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Course Overview: Desktop User Level 1 

At the end of this course, you will be able to: 

1. Describe basic mSupply functions 

2. Log into mSupply and navigate the main screens 

3. Order and receive stock from another store using mSupply 

 

Course Structure 

This course is organized into the following sessions: 

S/N Session Title Time Allotted 
1 Logging in 30 minutes 
2 Changing Users 30 minutes 
3 Switching stores 20 minutes 
4 Key Definition 40 minutes 
5 Navigation Tab 30 minutes 
6 Learning check – Basic Function 10 minutes 
7 Viewing current stock on Hand 20 minutes 
8 Internal Orders - General 30 minutes 
9 Internal order - Program 35 minutes 
10 Supplier Invoice 40 minutes 
11 Internet Connectivity 20 minutes 
12 Knowledge Check  10 minutes 
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Session 1.1: Logging in  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Confidently log in to Open mSupply. 

2. Select the correct user account, password, and store. 

3. Verify their login details before beginning activities on the platform. 

 

Time: 15 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Introduction to Logging In Lecturette 5 minutes 

2. Login Steps Demonstration/Guided Practice 10 minutes 

 

 

Activity 1: Introduction to Logging In 

Step 1: Welcome participants to this session and inform them they will learn how to confidently 

login to the mSupply to carry out any and different activities on the platform.  

 

Activity 2: Login Steps 

Step 2: Provide the Link to all participants and ask them to click on it to continue.  

Step 3: Inform participants that the first thing they will see when they open mSupply is the 

Login screen.   

Step 4: Ask participants if they can see the space for selecting their name? 

(Move around the class and be sure everyone is on the login page) 
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Step 5: Inform participants that if a person has been registered, their name will be on the list, 

and they just have to select or search their name through the search bar. 

• Enter your password.  

(each person that is registered is provided with a password) 

 

Step 6: Ask participants to select the store where they intend to carry out an activity. 

Step 7: Tell participants to confirm they are in the right place.  
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• Click on the OK button to proceed. 

 

Step 8: Ask participants to verify they are logged in correctly with their details by looking at the 

bottom left corner of the screen. 

 

Step 9: Ask if all participants can repeat this process on their own before proceeding to the next 

session. 
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Session 1.2: Changing Users 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Switch users correctly in Open mSupply. 

2. Ensure that every activity is traceable to the correct user for accountability and auditing. 

3. Verify that the correct user is logged in. 

  

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Introduction- Purpose of a “User” Lecturette 5 minutes 

2. Steps to Change User Demonstration/Hands-on-Practice 10 minutes 

 

Activity 1: Introduction- Purpose of a “User” 

Step 1: Explain to participants that, for accountability and auditing, every activity on the 

mSupply is traceable to a user, so every time someone else wants to work on the mSupply, be 

sure to switch user from you to the person. So if you are logged in and a colleague wants to do 

something on the mSupply make sure to use the procedure you are to learn now- switch user 

and allow them enter their password. 

Note: Pause to take questions from participants on this point. 

 

Activity 2: Steps to Change User 

Step 2: Call on a volunteer from the participants, one at a time  to read out each step in this unit 

from their trainers guide- 

1. Go to file and click change user… 

2. Select the name of the new user, in this case it is Helen… 

3. Helen will then enter her password  

4. Select the store you want to work in and  

5. Click Ok 

Step 3: Remind the participants how to verify the new user by looking at the bottom left corner 

of the screen. They should all confirm that they can do this with ease. 
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Session 1.3: Switching Stores 

 

Objectives:  

By the end of this Unit, the participants should be able to: 

1. Explain what a “store” is in Open mSupply. 

2. Switch from one store to another correctly. 

 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Introduction – What is a Store? Lecturette 5 minutes 

2. Switching Between Stores Demonstration/Hands-on-Practice 10 minutes 

 

 

Activity 1: Introduction – What is a Store? 

Step 1: Explain what a store is to the participants. 

Hint: Any entity that is using the mSupply, some entities can run multiple store at the same time, 

for example, within a hospital, Emergency Department Pharmacy might manage stock 

completely separately from the main Pharmacy. This would mean two different stores. 

• You may want to confirm participants understand the explanation before you proceed  

 

Activity 2: Switching Between Stores 

Step 2: Ask volunteers from the participants, one at a time to read the steps as shown in their 

guide- 

1. Go to File and click switch – (Remind participants the difference between switch and 

Change user) 
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2. Select the store you would like to log into (you will not need to reenter your password) 

 
3. Click Ok. 
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You have now switched to a different store. 

Step 3: Remind participants they can confirm the store they are working on by looking at the 

bottom left corner of their screen. 

 

Step 4: Conclude the session by appreciating the participants. 
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Session 1.4: Key Definitions. 

 

Objectives: 

By the end of this Unit, the participants should be able to: 

1. Understand and demonstrate the concept of Transaction Statuses in Open mSupply. 

2. Know some common places to find an invoice’s transaction status in Open mSupply. 

3. Recognize when and why to finalize an invoice. 

 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Introduction of Key Terms Used 

in mSupply 

Lecturette 10 minutes 

2. Transaction Statuses: Types and 

Location of Invoice Statuses 

Demonstration 15 minutes 

3. Key Take away Reflections 5 minutes 

 

 

Activity 1: Introduction of Key Terms Used in mSupply 

Step 1: Get a volunteer to read the next page aloud. Explain further that for every invoice 

they see in mSupply the status of the invoice will tell you if it is editable or stock levels have 

been updated. 

 

Activity 2: Transaction Statuses: Types and Location of Invoice Statuses 

Step 1: Ask participants to move to the next slide and ask if they all can see the status  
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Hint: make sure all participants can see the status at the top and explain that it is there 

because the invoice was just created. 

Step 2: Ask participants to move to the next slide and explain the different statuses that are 

showing on the “status” column   
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Step 3: Ask participants to move to the next slide and explain the difference with the previous 

slide where stock was being suggested. In this slide it has been updated but not Finalized. 

 

Hint- Ask for questions and be sure everyone is following the explanations. 

Step 4: Ask participants to move to the next slide and point out the changes that happen to an 

invoice when it is finalized. 
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Activity 3: Key Take away 

Step 1: Get a volunteer to read out the summary of the learning and point out that  

1. An invoice is not editable when it is finalized  

2. Only finalize an invoice when you have crosschecked all entries and absolutely sure 

they are correct. 

Step 2: Appreciate the participants as you conclude the session. 
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Session 1.5:  Navigation Tabs 

 

Objective: 

By the end of this Unit, the participants should be able to: 

1.  Identify and describe the functions of each Navigation Tab in Open mSupply. 

 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Introduction to The Navigation 

Tabs 

Lecturette/Guided Discussion 5 minutes 

2. Exploring the Navigation Tabs Demonstration/Guided Practice 15 minutes 

 

 

Activity 1: Introduction to The Navigation Tabs 

Step 1: Inform participants that the main mSupply screen is called the Navigator. We have 6 

Navigation Tabs in Open mSupply.  

 

Activity 2: Exploring the Navigation Tabs 

Step 2: Get a volunteer to read out the explanation of each navigation tab by clicking on each of 

them. 

1. Customers or Patients  
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2. Suppliers  

 
 

3. Items  

 
4. Reports  
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5. Special 

 
6. Admin 

 

 

Hint: Ask if everybody understands all that was read and if there is any question from any 

participant. 

Step 3: Conclude by appreciating the participants 

 

 

 



Trainers Guide Legacy mSupply  20 
 

Session 1.6: Viewing Current Stock On Hand 

 

Objectives: 

By the end of this Unit, the participants should be able to: 

1. Navigate to the “Item” Tab and view stock on hand. 

2. Interpret key stock details (pack size, batch number, expiry date, location). 

3. Recognize the importance of accurate data entry for reliable stock records. 

 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Introduction  Lecturette/Guided 

Discussion 

5 minutes 

2. Identifying the “Item, Stock botton and 

exploring stock information” Tab 

Demonstration/Guided 

Practice 

5 minutes 

 

 

Activity 1: Introduction 

Explain to the participant that as a logistics Manager, it is good to know you current stock level 

per time and what stock is available per time. These are things that you can easily find out from 

the mSupply if you know how to navigate it. 

 

Activity 2: Identifying the “Item, stock botton and items in stock” Tabs 

Step 1: Tell participants that we will be looking at some 3 tabs briefly.  

• Step 1: Item tab 
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• Step 2: Ask participants to identify the stock button as shown in their workbook 

 

• Step 3: They can see all items in stock including stock on hand. Pack size, Batch 

number, expiry date and location 

 

 

Hint: Ask a volunteer to read out the Tip on the next slide and ask another person to practice it 

using any commodity in stock. 
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Emphasize the next slide- Your mSupply is as good as your data entry, every time stock leaves 

or enters your store, record the transaction. That is the only way your stock will match what you 

have on the shelf. 

Step 4. Take questions and ask for clarifications. 
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Session 1.7: Internal Orders (General) 
 

Objectives: 

By the end of this Unit, the participants should be able to: 

1. Explain the concept of Internal Orders in Open mSupply. 

2. Create a new Internal Order (General) step by step. 

3. Add items to an Internal Order using the correct sequence. 

4. Differentiate between calculated quantity and user-requested quantity. 

5. Finalize an Internal Order and understand the implications of finalization. 

 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Introduction to Concept of Internal 

Orders 

Lecturette/Guided 

Discussion 

5 minutes 

2. Creating a New Internal General Order Demonstration (Trainer-led) 7 minutes 

3. Adding Items to the Order Hands-on Practice  10 minutes 

4.  Calculated Quantity Vs User 

Requested Quantity 

Discussion 3 minutes 

5.  Finalizing the Order Demonstration + Guided 

Practice 

5 minutes 

 

Activity 1: Introduction to Concept of Internal Orders 

Step 1: Explain the concept of Internal Orders to the participants using the explanation in the 

slide below.   

 

Step 2: Allow participants to read the next slide which is introduction on how to place an Internal 

Order and explain any grey area. 
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Activity 2: Creating a New Internal General Order 

Step 1: Ask the participants to read through the slides and then practice the process with them.   

 

1. Navigate to the Supplier Tab 

 

2. Click the Internal orders button  
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3. Click the New internal order button  

 

 

4. Select the General button and click OK. 

 

Hint: Explain the statement in bracket-for instance, the malaria program, HiV and TB 

programs  
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5. A new requisition has been created. 
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Activity 3: Adding Items to the Order 

Step 4: Ask a volunteer to show the class how to add items to the order that has been created.  

o If the participant got it right, ask the class to appreciate them before moving on 

o Be sure all participants follow the sequence of adding items to the order 

1. Click on new line 

2. Enter the first few letters of the item name or type @ Tab to search for 

the item 

3. Click on OK 

4. Enter the quantity you want to order  

5. Keep adding items till you are done with your list. 

 

Activity 4: Calculated Quantity Vs User Requested Quantity 

Step 1: Ask a volunteer to explain what a calculated quantity is and compare or contrast it 

from a user requested quantity. 

Step 2: Ask participants to open the next two slides and read them or ask a volunteer to read 

while others listen. Explain to participants and answer questions. 
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Activity 5: Finalizing the Order 

Step 1: Ask participants if they can all identify finalize button and then OK to conclude the 

transaction. 

 

Step 2: Explain to participants that a finalized order can no longer be edited. That means users 

must learn to go through their entries thoroughly before clicking OK 
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Session 1.8: Internal Orders (Program) 

Objectives: 

By the end of this Unit, the participants should be able to: 

1. Explain the internal program order 

2. Describe the process of creating an internal program order 

3. Identify the key features of internal program 

4. Explain the difference between Regular and Emergency order 

 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Introduction to Internal Program Orders Lecturette/Guided 

Discussion 

5 minutes 

2. Step-by-Step: Creating an Internal 

Program Order 

Demonstration (Trainer-

led)/Hands-on Practice 

15 minutes 

3. Key Features of Internal Program 

Orders 

Slide Presentation/Guided 

Discussion 

10 minutes 

4 Regular vs. Emergency Orders Lecturette/Scenario 

Discussion 

5 minutes 

 

Activity 1: Introduction to Internal Program Orders 

Step 1: Remind participants that if the orders are for programs there may be a few additional 

information that will be required and that is why it is separated from the general orders. 

