchase order

Arrange the following steps to show the correct process for entering a prescription:

a) Enter the patient’s name, prescriber and prescription date

b) Check the print box and click OK

c) Click the New prescription button

d) Prepare the items and attach the dispensing labels

e) Reopen the prescription, process the payment (if applicable), and Finalise it

f) Add the items to the prescription, including the quantity and directions for use



16. Arrange the following items to show the correct procedure for processing an order from a customer that uses
mSupply:
a) Create s customer invoice and print a picking slip
b) Enter the quantities you will supply
c¢) The delivery is dispatched from your facility
d) Pick the stock and get it ready for delivery
e) Finalise the customer invoice
f)  Confirm the customer invoice
g) View and assess the requisition

17. Why are all the items on this customer invoice red?
a) All available stock is expired
b) Specific stock has not been allocated to each item line yet
¢) The customer invoice is finalised and cannot be edited
d) Stock has already been issued to the customer

B Custorrs et o
[ 1 s pamepamca 1L uw el [T vy (I #®isck
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e I
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18. You are dispensing a prescription for ibuprofen. What can you infer from the following screen?
a) mSupply has blocked you from dispensing the ibuprofen
b) There is a drug reaction with another medicine the patient takes
¢) The patient has an allergy to ibuprofen
d) There is no stock of ibuprofen to dispense



Add ivem...
tem Jhupraten Z200mg tab 4| ba200 +
[
Lina | 1 Preacribed Quastty 0 -
Ouan 3 of A8
Paick | 1 BukDuler pack saze ]
I Conlifus
Drap interactons i S
b e Affact ype Typa Groups SigniScance
Wartarin 1mg tab (Marevan)  affeds augments Anbcoagulants miajor
e actions
A bbreviation | w
Expanded
drectons
Cancel K O & West

19. The Outreach Service is settling their account and paying off the full amount of $1,158.40. You have entered the
amount received. What is the next step?
a) Click OK to save the payment
b) Check the Print box to print a receipt
c) Click Cancel, as the customer does not owe you anything
d) Click Distribute to allocate the payment to the outstanding invoice

& Cash receipts (===
Name [Dutreach Service oR Entered by Helen invoice No.: 0
Chequed# | | Enlered dale 120202021 Siatus nw
Mate | Confirm date - [13022021 Store: National Meice
Receipt currency |USD v Currency rele [ 100
Receipt [ 1.158.40)
[esablad Ires Delcw ara in a cifferent currency

Enfry date Confirrmd..  Irolce  Thair ref Comment Total Curre... Outztandl... Paymant
150202021 15022021 3} 1158.4 USD 1158.4 0

Double-slitk #8858 10 SAIB payTREnl Smous! Total outstanding 1.158.40
Fokd down shifl to slocaie whole invoice smoust To alocaie 115840
Adocated o.o0

Alocaled in local currency o.oo

Total payment in local currency
OK & Hext Cancel oK O E



20. You are adding metformin to a prescription. Which of the following are TRUE? You may select more than one
response.
a) 30 tablets are being dispensed
b) Stock will be picked from the BLUE location
¢) Thereis 1 repeat entered
d) The instructions have been entered using abbreviations

1 =
Add imam. &
Patar detain Black
5. [
L hem [etfonmn S00mg Lk 1 | matsoot - =
e Patieent . Hew e
Lne [ 1 Prescribes Quartty 30 Zepests e o
i b To E] "
Prescrive Guan | % of 1970 — e
Code. MM Repent ekt 3 Fiepeat
Paci | 1 Balic'(luzr pack sive L] Expry date [120472021 Quaniiles
A3l Pace hoider
~ Line Issue Avala. Totinst Pack Hold Baich  Ewdale  Suppler Donor Locafion CostPrce Selipice S |
awika i 1 30 w7 1wl 1 NESS80 310712028  CRP BLUE 2.0 0.60 —(x

ftems Da}mem

Liné  Locabor

= >
Total guansiy msucd 30
Total qrumnlily availabie 1870
Dreclions.
Aporevigtion [Take 11 TDS with Toed st
Expanded |Tois ONE tabict THREE tmes a day weh fopd L]
directions
w 2
SOE ox
Date L T 0.00
dk, Hew neie &% dacount 0.00
- Delete nole Tol 0.6
— Amount Dutsiandng: 0.00

21. You are adding metformin to a customer invoice. Which of the following is TRUE?
a) The batch selection will be random after you click OK
b) The batch expiring on 30/11/2022 is being issued
c) The batch expiring on 31/12/2028 is being issued
d) It'simpossible to tell which batch is being issued



