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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)

Trainers Guide Legacy mSupply



1. Chick on your name in the kst 2. Enter your password for Mei

l I

Hegr
Mai

3. Choose store if available
Naticnal Medical Warshouse

4. Check any messages

Using data fie CUsers\beyoniDownioads\Demo
Land 4dd

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.

o Enter your password.
(each person that is registered is provided with a password)

2 Login

1. Chck on your name in the list 2. Enter your password for Mei

Helen

3. Choose store if available
National Madical Warehouse ~

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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"ngﬂ o x
1. Click on your name in the st 2 Enter your password for Mei

[ : J =

Heen -

Me

Hawthorn East Cinic
Kerang Hospial
4 Che Mont Albert CHC

National Medical Warehouse

e Click on the OK button to proceed.

5. Chick the OK button to proce

Step 8: Ask participants to verify they are logged in correctly with their details by looking at the
bottom left corner of the screen.

E Data Fie: Demo Land. 4dd

ﬂ Mational Medical Warehouse

Pl e

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-

Go to file and click change user...

Select the name of the new user, in this case it is Helen...
Helen will then enter her password

Select the store you want to work in and

Click Ok

oo~

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.

Trainers Guide Legacy mSupply 9



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.

e 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)

Trainers Guide Legacy mSupply 10




Switching stores

@ Step 1
=
Go to File and click Switch

;oo s < o

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

Switching stores

TN -
1
\ o/ Step 2
Select the store you'd like to log into
You don't need to re-enter your password
N
f3
NS
Pl

3. Click Ok.

Switching stores

(1)
N Step 3

I Click OK

N .
f20 n

o

P sofd < PREV
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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.

NOTES Q

You've now switched stores!

Remember you can see which store you're logged into by
looking at the bottom left corner.

L ] 3of 4 < PREV

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 Lecturette 10 minutes
in mSupply
2. Transaction Statuses: Types and | Demonstration 15 minutes
Location of Invoice Statuses
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

Trainers Guide Legacy mSupply
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Transaction statuses

Mew {mw)

T T
Q N e L ol e frmes e
bl L] Py ©
] A e )
o [ =
S D D
iy » =
e [Ty i
s 1 =
Tt ey rmekal
Jreet Sy vy v ey e . s (1
] e [ o o e Don Owdea G o pavamy
PRADE e W e ] am am em
R et
F lamea [T}
BEE -~ -
e [ o tem am
e T i
[ i P T -— T O@

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

Suggested (sg)

Finalised (fn)

Trainers Guide Legacy mSupply

Suggested (sg)
Transaction has been opened since first creation and can still be
edited.

Stock has not been updated in mSupply.

L Stocktak
0 [+ (=
New stocktake  New blank stock take  Delete stock take Show: A hs
D Description Stock take date Status Program
3/10/02/2021 Stocktake |mz1¢
2 SM272021 Stockiake 2021
110212021 Stocitake 1022021 o



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.

Stock has been updated in mSupply but transaction can still be
edited.

- - —
B Sersacons toe =
& B M &8 M = | ¥ & B =
Fra Cum Oroer &y Export 16 Excet frame hwokcate Cancnl Filters Cuntorme [ Export o MYOS
Name ™w 3 Emteted Confrmed Invewm Tota Thaw ref Picksap prl Comment Erpor
Bwd Ben o 1022 1002 10 o 0
Chaimens. Susan @ TH 2022021 5022021 % ° 0
Shed Tom m o002 2021 0 0
Enet Tom a m 2021 S o 0
Shell Tom a n 022021 02021 4 0 0
Burta Brd Ben a 5020021 02021 ) 0 0
Sepacan Shed Tom - ] n L0220 2021 2 0 v
& Ped Gwg Ben o m S02021 SN0 1 [ 0
Oy Sate
By viatan
My 17 e s sone
My Ceatam Tters
vl « »

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.

Trainers Guide Legacy mSupply



Finalised (fn)

5tock has been updated in m5upply and transaction can no longer be
edited.