Hint: Remember to emphasize the selection keys for internal General orders and internal 

program orders  

Step 2: Ask a volunteer to read out the introduction slide. 
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Activity 2: Step-by-Step: Creating an Internal Program Order 

 

Step 1: Ask participants to read out the slides, one at a time while others follow. Provide more 

clarification or details on the steps where necessary. 

1. Navigate to the Supplier tab  

 
2. Click the Internal orders button  
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3. Click the New internal order button  

 
4. Select the Program button  

 
5. Select the relevant Program from the dropdown list  
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6. Select the requisition type from the dropdown list. (usually either Regular or 

emergency)  

 
7. Enter the Supplier you wish to order stock from.  
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8. Select the Period for this order (Note that the Start date and End date will update 

automatically based on this selection)  

 

 

9. A new order has been created- the order sheet will display 
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Hint- Take the next 5 minutes to discuss how the program order is different from the general 

order. Allow volunteers to respond. 

Activity 3: Key Features of Internal Program Orders 

Step 1: Allow participants to view and study using the slides to understand some key features of 

Internal Program Orders that makes it different from Internal General Orders. 

1. Items are restricted.  

 
 

2. Very specific information can be captured  
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3. Order schedules are restricted 

 

 

We will demonstrate what it means for order schedule to be restricted. Explain that orders are 

generated per period using the demonstration online 

 

Activity 4: Regular vs. Emergency Orders 

Step 1: Explain how to differentiate a regular order from an emergency order and let 

participants know that the system keeps track of the emergency orders that we place per period.   

For Emergency, Simply select Emergency from the Requisition type dropdown list. The order 

can still be placed, but this time its recorded as an emergency order and we can easily track 

how many of those orders are being placed. 

 

Step 2: Conclude and move to the next session. 
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Session 1.9: Supplier Invoices 

 

Objectives: 

By the end of this Unit, the participants should be able to: 

1. Record received stock using supplier invoices in mSupply. 

2. Review and finalize supplier invoices. 

3. Create manual supplier invoices for external suppliers. 

 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Introduction to Supplier Invoices Lecturette + Guided 

Discussion 

5 minutes 

2. Viewing Supplier Invoices and 

Understanding Supplier Invoice Fields 

Demonstration 

(Trainer-led) 

10 minutes 

3. Adding Stock to Inventory from Supplier 

Invoice 

Demonstration/ 

Hands-on Practice 

10 minutes 

4.  Creating a Manual Supplier Invoice 

(External Supplier) 

Demonstration/Guided 

Practice 

15 minutes 

 

 

Activity 1: Introduction to Supplier Invoices 

Step 1: Start by telling participants that when stock is received into the warehouse from a 

supplier, we need to enter this into the mSupply, this is done by entering a supplier invoice  

 

Activity 2: Viewing Supplier Invoices and Understanding Supplier Invoice Fields 

Step 1: Get a volunteer from the participants to read each slide and be sure every participant is 

following the discussion. 

1. Navigate to the supplier tab 
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2. Click on the supplier invoice list button  
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3. Click find to show all your supplier invoices  

 

4. Double click the supplier invoice you want to open  
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5. Supplier invoice has been opened. 

 

Step 2: Take note of the following and properly explain all fields to the understanding of 

every participant. 

1. Store name 
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2. Comment if the requisition was sent from an internal order that you sent  

 
 

3. Requisition ID 
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4. Invoice price  

 
 

 

5. Other charges  

 
 

 

 

 



Trainers Guide Legacy mSupply  43 
 

6. Items sent  

 

 

Step 4: Explain what to do if there are incorrect entries 

Hint: You can edit this by double clicking the line and making the necessary changes.  

Note that critical information like the invoiced quantity cannot be edited but you can change the 

quantity received, this shows record of what the supplier said they sent you and what you 

actually received.  

 

Activity 3: Adding Stock to Inventory from Supplier Invoice 

Step 1: Get another volunteer to read through the next slide - You will begin to add stock from 

the supplier invoice to your inventory.  

1. Uncheck the hold box and check the finalize box 
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2. If you want to print the invoice, check the Print box before clicking OK 

 
3. Click confirm to enter the items into your stock 
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Hint:  

1. Inform participants that they must get the alert notifying them they have successfully 

added those items. 

2. Remind participants that they can always review the supplies by clicking on the supplier 

invoice list button. 

3. A transaction with a status of FN is finalized and can no longer be edited. 
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If you receive stock from any entity that doesn’t use mSupply, you will have to create a 

supplier invoice manually. That means entering each individual item and its details like 

expiry and price. 

 

Activity 4: Creating a Manual Supplier Invoice (External Supplier) 

Step 1: Ask the class this question- If I receive donations from the government or I make an 

emergency procurement from a pharmacy in town, do I have to enter the stock in mSupply.  

Step 2: Mention that participants will learn how to create a manual supplier invoice. 

Participants will also learn few handy tricks for looking up items in mSupply . You will use 

what you will learn to search for anything in mSupply, whether that’s an item, customer 

name, supplier name or location. Guide participants using the following steps: 

1. Click on supplier tab 

2. Click on new supplier invoice button  

3. Search for the supplier’s name- you can type the first few letter and press TAB on your 

keyboard. 

4. Click the New line button to start adding items  

5. Search for the item you have received- This can be done by typing the item code, then 

press TAB on your keyboard, the item appears  

6. Enter the received quantity and the pack size- Notice the Total Quantity is automatically 

calculated. 

7. Enter the Batch and Expiry  

8. Enter the cost of 1 pack, pay attention to the pack size above.  

Note: The supplier invoice to use when receiving stock depends on where your delivery comes 

from. 

Internal supplier- if your supplier uses mSupply, a supplier invoice will be waiting for you to 

receive in the supplier invoice list. 
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External supplier- If your supplier doesn’t use mSupply, you have to enter a New supplier 

invoice manually. 

 

Confirm that all participants learnt and are able to receive stock in mSupply. 
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Session 1.10: Internet Connectivity 

 

Objectives: 

By the end of this Unit, the participants should be able to: 

1. Explain the role of internet connectivity in mSupply operations. 

2. Describe the function of the mSupply server. 

3. Recognize the effect of unstable internet on data synchronization. 

 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Understanding Internet Connectivity in 

mSupply 

Lecturette/Guided 

Discussion 

20 minutes 

 

 

Activity 1: Understanding Internet Connectivity in mSupply 

mSupply stores communicate with each other through the internet. Data from your facility’s 

computer is sent to a central server like the one you are seeing on your trainer’s guide. This is 

usually located at the central government headquarters in your country or remotely in the cloud.  

Step 1: Ask a volunteer from the participants to explain what a server is. After their contribution 

you can ask another participant to read what is on the participants’ workbook  

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 chain data. It receives information from every computer around and 

decides what information it needs to send to the other facilities. 

Inform your participants that the 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. 

Step 2: Ask a volunteer to tell us what happens if your internet connection is unstable, ask 

another volunteer to read what is on the next slide. 
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Step 3: Ask participants if we need the internet to use mSupply? Let them read statement in the 

slide. 

 

 

Step 4: Appreciate them for their time.  
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LEGACY LEVEL 2 
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Session 2.1: Requisitions 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Process an order from a customer and issue them stock 

2. Dispense stock to patients 

3. Explain how mSupply tracks a patient's dispensing history 

4. Receive payments from customers and patients 

Time: 25 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. What is requisition Lecturette 5 minutes 

2. Customer invoice Demonstration/Guided Practice 10 minutes 

3. Finalising Requisition Lecturette/ Demonstration 10 minutes 

 

Activity 1: What is requisition 

Step 1: Welcome participants and make them feel comfortable. Inform the class you will take 

them around the mSupply and they will learn how to find and process orders from our 

customers.  

Step 2: Also Inform the participants that when a customer places an internal order using 

mSupply it will arrive the supplying store as a requisition. The supplier reviews the requisition, 

then issues a customer invoice to issue stock from the store. 

Step 3: Ask participants if any volunteer can explain what a requisition is? Take few feedbacks 

and tell them that  “A Requisition is a request for stock from a customer”. 

Stet 4: lets look at Requisition step by step using the slides below.  

1. Navigate to the customer tab 
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2. Click the requisition button  

 

3. A list of requisition is shown-  Requisition with a status of sg have not been processed 

yet 
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4. Double click on the requisition to open it  

 

 

Note: Inform the class that all requisitions arrive with some important information about a 

customer’s stock situation which you can assess before deciding what will actually be issued. 

You might decide to supply everything that is requested or you can make some changes, for 

example, you might supply a smaller quantity than what was requested due to insufficient 

supplies at your own facility. 

 

Step 5: Show participants a picture of what you are talking about also explain what Stock on 

hand means. 
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1. Our stock on hand 

 

2. Customer current stock on hand means how much stock the customer currently has 

available in their store  

 

3. Customer monthly usage means the customer’s average monthly consumption (AMC) 

of each item, based on their historical usage data. 

 

4. Customer requested means how much stock the customer has requested that you 

send them 
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5. Already issued  

 

 

6. Remaining to supply  

 

7. Supply this invoice 



Trainers Guide Legacy mSupply  56 
 

 

8. Max MOS and threshold MOS  

 

Notify the class that when you have entered the quantity you wish to supply the customer, you 

must click the create customer invoice button. 

 

Activity 2: Customer invoice 

Step 1: The items in the customer invoice appear in red. Participants to take note of the 

following steps, also ensure that participants can see and identify the locations on the screen as 

shown in the pictures. Let's look at the step-by-step.   
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Step 2: Ask participants if they have any questions 
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Activity 3: Finalising Requisition 

Step 1: Inform participants that you can create multiple customer invoices from a single 

Requisition. This might happen if you don’t have enough stock to completely fulfil a requisition 

when it first arrives.  When you are  finished with a requisition, you can finalise it. 

Step 2: Lets look at final steps.  

 

 

You finalise the Requisition if 

1. You have supplied everything from the requisition or 

2. You haven’t supplied everything from the requisition, but you don’t intend to supply any 

more later 

Do not finalise the requisition if  

You haven’t supplied everything from the requisition, and you DO intend to supply more later. 

This means once you finalise a requisition, you cant issue any more customer invoices from it. 

Only finalize a requisition when you’re sure you don’t want to issue any more stock from it. 

Step 3: Conclude the session by appreciating the participants. 
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Session 2.2: Customer Invoices 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Explain Customer invoice and step by step to generate it. 

Time: 40 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Customer Invoice Lecturette/ group demonstration 40 minutes 

 

Activity 1:  Customer invoice 

Step 1: Ask a volunteer from the participants to explain what Customer Invoice is all about. Use 

the note below as a guide. 

Trainers Note: Customer invoices are how we issue stock to customers. We’ve already seen 

how to generate a customer invoice from a requisition when our customer also uses mSupply. 

Step 2: Now lets look at step by step to create customer invoice. 

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  

a. Typing the first few letters of the Item name and pressing TAB 

b. Typing the Item code and pressing TAB 

c. Typing @ and pressing TAB 

6. Select the batch Line you would like to issue  
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mSupply will automatically select the next to expie (FEFO), so you don’t need to select anything 

if you are happy with the default  

7. Enter the quantity to issue this is the total number of Packs so pay close attention to the 

pack size 

 

In the example below, we are issuing 300 packs of pack size 100 to give a total 

of 30,000 tablets  

 
8. To add another line, click OK and Next 

 
9. To print a picking slip, check the print Slip, check the Print box and click OK 
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10. 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 

 
12. Click the confirm button  

 
13. When the order has left your store, check the Finalise box and click OK. 
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Step 3: Remind participants that it is at this point that the stock is removed from their inventory. 