Wt i em V
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tem [latirmn 500 tab (&) messoer
e[ T proscwed Guantny | 509] e o
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<
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EElES Omer charges  Reex | Amowt [ os0
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Sustorst 0.0
0% tme 0.00
Totat 000
Eresee Epros [ okt | [ o [ _]O@

4

22. After entering a payment for a prescription and clicking OK, the entire prescription is automatically finalised and
it can no longer be edited.

a) True
b) False

[CFnaise Expert batch: 0

Ftard detuin N Eiack
H Farmuki
= Name [joenson. Laura | mau—_m = e
Mew Pateat Code L) Addrews - 2 Pacic Apad
Frescrber [lenes, Tam Confemdute - [faRGE0 nvsice 16
Code: T Prescription date [1R020021 | —
Moy Payment Lag

="]o&

| OMAMes |




23. You open your list of Requisitions. Which of the following is TRUE?

a) You have placed 4 orders to your supplier
b) There are 4 new requests for stock
c) Thereis 1 request for stock which has not been processed

d) Thereis 1 new delivery expected, which you should prepare to receive

X Requesition kst e
Ej + [il Ej Snowe Al w
=

New customes Hew customer Hew customer Delese
reguislbon ores! Lok history

0 Name Pragram [ate entzred Reguisingn o Stans Tyee Commeant
8 Herang Hospital 10/02/2021 1000202021 50 response | From request requisiion T
7 Kerang Hospital ASOZR031 1502021 n rasponse  From request requisiion 16
4 Kerang Hospital 1002021 10262021 m rESpON3e | From request requismon &
2 Kerang Hespltal Tuberculosis (TE) Program A02021 02201 fn WEeoNse  |From reguest requigiion 3

Dedatin chek on row B0 S0R catain

24. You have received the following Requisition and reviewed it. You have decided to supply all items to the

guantities requested. What is the next step?
a) Check the Finalise box and click OK

b) Click the Supply quantity button

c) Click the Print button

d) Click the Create customer invoice button

——

ol

(- e s

Name Korang Hosplal L] Ther mel [From request requmi
Requniton date (100221 Order Recewed [1002721 Comment [From request raquaéon 7
Max 40S 30
(& T = Threshold WOS [00
) ) = =
Newine  Add frommasterist  Dolste ine(s) Fiter fors | Sugply quantity

Data entry nvoices crested Log

Our Customir 0 e

stock cwrrent Customer A
= no —— o on stock :onn.y reQuestes ::t:’
hand on hand
1 cehQsi Cefiraxone 250mg n| T200 7430 ° Rl 0
2 amos00t Amaxiciin 500mg s ﬂZ)Z‘O: 538 33w 200 0
3 ibu200t beprefen 200mg tad 34400 3085 0488 40 0

™

Save Sort order

&

Creale cusiomer nvoice

Remareg
19 supely

300
200
400

Supoly

[ )

nveice

200
0
400

Cancel

Status - sg
Type . response
— Entry date 100221
@j Estered by Mei
Print Store  NaSonal Medical




25.

26.

27.

28.

29.

30.

31.

Legacy 3 Knowledge Check

When would you split stock?

a) When you want to create a new location

b) When you want to move stock of the same batch to the same location

¢) When you want to repack stock

d) When you want to move some stock of the same batch to a different location

Medicines availability is defined as the % availability of items across different levels of the health system. Why is

it recommended to use a Basket of Goods as a measure of this instead of every item?

a) Itis better to measure every item, using a basket of goods is lazy

b) Itis slower to measure medicines availability using a basket of goods but it is more accurate

¢) Measuring availability of all items may give a misleading picture of the true situation — not all items are
meant to be available always e.g. seasonal differences of certain conditions or specialist items

d) Itis quicker to measure medicines availability using a basket of goods and it is more accurate

Inventory adjustments allow you to increase or decrease te quantity of stock that is recorede in mSupply. When
will you need to do this?

a) Distributing stock to customers or patients

b) Receiving stock from suppliers

c) Stock needs to be destroyed due to damage or expiry

d) Stock has been stolen

e) You find some stock on the shelf that is not in mSupply and you don’t know where it came from

Setting up locations will help track stock as it gets moved around, which will save time when picking stock or
doing stocktakes. Using locations is compulsory.

a) True

b) False

Miscellaneous labels allow you to create and save labels to print at any time from a label printer. This is
particularly helpful for labels you print regularly, such as labels for Repacks. Which part of this Label window will
Not print on the label?

a) Centred footer

b) Label name

¢) Heading

d) Left and right footers

e) Body

A build is a way of recording items you have manufactured. It will adjust your stock levels such that the

guantities of raw materials are used and a new stock is created. What is a bill of a materials?

a) The cost of the raw items needed to make the final product

b) Only the manufacturing method

¢) The bill you receive after building a house

d) A recipe or formula for building an item. It records the ingredients and the quantity of each required to
make the finished product.

