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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: 

• Availability of essential medicines. 

• Efficient inventory management. 

• 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: 
 

• Inventory Management 
Easily track stock levels, batches, and expiry dates to make sure medical supplies are used efficiently. 

• Order Management 
Learn how to handle orders, requisitions, and shipments smoothly and without hassle. 

• 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? 

• Accurate and timely data entry into mSupply is essential for managing healthcare supply chains 
effectively.  

• 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: 

• 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. 

• 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. 

• 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. 

• 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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                       Legacy Level 1 
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Session 1.1 Logging into mSupply 
 
After opening mSupply, you will need to log in. 
 

1. First, select your 
username 

 
2. Enter your password 
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3. Select the store you 
would like to work in 

 
4. Click OK 

 
You are now logged in! 
 
You should see your name 
at the bottom left corner! 
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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 

 
2. Select the name of the 

new user  

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

 
5. Click OK 

 
Remember that you can 
see who is logged in by 
looking at the bottom left 
corner! 
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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 
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You have switched stores! 
You can see the store you 
are logged into by looking at 
the bottom left corner. 
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Session 1.4 Transaction Status 
 
Each invoice in mSupply is associated with a Transaction Status which tells you: 

• Whether it is still editable 

• Whether stock levels have been updated in mSupply 
 

❖ 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) 
Transaction has just been 
created and can still be 
edited. 
Stock has not been updated 
in mSupply. 

 
2. Suggested (sg) 
Transaction has been 
opened since first creation 
and can still be edited. 
Stock has not been updated 
in mSupply. 
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3. Confirmed (cn) 
Stock has been updated in 
mSupply but transaction 
can still be edited. 

 
4. Finalised (fn) 
Stock has been updated in 
mSupply and transaction 
can no longer be edited. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

Participants Guide Legacy mSupply                     15 

                                                                                                                                       

Session 1.5 Navigation Tabs 
 
The main mSupply screen is called the Navigator. 
There are six Navigation Tabs. 
 

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

• View and process requests from 
customers 

• Send items to customers 

• Process payments from customers 
 
If your facility dispenses directly to 
patients, the Customer tab is replaced by 
the patients tab. This has the same 
functions as the Customer tab with the 
added ability to dispense prescriptions to 
patients. 
 

 

2. Suppliers 
This tab is used for transactions with your 
Suppliers.  
 
Here you can: 

• Order and receive stock from 
suppliers 

• Record payments to your suppliers 

• Perform procurement functions 
such as running a tender 
 

 
3. Items 
This is where you manage products within 
your store. 
 
Here you can: 

• View your current stock on hand 

• Move stock within your store  

• Perform Stocktakes and Inventory 
Adjustments 

• Manufacture items from existing 
items 

• Repack items into smaller or larger 
pack sizes 
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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. 
 

 
5. Special  
Functions in this tab are usually reserved 
for users with administrative permissions. 
 
Here you can: 

• Modify individual Store 
Preferences 

• Add/edit currencies 

• Add/edit abbreviations for 
dispensing prescriptions 

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

 
6. Admin 
Functions in this tab are usually reserved 
for users with administrative permissions. 
 
Here you can: 

• Add/edit users 

• Set permissions for specific users 
or groups 

• Update system-wide preferences 

• Run a manual backup of data 
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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. 
 

1. Navigate to the Item tab 

 
2. Click the Stock button 
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All items in stock are shown, 
including Stock on Hand, Pack 
size, Batch, Expiry, and 
Location. 

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

 
2. Click the Internal orders 

button 

 
3. Click the New internal 

order button 
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4. Select the General 
button, and click OK 

 
5. A new requisition has 

been created! 

 
6. Click New line 
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7. Enter the first few 
letters of the item 
name, or type @ TAB to 
search for the item 

 

 
8. Click OK 
 

 
9. Enter the quantity you 

want to order 
 

 
10. Keep adding items. Click 

OK 
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11. Double click the item to 

select it. Click OK 
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12. Enter the quantity you 
want to order 

 

 

 
 
Calculated Quantity vs. User Requested Quantity 
 

Calculated Quantity is the 
quantity mSupply 
recommends you should 
order based on your: 

• Average monthly 
consumption (AMC) 

• Stock on hand 

• Months of stock 

• Max MOS 
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User Requested Quantity is 
what you actually want to 
order. 
 
This is usually the same as 
the Calculated Quantity but 
you can change it if 
necessary. 

 
13. Check the Finalise box, 

then click OK 

 
14. Your order has now 

been sent to your 
supplier! 

 
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. 
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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 
Suppliers tab 

 
2. Click the Internal 

orders button 

 
3. Click the New internal 

order button 
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4. Select the Program 
button 

 
5. Select the relevant 

Program from the 
dropdown list 

 
6. Select the Requisition 

type from the 
dropdown list (usually 
either Regular or 
Emergency) 
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7. Enter the Supplier you 
wish to order stock 
from 

 
8. Select the Period for 

this order (the Start 
date and End date will 
update automatically 
based on this 
selection) 

 
9. A new requisition has 

been created! 

 
 
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. 
 



   

Participants Guide Legacy mSupply                     28 

                                                                                                                                       

❖ 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. 

 

 
 
How are order schedules restricted? 
What happens if we try to place another order for the same period? 
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The Period Jan-Mar 2021 
is no longer available, as 
we have already placed an 
order for this period. 
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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 

 
2. Click the Supplier 

invoice list button 
 
When the supplier sends 
you your order, the invoice 
will be waiting in the list. 

 
3. Click Find to show all 

your Supplier invoices 
 
You can also search for a 
specific Invoice Number if 
you know it 
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4. Double click the Supplier 
invoice you want to 
open 

 
Deliveries that have not yet 
been received will have a 
new (nw) status 

 
5. The Supplier invoice has 

been opened! 
 
Before accepting the stock, 
check that all item details 
entered are correct 

 
Let’s look at these details… 

1. Store Name  
tells you who sent the stock 
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2. Comment  
This will indicate if the 
Supplier invoice was 
generated from an Internal 
order you sent. 

 
3. Requisition ID 

This tells you which internal 
order the Supplier invoice 
originated from 
 
You can click this ID number 
to open the original internal 
order, and compare it with 
what the Supplier sent you 

 
4. Invoice price 

This is the total value of the 
stock received 
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5. Other charges 
e.g. transport. 
 
This is optional and can be 
left blank  
 
Any cost here will be added 
to the total value of the 
invoice 

 
6. Items sent 

Here are the items the 
Supplier sent you 
 
Carefully check the Item 
name, Quantity, Pack size, 
Batch, Expiry… 

 
 
If there are incorrect item details, you can edit these by double clicking the line and making the 
necessary changes. 
 
You cannot edit critical information like the original Invoice quantity, but you can change the Received 
quantity. This way, there is always a record of what the Supplier sent you, and what you actually received. 
 

1. Double click an item to 
edit it 
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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 

 
3. If you are finished, click 

OK to return to the 
Supplier invoice screen 

 
4. If you want to continue 

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

 
5. If the Received quantity 

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

 
7. Enter the Location 

 
8. Click OK to return to the 

Supplier invoice window 

 

 
 
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 
box. 

 
10. Click OK 
 
If you want to print the 
invoice, check the Print box 
before clicking OK 

 
11. Click Confirm to enter 

the items into stock 

 
New stock has now been 
added to your inventory! 
 
You can review Supplier 
invoices at ay time by 
clicking the Supplier 
invoices list button 
 
Remember that a 
transaction with a status of 
fn is Finalised and can no 
longer be edited. 

 
 
If you receive stock from any entity that doesn’t use mSupply, you will have to create a Supplier invoice 
manually, which means entering each individual item and its details like batch, expiry and price. 
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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. 
 