Step 4: Ask a participant to explain what customer invoice transaction statuses. Use the note 

below as a guide. 

Trainers Note:  

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

o Close and open it again to make changes  

o Create picking slips 

If the person picking the stock makes annotations on the picking slip, you can still make these 

changes in mSupply after the order has been put together. 

2. Confirmed (cn) 

o The order is now picked and awaiting dispatch  

o It may be in loading area or waiting bay. 

 

3. Finalized (fn) 

Once the item is actually dispatched and leaves the facility, it should be Finalized. It cannot be 

edited after it is finalized. 
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Session 2.3: Picking Slips 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Explain and demonstrate the processes of picking slips. 

Time: 40 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Picking slips Lecturette/ group demonstration 40 minutes 

 

Activity 1: Picking Slips 

Step 1: Inform participants we’re going to learn about the different picking slips formats 

available in mSupply and discuss some best practice tips when picking stock. 

Trainers Note: Remind participants that Picking slips are printed from your Customer invoice 

before it is Confirmed 

Step 2: Lets look at some steps to print a pick slip. 

 

 

  

Step 3: Tell participants that we will be looking at Picking slip printing formats. Slides below. 
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Note: When you print a picking slip. You are presented with some options. There are two 

standard picking slip formats in mSupply- (portrait and landscape, they both have advantages 

and disadvantages as shown in the pictures below). You may have other options available at 

your facility 

Ask a volunteer to read what is on the participant’s guide and take questions for proper 

understanding. 

 

 

Step 4: Inform participants that it is best to have SOP for this process, and go through a 

standard SOP for printing pick slips with them 

1. Train- Staff should be trained and re-trained to carefully follow the picking slip 

2. Sort- The picking slip should automatically sort itself by location to make picking stock 

easier. 

3. Select – Select the correct batch in the correct quantity from the correct location. 

4. Annotate- Annotate the picking picking slip if there are any problem or error. For 

example if an item is in the wrong location or there is insufficient stock of a chosen batch  

5. Sign- Sign the picking slip for each item as it is ‘picked’ off the shelves. Gather all the 

items together on a bench or assembly area 

6. Double check- The picking slip and packed order should be double checked and 

countersigned by another staff member. In smaller facilities, you may check your own 

work. Whatever the size of the facility, the packed order should always be double 

checked. 

Step 5: Tell participants we Ready for dispatch! 
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Any annotations on the picking slip must be correct in the customer invoice. This may be 

done by: 

• Opening the Customer Invoices list; 

• Finding the relevant Customer invoice; and  

• Making the changes 

When everything is correct, Confirm the Customer invoice. A hard copy can be printed and 

placed in the boxes to be dispatched. 

 

Trainers Note: Ask participants “At what point should a Customer invoice be Finalized? 
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Session 2.4: Cash Receipts 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Explain and demonstrate the ability to create a receipt and print. 

Time: 35 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Cash Receipt Lecturette/ group demonstration 35 minutes 

 

Activity 1: Cash Receipt 

Step 1: Ask participants if they receive cash or other monetary payments from their customers. 

Lets look at the introduction slide 

Inform the participants that they will find this unit very useful if they receive cash, cheque or 

transfer as payment for commodity but if they don’t they will still learn how to receive customer 

payments nim Supply though they may not use this functionality in practice. 

Introduce the unit by telling reading this slide to them 

 

 

Step 2: Tell participants we will be looking at step by step.   

• Step 1. Navigate to the customer tab, then click New cash receipt button 

Trainers note: Be sure to point out and confirm all participants can identify this on the 

screen 
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• Step 2. Search for the customer Name 

 

 
 

• Step 3: Alist of all the customer’s outstanding payments owed to you in the default 

receipt currency will appear 

If the customer owes you money in more than one currency, select a different Receipt 

currency from the dropdown list to see lines owed in that currency 

 

 
 

• Step 4: You can also view the customer’s Total outstanding amount owed to you. This is 

also displayed by currency, and will be different for each currency 
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• Step 5: Enter the amount you are receiving in the Receipt field. 

Remember to select the correct Receipt currency, if applicable   

 

 
 

• Step 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 

 
 

• Step 7: Enter the Amount the customer is paying for that customer invoice. 

This is usually the exact amount owing for that invoice, but partial payment may also be 

accepted. 
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• Step 8: The amount entered will now appear against the specific invoice line you 

selected, and the Total payment in the local currency field will update. 

Click OK to save the payment 

 

 
The payment is finalized! 

 

 

Trainers Note: Inform participants that though payment is finalized there are still few steps to 

take to review and probably print the receipt. 

 

Step 3: We are not going to steps of reviewing and printing. 

• Step 1: You can review previously entered payments by clicking the cash receipts list 

button. 
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• Step 2: Double click a line to view the cash receipt. 

Note the status of cash receipt is finalized so they cannot be edited 

 

 
 

• Step 3: if you wish to print a receipt, check the print box before clicking OK 

 

 
 

Trainers note: 

Ask a volunteer to read the next slide. 
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Session 2.5: Customer Credit  

 

Objective: 

By the end of this session, the participants should be able to: 

1. Explain and demonstrate how to receive returned items from customers. 

Time: 35 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Customer Credit Lecturette/ group demonstration 35 minutes 

 

Activity 1: Customer Credits  

Step 1: Tell participants that sometimes your customers will need to return stock to you. The 

stock might be damaged, short-dated or they may have too much stock and want to avoid 

wastage. They may also have made a mistake on their orders! 

Receiving returned stock from a customer can occur in two ways, depending on whether the 

customer also uses mupply. 

Step 2: Lets look at these scenarios 

Scenario A- A customer that also uses mSupply 
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Scenario B- A customer that does NOT use mSupply 

 

Step 3: Ask a volunteer to explain what it means to credit someone. Take few response and 

inform the Participants we will move on to learn how to create a customer credit- 

• Step 1: Navigate to the Customer tab and click the New credit button   
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• Step 2: Find the Name of the customer returning the good- You can then record returned 

items in two ways; by either clicking New line or History 

 

• Step 3: If you click New line, you must manually add each Item and its Batch, expiry, 

Quantity and Cost, then click OK 

 

 

• Step 4: If you click History, you can see a list of items previously supplied to that 

customer.  

You can select a single item or multiple items and specify the Quantity being returned, then 

click Add to credit 

This is a faster and more accurate way of recording returned stock as it will automatically add 

item details including batch, expiry and price  
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• Step 5: All items being returned are shown 

When you are sure everything is correct, check the finalize box and click OK 

You can also print a record of the credit by clicking the print box before clicking OK 

 

Before opening the next slide, ask a volunteer to tell the class what happens if the returned 

commodity is unusable (Damaged, expired or just unsuitable for use) 
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Step 3: Explain to the participants that if no money changes hands between you and your 

customers and you don’t receive payments against invoices, you can skip this step in your 

facility. However, we will run through it now so we can learn and continue the course. 

Step 4: Lets look at the steps. 

• Step 1: Navigate to the Customer tab, then click the New Cash receipt button. 
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• Step 2: Find the customer’s Name  

All outstanding payments and credits will appear 

• Outstanding invoices are positive numbers  

• Credits are negative numbers  

In the example below, there is a $125.5 credit, and we’ll use this to pay for the outstanding 

invoice line of $120 

 

 

• Step 3: Double click the credit line 

 



Trainers Guide Legacy mSupply  79 
 

• Step 4: The credit value is shown as below  

  

Enter the amount to allocate to another invoice  

In this case, we’ll enter $120, as this is the amount owing on the outstanding invoice line 

Make sure this value remains a negative number, as it is a credit 

 

• Step 5: In the buttom right corner, the amount to allocate to outstanding invoices is 

shown (in this case, $120) 

Double click the outstanding invoice line you wish to allocate that amount against  
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• Step 6: Enter the amount to pay against that invoice line 

In this case, we will pay off the full $120 but you can also make partial payment against invoices 

if you have insufficient credit 

 

 

• Step 7: The credit has now been applied to the outstanding invoice line. 

The Total outstanding balance is shown  (-$5.50 in the example), and this will remain available 

to credit against future invoices  

Click OK to finalise the payment 
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Step 5: Get a volunteer to go through this process till you are convinced participants are able to 

practice it with minimal assistance. 

Step 6: supervise the class while they go through the learning checks and score the passing 

mark 
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Session2.6: Dispensary Mode vs. Store Mode 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Describe and differentiate between dispensary mode and store mode. 

Time: 30 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Dispensary Mode vs. Store 

Mode 

Lecturette/ group demonstration 30 minutes 

 

Activity 1: Dispensary Mode vs. Store Mode 

Step 1: Inform the participants that mSupply store is set up either as a store mode or 

Dispensary mode. The slide below explain further.  

 

Step 2: tell participants that we will looking at dispensary mode differ to store mode. The slide 

gives us more details. 

Note: Patient tab replaces Customer tab- The patient tab contains all the same function as 

the customer tab, with a few extra buttons that allow you to dispense prescriptions 
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1. Patient replaces Customer on the menu bar 

The patient menu dropdown list contains functions for prescriptions 

 

2. New prescriptions and patients buttons 

Dispensary mode allows you to dispense prescriptions to individual patients; including: 

• Patient details  

• Prescription details  

• Prescribed items  

• Item directions, which can be quickly written using pre-configured abbreviations. 

You can also: 

• Print dispensing labels  

• Track patient dispensing histories and warnings like allergies  

• Record prescription payments  

• Set up drug interaction alerts 
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3. Similarities between store and dispensary mode 

Dispensary mode has the same customer functions as store mode.  

A store using Dispensary mode can distribute stock to both patients and customers (e.g. 

hospital wards, outreach programs). And can still handle customer requisitions. 

 
Step 3: Ask another volunteer to read through the summary and be sure they all understand the 

differences and similarities.  

 
 



Trainers Guide Legacy mSupply  85 
 

Session 2.7: Prescribers 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Describe and how to add and edit prescribers in mSupply. 

Time: 15 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Prescribers  Lecturette/ group demonstration 15 minutes 

 

Activity 1: Prescribers 

Step 1: Inform participants that we will look at Prescriber. Ask participants to explain who a 

prescriber is. 

Note: Appreciate the effort of any responder before asking them to read the next slide  
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Step 2: Lets see how to add and edit Prescriber in mSupply. 

• Step 1- Navigate to the special tab and click the Prescribers button  

 

• Step 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  
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• Step 3: Enter the prescriber’s code, last Name, First Name, and Initials, then click OK  

All other fields are optional 

 

Summary  
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Session 2.8: Patients  

 

Objective: 

By the end of this session, the participants should be able to: 

1. Describe and find and edit patients who are already entered in mSupply. 

 

Time: 15 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Patients  Lecturette/ group demonstration 15 minutes 

 

Activity 1: Find and Edit Patient 

Step 1: In this session we will looking at how to find and edit patient who are already entered in 

mSupply.  

Step 2: Lets look at the steps together. As k for a volunteer to read each slide while the trainer 

explain. 

• Step 1: Navigate to the Patients tab and click the patient list button. 

 

• Step 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 
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• Step 3: Double-click on the patient name that you want to view or edit 

 

• Step 4: Edit the patients details as required, then click OK 
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Step 3: Tell participants that after the 4th Slides, the patient details have been saved.  

Step 4: Lets see what kind of information mSupply stores in the Patient details window. The 

steps are below. 