53]

=i
R

0 e

|
— ;
[——

[ewa vmmana et
R et

* i Bl Wi i

# Hamang o & pgras, 10

oy
13

B
R A

Finalised (fn)

Activity 3: Key Take away

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

Trainers Guide Legacy mSupply
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Session 1.5: Navigation Tabs

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

1. ldentify 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 Lecturette/Guided Discussion 5 minutes
Tabs

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

P OUTLINE Q,

Q Customers (or Patients) éb é 'E”J '

This tab is used for transactions with your

= "N
y
F . E 4.
2.
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2. Suppliers

Navigation tabs 3 OUTLINE Q,

O &  serien ®° .
]
e upsters This tab is used for transactions with your ==
. Suppliers. £ s
= @ = Lﬁ
— In this tab you can: =
B = Order and receive stock from supplisrs -
* Record payments to your suppliers |
>
D D Ry ]
Reasianins [r— running a tender Bowrne
B o e Lavanan
[T ————
Ll DEMO LAND

' 4 < PREV NEXT >

Navigation tabs %>  OUTLINE Qa

s ltem
. —
[ upeaers This is where you manage products within your
= = store.

In this tab you can:

Custom: imoices
4 *  Wiew your current stock on hand

O T * Move stock within your store
- =

% — * Perform Stacktakes and Inventory
Ruquismens [ Adjustments

Manufacture (Build) tems from existing . .
itemns (e.g. compounding) -~

Repack items into smaller or larger pack

sizes

g

DEMO LAND

e’ 3of4 < PREV NEXT >

Y . outun Q

4 |E NN o || @] :
Emﬂ® Reports E Ej

| Detailed dsta points are recorded every time

% an item is issued, received, transferred, .’

- removed or dispensed in mSupply.
Regsiiiioi ——

Q)

Gairgenes
There are more than 30 standard reports built Ej 4
into mSupply that can turn this data into

practical information: a powerful toal for local

decision-making. budget planning. and policy
development.

B v coeLwasn
P e T———

FI
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5. Special
[ Neigatontabs (" Q

Special { o’f?o é {;

Functions in this tab are usually reserved for Spedal n

| . %

users with administrator permissions.

1
el
iii
E

In this tab you can:

+  Modify individual Store Preferences I e _
+ Add/edit currencies that display in [ m | 3—
mSupply ) " ——
* Add/edit abbreviations for dispensing

prescriptions | E .
4
‘View the Cash Register, where mSupply E;g

records all incoming and cutgoing cash
transactions for your store

E]

5. 98

[ .

[ T —— €
v M.

DEMO LAND

& 3 of 4 < BREV NEXT >

6. Admin

Y . ourune Q
1
E Admin { % @ o
G

P f
Funmctions in this tab are usually reserved for aamn

4 users with administrator permissions. i
 — + — .
= = mod
.—_— ‘ In this tab you can: - -—

Tiassaction
* Add/edit users -

Eroups

o * Setpermissions for specific users or . [ m ‘ =
-

e o = Update system-wide preferences

* Run a manual backup of data E_! 4. —

[/ P R———
[ L —

i

DEMO LAND

A jof4 € PREV NEXT >

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 19



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 “ltem” 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 5 minutes
Discussion
2. Identifying the “Item, Stock botton and | Demonstration/Guided 5 minutes
exploring stock information” Tab Practice

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: ltem tab

Wiewing aunrent stock on hand

':@ Step 1

Mavigate to the ltem tab

Bt

B

® 4 @8

=5 @ §g
= 4l W

® W o s

1w

Trainers Guide Legacy mSupply
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o Step 2: Ask participants to identify the stock button as shown in their workbook

Viewing current stock on hand

.-'f-_h\
! Step 2

Click the Steck button

Ryl
e N

e Step 3: They can see all items in stock including stock on hand. Pack size, Batch
number, expiry date and location

Viewing current stock on hand

Step 3

All items in stock are shown, including Stock on hand (i.e. quantity), Pack size, Batch,
o Expiry, and Location

ey
.-

%iii*ll!