1. Navigate to the 
Suppliers tab 

 
2. Click the New Supplier 

Invoice button 

 
3. Search for the supplier’s 

Name 
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4. Type the first few letters 
and press TAB on your 
keyboard 

 
5. Click the New line 

button to start adding 
items 

 
6. Search for the Item you 

have received 
 
There are a few ways to do 
this: 
a)…. 
b)…. 
c)…. 

 
a) Type the Item Code 

then press TAB on 
your keyboard 
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• The item appears… 

 
• Enter the Received 

quantity and Pack 
size 

 
• The Total quantity 

is automatically 
calculated 

 
• Enter the Batch and 

Expiry 
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• Enter the cost of 1 

pack; pay attention 
to the Pack size 
above 

 
• Enter the Sell price 

or enter a % Margin 
for mSupply to 
calculate it for you 

 
• Enter the Location 

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

 
• Add the next item… 

 
b) Type the first few 

letters and press 
TAB 

 
2 possible scenarios: 

o If multiple items 
match your search 

o If only 1 item match 
your search 

 
o If multiple items 

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

 
• The item appears… 

 
• Enter the Received 

quantity and Pack 
size 

 
• The Total quantity 

is automatically 
calculated 
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• Enter the Batch and 
Expiry 

 

 
• Enter the cost of 1 

pack; pay attention 
to the Pack size 
above 

 
• Enter the Sell price, 

or enter a % Margin 
for mSupply to 
calculate for you 
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• Enter the Location 
where you will store 
the item 

 
• If you don’t enter 

the full Location 
code, you will need 
to select it from the 
list 

 
• Click OK & Next to 

keep adding items 
to the invoice 

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

 
• Enter the Invoice 

unit line cost and 
the Sell price 

 
• Enter the Location 

where you will store 
this item 

 
• Click OK & Next to 

keep adding to the 
invoice 
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c) The final way to add 
an item is to type @ 
and press TAB 

 
• A list of all Items 

and current Stock 
on Hand is shown 

 
• Double click an item 

to select it 

 
• Enter all details of 

the received item 
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Tip 
You can use the TAB key to 
move to the next field 

 

 

 
Click OK to return to the 
Supplier invoice 
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Now, all the items you 
added are on the Supplier 
invoice! 

 
The Total invoice cost is 
shown 

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

 
You can record Other 
charges 
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7. Enter the Amount and 
press TAB 

 
 
The Total invoice price is 
updated 

 

 
8. When you are sure that 

everything is correct, 
click the Finalise box 

 
9. Click OK 
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10. Click Confirm 

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

 
 
Which Supplier invoice button should you use when receiving stock? 
 
Well, it depends on where your delivery has come from… 
 

➢ For Internal supplier 
i.e where your supplier uses 
mSupply, a Supplier invoice 
will be waiting for you to 
receive in the Supplier 
invoices list. 
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➢ For External supplier 
i.e. where your supplier 
doesn’t use mSupply, you 
have to enter a New 
supplier invoice manually. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

Participants Guide Legacy mSupply                     52 

                                                                                                                                       

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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Legacy Level 2 
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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, 
quantity 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 

 
2. Click the 

Requisitions button 

 



   

Participants Guide Legacy mSupply                     55 

                                                                                                                                       

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

 
Requisitions with the sg 
status have not been 
processed. 

 
4. Double click the 

Requisition you 
want to process 

 
5. Review the 

Requisition 
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…. Showing the current 
stock available in Your 
store 

 
…the customer’s current 
available stock 

 
… the customer’s 
average monthly usage 
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…the amount the 
customer has requested 
 
 

 
…. how much is 
remaining to supply off 
this Requisition 

 
…how much you are 
going to supply now 
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You can issue the 
customer with less stock 
than they requested 

 
You can also round up 
or down based on 
available pack sizes 

 
You may adjust the Max 
MOS to automatically 
quantify more or less 
stock 
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6. Click Create 
Customer Invoice to 
convert the 
requisition to an 
invoice 

 
7. Click Yes 

 
The Customer Invoice is 
created! 
 
The Customer invoice 
must be finalised for 
stock to leave the store 
and be transferred to 
the customer’s store. 
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The items in the 
Customer invoice 
appear in red. these are 
called Placeholder lines 
and this means that 
stock with a specific 
batch and expiry has not 
been allocated yet. 

 
8. To issue specific 

stock to the invoice, 
click the Magic 
button on the 
bottom left… 
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9. Click the Issue stock 
for all placeholder 
lines 

 
The next item to expire 
(FEFO) is automatically 
allocated to every item 
line  
 
The line will remain red 
if the item is not 
available in stock 
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10. To print a Picking 
slip, check the Print 
box and click OK 

 
Facility staff pick the 
stock and prepare the 
order for delivery 
 
 

 
11. When the order is 

picked and is 
awaiting transport, 
reopen the 
Customer invoice 
from the Customer 
invoices list 
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12. Click the Confirm 
button 

 
13. When the order has 

left your store, 
check the Finalise 
box and click OK 

 
The stock has now been 
removed from your 
inventory. A Supplier 
invoice will now be 
waiting at your 
customer’s store in their 
Supplier invoices list 
ready for them to 
accept when the stack 
arrives 
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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 

 
2. Click the New 

Customer invoice 
button 
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3. Search for the 
Customer name 

 
4. Click New line to 

start adding items 
to the Customer 
invoice 

 
5. Search for the Item 
 
Remember you can 
search by 
-typing the first few 
letters of the Item name 
and pressing TAB 
-typing the item code 
and pressing TAB 
-typing @ and pressing 
TAB  
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mSupply will 
automatically select the 
next to expire (FEFO), so 
you don’t need to select 
anything if you are ok 
with the default 

 
6. Enter the Quantity 

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

 
7. To add another line, 

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

 
Facility staff pick the 
stock and prepare for 
delivery 
 
 

 
9. When the order is 

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

 
10. Click the Confirm 

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

 
Let’s go over the 
process again! 
 
1. Navigate to the 

Customer tab 

 
2. Click the New 

Customer Invoice 
button 

 
3. Search for the 

Customer name 
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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… 
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Add the next item… 
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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 

 
 



   

Participants Guide Legacy mSupply                     73 

                                                                                                                                       

9. Click Distribute 

 
10. When you finish 

adding items, click 
OK 

 
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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12. Find the Customer 
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, 
check the Finalise 
box 

 
18. Click OK 

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

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

• Close and open it again to make changes 

• Create picking slips 
 

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

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

 
 

 
2. Click OK 
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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 
Customer tab, then 
click the New Cash 
receipt button 

 
2. Search for the 

customer Name 
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3. A list of all the 
customer’s 
outstanding 
payments owed to 
you in the default 
Receipt currency 
will appear 

 
You can select a 
different Receipt 
currency from the 
dropdown list if the 
customer owes you in 
more than one currency 

 
4. You can view the 

customer’s Total 
outstanding amount 
owed you. 

 
This is also displayed by 
currency. 

 
5. Enter the amount 

you are receiving in 
the Receipt field 

 
Remember to select the 
Receipt currency if 
applicable 
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6. If the customer is 
making a general 
payment against 
their account, click 
Distribute to 
allocate it across 
multiple invoices, 
beginning with the 
oldest owing line. 

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

 
7. Enter the amount 

the customer is 
paying for that 
customer invoice 

 
Partial payments may 
also be accepted 

 
8. The amount entered 

will now appear 
against the specific 
invoice line you 
selected, and the 
Total payment in 
local currency field 
will update 

 
Click OK to save the 
payment 
 
Once you click OK, the 
payment is finalized. 
You can review the cash 
receipt but it can no 
longer be edited. 

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

 
2. Double click a line 

item to view the 
Cash receipt 

 
Note the status of Cash 
receipts is finalized (fn) 
and so cannot be edited. 

 
3. If you wish to print a 

receipt, check the 
Print box before 
clicking OK 
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Session 2.5 Customer Credits 
 
Sometimes your customers will need to return stock to you, due to damage, short-dated stock, too much 
stock etc. 
 
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… 
 
1. Navigate to the 

Customer tab and 
click the New credit 
button 

 
2. Find the Name of 

the customer 
returning the goods 

 
You can then record 
returned items in two 
ways by either clicking 
New line or History 
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3. If you click New line, 
you must manually 
add each item and 
its Batch, Expiry, 
Quantity and Cost, 
then click OK 

  
4. If you click History, 

you can see a list of 
all items previously 
supplied to that 
customer. You can 
select items and 
specify the Quantity 
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 

 
5. All items being 

returned are shown. 
When you are sure 
everything is 
correct, check the 
finalise box and 
click OK. You can 
print a record of the 
credit by checking 
the Print box before 
clicking OK 

Returned stock has now 
been recorded and 
added to your 
inventory! 