1. General 

 

2. Prescriptions 
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3. Notes 

  

4. History 

 

 

 

 

 

 

5. Patient Medication Record (PMR) 
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6. Backorders  

 

7. Store Visibility 
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Step 5: Conclude the session by appreciating all participants 
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Session 2.9: Dispensing Prescriptions  

 

Objective: 

By the end of this session, the participants should be able to: 

1. Describe and demonstrate how to dispense prescription. 

 

Time: 15 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Dispensing Prescription Lecturette/ group demonstration 35 minutes 

 

Activity 1: Dispensing prescription 

Step 1: Explain to participants that prescription are instruction written by a prescriber 

authorizing a patient to be provided with a medicine or medical device and this can be recorded 

in mSupply. 

Step 2:  Lets look at steps involve in dispensing precriptions using mSupply. 

• Step 1. Navigate to the patients tab and click the new Prescription button 
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• Step 2: Enter the patient name  

 

 

• Step 3: Enter the Prescriber  

 

• Step 4: Enter the prescription Data (This will automatically default to today’s date) 
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• Step 5: Click New line to start adding items to dispense, then search for an Item 

 

• Step 6: If more than one item matches your search, a list of those items is shown  
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• Step 7: The Line number displayed shows you which batch you are dispensing, with all 

available lines shown in the table below. 

 

• Step 8: Enter the quantity to issue, paying close attention to the pack size , 

 

• Step 9: Enter the Directions for use 
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• Step 10: You can also add items from the patients dispensing history by clicking the 

History button  

 

• Step 11: Review the prescription entry window carefully. 
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• Step 12: prepare the patients medications and attach the dispensing label  

 

• Step 13: When you hand the dispensed items to the patient, reopen the prescription by 

finding it in the prescription list 
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• Step 14:  

 

Step 3: At this point the patient items have been dispensed, stock has new been moved from 

your inventory, and patients dispensing history has been updated 

Step 4: Now tell participants we will looking at steps involved when patient pay for prescription.  
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Step 5: Conclude this session by informing the participants that the patient’s payment has been 

recorded. 
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Session 2.10: Prescription Repeats 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Explain and demonstrate how to enter repeated prescription. 

 

Time: 15 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Entering repeated prescription Lecturette/ group demonstration 35 minutes 

 

Active 1: Entering repeated prescription 

Step 1: Start by explaining what repeated prescription is. Tell participants that if a prescriber 

authorizes repeat, this means the patient can be supplied with the prescribed item multiple 

times. 

Step 2: Lets look at steps involved. The link below will provide more details.   

https://learn.msupply.foundation/pluginfile.php/1249/mod_scorm/content/1/res/data/video2.mp4 

Step 3: Appreciate participants for their time 

 

 

 

 

 

 

 

 

 

 

 

 

https://learn.msupply.foundation/pluginfile.php/1249/mod_scorm/content/1/res/data/video2.mp4


Session 2.11: Prescription Warnings and Interactions 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Explain prescription interaction and effect on patient.  

 

Time: 15 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Understanding Prescription 

warnings and interactions 

Lecturette/ group demonstration 15 minutes 

 

Activity 1: Understanding Prescription warnings and interactions 

Step 1: Read this slide to participants and explain further  

 

 
 

Ask participants “What is a medication interaction?” 

Allow a few attempts, appreciate them all and show the next slide  
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Get a participants to read through the steps  

 

• Create a prescription in the usual process (Confirm again that all participants remember 

the steps) 

• Click the New note button to record the patient’s allergy  

• Enter details of the patient’s allergy 

• Specify if you want this note to display whenever  new Prescription is created 

• If you select Never, it will still display at the bottom of every prescription  

• Click Ok to save the note 

• The note is displayed here for all future prescriptions  

• Let’s dispense those medications (Ibuprofen) 

• Caution: A drug interaction alerts has appeared as shown below. 
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• Double click the interaction alert to learn more as shown below  

 
 

Inform the class they must confirm if it is okay to go ahead with the dispensing. 

Read the final slide and be sure it is well understood. 
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Guide participants through the Learning Checks 
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LEGACY LEVEL 3 
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Course Structure 

This course is organized into the following sessions: 

S/N Session Title Time Allocated 

1.  Location 15 minutes 

2.  Moving STOCKS 30 minutes 

3.  Repacking Stocks 30 minutes 

4.  Stocktakes - General 35 minutes 

5.  Stocktake - Program 15 minutes 

6.  Inventory Adjustment 30 minutes 

7.  Knowledge check 10 minutes 

8.  Build 40 minutes 

9.  Miscellaneous Labels 30 minutes 

10.  Learning check 10 minutes 

11.  Basic Reports - Transaction 60 minutes 

12.  Basic Reports – Stock and Items 60 minutes 

13.  Basic Report – Expiring Items 25 minutes 

14.  Basic Report- Requisition 45 minutes 
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Session 3.1: Locations  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Define locations 

2. Demonstrate how to view and set up locations 

Total Time: 15 minutes 

S/N Activity Learning Methods Time 

Allocated 

1.  Definition of Locations  Lecture 3 minutes 

2.  How to View and Set up Locations  Interactive 
lecturette 

12 minutes 

 

1. Activity 1: Definition of Locations – 3 minutes 

Step 1: Begin by welcoming the participants to the session, and then briefly go over the learning 

objectives. 

Step 2: Define Locations.  

Locations are places within stores where items are kept. You don’t have to go hunting through 

your stock when mSupply can tell you exactly where it is.  

 

 

Activity 2: How to View and Set up Locations – 7 minutes 

Step 1: Inform participants that setting up Locations in mSupply will help to keep track of stock 

as it gets moved around, which will save you time when picking stock or doing a stocktake. A 

large store like a central warehouse might have several thousand locations set up, while a small 

store may only have a few locations.  

Step 2: Let's look at how to view and set up locations step by step. Please pay attention.  

Step 3: Go over the process with the participants in the following steps: 
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1. Open Locations:  

 
 

2. Location Management Window 

 
 

3. Adding a new Location 
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4. Well done 

 
 

 

5. Editing or deleting a location 
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6. Edit or delete 

 

Step 4: Now you also know how to edit and delete locations. Great work. 

Step 5: Emphasize that they should remember to set the location of stock when receiving stock; 

otherwise, doing it later will take much longer. 
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Session 3.2: Moving Stocks 

 

Objectives: 

By the end of this session, the participants should be able to demonstrate the step-by-step 

process of moving stock 

Total Time: 30 minutes 

S/N Activity Learning Methods Time 
Allocated 

1.  Brief Introduction  Lecture 5 minutes 

2.  The Process of Moving Stocks Interactive 
lecturette 

25 minutes 

 

1. Activity 1: Brief Introduction – 5 minutes 

Step 1: Explain that we have set up a location in the previous session, and we can move stock 

around our stock. Moving stock around our store is one of the most common things we do. 

mSupply will record the movement of stock so you can track the history of the item and see who 

moved things around. 

 

2. Activity 2: The Process of Moving Stocks – 25 minutes 

Step 1: Inform the participants that we will open the item details window for the item we want to 

move. Let's see how this is done step by step. Please pay attention. 

 

1. Open the item list. 
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2. Search for the item you want to move 

 
 

3. Select the item you want to move 
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4. Open the stock tab 

 
 

 

Step 3: Let's see how we can move all stock to a different location step by step. 

 

1. Open the stock line 
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2. Set the location 
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3. Summary page 

 
 

Step 4: We are going to look at Splitting Stock to Move Locations step by step.  

 

Note: Splitting stock to different locations means moving stock of the same batch to a different 

location; you need to split the stock. 

 

 

1. Select the line to split 
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2. Enter the quantity to split and the location 

 
 

3. Review the locations 

 
 

Step 5: Tell participants great work done so for. Now let move stock of the same batch to same 

location step by step. Consolidating stock is used when you have stock of the same batch 

stored in two or more locations. 

 

Step 6: Conclude by informing them that the video slides are provided online under the moving 

stock session. 

 

 

 

 

 



Trainers Guide Legacy mSupply  120 
 

Session 3.3: Repacking Stocks  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain the significance of repacking stocks 

2. Demonstrate the process of repacking stocks 

Total Time: 30 minutes 

S/N Activity Learning Methods Time 
Allocated 

1.  Brief Introduction Lecture 5 minutes 

2.  Step-by-step Process of Repacking 
Stocks 

Interactive 
lecturette 

25 minutes 

 

1. Activity 1: Brief Introduction – 5 minutes 

Step 1: Repacking Stock is useful when you need to reduce the pack sizes of tablets into 

smaller packs for distribution or patient dispensing. 

 

2. Activity 2: The Process of Repacking Stocks on mSupply 

Step 1: Explain that there are 2 ways to repack items on mSupply. 

i. You can use the split function, which we discussed in moving the stock unit, or 

ii. Use the repack function under the item tab. 

 

Step 2: Start by making reference to the Introduction above. Tell participants that we will look at 

the Split function and the repack function.  

 

1. Split Function 
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2. Repacks Function 

 
 

 

Step 3: Let's use the split function for Repacks. Please note that in moving the stock unit, we 

used the split function to move stock to a different location. We can also use the Split Function 

to repack stock by splitting the stock line into different pack sizes. 

 

Split Function 

 

1. Select the line to Repack. 
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2. Enter the Repack Details 
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3. Summary page 

 
 

Step 4:  Let us use the Repack Function. Inform participants that this is a little more complex.  

 

 

Repack Function 

 

1. Create a new Repack   
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2. Enter the item Name 

 
 

 

 

3. Choose a batch Line 
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4. Enter Repack Quantity 

 
 

5. Enter the New Repack Details 

 
 

6. Enter Additional Repacks as needed 
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7. Review your Repacks 

 
 

Step 5: Trainers should clap for the participants for creating multiple repacks from a single 

batch line. Now, let's learn how to print labels for our repack bottles step by step. 
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1. Open Misc Labels 

 
 

2. Select Label 

 
 

3. Enter Label Details 
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Step 6: Tell participants that we have printed our labels and can dispense your repacks. Let’s 

finalize them in mSupply step by step. 

 

1. Open the Repack List 

 
 

2. Find your Repack 
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3. Select the Repack 

 
 

4. Change the Status to Finalised 

 
 

Step 7: Conclude by asking participants if they have questions. 
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Session 3.4: Stocktakes (General)  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain the importance of stocktakes (general) 

2. Perform general stocktakes using the mSupply 

Total Time: 30 minutes 

S/N Activity Learning Methods Time 
Allocated 

1.  Brief Introduction Lecture 5 minutes 

2.  The Process of Stocktakes Interactive 
lecturette 

25 minutes 

 

1. Activity 1: Brief Introduction – 5 minutes 

Step 1: Explain that, when you first open mSupply, your stock will be empty. You will need to 

perform a stocktake, a physical count of all stock in your store. Noting the item name, batch and 

expiry date, and enter these details in mSupply. 

Step 2: Explain further that full stocktakes are performed regularly according to local policy. You 

might also need to perform ad hoc stocktakes for a single or few items if you need to adjust 

stock levels for any reason (e.g., damaged or expired medicines). 

 

2. Activity 2: Brief Introduction – 25 minutes 

Step 1: Tell participants that we will do a full stocktake for our store. Participants should be 

directed to the online slide-video for visual learning. Tell them to pay serious attention.  

 

Step 2: Inform participants that you will manually add items like that once, when you first set up 

mSupply. Let's take a look at how to perform a regular stocktake step by step. 
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1. Open Stocktakes 

 
 

2. New Stocktake 
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3. Select Items to stock take. 

 
 

4. Enter the Stocktake Description 
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5. Edit Stock Line Details 

 
 

6. Adding items from your Physical Stocktake 
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7. Create Inventory Adjustments 

 
 

8. Review your stock 

 
 

Step 3: Congratulate the participants for completing a full stocktake of store inventory.  

 

Step 4:  We are looking at how to do the Partial Stocktake step by step.  