Which of the following is true about Stocktakes and Inventory Adjustments?
a) You need to do a full count of your physical stock in order to make an Inventory Adjustment



b) Stocktakes and Inventory Adjustments result in the same outcome: a change to the available quantity of an
item in mSupply

¢) You can only adjust batch and expiry date information in Stocktakes, not in Inventory Adjustments

d) You can adjust batch and expiry date information in both

. What is the best way to create a basket of goods?

a) Choose an even spread of critical items from your store

b) Choose items which are slow movers to make it look like you are always well stocked
c) Choose a random list of items from your store

d) Choose every item in your store

Legacy 4 Knowledge Check

. When do you finalise a purchase order?

a) After you have received all the goods on the purchase order (or after you have been told you will not receive
any more from the supplier)

b) After you have sent it to the supplier, before receiving any goods

c) Anytime after you have received at least one set of goods, from the purchase order, but not the items

d) After each draft of a purchase order

. Before you run a Suggested Order Quantity Report, what should you do?

a) Do a manual quantification of all items first

b) Ensure all true customer and supplier invoices have been confirmed

c) Finalise or delete “ghost” purchase orders which are still in the system but which will never arrive

. Review the tender window. Which of the following is true? Select the answer(s)
a) Monty Meds has offered the lowest price

b) The item being reviewed is Amoxicillin 500mg tablet

¢) Monty Meds has been selected as the preferred supplier

d) The total quantity being tendered for is 10000

& Edit Tender ltem = -E- |
ftem Name: l&moxlcilhn 500mg tablet amoS00t Bl Black
Description

Set tender item criteria Compare supplier responses Purchase orders

Specifications sent out: 500 packs of 20 = a total quantity of 10000

Supplier Manufacturer Price Currency Pack Size Volume Tot. Price with... Cost Local Adj Cost +f- % Pref Disq Comment
Monty Meds 1.50 AUD 20 0 0.00 1.50 1.09 0.0546 oo OO
Azul Medica 10,000 AUD 100 1] 0.00 10.00 7.28 0.0728 0 D tablets in blister packs
Montana Supplies 15.000 AUD 100 0 0.00 15.00 10.92 0.1092 o O O
Note Bench mark

Bench mark supplier Not chosen
Adjusted cost  0.0000
Min price  0.0000 Max price 0.0000




36. Which of the following is true about this tender? Select the answer(s)
a) Metronidazole has not yet been awarded to a supplier
b) The total quantity of ceftriaxone advertised on the tender is 400 units
c) All three items have been awarded to different suppliers
d) Amoxicillin has been awarded to Azul Medica

& Edit Tender E=EcR =
Description P‘mnual Medicings and Consumabies Tendar 2022
Creation date 27/09/2021 issue date 2710/2021 | Response by Date/Time Z7711/2021 | [o0:00 GMT Status 38~ [ Locked
Serial Number: 18 Qur reference
Comment |

tems and Compare Prices  Notes Choose Supplers and Enter responses  Slandard condflions Purchase orders Reference documenis Tender preferences Synchronise Log

+ - 'L=1 incoterm Nong w

Search tems | |

New line Delete ine Print Reports
Lin Code Ttem name = of Packs  Pack Size Total Currency  Original ~ Original PO local Unit  Preferred Supplier Ttem Commer
1/ amo500t Amaoxicillin 500mg tablet 500 20 10000 AUD 1,000.00 728.01 0.00 Azul Medica preferenc
2| ceha250i Ceftriaxone 250mg injection 40 10 400  AUD 184.00 133.95 0.00 Montana Supplies
3 met500i Metronidazole S00mg/100m.... 500 1 500 0.00 0.00 0.00 No bids
< >
— Total for Tender quantities 1,184.00
- Total for Purchase Order 980.00 T
Save Sort order =