 
 
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 

 
2. Find the customer’s 

Name 
 
All outstanding 
payments and credits 
will appear. 
Outstanding invoices 
are positive numbers 
while Credits are 
negative numbers 

 
3. Double click the 

credit line 

 
4. The credit value is 

shown 
 
Enter the Amount to 
allocate to another 
invoice 
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5. In the 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  

 
6. Enter the Amount 

to pay against that 
invoice line 

 
7. The credit has now 

been applied to the 
outstanding invoice 
line 

 
The Total outstanding 
balance as shown will 
remain available to 
credit against future 
invoices 
 
Click OK to finalise the 
payment. 
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Session 2.6 Dispensary Mode vs Store Mode 
 
Each mSupply store is set up in of two modes:  

• Store mode used in facilities that do not dispense to individual patients  

• Dispensary mode used in facilities that dispense items to individual patients 
 
On the Dispensary mode,  

• The Patient tab replaces the Customer tab  

• Patient replaces Customer on the menu bar 

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

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

 

The Patient tab replaces 
the Customer tab 
 
Patient replaces 
Customer on the menu 
bar 
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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 
Prescribers, 
 
1. Navigate to the 

Special tab and click 
the Prescribers 
button 

 
2. A list of Prescribers 

in your store will 
open 

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

 
3. Enter the 

Prescriber’s Code, 
Last Name, First 
Name, and Initials, 
then click OK 

 
All other fields are 
optional.  
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The new prescriber has 
been added! 
 
You can also add a new 
prescriber in the 
prescription dispensing 
window. 
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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 

  
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 

 
3. Double click on the 

patient name that you 
want to view or edit 
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4. Edit the patient’s details 
as required, then click OK 

 
To add a new patient, 
 
1. Navigate too the Patients 

tab 

 
2. Click the New Patient 

button 
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3. Enter the patient’s 
details 

 
4. At the minimum, you 

must enter the patient 
Code, Last and First 
names 

 
5. However, best practice is 

too enter at least 3 
unique identifiers such 
as 
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Date of birth or Age… 

 
Address… 

  

E-mail or Phone number.. 
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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! 
 
 

 
 
 

 
 
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. 

  
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. 
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Notes 
Click Add event to add a note 
to the patient’s profile. 
Notes are displayed each 
time you dispense a 
prescription to the patient. 
These can be used to remind 
you of patient allergies to 
medicines or preferences for 
certain dosage forms. 
 

 
History 
This tab shows a list of all 
individual items previously 
dispensed to the patient in 
mSupply. 
 
Double click an item to open 
the prescription where it was 
dispensed.  
 
Highlight a line and click Add 
to Patient Med Records to 
add it to the PMR. 

 
PMR 
This is the Patient 
Medication Record which 
can be printed and given to 
the patient as a simple 
summary of all their 
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. 

 



   

Participants Guide Legacy mSupply                     95 

                                                                                                                                       

Backorders 
These allow you to record 
items you were unable to 
supply to a patient, and will 
supply to them at a later 
date. 

 
Store Visibility 
Prescriptions can be 
dispensed to a patient in a 
particular store when the 
Visibility box for that store is 
checked. 
 
Visibility preferences are set 
by Administrators. 
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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 
and click the New 
Prescription button 

 
2. Enter the patient Name 
 
You can: 
--type the first few letters of 
patient’s surname and press TAB 
--type *patient code and press 
TAB 
--type @ and press TAB to choose 
the New Patient button 
 
If the patient cannot be found, 
click the New Patient button. 

 
3. Enter the Prescriber 
You can: 
--type the first few letters of 
prescriber’s surname and press 
TAB 
--type prescriber code and press 
TAB 
--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 
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4. Enter the Prescription Date 

 
5. Click New line to start adding 

items to dispense, then 
search for an item 

You can: 
--type the first few letters of item 
name and press TAB 
--type the item code and press 
TAB 
--type @ and press TAB to choose 
from a list of ALL items  
6. If more than one item 

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

 
Review the Stock on Hand 
column: you can’t dispense an 
item if you don’t have any stock! 
 
Double click the item you want to 
dispense (or click once and select 
Use} 

 
7. The Line number displayed 

shows you which batch you 
are dispensing with all 
available lines shown. 

 
If more than one batch is 
available, mSupply will 
automatically select the next to 
expire. 
 
If you want stock from a different 
line, double click the relevant 
line.  
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8. Enter the Quantity to issue, 
paying close attention to the 
Pack size. 

 
The Total quantity issued = 
Quantity X Pack size, and is 
shown. 

 
9. Enter the Directions for use. 
 
You can set up Abbreviations to 
make dispensing quicker, or 
directly type in the Expanded 
Directions. 
 
If you want to dispense more 
items, click OK & Next. 
 
When you are finished, click OK 
to return to the prescription 
entry window. 

 
10. You can add items from the 

patient’s dispensing history 
by clicking the History 
button. 

 
 

 
11. Click the line if you want to 

copy and click Add to 
prescription. 

 
The item will now show on your 
prescription entry window. 
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12. Review the prescription entry 
window carefully. 

 
You can double click a line to edit 
it, or remove a line by 
highlighting it and clicking Delete 
line(s) 
 
Check the Print box and click OK 
to print labels. 

 
13. If your store accepts 

payments from patients, a 
warning will pop up: click 
Save & Close 

 
Prepare the patient’s 
medications and attach the 
dispensing labels. 

 
14. When you hand the 

dispensed items to the 
patient, reopen the 
prescription by finding it in 
the Prescriptions list. 

 
15. After opening the 

prescription, confirm all 
details are correct. 

Check the Finalise box, then click 
OK. 
Stock has now been removed 
from your inventory and patient’s 
dispensing history has been 
updated.  
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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. 

 
View the Total to pay 

 
Enter the actual Amount given by 
the patient 
 
mSupply will automatically 
calculate the Change to give back 
to the patient 
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Click OK 
 
If you want to print a receipt for 
the patient, check the Print 
receipt box before clicking OK 

 
The patient’s payment is 
acknowledged 
 
Click OK 
 
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 
Patients tab 

 
2. Click the New 

prescription button 
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3. Enter the patient’s 
Name 

 
4. Enter the Prescriber 

 
5. Enter the 

Prescription date if 
it’s not today’s date 
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6. Click the New line 
button to start 
dispensing items 

 
7. Search for the Item 

to dispense 

 
8. mSupply will 

automatically choose 
to dispense the batch 
with the shortest 
expiry date 
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9. Enter the Quantity to 
dispense, taking note 
of the Pack size 

 
10. Enter the Total 

Repeats authorized 
by the prescriber 

 
11. Review/edit the 

Expiry date of the 
Repeats 
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12. Enter the Directions 
for use 

 
If a Payment is required, 
go to this tab 

 
When you are sure 
everything is correct, 
check the finalise box 
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If you are printing 
dispensing labels, check 
the Print box too 

 
 
mSupply will also let you know when a patient has valid repeats to dispense. 
 

1. Create a Prescription 
as usual 

 
2. If a patient has valid 

repeats, the Repeats 
button will be red 
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3. This shows a list of 
the patient’s valid 
repeats 

 
4. Click the line(s) you 

wish to dispense 

 
5. Then click Process 

repeats 
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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) 

 
If payment is required, go 
to the Payment tab 
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When you are sure 
everything is correct, 
check the Finalise box 

 
If you are printing 
dispensing labels, also 
check the Print box 

 
Click OK 
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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 
in the usual process 

 
2. Click the New note 

button to record the 
patient’s allergy 

 
3. Enter details of the 

patient’s allergy 
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4. Specify if you want 
this note to display 
whenever a new 
Prescription is 
created 

 
5. If you select Never, it 

will still display at the 
bottom of every 
prescription 

 
6. Click OK to save the 

note 
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The note is displayed 
here for all future 
prescriptions 

 
Let’s dispense ibuprofen 
tablets 

 
A drug interaction alert 
has appeared 
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Double click the 
interaction alert to learn 
more 

 
Looks like this patient’s 
blood pressure 
medication might not go 
so well with the painkiller  

 
At this point, the 
dispenser should pause 
and reach out to the 
prescriber for 
clarifications 
 
And continues after 
receiving a go ahead 
from the prescriber. 
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Legacy Level 3 
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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 

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

2. To add a location, 
click New location 
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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 
 

 
 
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! 