 

Note, there are 2 ways to add a Partial Stacktake. 

i. Add a New Stocktake and add filters to limit the items added OR 

ii. Add a black stocktake and manually add items you need. 

 

Step 5: Let's start with Add Filter to a New Stocktake. Now we see the step-by-step process to 

achieve this. 
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1. Item Filter 

 
 

2. Additional filter or categories 
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3. Stock Location 

 
 

4. Expiry date 
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5. Randomly Select 

 
 

Step 6: We will be looking at Add a Blank Stockstake step by step.  

 

1. Click on Stocktakes 
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2. Create a New Blank Stockstake 

 
 

3. Add a new Line 
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4. Add Stockline Details  

 
 

5. Create Inventory Adjustment 

 
 

Step 7:  At this point, we have successfully learnt Full Stocktake and Partial Stocktake. Now 

let's look at Reviewing and Deleting Stocktake step by step. 
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1. Reviewing All Stocktakes 

 

 
 

2. Deleting Unfinished Stocktakes 

 
 

 

Step 8: Congratulations to all our participants, you have completed a Full stocktake, a Partial 

stocktake, reviewed your stocktake and deleted incomplete stocktakes. 
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Session 3.5: Stocktakes (Program)  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain the importance of program stocktakes 

2. Perform program stocktakes using the mSupply 

Total Time: 30 minutes 

S/N Activity Learning Methods Time 
Allocated 

1.  Brief Introduction Lecture 3 minutes 

2.  The Process of Program Stocktakes Interactive 
lecturette 

12 minutes 

 

1. Activity 1: Brief Introduction – 5 minutes 

Step 1: Once programs are set up in mSupply, creating a Program Stocktake is easy. It's just 

like a normal stocktake with one filter applied.  

 

2. Activity 2: The Process of Program Stocktake – 12 minutes 

Step 1: In this session, we will be looking at Programs Stocktake. Let's begin step by step. 

 

1. Open Stocktake 
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2. New Stock take 

 
 

3. Select Program 
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4. Stocktake Items appear 

 
 

Step 2:  With the steps above, you have successfully completed Program Stocktake.  

 

 

 



Session 3.6: Inventory Adjustment  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Describe the process of inventory adjustment 

2. Conduct an inventory adjustment, both add or reduce stock 

Total Time: 30 minutes 

S/N Activity Learning Methods Time 
Allocated 

1.  Brief Introduction Lecture 5 minutes 

2.  How to Conduct an Inventory Adjustment Interactive 
lecturette 

25 minutes 

 

1. Activity 1: Brief Introduction – 5 minutes 

Step 1: Explain that the inventory adjustment allows you to increase or decrease the quantity of 

stock that is recorded in mSupply.  

Step 2: You will need to adjust the inventory if: 

i. Stock needs to be destroyed (Due to damage or expiry) 

ii. Stock has been stolen 

iii. You find some stock on the shelf that is not in mSupply, and you don’t know where it 

came from. 

 

Step 3: Emphasize that they do not use Inventory adjustments for distributing stock to 

customers or patients or receiving stock from suppliers. Inventory adjustments are used to deal 

with a problem or fix a mistake, not in the general process of entering transactions into mSupply. 

 

Step 4: Ideally, you should always complete a physical count of stock when adjusting the stock 

level. 

 

2. Activity 2: How to Conduct an Inventory Adjustment – 25 minutes 

Step 1:  Welcome participants to this activity and inform them that we will look at the step-by-

step process of how to make an inventory adjustment. 
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1. Navigate to the Item tab. 

 
 

2. Inventory adjustment list 
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3. Inventory adjustment – Add stock 

 
 

4. Inventory adjustment- reduce stock 

 
 

Step 2: Now, let's look at how to create inventory Adjustments – Add Stock 
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1. Create a New Inventory Adjustment to Add Stock 

 
 

2. Add a New Line 
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3. Enter the stock Details 

 
 

4. Finalise the Inventory Adjustment 
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5. Summary 

 
 

Step 3:  Next, us to look at the step-by-step of Inventory Adjustment – Reduce Stock 

 

1. Create a New Inventory Adjustment to Reduce Stock, 
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2. Add a New Line 

 
 

3. Enter the Item Details 
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4. Finalize the Inventory Adjustment 

 
 

Step 4: Ask participants if they have any questions. Ensure all questions are answered as 

clearly as possible.  
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Session 3.7: Builds  

 

Objective: 

By the end of this session, the participants should be able to demonstrate the ability to build new 

items 

Total Time: 35 minutes 

S/
N 

Activity Learning Methods Time 
Allocated 

1.  Brief Introduction Lecture 5 minutes 

2.  How to Build Items in mSupply Interactive 
lecturette 

30 minutes 

 

1. Activity 1: Brief Introduction – 5 minutes 

Step 1: Explain that the 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 is create. 

Step 2: Before we can build an item, we need to ensure that the bill of materials (the ingredients 

and method) have been added to the items details. If this is the first time you are making this 

item, you need to add it as a new item in mSupply. 

 

2. Activity 2: How to Build Items in mSupply – 30 minutes 

Step 1: Inform participants that we will be learning step by step how to create a Bill of Materials 

for the item we want to build. 

 

1. Search for the item to build 
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2. Search for the item 
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3. Select the item 

 
 

 

 

 

 

 

 

 

4. Open the Bill of Materials 
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5. Add ingredient to the Bill of Materials 

 
 

 

 

 

 

 

 

 

6. Enter the Manufacture Method 
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7. Summary 

 
 

Step 2: Inform the participants that to build functions in mSupply 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. Let's see the step-by-step process of how to build.  

 

 

1. Add a New Build 
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2. Add the Item to Build 

 
 

 

 

 

3. Add the Build details 
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4. Add the Bill of Materials 

 
 

 

 

 

 

 

5. Review Manufacturing Method 
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6. Allocate Batch Lines to Ingredients 

 
 

 

 

7. Confirm the Build 

 
 

8. Please refer to the online video slide for Finalise a Build. 

https://learn.msupply.foundation/pluginfile.php/1235/mod_scorm/content/1/res/data/video

1.mp4  

 

 

 

 

 

 

 

https://learn.msupply.foundation/pluginfile.php/1235/mod_scorm/content/1/res/data/video1.mp4
https://learn.msupply.foundation/pluginfile.php/1235/mod_scorm/content/1/res/data/video1.mp4
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9. Builds have 4 statuses 

 
 

 

Step 3: Appreciate the participants.  
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Session 3.8: Miscellaneous Labels  

 

Objective: 

By the end of this session, the participants should be able to demonstrate the ability to develop 

and print labels 

Total Time: 30 minutes 

S/N Activity Learning Methods Time 
Allocated 

1.  Brief Introduction Lecture 5 minutes 

2.  How to Develop and Print Labels Interactive 
lecturette 

25 minutes 

 

1. Activity 1: Brief Introduction – 5 minutes 

Step 1: Explain that the miscellaneous labels function allows you to create and save labels that 

you can print at any time from the label printer. This is particularly helpful for labels you print 

regularly, such as repack labels. Before you can print labels using this function, the printer must 

be set up and configured in mSupply. 

 
2. Activity 2: How to Develop and Print Labels – 25 minutes 

Step 1: In this session, we will be learning the step-by-step process of how to add a new label. 

 

1. Open Miscellaneous Labels 
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2. Add a New Label 

 
 

3. Enter Label Details 



Trainers Guide Legacy mSupply  163 
 

 
 

Step 2: Now, let's look at the Add Label window in more detail. Tell participants to be very 

attentive. 

 

 

 

1. Label Name 
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2. Label Details 

 
 

 

 

 

 

3. Size 
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4. Line spacing 

 
 

 

 

 

 

 

5. Quantity to Print 
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6. Print 

 
 

 

 

7. Cancel 
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8. Ok 

 
 

 

 

9. Summary 
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Session 3.9: Basis Reports - Transactions  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain basic transaction reports 

2. Demonstrate the ability to develop transaction reports 

Total Time: 60 minutes 

S/N Activity Learning Methods Time 
Allocated 

1.  Brief Introduction Lecture 5 minutes 

2.  How to Develop Transaction Reports Interactive 
lecturette 

55 minutes 

 

1. Activity 1: Brief Introduction – 5 minutes 

Step 1: Explain that the transaction report summarises supplier, customer and patient 

transaction data from your store.  

Step 2: When you open the transaction report window, there are many reports to choose from 

(and we mean many) and filters you can apply. We will work through some of these reports 

shortly. 

 

2. Activity 2: How to Develop Transaction Reports – 55 minutes 

Step 1:  Inform participants that we will look at the transaction report window in further detail.  
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1. Type of report 

 

2. Transaction type:  

   
 

3. Transaction category filter 
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4. Name Filter 

 
 

5. Item filter 
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Step 2: Now, let’s take a look at some of the commonly used transaction reports in mSupply. 

Introduction: You have been asked to prepare a report showing the monetary value of stock 

issued to each facility from January – December 2020. 

 

This information will be used to assess whether a facility consumed significantly more or less 

than planned and, if so, why.  

 

 

 

1. Open Report – Transactions  
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2. Select Report Type and enter Date Range 

 
 

 

 

 

3. Export to Excel 

 
 

Step 3: Report: Total value of stock issued. Let's examine the different components of this 

report and what it tells us. 
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1. Report Title 

  
 

 

 

2. Name 
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3. Transaction count 

 
 

4. Value 

 
 

5. Total 
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6. Summary 

 
 

Step 4: Let’s look at step-by-step to generate a report on antibiotic usage, which shows the total 

quantities of each item issued to each facility so far this year. 

 

1. Go to Reports – Transaction 

 
 

2. Select Report Type and apply relevant filters 
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3. The Report viewed in Excel 
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4. Summary 

 
 

Step 5: This time you’ve been asked to produce a report showing the total quantities of each 

item on the Tuberculosis program issued from your store, broken down into quarters. 

 

Step 6: Let’s look at how to generate this report. Use the link below. 

https://learn.msupply.foundation/pluginfile.php/1239/mod_scorm/content/1/res/data/video1.mp4 

Let's look at the Report: Total quantity of stock issued from a facility – Quarterly breakdown. 

  

  
 

 

 

 

 

https://learn.msupply.foundation/pluginfile.php/1239/mod_scorm/content/1/res/data/video1.mp4
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Step 7: We will be learning the step-by-step process of Saving Report Templates 

1. Create a template 

 
 

 

 

 

2. Save Template  
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3. Running a saves template 

 
 

4. Select the template 

 
 

 

5. Editing and deleting the template 
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6. Select the report 

 
 

Step 8: Conclude this session by appreciating the participants 
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Session 3.10: Basis Reports – Stock and Items  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain basic reports for stock and items 

2. Demonstrate the ability to develop basic reports for stock and items 

Total Time: 60 minutes 

S/N Activity Learning Methods Time 
Allocated 

1.  Brief Introduction Lecture 5 minutes 

2.  How to Develop Stock and Items Reports Interactive 
lecturette 

55 minutes 

 

1. Activity 1: Brief Introduction – 5 minutes 

Step 1: Explain that the stock and item reports are useful for reporting on item values, quantities 

or usage. You can print any of these reports or export them to Excel.  

 

2. Activity 2: How to Develop Stock and Items Reports – 55 minutes 

Step 1: Tell participants that we will quickly look at what each report shows before examining 

some reports in greater detail.  
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1. Show total stock value                                            

 
 

2. Current stock 

  
 

3. Stock on date  
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4. Item list 

  
 

 

5. Item usage 
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6. Item slow moves 

 
 

7. Location report 

 
 

Step 2: That was a quick introduction to stock and items reports.  

 

Step 3: Let's move to another report.  
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You have been asked to review the usage of items on your essential Drug List, to determine 

how long your current stock on hand will last and whether you will need to order more.  