37. After you have awarded your tender items to suppliers, you are going to create some split purchase orders.

What is the correct process? Arrange the following items in the correct order:

a) Under the Purchase orders tab, click on the Create Blank POs button. Create the same number of blank POs
per supplier as you would like the number of deliveries. Enter the appropriate EDD for each one

b) Under the Tender preferences, ensure the Create Split Deliveries checkbox is ticked. Click OK

c) Select the newly created blank purchase orders and click the Fill quantities button

d) When you are happy with the number of purchase orders and quantities entered, select each purchase
order and click the Convert to SG button



& Edit Tender =% Eon ==

Descrigtion [2nnual Medicines and Cansumabies Tender 2022

Creation date Z7/0/2021 issue date 27102021 Response by DataTime 27112021 | [o0:00 GuT Stams 80w [ Locked
Serial Number. 18 Our reference |
Comment |

Rems and Compare Prices Nofes Choose Supplers and Enter responses Standard condiions Purchase orders Reference documents Tender preferences Synchronise Log

5 & 8 @ 8 &

Creais Blank POs Delete PO Convert o SG Show selected PO Print acceptance ketter Fill quantities

Facuasmd

PO rumber Suppher Dresongtion Stmbus Diaeary Total m PO Currency Target days

caree

38. Look at the tender item window where an item is being added. Which of the following is FALSE? Select the
correct answer.
a) The pack size being advertised is 20. This means suppliers can only bid if their pack size is also 20
b) The item on the tender is amoxicillin 500mg tablets and the total quantity being advertised is 10000 tablets
c) Specific conditions on each item relate only to the item and not to the tender as a whole
d) Comments written here are for internal purposes only and are not published on any tender-related

paperwork
& Edit Tender Item
ftem Name:  JAmoxicillin 500mg tablet amoS00t
Description Original Generated quantity 0

Set tender tem criteria Compare supplier responses Purchase orders

Number of packs 500 Muttipbed by pack size: 20 = total quantity: 10000
Units None v Estimated price 0.00
Comment Conditions
Previous quality concerns related to ___ supphed preference may be given to blister packs

39. The date is February 11" 2022. This is a list of all outstanding purchase order lines. Which of the following is
TRUE? Select the correct answer.
a) You are waiting on Ibuprofen 200mg tablets from Azul Medica only



40.

b)

c)

d)

All items on the Outstanding purchase order lines are overdue from their estimated cate of delivery,
otherwise they would not be on the list

The expected date of arrival for the Specialist laboratory equipment is 10/04/22. If you haven’t received
anything or heard from Azul Medica by then, you should contact them to follow up

You have not received any metformin 500mg tablets from PO #5 yet.

& Oustanding purchse orde nes oo e
( '! et
Y , ’@\] ] Ol
| W—
Find Print Update EDD
PO2  Supplers Suppher Name [tem name Order Confirm Date  Requested Expected date DaystoED0  Adjusted  QtyReceved  Qty Outstanding
5/ ARC Archie Distribution Mettormin 500mg tab 26/07/2021 6/02/2022 500 200 300
5/ARC Archie Distribution Ibuprofen 200mg tab 26/07/2021 6/02/2022 0 5000 0 5000
61/AZU Azul Medica Specialist laboratory equipment 11/01/2022 10/04/2022 58 1 0 1
60 AZU Aeul Medica Ibuprofen 200mg tab 6/01/2022 10/03/2022  10/03/2022 ) 2000 0 2000

You are entering a new Goods Receipt for 300 metformin tablets. The supplier has sent you 2 different batches.
You've entered the first line already. What are your next steps? Select one or more correct answers.

a)

b)

c)

d)

p—
& Edit item.. 0 X

Click the Add line button, then enter the relevant details of the second batch. You must enter the location
now, there will be no chance for editing later

Click the Add line button, then enter the relevant details of the second batch. You must enter the same
location as the first line.

You can only add one batch per goods receipt so you will just need to remember to manually add the second
batch later via an Inventory adjustment

Click the Add line button, then enter the relevant details of the second batch. You can choose a different
location if you wish.

tem [Metformin SO0mg tab metS00t

5 ®

Addline Delete ine  Duplicate ine

Remaining guantity to receive: 200 Packs of: 1
Quantity Pack Size Total quan Batch Expiry Location Comment
100 1 100 FF801 28/02/2023| | SHELF
100| Total receved
Location Details
Total capacity 0 m3 Volume per pack m3
Available space 0 m3 Space required 0 m3
Weight Per Pack kg
Total Line Weight MN& kg