 
To edit or delete a location, 
 
1. Open Locations again and 

double click on the 
location you wish to 
change 
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2. Edit any details needed, 
then click OK (or OK & 
Next if editing multiple 
lines) 

 
To delete a location, click 
Delete 
 
Remember to set the location 
of stock when receiving stock! 
It takes much loner to do it 
later. 
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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 
around. 
 

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

 
2. Search for the item you 

want to move, then click 
Find 

 
Note that the default search is 
by Item Name but you can 
change it to Item Code 

 
3. To select the item you 

want to move, Double 
click on the item 
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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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All your stock has been 
moved! 
 
If you have multiple lines of 
stock to move, you will repeat 
the process for each line. 

 
To move some stock of the 
same batch to a different 
location, you need to Split the 
stock, 
 
Select the line you want t split 
and click the Split button 

 
Enter the Quantity to Split 
and the New Shelf Location of 
the moved stock, then click 
OK 
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Review the locations… 
 
You have now moved stock 
to different locations! 

  
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) 

 
Click the Consolidate button 
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When prompted, click Yes to 
confirm you want to proceed 

 
The Green box is the location 
that you will keep – this is 
where all selected stock will 
be moved 

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

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

 
Click OK to consolidate stock 
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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. 
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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: 

• You can use the Split function 

• You can use the Repack function 
 

Split function 
 
You can use the Split function 
to repack stock by splitting 
the stock line into different 
pack sizes 

 
1. Select the stock line to 

repack and then click Split 

 
2. Enter the Quantity to 

Split and the New Pack 
Size of the repacked stock 

 
Click OK 
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3. You can now see there is a 
new stock line containing 
repack sizes. 

 
mSupply automatically 
calculates the quantity of the 
new packs 

 
The Repack function can split 
batches into multiple repacks. 
 
1. Navigate to the Item tab 

and click the New Repack 
button 

 
2. Search for the item to be 

repacked 
 
You can  
--type the first few letters and 
press tab 
--type the item code and press 
tab 
--type @ and press tab to 
choose from a list of ALL items 
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3. Double click the batch you 
want to repack 

 
4. Enter the quantity of 

stock you want to repack, 
then click New Line 

 
5. Enter the New pack size 

and Quantity of repacks 
you want, then click OK 
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6. Click the New line button 
to add another repack, 
enter the details of the 
repack and click OK 

 
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 
line! 

 
To print labels for repacks, 
 
1. Navigate to the Special 

tab and click the Misc 
labels button 
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2. Double click the label you 
want to use (you will learn 
how to create one later) 

 
3. Enter the batch and expiry 

details of the repack and 
any other details required 
into the Label details 
Body text. 

 
Enter the Quantity of labels 
you want to print. 
Click Print. 
 
Click OK to save the details of 
your input. Otherwise click 
Cancel 

 
Once you have labelled and 
dispensed your repacks and 
they have been checked off, 
you can finalise them in 
mSupply 
 
1. Navigate to the Item tab 

and click the Repacks list 
button 
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2. To find your repack, when 
prompted, click Find  

 
3. Double click to select the 

repack you want to 
finalise  

 
Hint: the status should be sg 
and the comment column 
should be blank 

 
4. Change the status of the 

repack from Suggested 
(sg) to Finalised (fn) then 
click OK 

 
5. Click Yes when prompted. 
 
You have created repacks for 
your store! 
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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, 
 
1. Click the Items tab 

 
2. Click the Stocktakes 

button 

 
3. Click the New stocktake 

button 
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4. The Item filter window 
appears. Since this is a 
first stocktake, click OK. 

 
5. Enter a Description to 

help you identify the 
Stocktake 

 
6. To start adding new 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 
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14. Click Yes to confirm, when 
prompted 

 
15. mSupply will alert you 

that inventory 
adjustments have been 
created. Click OK 

 
16. 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 
status is finalized (fn) 
 
You only need to manually 
add items like this when you 
first set up mSupply! 

 
To perform a Regular (Full) 
stocktake, 
 
1. Navigate to the Item tab 

and click Stocktakes 

 
2. Click New stock take 

 
3. Select items to stock take. 
 
Click OK 
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4. Add a Description for your 
stocktake for easy 
identification 

 
5. Double click on each line 

to a detailed window and 
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. 

 
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 
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7. Review your stocktake 
carefully. 

 
To finish the stocktake, click 
Create Inventory 
Adjustments. 

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

 
Review your stock by going to 
the Items tab and clicking 
Stock. 
 
You have completed a Full 
Stocktake of your store 
inventory! 

 
To perform a Partial stocktake, you can: 

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 

expiring by a particular date. 
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. 

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

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

 
Randomly select: you can 
enter a number of items you 
want to randomly stocktake. 

 
To add a Blank Stocktake and 
manually add items, 
 
1. Navigate to the Items tab 

and click Stocktakes 
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2. Click New blank stock 
take  

 
3. Enter a Description for 

your Stocktake and maybe 
a reason, in the comment 
box 

 
Click New Line 

 
4. Find the item you want to 

add 
 
To an existing stockline, check 
the tickbox and click Add 
checked 
 
Click OK when prompted 
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5. For new stocklines, enter 
the Stocktake Quantity, 
Pack Size, Batch, Expiry 
Date, Location, Donor, 
Cost Price and Sell Price. 

 
Click Add new 

 
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,  
 
Navigate to the Item tab and 
click Stocktakes 
 
In the Show dropdown list, 
select All 
 
Double click on the stocktake 
to open it 

 
To delete unfinished 
stocktakes, 
 
Navigate to the Item tab and 
click Stocktakes 
 
Select the Stocktake you wish 
to delete, then click Delete 
stock take 

 
When prompted, click Yes to 
confirm you want to delete 
the stocktake. 
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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 

 
2. The Stocktake list 

window appears. Click 
New Stocktake 

 
3. Select the program from 

the Master List, and 
press OK 
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All items listed under the 
program will appear. 
 
Complete the normal process 
for a stocktake. 
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Session 3.6 Inventory Adjustments  
 
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. 
 
Let’s identify the 3 buttons for inventory adjustment… 
 

1. Inventory adjustment 
list  

 
You can look up adjustments 
made by clicking this button.   

 

2. Inventory adjustment 
- add stock 

 
3. Inventory adjustment 

– reduce stock 
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Now, to add stock, 
 
1. Navigate to the Items tab 

and click the Inventory 
adjustment-add stock 
button 

 
2. Enter a reason for the 

inventory adjustment in 
the Comment section 

 
Click New line 

 
3. Search for the item and 

enter the quantity, batch, 
expiry and any other 
details necessary. 

 
Click OK to return to inventory 
adjustment window. 
 
Click OK & Next to add 
another item. 
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4. Check the Finalise box and 
click OK 

 
5. When prompted, click 

Confirm to enter the stock 
into your store 

 
Now, to reduce stock, 
 
1. Navigate to the Item tab 

and click the Inventory 
adjustment-reduce stock 
button 

 
 

 
2. Enter a reason for the 

adjustment in the 
Comment section or select 
a reason from the 
Category dropdown list if 
available 

 
Click New Line 
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3. Enter the item name, 
Click on the batch line 
Enter the quantity 
Click OK to return to the 
inventory adjustment window 
Click OK & Next to add 
another item 

 
4. Check the Print box if you 

want to print the inventory 
adjustment. 

If there are no more changes 
to be made, check the Finalise 
box. 
Click OK 
 

 
 
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 
value entered. 

o Stocktakes enter the total quantity available while Inventory Adjustments enter the quantity being 
removed or added. 

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

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 

 
2. Search for the 

item and click Find 

 
3. Double click on 

the item to open 
the item details 
window 
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4. Click on the Bill of 
Materials tab 

 
Check the Use a bill of 
materials to 
manufacture this item 
box 
 
Click New Ingredient 

 
5. Enter the raw 

ingredient name 
and quantity that 
will be used to 
build the new 
item, then click OK 

Click New Ingredient 
to add another 
ingredient, as required 
mSupply will calculate how 
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 
of finished 
product 

 
Enter the 
Manufacture Method 
(It is useful to add 
expiry and storage 
details here also) 
 
Click OK 

 
 
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, 
 
Navigate to the Item 
tab and click the New 
Builds button 

 
To add the item to the 
build, 
 
Enter a Reference for 
your build and a 
Comment, if required 
 
Click the Item to build 
or to edit button 

 
To add the build 
details, 
 
Enter the item you 
want to build 
 
Enter the quantity to 
build, batch and 
expiry, then click OK. 
You can edit the cost 
and sell price once you 
have added the Bill of 
Materials. 
Click OK 
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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 

 
To review the 
method, 
 
Click on the 
Manufacturing 
Method tab 

 
To allocate batch lines 
to ingredients, 
 
Click on the 
Ingredients tab 
Double click on each 
ingredient to allocate 
stock 
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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. 
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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 
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4. Double click on 
the build you want 
to open 

 
5. Change the status 

to Finalised 

 
6. Click OK 
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7. Click Finalise 

 
8. Now the status 

has changed to fn 
(Finalised) 

 
 
Builds have 4 statuses: 

• New (nw): A new build is being entered, but it has not been saved. 