 

Fortunately, you know there’s a report that can do this. Allow participants to view the video 

slides with the link below. 

https://learn.msupply.foundation/pluginfile.php/1240/mod_scorm/content/1/res/data/video1.mp4  

Item Usage Report in excel                           

   

   

   

   

   

https://learn.msupply.foundation/pluginfile.php/1240/mod_scorm/content/1/res/data/video1.mp4
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Step 4: Let's learn how to set up a Basket of Goods (Critical Items) in your store. This will be 

used to calculate Medicines Available. Tell participants they will need the Basket of Goods list 

ready for this. 

 

 

 

 

 

 

 

Creating a Basket of Goods. 

1. Navigate to the Item tab 

 
 

2. Find the Item 
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3. Select the Item 

 
4. Check the critical stock checkbox 
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5. Search for your next item 

 
 

6. Summary: You have created a Basket of Goods in mSupply. Next you will see how to 

review your Basket of Goods 



Trainers Guide Legacy mSupply  189 
 

 

Step 5: We will look at how to review our Basket of Goods. Please view the link below. 

https://learn.msupply.foundation/pluginfile.php/1240/mod_scorm/content/1/res/data/video2.mp4 

 

Step 6: Inform participants that we will be looking at your Item List Report. 

  

   

   
 

Step 7: Now we can calculate the medicines available. This is a 2-step process, first we run the 

Current stock report, and then you will know how many items are in your Basket of Goods. 

 

1. Current Stock Report:  

https://learn.msupply.foundation/pluginfile.php/1240/mod_scorm/content/1/res/data/video2.mp4
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2. Apply item filters and report format 

 
 

3. Export to Excel 
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4. Count the number of critical items 

 
 

 

 

 

 

 

 

 

 

 

 

5. Calculate medicines availability for a single store 
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Step 8: Next, we will look at how to produce a Current Stock report across multiple stores. Only 

supervisors can have this kind of access. Tell participants to use the link below to watch the 

slide video. 

https://learn.msupply.foundation/pluginfile.php/1240/mod_scorm/content/1/res/data/video3.mp4 

 

Current Stock Report and National Medicines Availability 

1. Review Report. 

   
 

2. Calculating National % Medicines Availability 

   
 

https://learn.msupply.foundation/pluginfile.php/1240/mod_scorm/content/1/res/data/video3.mp4
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Step 9: Tell participants that they can also see % Medicines Availability (both at a facility and 

National level) on the mSupply Dashboard; you don’t have to manually calculate it yourself 

every time. Conclude by appreciating all participants. 
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Session 3.11: Basis Reports – Expiring Items  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain expiring items reports 

2. Demonstrate the ability to develop expiring items reports 

Total Time: 25 minutes 

S/N Activity Learning Methods Time 
Allocated 

1.  Brief Introduction Lecture 5 minutes 

2.  How to Develop Expiring Items Reports Interactive 
lecturette 

20 minutes 

 

1. Activity 1: Brief Introduction – 5 minutes 

Step 1: Explain that the expiring items report produces a list of items that will expire on or 

before a specific date. It also lists the quantity and value of stock due to expire in that period.  

 

Step 2: Explain further that this report helps you to identify: 

• Expired items in your stock that must be removed 

• Short-dated stock that may need to be reallocated to high consumption facilities to 

reduce wastage 

• Decide whether you need to resupply facilities that could have a stock shortage or stock 

out due to expiring items. 

 

2. Activity 2: How to Develop Expiring Items Reports – 20 minutes 

Step 1: Start the session with a brief ice breaker. Now, tell the participants we will be looking at 

the outline steps below on how to run the Expiring Items report. 

 

1. Select the Expiring Items Report 
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2. Enter the Report Details 

 
 

3. Select Printing Options 

 



Trainers Guide Legacy mSupply  196 
 

 

Step 2: Let's take a look at some of the information it contains in an Excel spreadsheet. 

  

  
 

Step 3: Let's look at the report. 

 
Step 4: Conclude by informing the participants that we to minimise stock loss and need to 

dispose of expired stock. 

 

 

 

 

 

 

 

 

 

 

 

 



Session 3.12: Basis Report – Requisition  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain requisition report 

2. Demonstrate the ability to develop requisition reports 

Total Time: 45 minutes 

S/N Activity Learning Methods Time 
Allocated 

1.  How to Develop Requisition Reports Interactive 
lecturette 

45 minutes 

 

Activity: How to Develop Requisition Reports – 45 minutes 

Step 1: Begin by welcoming the participants to this session. Let’s look at it step by step in 

generating a requisition report. 

 

1. Introduction 
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2. Report Type 

 
 

 

 

3. Requisition Filter 
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4. Item filter 

 
 

 

 

5. Customer Requisition filter 
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6. Click ok 

 
 

 

 

 

7. Select Export to Excel, then click ok 
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Step 2: Tell the participants how wonderful they have been since the beginning of this Level.  

Below is are Excel report generated  

  

  

   

  

  

   
 

Step 3: Conclude the session by appreciating everyone for their time and contributions. 

 

 

 

 



LEGACY LEVEL 4 
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Session 4.1: Suggested Order Quantity Report and Manual 

Quantification  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain how suggested order quantities are calculated 

2. Describe the process of clean up  

3. Demonstrate ability to generate report 

4. Apply manual quantification 

 

Time: 50 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. How suggested order quantities are 

calculated by mSupply 

Lecturette/ group 

demonstration 

10 minutes 

2. Clean up mSupply Lecturette/ group 

demonstration 

10 minutes 

3. Generating the suggested order 

Quantity Report 

Lecturette/ group 

demonstration 

20 minutes 

4. Manual Quantification 

 

Lecturette/ group 

demonstration 

10 minutes 

 

Activity 1: How suggested order quantities are calculated by mSupply 

Step 1:  Welcome participants to this course and assure them that it will an interest 

course but they will need to be attentive, concentrate, participate full and avoid any 

distractions.  

Step 2: inform participants that we will looking at 3 distinct steps required to arrived at 

suggested order quantities for each line stock. An they are  

1. Forecast future consumption 

2. Calculated required stock quantity 

3. Calculated purchase order quantity 

Step 3: ask participants if they have any question, if no questions move the next task 

which is  explaining the steps using the slides below. 
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1. Forecast future consumption 

 
2. Calculate required stock quantity 

 
3. Calculate suggested purchase order quantity 

 

Activity 2: Clean up mSupply 

Stem 1: Tell participants that before generating the suggested order quantity report its 

important to clean up mSupply generating this report to ensure it is as accurate as 

possible. Below are to things to check. Lets look at step by step process. 

1. Delete or Finalise Ghost Purchase Orders. 
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2. Confirm outstanding Customer and Supplier Invoice 

 
 

 

3. Tidy items List 

 
 



Trainers Guide Legacy mSupply  206 
 

Activity 3: Generating the suggested order Quantity Report 

Step 1: Lets look at the step by step of how to create the report itself using the slides 

below. 

1. Introduction 

 
 

 

2. Item Filter 
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3. Base analysis on_months of usage data 

 
 

 

 

4. Months stock required 

 
 

 

 

 

 

 

 

 

 

 

 



Trainers Guide Legacy mSupply  208 
 

5. Expected delivery 

 
 

 

6. Include usage for build ingredients 

 
7. Include items with suggested zero order quantity 
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8. Exclude transfers from usage calculations 

 
 

 

 

9. Exclude items which expire within months 
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10. Include planned builds 

 
 

 

11. Click ok 

 

Step 2: Participants can also watch the slide video for better understanding. They can 

you the link below. 

https://learn.msupply.foundation/pluginfile.php/1283/mod_scorm/content/1/res/data/vi

deo1.mp4 

 

 

 

 

 

https://learn.msupply.foundation/pluginfile.php/1283/mod_scorm/content/1/res/data/video1.mp4
https://learn.msupply.foundation/pluginfile.php/1283/mod_scorm/content/1/res/data/video1.mp4
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Step 3: let look at suggested ordering report exported to excel step by step 

  

  

  

  

 

  

Step 3: Tell participants that now they now how to create a Suggested Order Quantity 

Report and understand how it is calculated. Congratulations.  
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Activity 4: Manual Quantification 

Step 1: We will be looking at how to perform manual Quantification.  

Manual Quantification Methods 

1. Time period sub-sets 

 
2. Local epidemiology 

 
3. Similar products that are being replaced 
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4. Similar countries 

 
 

5. Departmental Liaison 

 

Step 2: inform the participants that is a broad overview. Appreciate them. 

 

 

 

 

 

 

 

 

 

 

 



Trainers Guide Legacy mSupply  214 
 

Session 4.2: Introduction to the Tender Module 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain tender and its important 

2. Describe a and demonstrate workflow tender module 

 

Time: 25 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Introduction to Tender Lecturette 5 minutes 

2. Workflow in Tender Module Lecturette/ group 

demonstration 

20 minutes 

 

Activity 1: Introduction to Tender 

Step 1: The trainer should use the information in the traniers box below to start the 

session. 

Trainers Note: 

It is common practice is many countries to publish a tender. This a country to seek 

the best prices of Medicines and consumable that will be required and achieving the 

best valve for available fund over a period of time. 

Normally the Full tender process creates a lot of work which can be very time 

consuming and error-prone. The mSupply Render Module is designed to simplify 

this process, minimize the work involved and to reduce the chances of errors.  

 

 

Step 2: ask participants if they have any questions, treat all questions interactively 

with the larger class. 

Step 3: Inform participants that some of the benefits of Tender Module can be: 

1. Time saving and increased accuracy – Suppliers can enter their own bids into 

the system. You do not need to consolidate multiple bids and re-enter the 

information into a busy spreadsheet 
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2. Cost saving – The Tender Module facilitates easy line by line evaluation of bid. 

It will adjust prices in different currencies across different packs sizes from 

multiple bidders so that you don’t have to do this manually. There can greater 

cost savings using this approach than awarding an entire tender to a lower 

bidder overall. 

3. Transparency and data security’ – Once the tender is published using the 

Remote Tender Module, no one else can edit tender. Once the bids have been 

submitted and the bidding period is closed, no one can edit the suppliers 

responses 

 

Activity 2: Workflow in Tender Module 

Step 1: Lets look at the step by step workflow in Tender Module. Use the slide below. 

Introduction 

  
1. Preparing a list of Items and Quantities 

 
2. Add Standard Tender Conditions 

 
3. Distribute Tender to Suppliers 
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4. Evaluate Received Quotations and Select Preferred Suppliers 

 
 

 

 

5. Notify Suppliers of Winning Bids 

 
 

6. Create Purchase Orders 

 

Step 2: Conclude this session by asking participants if they have any questions. 
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Session 4.3: Create a New Manual Tender  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain how to create a manual tender 

2. Describe the process of new tender 

3. Demonstrate the ability to review, edit and delete tender 

4. Describe how to upload and reference documents 

 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Creating a manual tender Lecturette/ group 

demonstration 

15 minutes 

2. New Tender Window Lecturette/ group 

demonstration 

15 minutes 

3. Reviewing, editing and deleting tender Lecturette/ group 

demonstration 

10 minutes 

4.  Notes and Reference Documents Lecturette/ group 

demonstration 

15 minutes 

 

Activity 1: Creating a manual tender 

Step 1: Inform the participants that there 2 ways to create a new tender using mSupply 

as stated below. 

1. Manually – this method allows you to create the tender by adding each item 

individually 

2. Automatically – once you have been running mSupply for a year and if that year 

is fairly typicla of your overall usage, mSupply can suggest items and quantities 

based on actual usage, eliminating any guesswork. The quantities are 

suggested only and may be amended as required. 