Comment |

Cancel 0K Ok & Next




41. You are editing an item in a Supplier invoice and have finished adding additional details. Which of the following
is true? Select the correct answer(s):
a) The cost of one tablet is 0.05 USD
b) The received stock is in packs of 100, but you are entering them as packs of 1 so that you can
dispense/distribute individual tablets
¢) You cannot edit Location details from this window
d) You cannot edit Batch or Expiry details from this window

&= Add/edit supplier invoice line b
tem |Metformin 500mg tab B | metsoot
Received quantity | 300 Invoice guantity 3
Pack size | 1 Tab Invoice pack size 100
Total guantty: 200.00 Invoice total quantity 300.00
Batch [FFa01 Location [SHELF o
Expry 28022023 | [ Volume per pack | oms |
Weight per pack 1k |En
Adjusted local cost % Margin Sel price
Invoice line unit cost (USD) [0.05 0.05 | 0.00 | 0.05
Price extension (USD)  15.00 Donor |
Comment |
Cancel oK OK & Next

42. Based on this Goods Received date vs Order date- Show Delivery Days Report, arrange the following suppliers in
order of the shortest lead time to the longest:
a) Monty Meds
b) Azul Medica
¢) Archie Distribution
d) Montana Supplies

Goods Received date vs Order date--Show Delivery Days Creation date : 11/02/2021 to 11/02/2022 Store : National Medical Warehouse

Order Date Lines Date goods Delivery Lead Time
Name no. Stat  Confirmed inPO rec'd Item Name Quantity  Method (Days)
Azul Medica 4 fn 20/05/2021 3 20/05/2021 Amoxicillin 500mg tab 5 42
Azul Medica 4 fn 20/05/2021 3 20/05/2021 Metformin 500mg tab 50 42
Azul Medica 4 fn 20/05/2021 3 20/05/2021 Metformin 500mg tab 50 42
Archie Distribution S5cn 26/07/2021 2 28/01/2022 Metformin 500mg tab 200 186
Monty Meds 29 cn 19/10/2021 2 19/10/2021 amoxicillin 250mg/5ml suspension 10 1
Monty Meds 29 cn 19/10/2021 2 19/10/2021 paracetamol 250mg/5mL suspension 92 i}
Monty Meds 29 cn 19/10/2021 2 19/10/2021 paracetamol 250mg/5SmL suspension 8 1
Montana Supplies 59 fn 5/01/2022 2 5/01/2022 Amoxicillin 500mg tablet 30 5
Montana Supplies 59 fn 5/01/2022 2 5/01/2022 Amoxicillin 500mg tablet 20 5
Montana Supplies 59 fn 5/01/2022 2 5/01/2022 Metformin 500mg tab 10 5




43. Look at the following Suggested Order Quantity Report. Which of the following is true? Select the correct option:

44,

45.

a) This report is suggesting a quantity to order based on a need for 12 months of stock. You can adjust how
many months of stock you wish to have on hand when running the report.

b) The suggested order quantity of Isoniazid 100mg tab is 500

¢) Isoniazid and Ethambutol both only have 6 months of stock cover remaining

d) The monthly usage for the last 12 months of Ethambutol 400mg tab is 63

Suggested Ordering Report: Months cover : 12 months. Based on last 12 months usage data,

Page 1 of 1
Item Item  Stockon Back 12months 24 months Monthly usage forthe Months Quantity Ordered Suggested Forecast
Code Item Name VEN category hand order average average last 12 months  Cover on Order quantity in use order used
Isoniazid
Ts0100  100mg tab 2000 0 250 125 250 8 0 0 1000 N
Ethambutol
Eth400  400mg tab 1000 0 125 63 125 8 0 0 500 N

Match the descriptions/answers with the buttons below:

LE B N
LA B N

e
Calculated —— Blank Outstanding

Purchase orders

New calculated purchase orders

Outstanding purchase orders

Purchase orders list

New blank purchase orders

a) Click to create a new purchase order from scratch. Individual items are added one at a time

b) Click to create a new purchase order based on current stock on hand, historical usage and delivery times

c) Click to see a list of items on purchase orders awaiting receipt. Red lines indicate an item that is overdue
from its expected delivery date (or where an EDD has not been entered)

d) Click to renew purchase current and past purchase orders

Match the definitions/answers with the terms below:

Buffer stock

Ordering cycle

Lead time

a) The time delay between carrying out the quantification analysis and when the stock is delivered to the store
b) How much of this item you plan to have on hand just before your next order arrives

c¢) How often you plan to order this item