• 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. 

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

• 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 
 

 
To add a new label, click New  
 
You can Delete or Duplicate 
labels from this window 
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To enter label details, 
 
Enter Label name and Label 
details. 
 
Click OK to save the label. 

 
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 
Value of Stock Issued, 
 
1. Navigate to the Reports 

tab and click on 
Transactions 

 
2. In the Type of Report 

box, select Totals for 
each name 

 
In the Date range section, set 
the timeframe for your 
report 
 
Ensure the Exclude transfers 
from calculations box is NOT 
ticked 
 
Click OK 
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3. Export to Excel by 
selecting Export to Excel 
and click OK 

 
4. Report opens in Excel:  
Total value of stock issued 
 
…showing Report title, 
Name, Transaction count, 
Value, Total 

 
To generate a report on Total 
Quantities of items issued to 
each facility, 
 
1. Navigate to the Reports 

tab and click the 
Transactions button 

 
2. In the Type of Report 

box, select Cross-tab: 
items in rows, names in 
columns, quantity in 
cells 

Apply the required date 
range 
Ensure the Exclude transfers 
from calculations box is NOT 
ticked 
Use the Item filter to select 
the items you wish to report 
on, set up a Flag 
Click OK  
3. Report opens in Excel: 
Total Quantities of items 
issued to each facility 
 
….showing Items, 
Customers, Quantities. 
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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 

 
2. Click on Transactions 

 
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 

 
4. Apply the appropriate 

Date range (in this case, 
this year) 
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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 

 
8. Click OK 
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9. Report opens in Excel: 
Total Quantity of stock 
issued from a facility – 
Quarterly breakdown 
 
…showing Items, First 
Quarter, Second Quarter  
 
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  

 
To save the template, 
 
Enter  

• Report name 

• Comment  

• View preferences 

• Edit preferences 
 
Click OK 

 
To run a saved template, 
 
1. Navigate to the reports 

tab and click on Run 
saved report 
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2. Click on the report you 
wish to run, then click OK 

 
To edit and delete 
templates, 
 
1. Navigate to the Reports 

tab and click on Manage 
saved reports 

 
2. Select the report you 

wish to modify, then click 
the appropriate Edit or 
Delete button, then 
follow the prompts 
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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…. 

 
1. Show total stock value 
This report shows the total 
monetary value of stock in 
your store 

  

2. Current stock 
This report shows the stock 
quantity for each item in 
your store or across multiple 
stores 
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3. Stock on due 
This report shows you the 
quantity and value of stock 
in your store on a specified 
date 

 
4. Item list 
This report allows you to 
view all items in your store 
including the location and 
stock on hand 
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5. Item slow movers  
This report displays items 
over the maximum stock 
threshold you want in your 
store 

 
6. Location report 
This report shows how much 
space each location has 
available for stock 

 
7. Item usage 
This report displays a facility’s average consumption of each item per month, based on previous usage 
within a given timeframe.  
 

To generate an Item usage 
report, 
 
1. Navigate to the Reports 

tab 
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2. Click on Item usage 

 
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 

 
4. 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. 
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5. If you want to, you can 
click the Refresh button 
to show how many times 
match your filter 

 
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. 

 
7. You can choose how 

many months of data to 
base your report on 
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8. Ensure the Exclude 
transfers from usage 
calculations box is NOT 
ticked 

 
9. Click OK 

 
10. Report opens in Excel: 
Items usage report 
 
….showing Report title, 
Store, Item code, Item name, 
VEN categories…. 

 
 
Medicines availability is the % availability of items across different levels of the health system which is the 
primary indicator of success for the health supply chain. 
 
Determining medicines availability involves: 

• Creating a basket of goods which is a list containing critical stock ranging from 20-30 items for 
health facilities and 100 items for medical stores. 

• Auditing the availability of critical stock on a regular basis. 
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To create a basket of goods,  
 
1. Navigate to the Items 

tab and click on the 
Items List button  

 
2. Search for the item and 

click OK 

 
3. Double click on the item 

to open the Item Details 
window 
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4. In the Items details 
window on the General 
tab, check the Critical 
stock checkbox, then 
click OK 

 
5. Search for the next item 

by going back to the 
Item List window and 
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 
Goods, 
 
1. Click on the Reports tab 
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2. Click on the Items List 

 
3. In the Item filter, click 

on Critical Stock from 
the dropdown box 

 
4. Click OK 
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5. Select Open in Excel 

 
6. Click OK 

 
Report opens in Excel: 
Critical Items List 

 
 
Calculating medicines availability involves running a Current stock report and then knowing how many 
items are available in you Basket of Goods. 
 
We can do this for a single store and for multiple stores. 
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To generate the Current 
Stock Report, 
 
1. Navigate to the Reports 

tab and click Current 
stock 

 
2. In the first item field, 

select Critical stock. 
 
In the Report format box, 
select Total stock for each 
item 
 
Check Open report in Excel 
and click OK 

 
3. Select Export to Excel 

and click OK 
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4. Count the number of 
critical items 

 
 
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 Supervisor-all stores. 
 

To switch stores,  
1. Click File 

 
2. Click Switch 
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3. Select Supervisor-all 
stores from the 
dropdown menu 

 
4. Click OK 

 
5. Click on the Reports tab 
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6. Select Current stock 

 
7. In the 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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9. For Report format, select 
Items in rows, Store in 
Columns 

 
10. Click OK 

 
11. Report opens in Excel: 
Current Stock Report and 
National Medicines 
Availability 
 
You can now calculate 
National % Medicines 
Availability 
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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. 

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

 
3. Select Export to Excel 
Click OK 
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4. Report opens in Excel: 
Basic Reports - Expiring 
Items 
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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 
report, 
 
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 

 
2. Select Export to Excel, 

then click OK 

 
3. Requisitions report opens 

in Excel 
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Legacy Level 4 
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Session 4.1 Suggested Order Quantity Report and Manual 
Quantification 
 
There are 3 distinct steps required to arrive at suggested order quantities for each line of stock. 

• Forecast future consumption: mSupply assumes future consumption will match previous 
consumption rates. You can provide your own forecasts when the need arises though. 

• 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. 

• 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 
is as accurate as possible. 
 

1. Delete or finalise ghost 
purchase orders 
(orders that will never 
arrive, placed in error 
or later cancelled). 

 
2. Confirm outstanding 

customer and supplier 
invoices. 

 
3. Tidy items list. 
 
Add any new items to 
mSupply. 
Identify all items to be 
ordered as Normal stock. 
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Now, to generate the 
report, 
 
4. Navigate to the 

Reports tab 
 
Click on the Suggest order 
quantities report 

 
5. Add any item filters 

required 

 
6. Enter the number of 

Months of usage data 
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7. To determine Months 
of stock required, click 
on the Calculate 
button 

 
8. Enter the Lead time, 

Ordering cycle and 
buffer stock 

 
9. Click OK 
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10. The Expected delivery 
date is automatically 
calculated from the 
Lead time entered 
above 

 
11. 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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13. Click OK 

 
14. Select how you wish to 

view the report, then 
click OK 

 
15. Report opens in Excel: 
Suggested Ordering 
Report 

 
 
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 
 
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. 
 

• 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. 

 
The overall workflow of the Tender Module  

o Prepare a list of items and quantities  
o Add standard tender conditions  
o Distribute tender to suppliers  
o Evaluate received quotations and select preferred suppliers  
o Notify suppliers of winning bids  
o Create purchase orders  

 

 

 

 

 

 

 

 

 

 

 

 



   

Participants Guide Legacy mSupply                     192 

                                                                                                                                       

Session 4.3 Create a New Manual Tender 
 
There are 2 ways to create a new tender using mSupply. 