Step 2: Tell participants that will be looking at the step by step of creating a manual 

tender. 
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1. Open Tender 

 
 

2. Open New Tender 

 
 

 

Activity 2: New Tender Window 

Step 1: We will be looking at the step by step on how to navigate through the entire 

tender process. Lets look at each component so we know how it works. 

Components 
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Step 2: Now that participants know what all the fields are for, lets take a look at how 

at add item to your tender. Please use the slide video link below. 

https://learn.msupply.foundation/pluginfile.php/1280/mod_scorm/content/1/res/data/vi

deo1.mp4  

Activity 3: Reviewing, editing and deleting tender 

Step 1: Tell participants that in this activity, we will be looking at steps in reviewing. 

Editing and deleting tenders. 

1. Viewing Tenders 

https://learn.msupply.foundation/pluginfile.php/1280/mod_scorm/content/1/res/data/video1.mp4
https://learn.msupply.foundation/pluginfile.php/1280/mod_scorm/content/1/res/data/video1.mp4
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2. Open the tender 
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3. Viewing and editing the tender 

 
 

 

 

4. Edit item 

 
 

 

 

 

 

 

 

 

 

 

 



Trainers Guide Legacy mSupply  222 
 

5. Viewing the tender 

 
 

6. Deleting a tender item 

 
 

 

7. View edited tender 
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8. Deleting an entire tender 

 

Step 2: Ensure all participants have clear understanding of this activity.  

 

Activity 4: Notes and Reference Documents 

Step 1: At this point, inform participants that we are going to learn how to add notes, 

add reference documents and other relevant steps. 

1. Add Notes 
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2. Adding Reference Documents 

 
 

3. Viewing or Deleting Documents 

 
 

4. Filtering Documents 

 

Step 2: Now participants should know how to the add notes and upload, view and 

delete, etc. Close this session by appreciating the participants  
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Session 4.4: Create a new Generated Tender 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain how to generate auto tender 

 

Time: 15 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Auto generated tender Lecturette/ group 

demonstration 

15 minutes 

 

 

Activity 1: Auto generated tender 

Step 1: Inform participants that mSupply can automatically create a suggested tender 

based upon your previous usage and projected demand. Lets look at how this works 

step by step. 
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Step 2: Lets look at the slide video for more emphases. Link is below. 

https://learn.msupply.foundation/pluginfile.php/1276/mod_scorm/content/1/res/data/vi

deo1.mp4 

Step 3: Now tell participants that now they know how to create a new generated 

tender. Appreciate them. 

 

 

 

 

 

 

 

 

https://learn.msupply.foundation/pluginfile.php/1276/mod_scorm/content/1/res/data/video1.mp4
https://learn.msupply.foundation/pluginfile.php/1276/mod_scorm/content/1/res/data/video1.mp4
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Session 4.5: Set Standard Tender Conditions 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain list of standard conditions 

2. Describe how to create and enter master condition list 

 

Time; 20 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Introduction to Master conditions list 

and categories 

Lecturette 5 minutes 

2. Creating and entering Master 

conditions list and categories 

Lecturette/ group 

demonstration 

15 minutes 

3.    

 

Activity 1: Introduction to Master conditions list and categories 

Step 1: Tell participants that in this session we will be looking how to set standard 

tender conditions. Trainers should introduce this session using the information below. 

Tenders are usually issued with a list of standard conditions. These broadly define how 

the tender will work including submission instructions, closing date, notifications of 

successful bids, terms of payment and many more. 

You can add these individually to each tender but more mSupply also allows you to 

create master lists of tender conditions which can be entered once and then applied 

to all future tenders. 

Step 2: Ask participants if they need more clarification. 

 

Activity 2: Creating and entering Master conditions list and categories 

Step 1: We will now be looking at step by step on how to create Master list of tender 

conditions. 
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1. Tender Window 

 
 

 

 

 

2. Setting up Master conditions categories 
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3. Add a new Master conditions category 

 
 

 

 

4. Deleting a category 

 

Step 2: let now learn step by step of how enter the details of your Master conditions.  
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Step 3: Once you have added your master conditions, the window will look like as 

seen below. 

   

Step 4: Now you know how to set up master condition lists and categories, lets see 

how to add them to a tender. Please view process using the slide video link below. 

https://learn.msupply.foundation/pluginfile.php/1282/mod_scorm/content/1/res/data/vi

deo1.mp4 

Step 5: Excellent, appreciate the participants. 

 

 

https://learn.msupply.foundation/pluginfile.php/1282/mod_scorm/content/1/res/data/video1.mp4
https://learn.msupply.foundation/pluginfile.php/1282/mod_scorm/content/1/res/data/video1.mp4
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Session 4.6: Add Suppliers to a Tender and Invite Responses 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain how to add supplier to tender 

2. Describe the process of generating invitation to tender 

3. Demonstrate how to upload tender to remote tender module 

 

Time: 40 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Add Supplier to the tender Lecturette/ group 

demonstration 

10 minutes 

2. Generating invitation to tender Lecturette/ group 

demonstration 

15 minutes 

3. Uploading tender to Remote Tender 

Module 

Lecturette/ group 

demonstration 

15 minutes 

 

 

Activity 1: Add Supplier to the tender 

Step 1: Welcome participants to this session. Trainer ensure the atmosphere is calm 

and friendly introducing an ice breaker. 

Step 2: Inform the participants that we will looking at the step by step of how to add 

Suppliers to the tender. 

1. Add Suppliers 
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2. Choose suppliers 

 
3. View Suppliers  
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4. Delete Suppliers 

 
 

 

 

Activity 2: Generating invitation to tender 

Step 1: In this activity we will be learning how to create invitations. The step by step 

slides below will guide us. 

1. Print invitation 
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2. Select form 

 
 

3. Tender invitation condition 

 
 

 

4. Tender invitation 
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5. Email PDF 

 
 

6. To Spreadsheet 

 
 

 

 

Step 2: We have created suppliers invitation.  

 

Activity 3: Uploading tender to Remote Tender Module (RTM)  

Step 1: Ask participants what they understand by Remote Tender Module. Take 

responses from them and use the note below to explain further.  

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 able 

to access the bids during the bidding period nor edit them after the bidding period is 

closed. 
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It also saves days to weeks of manual data entry and reduces the risk of transcription 

error. 

Please note that you will need to contact mSupply support to help setting this up for 

each tender, as they will to contact suppliers and provide logins and passwords for the 

Remote Tender Module. 

Step 2: for easy uploading to the Remote Tender Module, show participants the slide 

below. 

  

 

Step 3: Noted, you will still need to individually send the item list and conditions to 

your suppliers. Appreciate the participants.  
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Session 4.7: Receive and Enter Quotation from Suppliers  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain the process of entering suppliers quote 

2. Demonstrate the process of suppliers respond 

3. Describe process of downloading of quotes 

 

Time: 45 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Manually enter suppliers quotes in 

mSupply 

 15 minutes 

2. Importing Suppliers response  15 minutes 

3. Download quotes from RTM  15 minutes 

 

Activity 1: Entering Suppliers Quotes 

Step 1: Welcome participants to the session. Infor them that we will be looking at the 

step by step of how the enter suppliers’ quotes. 

1. Select Supplier 
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2. Enter Details 

 
3. Select items which received a response 

 
4. Select individual item to enter response 
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5. Enter individual item response 

 
6. Review quote 

 
7. All Suppliers Responses 
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Step 2: Ask participants if they have any questions before moving to the nest activity 

 

Activity 2: Importing Suppliers Responses 

Step 1: We will looking at the step by step of how to import a supplier response. 

1. Check template 

 
2. Select the supplier 
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3. Import tender 

 
4. Select file 

 
5. Import completed 
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Step 2: Participants have success learnt how the import supplier’s response. 

 

Activity 3: Downloading supplier responses 

Step 1: Let’s look at step by step of how to download suppliers responses from the 

Remote Tender Module. 

1. Download supplier responses 

 
2. Supplier responses downloaded 

 
 

 

 

Step 2: Conclude the session by appreciating the particpnats 
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Session 4.8: Add Comments and Attach Documents 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Describe how to add suppliers comment to tender 

2. Explain the process of adding document to tender 

 

Time 15 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Adding suppliers comment Lecturette/ group 

demonstration 

5 minutes 

2. Adding Documents Lecturette/ group 

demonstration 

10 minutes 

 

 

Activity 1: Adding suppliers comment 

Step 1: Tell participants that if you or the supplier have any overall tender comments 

or questions, these can be recorded. Let look at how to add overall tender comments. 

1. Select the supplier 
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2. Add comment 

 

  

Activity 2: Adding Documents 

Step 1: Inform participants that if the supplier has provided any  documents which 

need to be recorded, these can be uploaded to the Tender Module. This makes it 

easier to keep all the documentation relevant to the tender in one place. 

Step 2: Let look at step by step of how to add documents to Tender Module. 

1. Select supplier 

 
2. Upload document 
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3. Viewing documents 

 
4. Deleting documents 

 

Step 3: Conclude this session by given the participants a rib cracking joke or a riddle.  
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Session 4.9: Analyze and Compare Supplier Responses 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Explain how to analyze and compare suppliers responses 

 

Time: 10 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Analyse and Compare supplier 

responses and prices. 

Lecturette/ group 

demonstration 

10 minutes 

 

 

Activity 1: Analyse and Compare supplier responses and prices. 

Step 1: We wil quickly look at steps on how to analyse and compare supplier 

responses to enable select the preferred suppliers. 

1. Select Item 
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2. View Responses 

 
 

 

 

 

3. Select your Preferred Supplier 
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4. Review your Preferred Suppliers 

 

 

Step 2: Appreciate the participants for their time. 
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Session 4.10: Tender Reports 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Explain and demonstrate how to generate tender report 

 

Time: 20 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Tender Reports Lecturette/ group 

demonstration 

20 minutes 

 

Activity 1: Tender Reports 

Step 1: Inform participants that this is a short session where we will be looking at 

Tender reports for preferred suppliers only. Lets look at step by step. 
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Session 4.11: Create Purchase Orders from Tender  

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Describe the process to create purchase order for tender split delivery 

2. Describe the process to create purchase order for tender single delivery 

 

Time: 30 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Create Purchase Order from Tender – 

Split Deliveries 

Lecturette/ group 

demonstration 

15 minutes 

2. Creating Purchase Order from Tender 

– Single Delivery 

Lecturette/ group 

demonstration  

15 minutes 

 

 

Activity 1: Create Purchase Order from Tender – Split Deliveries 

Step 1: Tell participants that we will be generating purchase order with split deliveries. 

Now, what is purchase order? Participants should be able to give you some answers. 

After few responses, Tainer should explain. 

A purchase Order is used to order stock from an external supplier i.e. one who do not 

use mSupply. However, you can generate Purchase Order form from the tender 

module. 

Step 2: let look at how to generate purchase order with split deliveries. 

1. Set Tender Preference 
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2. Creating Purchase Orders 

 
 

3. Select Suppliers 
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4. Continue adding Blank Purchase Orders 

 
 

 

5. Fill Quantities 
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6. Quantities and Values filled 

 
 

7. Changing Quantities on a Purchase Order 

 
 

 

8. Printing Acceptable Letters 
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9. Convert to SG 

 
 

10. Deleting a PO 

 
 

 

Activity 2: Creating Purchase Order from Tender – Single Delivery. 

Step 1: In this activity, we will be looking at Creating Purchase Order from Tender - 

single delivery. Lets see the step by step. 

1. Tender Preferences  
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2. Create Purchase Order 

 
 

 

3. Purchase Order Created 
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4. Add Requested Delivery Date 

 
 

5. Convert to SG 

 

Step 2: Appreciate the participants  
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Session 4.12: Create Calculated Purchase Order 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain the process of creating calculated purchase order 

 

Time: 20 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Create a Calculated Purchase Order 

 

Lecturette/ group 

demonstration 

20 minutes 

 

Activity 1: Create a Calculated Purchase Order 

Step 1: Tell participants that we will be looking at step by step of how to create a 

calculated purchase order. 

1. Calculated Purchase Order 
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2. Selected ordering by supplier or Item 

 
 

3. Other info  

 
 

4. Open Purchase Order 
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5. Review the Purchase Order 

 

Step 2: End of the session. 
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Session 4.13: Create Blank Purchase Order 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Demonstrate the process to create blank purchase order 

2. Explain how to view and delete purchase order 

 

10 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Create a Blank Purchase Order Lecturette/ group 

demonstration 

10 minutes 

2. Viewing and Deleting Purchase 

Orders 

Lecturette/ group 

demonstration  

10 minutes 

 

Activity 1: Create a Blank Purchase Order 

Step 1: Inform participants that Blank Purchase Order is where we add items one at 

a time. Now let’s learn how to create it. 

1. Select Blank Purchase Order 

 
 

 

 

2. Enter Details of Purchase Order 
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3. Select Item(s) and Quantity 

 
4. Deleting an item  
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5. Confirm 

 
 

6. The Purchase Order is Complete 

 
 

Activity 2: Viewing and Deleting Purchase Orders 

Step 1: Let’s look at step by step of how you view previous orders, edit a confirmed 

purchase order, edit a confirmed purchase  order and delete a purchase order.  

1. Viewing Purchase Order 
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2. Editing confirmed Purchase Order 

 
3. Deleting a Purchase Order 

 

Step 2: Appreciate participants for a job weldone. 
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Session 4.14: Goods Receiving 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain the process of creating goods receipt 

2. Demonstrate how to finalize original purchase order 

 

Time: 25 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Creating a Goods Receipt and 

Suppliers Invoice 

Lecturette/ group 

demonstration 

15 minutes 

2. Finalising the Original Purchase Order Lecturette/ group 

demonstration 

10 minutes 

3.    

 

Activity 1: Creating a Goods Receipt and Suppliers Invoice 

Step 1: Tell participants that Goods Receiving is used to receive  stock from an 

external supplier who we previously ordered stock from via purchase order. 

Step 2: Also inform them that we can create a Suppliers invoice directly from the 

Goods Receipt to add received stock to our inventory. Lets look at steps. 

1. Creating a Good Receipt 
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2. Enter the Supplier 
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3. Select the corresponding purchase order 

 
4. Enter Necessary Details 

 
 

 

5. Select Items to Receive 
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6. Enter Item Details 

 
 

7. Finalize the Goods Receipt 

 
 

8. Supplier Invoice 
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9. Confirm and Finalize the Supplier Invoice 

 

 

Activity 2: Finalising the Original Purchase Order 

Step 1: Tell participants its time to finalize the purchase order.  

 

1. View the list of purchase Orders 
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2. Select Purchase Order 

 
 

3. Finalize the Purchase Order 

 
 

Step 2: Appreciate the participants.   
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Session 4.15: Managing Outstanding Purchase Order Lines 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Describe how to manage outstanding purchase order 

 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Managing outstanding purchase order 

lines 

Lecturette/ group 

demonstration 

10 minutes 

 

Activity 1: Managing outstanding purchase order lines 

Step 1: In this session we will looking at managing outstanding purchase order lines. 

Tell participants that we will be looking at step by step. 

1. Open outstanding purchase orders 
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2. View outstanding purchase order lines 

 
3. Update EDD 

 
4. EDD is updated 

 

Step 2: Close by tell the participants that its good idea to review outstanding purchase 

order lines on a regular basis to help follow up any later order. 
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Session 4.16: Make a Supplier Payment 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Explain the process of supplier payment 

 

Time: 15 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Supplier Payments Lecturette / group 

demonstration 

15 minutes 

 

Activity 1: Supplier Payments 

Step 1: Inform participants that we will be looking at to making Supplier Payments. 

Now lets look at steps.  

1. Open New Payment  
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2. Record payment details and select invoice(s) 

 
 

3. Complete Supplier payment 

 
4. View past payment 

 

Step 2: Conclude the session by appreciate participants. 
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Session 4.17: Return Goods to a Supplier and Receive Credit 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Describe how to create supplier credit from finalied invoice 

2. Explain how to create new supplier credit 

 

Time: 30 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Create supplier credit from a finalized 

supplier Invoice 

Lecturette/ group 

demonstration  

15 minutes 

2. Creating New Supplier Credit Lecturette/ group 

demonstration 

15 minutes 

3.    

 

Activity 1: Create supplier credit from a finalized supplier Invoice. 

Step 1: Welcome the participants this session. We will be looking at how to create 

supplier credit from a finalized supplier invoice. Lets look at the steps 

1. Open Supplier Invoice 
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2. Open the relevant invoice 

 
3. Select item line(s) to return 

 
4. Enter number of packs  
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5. View supplier credit 

 
 

Activity 2: Creating New Supplier Credit 

Step 1: At first activity we looked at how create supplier credit from a finalized supplier 

invoice. Now we will be look at to create new supplier credit step by step. 

1. Open New (Supplier) Credit 

 
2. Add supplier details 
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3. Search for the item to return 

 
4. Select the item line and quantity 
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5. Finalise 

 
 

 

 

6. View supplier credit 

 

Step 2: At this point, participants know how to return goods to a supplier and receive 

credit. Appreciate participants for their time. 
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Session 4.18: Cash Register 

 

Objective: 

By the end of this session, the participants should be able to: 

1. describe the process of cash register transaction 

 

Time: 15 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Cash register Transaction Lecturette / group 

demonstration 

15 minutes 

 

Activity 1: Cash register Transaction 

Step 1: Tell participants that we will looking at steps of Cash register transaction 

processes. 

1. Opening the cash register 

  
Only finalized cash transactions will appear. 
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Step 2: Lets look at other areas of Cash register transactions. 

1. Adding or removing cash 

 
2. Add cash transaction details 
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3. New transaction recorded 

 
4. Printing transaction 
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Session 4.19: Ad hoc Items 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Explain what is ad hoc item management  

 

Time: 15 minutes 

Session Outline/Activity 

No. Activity Facilitation Method Time Allotted 

1. Ad hoc item Management Lecturette / group 

demonstration 

15 minutes 

 

Activity 1: Ad hoc item Management  

Step 1: Tell participants that occasionally you may need to order an item one time 

only, for example a piece of specialist diagnostic laboratory equipment. This is an 

item that you don’t keep in stock and which will never be kept in stock. This items are 

managed in mSupply as Ad hoc item 

Step 2: Lets look at step by step. 

1. Open Ad hoc items 
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2. Show Ad hoc Items window 

 
 

3. Enter item details 

 
4. Viewing, editing and deleting Ad hoc items 
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5. Adding Ad hoc items to purchase orders 

 
 

6. Viewing ad hoc item in purchase order 

 
7. Receiving ad hoc items 
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Summary 
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Session 4.20: Report – Purchase Orders 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain the process of generating purchase order report options 

2. Describe and demonstrate how to order item report 

 

 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Purchase order report options Lecturette/ group 

demonstration 

15 minutes 

2. Ordered Item Report Lecturette/ group 

demonstration 

15 minutes 

3. Outstanding purchase order line report Lecturette/ group 

demonstration 

20 minutes 

4. Purchase order vs goods received 

report 

Lecturette/ group 

demonstration 

15 minutes 

 

Activity 1: Purchase order report options 

 

Step 1: Inform participants that will be looking at how to generate these reports. The 

trainer should the participants through this process. 

1. Introduction 
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Step 2: Lets look at how to generate reports using Purchase order report options as 

show be low.  

1. Type of report slide 
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2. Find Multiple or Find Single tab 

 
 

 

 

3. Date range 
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4. Report on names whose…. 

 
 

 

5. Report on items whose…… 
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6. Report on Purchase Orders whose  

 

 
7. Open report is Excel 

 
8. Ok 
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Activity 2: Ordered Item Report 

Step 1: Tell participants that Ordered Item Report is very helpful way to see 

everything which has been ordered, what has arrived and what is yet to arrive, and 

how much it all costs. Lets look at the report. 
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Activity 3: Outstanding purchase order line report 

Step 1: Inform the participants that the outstanding purchase order lines report can 

be used to track when stock is expected to arrive, as well as follow up on late 

deliveries. Lets look at the details of the report template. 

   

  

 

Activity 4: Purchase order vs goods received report 

Step 1: Let participants know we will be looking at the excel report showing both 

purchase order vs goods received report. 

1. Purchase order 
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2. Goods received 

 

Step 2: End this session by appreciating everyone. 
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Session 4.21: Reports: Purchases  

 

Objective: 

By the end of this session, the participants should be able to: 

1. Demonstrate the process of generating purchase report 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Purchase report Lecturette/ group 

demonstration 

10 minutes 

 

Activity 1: Purchase report 

Step 1: The trainer should explain that in a Purchases Report you finds all 

purchasing transactions over a given value within a specified time period. Lets look 

at the report step by step. 

1. Purchase Report 

 
2. Select date range and filters 
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3. View report 

 

 Step 2: Appreciate everyone. 
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Session 4.22: Report – Debit or Credit 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Explain and demonstrate the process of generating debit and credit report 

 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Debit/ credit report Lecturette/ group 

demonstration 

20 minutes 

 

Activity 1: Debit/Credit Reports 

Step 1: Welcome the participants to the session. We will be looking at Debit/Credit 

reports in this session. Lets look at how the report can be generated. 

1. Introduction 
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2. Debtors Report (Outstanding invoice)           Debtors Report (Debt summary) 

   
 

 

Debtor Report (Debt summary) 

 
 

3. Aged Debtors Report 
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4. Customer Statements  

   
 

5. Creditors Report 

 

Step 2: Inform participants that the slides above summaries the Debit/Credit reports 

available in mSupply  
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Session 4.23: Report – Quotation Summary 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Demonstrate the process of generating quotation summary report 

 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Quotation Summary Report Lecturette/ group 

demonstration 

15 minutes 

 

Activity 1: Quotation Summary Report 

Step 1: Inform the participants that you can generate a Quotation Summary Report to 

review quotation for items by suppliers and we will be looking at the summary report. 

1. Introduction 

 
2. Step by step of filling in the report 
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3. Quotation Summary Report 

 

Step 2: Let the participants also know that the quotation summary report can be useful 

to help review historical quotations for items as well as reviewing current quotations 

for future Purchase Orders. Appreciate everyone and close the session. 
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Session 4.24: Report – Transport 

 

Objectives: 

By the end of this session, the participants should be able to: 

1. Explain and Demonstrate the process of generating transport report 

 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Transport Report Lecturette/ group 

demonstration 

15 minutes 

 

Activity 1: Transport Report 

Step 1: The trainer should explain that Transport Report allows you to view 

informationabout the transport details for orders you have dispatched from your store. 

Now, tell participants that we will be looking at how to generate Transport Report.  

1. Select Transport Report 

 
2. Add filters 
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3. View Report 

 

Step 2: Tell participants should be easy for all. Appreciate them 
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Session 4.25: Report: Price List 

 

Objective: 

By the end of this session, the participants should be able to: 

1. Demonstrate the process of generating Price list report 

 

Time: 20 minutes 

Session Outline/Activity 

No. Activity Facilitation 

Method 

Time Allotted 

1. Generating Price list Report Lecturette/ group 

demonstration 

15 minutes  

 

Activity 1: Generating Price list report. 

Step 1: On behalf of the trainers, the trainer presenting the session should appreciate 

all participants for their understanding all through this course. Now inform participants 

that we will be looking at steps for generating the Price list Report.  

1. Introduction 
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Now let’s look at steps 

1. Update Price List 

 
2. Select Price list Report 

   
 

3. View Report 

 

Step 2: Conclude this session by say a big thank to all the participants, admin and 

others.  

 

 