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

• 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. 

 

To create a manual tender, 
 
1. Navigate to the Suppliers 

tab and click the Tenders 
button. 

 
2. Click on New Tender 

 
3. Add a description for your 

tender to make it easily 
recognizable 
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4. Add a reference code or 
number to help identify 
tender-specific 
correspondence 

 
5. Check the Locked 

checkbox to ensure the 
tender cannot be 
accidentally deleted. 

 
6. Select the relevant 

incoterm for your tender. 
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7. Click New Line to add your 
first item (or subsequent 
items from this screen) 

 
8. Enter the Item Name 

here. As always you can 
search by typing a few 
letters or @ followed by 
tab 

 
9. Enter the Number of 

Packs here  
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10. Enter the pack size here 

 
11. mSupply will calculate the 

total quantity of individual 
tablets you are putting out 
to tender. 

 
12. You may change the 

colour of each item if you 
wish, for later reference. 

 
13. This is an internal 

Comment section you can 
use to make item-specific 
comments. Suppliers will 
not see this. 
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14. In this box you may enter 
any Conditions specific to 
the individual item but not 
applicable to the entire 
tender. 

 
15. You can choose to enter 

an Estimated price for this 
item, per pack size. This 
may help as a guide for 
how much the overall 
tender may cost later. 

 
16. Click OK & Next to add the 

next item. 

 
17. Repeat the process for 

your next item 
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18. When you are finished 
and don’t want to add any 
more items, click OK 

 
Done! 

 
To review, edit and delete 
tenders, 
 
1. Navigate to the Suppliers 

tab and click Tenders 
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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. 

 
3. You may use other filters 

to view tenders meeting 
certain requirements from 
the Show dropdown 
menu 

 
4. The tender will appear in 

the Edit Tender window. 
Double click on the selected 
item to view or edit a line. 
You can use the Search items 
field to search for an item. 

 
5. Edit any of the fields you 

need to. 
Click OK 
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The tender has been updated 
with the new quantity! 

 
To delete a tender item, 
 
Select the item and click 
Delete Line 
 
Click Delete when prompted. 
 
Ensure the Locked checkbox is 
unchecked for you to delete 
anything. 

 
The item has been removed 
from the tender. 
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To delete an entire tender, 
 
You can do so from the 
Tenders window. 
Click on the tender you want 
to delete, click Delete Tender 
and Confirm when prompted. 
Again, this is only possible 
when the Locked checkbox is 
unchecked. 

 
To add general notes, 
 
Navigate to the Notes tab and 
enter the notes you want. 

 
To add a general reference 
document, 
 
You do this under the 
Reference documents tab. 
Click on Upload document 
then follow the prompts. 
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To view a document, 
You need to download it. 
Select the document and click 
Download document and 
follow prompts. 
 
To delete a document, 
Select it and click Delete 
document and when 
prompted, Confirm you want 
to delete it. 

 
To filter multiple versions of 
documents, 
Click Show latest version from 
the Show dropdown menu. 
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Session 4.4 Create a New Generated Tender 
 
mSupply can automatically create a suggested tender based upon your previous usage and projected 
demand. 
 

1. Click on the Suppliers tab 

 
2. Click on the Tenders button 

 
3. Click the New Generated 

Tender button 
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4. Click Yes when asked to 
Confirm 

 
5. Apply any item filters here 

 
6. Enter how many months of 

usage data to include 
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7. Click Calculate 

 
8. 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 

 
11. Ensure the Exclude transfers 

from usage calculations 
checkbox is NOT ticked 

 
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. 

 
14. Here you can review your 

tender. Note that the 
Description, Our reference 
and Comment fields have all 
been prepopulated. You can 
still make edits and changes 
from this point on. 
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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 
tab and click on Tenders. 

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

 
2. If you wish to use Master 

conditions categories, it is 
best to create them first so 
you can apply them to your 
conditions list later. 

 
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 

 
4. Your new category is now 

listed! 
 
Repeat the process to add new 
categories as required. 

 
5. To delete 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. 

 
 
6. To add a new master condition, go to the New Master conditions window.. 
 
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. 
Heading: Enter the heading. 
Body: Enter the conditions. 
Category: If you have defined categories, they will be displayed in the dropdown list and yu may select the 
appropriate one. 
Flag: You can use this field to identify particular entries. 
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When you have finished, click OK & Next to add another condition or click OK to return to the Master 
Conditions List window. 
 

7. To view or edit your 
conditions, 

 
From the Show dropdown menu 
you can to view all conditions or 
those belonging to a particular 
category. 
 
Double click a condition to edit. 

 
8. To delete a condition, 
 
Select it from the list and click 
Delete Condition and click 
Delete when asked to confirm. 

 
9. To add conditions, lists, 

categories to a tender, 
 
Click the Standard conditions 
tab 

 



   

Participants Guide Legacy mSupply                     210 

                                                                                                                                       

10. Click Copy from master to 
add conditions from your 
master list. 

 
11. Select a Tender conditions 

category from the 
dropdown box, if you use 
them. This will automatically 
ass all master conditions of 
this type. 

 
If you don’t use categories, just 
click OK and all master 
conditions will be automatically 
added. 

 
12. Click OK 

 
13. You can reorder the 

conditions by clicking on the 
Orders heading if needed. 
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14. To view or edit a condition, 
double click it 

 
15. When you are finished 

viewing or editing, click OK 

 
16. If you wish to delete a 

condition from the tender, 
select the line with a single 
click. 
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17. The click the Delete button 

 
18. Click Yes to Confirm the 

deletion (in this example, I 
will select No as I do not 
wish to delete it) 

 
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. 
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20. Enter your new tender 
condition as before, then 
click OK or OK & Next to add 
another. 
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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, 
navigate to the Choose 
Suppliers and Enter 
responses tab. 

 
Click Add Suppliers. 

 
2. Double click to select a 

single supplier. 
 
To add multiple suppliers, use 
the Ctrl key and click Use 
 
You can click New to add a 
supplier that is not on your 
system. 

 
3. The list of chosen suppliers 

has been added! 
 
The RTM link column indicates whether 
or not a supplier has been linked with 
the Remote Tender Module (to be 
discussed later) 
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4. To delete a supplier from 
the tender, 

 
Select them from the list and 
click Delete Supplier and 
Confirm when prompted. 
 
This only deletes from the tender and 
not from mSupply 

 
5. To print the invitation, 
 
Select your supplier with a single 
click and click Print Invitation 

 
6. Select which form you wish 

to generate 
-the tender invitation generates 
the list of items 
-the tender invitation condition 
generates the list of conditions 
 
Then choose whether you’d like 
to send to Printer, save as PDF 
file on disk, Email PDF etc. Click 
OK 

 
7. This is an example of a 

tender invitation condition 
form 
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8. This is an example of a 
tender invitation 

 
9. You can choose Email PDF to 

email suppliers directly, 
attaching additional 
documents as required 

 
10. Click To Spreadsheet button 

to open your spreadsheet 
application 
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11. Your spreadsheet 
application! 

 
 
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 

 
13. Click Upload when asked to 

confirm 
 
Please note you will still need to 
individually send the item list and 
conditions to your suppliers 
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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  

• How to manuallly enter supplier quotes into mSupply  

• Importing a tender response template that has been filled out 

• How to download quotes from the Remote Tender Module 
 

1. To select Supplier, 
From the Edit Tender window, 
select the Choose Suppliers and 
Enter responses tab 
Double click on the Supplier for 
whom you want to enter 
responses. 

 
2. To enter details, 
Enter the supplier’s reference 
code,  
Enter the Date fields (Date sent, 
Date responded, Valid till) 
Select the quote currency 
To add specific item quotes, click 
New line(s) 
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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 

 
4. To select individual item to 

enter a response, 
Double click the item for which 
you wish to enter a response 

 
5. To enter individual item 

response, 
Enter Price, Tack (size) and 
Currency. If Supplier has 
comment, enter now 
The Price break section can be 
used to note any % discounts 
offered by the Supplier. Click OK 
& Next to continue adding 
responses or OK if you are 
finished. 
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6. Return to Edit Quote window 
to review quotes entered 

 
Click OK & Next to enter quotes 
for the next supplier or OK if you 
are finished. 

 
7. After entering all suppliers’ 

responses, the Choose 
Suppliers and Enter 
responses will look like this 

 
The Total bid column refers to 
the value of the supplier’s bid 
The Tender value column refers 
to the value of goods awarded to 
that supplier. 

 
8. To import a tender response 

from a supplier, 
Ensure the supplier has returned 
the correct template  

 
9. Double click on the supplier 

whose response is to be 
imported 
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10. Enter the relevant details of 
the quote as discussed 
previously. 

Click on the Import tender 
button 

 
11. Select the correct file from 

you’re your computer and 
click Open 

 
12. The supplier’s bid has been 

imported! 
Click OK to close this window or 
OK & Next to edit the next 
supplier’s quote. 

 
 
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 

 
14. Click Choose Suppliers and 

Enter responses tab to see 
the downloaded information! 
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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 
one place. 
 
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 

 
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 

 
 
If the supplier has provided any documents which need to be recorded, these can be uploaded to the Tender 
Module. 
 



   

Participants Guide Legacy mSupply                     224 

                                                                                                                                       

3. Double click on the supplier 
for whom you want to upload 
a document  

 
4. Select the Reference 

documents tab and click 
Upload document and follow 
the prompts. 

 
5. Document is now uploaded 

to the Tender Module! 
 
To view, document has to be 
downloaded. Click Download 
document. 

 



   

Participants Guide Legacy mSupply                     225 

                                                                                                                                       

6. To delete, select the 
document and click Delete 
document. 
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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. 

 
2.  
Lowest priced supplier will 
be highlighted in Blue. 
 
Pref (Preferred) checkbox 
is marked aginst the 
supplier who is awarded 
the item. 
Disq (Disqualified) 
checkbox is optionally 
marked if a supplier is 
disqualified. 

 
3. Select your preferred 

supplier by checking 
the relevant 
checkbox. 

 
Click OK & Next to 
evaluate the next item on 
your tender or OK if you 
are finished. 

 



   

Participants Guide Legacy mSupply                     227 

                                                                                                                                       

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. 
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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.  

 
2. You can see the reports that 

can be generated. 
 
Select the report you wish to 
generate and check the Open in 
Excel checkbox 
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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 
Orders with split 
deliveries, 

 
Navigate to the Tender 
preferences tab. For the PO 
calculation method, select 
Distribute Tender quantity 
evenly. Ensure the Create 
split deliveries checkbox is 
ticked. Click OK to consolidate 
the changes. 

 
2. Reopen your tender and 

navigate to the Purchase 
Orders tab. Click on 
Create Blank POs  
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3. Select the supplier(s), 
Enter an Expected delivery 
date. 
Click OK 

 
4. Repeat the previous 2 

steps until you have the 
required number of Blank 
Purchase Orders. 

 
5. Select the purchase 

orders. 
Click the Fill Quantities 
button. 
Click Yes when asked to 
confirm. 
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6. Quantities and values 

filled! 
 
You can see that the Total in 
PO column has been filled. 

 
7. Change quantities on a 

purchase order by 
navigating to the Items 
and Compare Prices tab 
and select the item. 

 
8. Navigate to the Purchase 

order tab 
Change the Quantity required 
for each delivery  
Click OK 

 



   

Participants Guide Legacy mSupply                     232 

                                                                                                                                       

9. Print Acceptance letter by 
clicking the Print 
acceptance letter button 

 
10. Follow the Printing 

options prompts and click 
OK 

 
11. Select the purchase order 

and Convert to SG 

 
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)  
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13. To delete a PO, click the 
Delete PO button 

 
14. Click Yes when asked to 

confirm 
 
The PO has been deleted! 

 
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 
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16. Navigate to the Purchase 
order tab. Click Create PO  

 
17. Click Yes to confirm 

 
18. Purchase orders created! 
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19. Double click on purchase 
order to add a Requested 
delivery date. Click OK 

 
Repeat this step for each PO 

 
20. Click the Convert to SG 

button 
 
Repeat this step for each PO 
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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. 

 
2. Select ordering by supplier or 

item 

 
3. If you wish to order for some 

items only, select the items 
based on how they have 
been categorised 

 
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 
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5. Purchase order has been 
generated! 

 
Click OK 

 
6. To find and view Calculated 

Purchase Order, click on the 
List button 

 
7. Click OK 

 
8. Double click on the 

corresponding order from the 
list 

 
9. Review  
Enter Name of supplier if 
necessary 
Click Confirm 
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Session 4.13 Create Blank Purchase Order 
 

1. Navigate to the 
Suppliers tab 

Click on the Blank Purchase 
Orders button 

 
2. Enter Name of supplier, 

Donor details and 
Reference numbers, 
Requested delivery 
date. Click New line to 
add items to purchase 
order. 

 
3. Select items and 

quantity. Select name of 
the Item to order. Enter 
Number of packs, Pack 
size. The Total quantity 
is automatically 
calculated. Enter 
Expected delivery date, 
to. Add Comments or 
Notes. 

Click OK if you are finished 
or OK & Next to add another 
item. 
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4. To delete an item, click 
on the affected line(s) 
and Delete lines. 

 
5. Review. 
Select the purchase order 
category. Check and change 
Currency if needed. 
Confirm. 

 
6. Click Yes to confirm 
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7. The Purchase Order is 
complete! 

Click Print 
Click OK 

 
8. To view a list of 

purchase orders, 
 
Click the List button in the 
Purchase orders module 

 
9. Enter search filters or 

click OK to show the 
most recent orders 

 
10. To edit confirmed 

purchase orders,  
Open the PO and select the 
item you want to edit. Enter 
the new Number of packs. 
Click OK 
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11. To delete a purchase 
order, 

 
Select it from the List of POs 
by clicking on it and click 
Delete. 

 
12. Click Delete to confirm 
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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 
our inventory. 
 

1. Navigate to the 
Suppliers tab 

Click on the New Goods 
Receiving button 

 
2. Enter the Supplier in 

the field, press tab on 
your keyboard 
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3. Select the 
corresponding 
purchase order (look 
at Our PO ID). Click 
OK 

 
4. Enter Received date, 

Supplier reference, 
Comment or Donor. 
Click Add from 
purchase order to 
receive goods from 
the PO 
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5. Select items to 
receive. Click Use 

 
Note that items are added 
individually as orders can be 
split, arrive separately or be 
different from the original 
order. 

 
6. Update the received 

Quantity, Pack size, 
Batch, Expiry and the 
Location. Click Add 
line if you are 
splitting the delivery 
into separate 
locations or multiple 
batches have arrived. 

 
Click OK & Next to move 
on to the next item or OK 
if you are finished 
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7. Review. Check 
Finalise box. Click OK 

 
8. Click Finalise when 

prompted 

 
9. A Supplier invoice 

automatically opens 
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 
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10. To confirm the 
supplier invoice in 
order to get items 
received into stock, 

 
Uncheck the Hold box. 
Click OK. Confirm when 
prompted. Click Finalise 
box before clicking OK 

 
11. To Finalise the 

purchase order, 
 
Click Purchase Orders 
List  

 
12. Add search filters 

required. 
Click OK to view most 
recent orders. 
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13. Double click to select 
Purchase Order you 
wish to finalise 

 
14. Check Finalise order 

box. 
Click OK. 
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Session 4.15 Managing Outstanding Purchase Order Lines 
 
mSupply can help you track and manage outstanding purchase order lines. 
 

1. Navigate to the Suppliers tab 
Click Outstanding Purchase 
Orders 

 
2. Lines in red show items that 

have not arrived by expected 
dates. Follow up required. 

Line in black show items that 
have an expected arrival date in 
the future. No follow up required. 

 
3. To update the Estimated 

Delivery Date (EDD), 
1st method: 
Select affected line(s). Click the 
Update EDD button 
Enter Estimated Delivery Date. 
Click Update 
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4.  
2nd 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 

 
5. EDD updated. Red lines now 

black. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

Participants Guide Legacy mSupply                     250 

                                                                                                                                       

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  

 
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 
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3. Review. 
Click OK. 
Check Print box to print. 
Supplier payment is now 
complete! 

 
4. To view past payments, 
 
Click Payments List 
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Session 4.17 Return Goods to a Supplier (And Receive 
Credit) 
 
There are 2 methods to do this. 
 

1st method: 
From a Finalised 
Supplier invoice 
 
1. Navigate to 

Suppliers tab 
Click Supplier invoice 
List 

 
2. Apply search filters 

required. 
Click Find 

 
3. Double click to open 

relevant invoice 
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4. Select items you 
want to return. 

Click Return selected 
lines 

 
5. Review. 
Enter Number of packs 
to return. 
Click OK  

 
6. Click Proceed to 

confirm 

 
7. Alert of new 

Supplier Credit 
created! 

First message (if 
external customer) 
Second message (if 
internal customer) 

 

8. To view supplier 
credit, 

 
Click Supplier Invoices 
List 
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9. Double click on 
Supplier Credit to 
view. 

 
2nd method: 
Create a new Supplier 
Credit directly 
 
1. Navigate Suppliers 

tab 
Click New credit 

 
2. Enter the Name of 

supplier 
Add Their ref details 
Add Comment 
Click New line 

 
3. Search for item. 

Press tab. 
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4. Double click on item 
to return 

 
5. Enter the Line and 

Quantity 
Check Supplier column 
Click OK & Next to 
return another item line 
or OK if finished 

 
6. Check Finalise box 
Click OK 
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7. You can view 
Supplier credit in 
your Supplier 
Invoice List 
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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 
tab 

Click Cash Register 

 
2. The default view 

shows finalized 
transactions for the 
last year. 

 
3. You can manually 

add cash in or take 
cash out from the 
cash register 

Click Add transaction 
 
 
 
Enter Name of entity 
Select Transaction type 
Enter Amount 
Enter Description 
Click OK 
Click Finalise 
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4. The new transaction 
appears in cash 
register and the 
Current register 
balance will be 
updated 

 
5. You can export to 

Excel. 
Then click Print 
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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 

 
2. From this window, you 

view, add new items, 
delete items and edit 
existing items. 

Click Show to view status 
--un: Unassigned 
--as: Assigned but not 
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 

item (Customer, 
Supplier, Quantity, 
Price, Units Comment) 

Click OK 
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4. You can view. 
To edit, double click to 
make changes. 
To delete, select and click 
Delete Ad hoc 

 
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 

 
6. You can see the Ad hoc 

item added to the PO 
on the General tab 

 
Continue with the PO as 
you ordinarily would. 
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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. 
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Session 4.20 Reports: Purchase Orders 
 
There are a number of Purchase Order reports available in mSupply. 
 

To generate the 
reports, 
 
Navigate to Reports 
and click Purchase 
orders 
 
Enter filters and 
click OK 

 
1. Ordered 

Item 
Report! 

 
You can see what 
has been ordered, 
what has arrived, 
what is yet to arrive 
and how much it all 
costs. 

 
2. Goods 

Received 
Date vs 
Delivery 
Date 
report! 

 
These reports can 
help you track 
supplier 
performance and 
lead time. 
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3. Outstandin
g purchase 
order lines 
report! 

 
This report can be 
used to track when 
stock is expected to 
arrive as well as 
follow up on late 
deliveries. 
 

 
4. Purchase 

order vs 
goods 
received 
broken 
down by 
batches 
report! 

 
This report shows 
the date particular 
batches were 
received. 
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Session 4.21 Reports: Purchases 
 
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. 
 

1. Navigate to 
Reports tab. 
Click 
Purchases 

 
2. Select date 

range and 
filters 

Click OK 
Select Open in Excel 
and click OK 
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3. Purchases 

Report! 

 
 

 

 

 

Session 4.22 Reports: Debit/Credit 
 
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. 
 

Navigate to Reports. 
Select the 
Debit/Credit reports 
you wish to create, 
then follow the 
prompts, select 
Export to Excel to 
view report. 
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1. Debtors 
Report 

Shows a list of all 
outstanding 
payments owed to 
you by customers. 
 

a) Outstanding 
invoice 
format 

b) Debt 
summary 
format  

 
2. Aged 

Debtors 
Report 

Shows you the total 
value of the amount 
owed to you by a 
customer while also 
showing you how 
long ago a certain 
debt was accrued. 

 

3. Customer 
Statements 

Shows every 
transaction for that 
customer and 
associated value of 
each transaction. 
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4. Creditors 
Report 

Shows all the 
amounts your store 
owes to creditors or 
suppliers. 
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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 
quotations for future Purchase Orders. 
 

Navigate to 
Reports 
Click Quotation 
summary 
 
Enter filters and 
Click OK 

 
Quotation 
Summary Report 
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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 
appear in your report. 
 

 
1. Navigate to Reports 
Click Transport report 
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2. Add filters. Click OK 

 
3. Transport Report! 
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Session 4.25 Reports: Price List 
 

Note: You can generate a 
Price List for items if you 
have ticked the On price 
list checkbox under the 
Misc tab for each item. 

 
1. Navigate to 

Reports and click 
Update price list 

 
Select options and click 
OK 
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2. Navigate to 
Reports and click 
Price list 

 
Select Open in Excel and 
click OK 

 

 
Item Price List Report 

 
  

 
 
 
 
 
 
 



Legacy 1 Knowledge Check 

1. Which of the following is TRUE about mSupply? 

a) If your internet 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) It requires an internet connection at least occasionally, for orders to be sent and received 

 

2. 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 

 

3. To order stock from another facility using mSupply, create a/an.. 

a) Customer invoice 

b) Internal order 

c) Purchase order 

d) Supplier invoice 

 

4. 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 

 

5. 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 

 

6. 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 

 

7. Who can edit user permissions? 

a) Administrators  

b) mSupply Support Desk only 

c) Nobody 

d) Anyone 

 

8. 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. When should you finalise an internal order? 

a) When you are ready to send the order to your supplier 

b) Never 

c) When you are ready for another user at your facility to check it 

d) After the stock is received 

 

10. Which of the following cannot be edited? 

a) cn 

b) fn  

c) nw 

d) sg 

 

11. 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 

 

12. 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 

13. 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 

 

14. 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 

 

15. 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 

c) The customer invoice is finalised and cannot be edited 

d) Stock has already been issued to the customer 

 

 
 

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 

c) The patient has an allergy to ibuprofen 

d) There is no stock of ibuprofen to dispense 

 



 
 

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 

 



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 

c) There is 1 repeat entered 

d) The instructions have been entered using abbreviations 

 

 
 

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’s impossible to tell which batch is being issued 



             

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 

            



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) There is 1 request for stock which has not been processed 

d) There is 1 new delivery expected, which you should prepare to receive 

 

 
 

24. You have received the following Requisition and reviewed it. You have decided to supply all items to the 

quantities 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 

 

 



Legacy 3 Knowledge Check 

25. 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 

c) When you want to repack stock 

d) When you want to move some stock of the same batch to a different location 

 

26. 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) It is better to measure every item, using a basket of goods is lazy 

b) It is slower to measure medicines availability using a basket of goods but it is more accurate 

c) 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) It is quicker to measure medicines availability using a basket of goods and it is more accurate 

 

27. 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 

 

28. 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  

 

29. 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 

c) Heading 

d) Left and right footers 

e) Body 

 

30. A build is a way of recording items you have manufactured. It will adjust your stock levels such that the 

quantities 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 

c) 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. 

 

31. 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 

c) 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 

 

32. 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 

33. 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 

 

34. 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 

 

35. 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 

c) Monty Meds has been selected as the preferred supplier 

d) The total quantity being tendered for is 10000 

 

  



 

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 

 

 
 

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  



 
 

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 

 

 
 

39. The date is February 11th 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 



b) All items on the Outstanding purchase order lines are overdue from their estimated cate of delivery, 

otherwise they would not be on the list 

c) 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 

d) You have not received any metformin 500mg tablets from PO #5 yet. 

 

 
 

40. 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) 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 

b) Click the Add line button, then enter the relevant details of the second batch. You must enter the same 

location as the first line. 

c) 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 

d) Click the Add line button, then enter the relevant details of the second batch. You can choose a different 

location if you wish.  

 

 
 



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 

c) You cannot edit Location details from this window 

d) You cannot edit Batch or Expiry details from this window 

 

 
 

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 

c) Archie Distribution 

d) Montana Supplies 

 

 
 



43. Look at the following Suggested Order Quantity Report. Which of the following is true? Select the correct option: 

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 

c) 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 

 

 
 

44. Match the descriptions/answers with the buttons below:  

 

 
 

• 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 

 

45. 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 

 