LEELTTY

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.

Trainers Guide Legacy mSupply 22



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 Lecturette/Guided 5 minutes
Orders Discussion

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 Discussion 3 minutes
Requested Quantity

5. Finalizing the Order Demonstration + Guided | 5 minutes

Practice

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.

N

—_— B i
OUTLINE Q

—

Intemal ort
(internal s

are used to order stock from another store that uses mSupply
iers’).

ol
Examples of intemal suppliers include a central warehouse or a second-level \ \ -
medical store. This is how most ies order stock, receiving their supplies \& | o |
]

from another facility higher up in the local supply chain. 0 V ~eel
"; . 4 |

Who do you normally order stock from?

4y -
- i

@ Central warehouse

@ Asecond-level medical store, provincial warehouse or another facility that uses
mSupply

© Awholesaler or private company

TR Nl is

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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»
Introduction
Let's see how to place an Internal order.
In this example, I'll be working in Kerang
Hospital and ordering stock from the

National Medical Warehouse.

The process is the same whether you're

working in a hospital, clinic, or second-level

medical store... as long as you're ordering
stock from a facility that also uses mSupply.

2 3c < PREV NEXT >

Activity 2: Creating a New Internal General Order

OUTLINE Q

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

1. Navigate to the Supplier Tab

Internal orders (general)

'\o Step 1

Navigate to the Suppliers t1ab

. m

2. Click the Internal orders button

Trainers Guide Legacy mSupply
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Internal orders (general)
13 Step 2

Click the Internal orders bution

79
(4]
s
@
't o
'® 1
Hill
(4]
i
v
®

i
B0
1/ C
Q

(4]
il

e
C)

1]
®
®

..;‘.-:.. n'] | ‘ "‘l!‘l.“

Step 3
Click the New internal order button

L. )
2 == eEm
T Tt
/._
©
™
—
4
i =

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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@ Step 4

Select the General button, and click OK
1 {If your country does not use Programs, you won't see this screen and a new order will open
2 \'l automatically)
) A b mernal o O
ety
e
3 | == =l
e deioh
arpgram
(—o M om
'\_ Supie
Casce == 1

5. A new requisition has been created.

A new requisition has been created

Let's see how to add items to your erder

Trainers Guide Legacy mSupply
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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.

D Y

& Enter new requisition... |

Name [atona Uesca Viarenouse . Reference

Order date 12721 —-— Comment

(= + [ Thveshow uos oo | []Hide stock over®
L e

2de
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Calculated Quantity

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

* Average monthly consumption (AMC):
quantity you use on average each month

.

Stock on hand: quantity you currently
have available

Months of stock: how long your current
stock will last based on your AMC

Max MOS: the maximum Months of
Stock you wish to keep (the calculated
quantity will change if you adjust this
field)

All this information is displayed for every item

you add to the Internal order

<{ PREV

OUTLINE
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I Y .. ourune Q

& Enter new requition... =
Hame Piatanai Uesca viarshouse o Retrence os o
Order date 8221 -k Comment [ =¥ ———
umxu0s fo Troe: rewwest
enry ane - D122
over tresnois
{ (Sl
e Prot Store. Kerang Hosodal

= User Requested Quantity

u The User Requested Quantity is what you v e Comment

- ;I
auartny
) actually want to order. ol 300 =
) " =
Usually, this will be the same as the Calculated |
Quantity but you can change it if necessary
(e.g. a recent disease outbreak).

1
B =
o . 6. -
Olrrane s | [ otk | [

A 50f7 < PREV NEXT >

Activity 5: Finalizing the Order

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

Y . ourun: Q
@ Last Step =

Check the Finalise box, then click OK

8 e e egntion. ==l
e s Ve s - - o s
o B - Gt - B |
w05 b
® ® =] S s T s
Newwe Aot ot O - III
T e o

&
—— I
g Gof7 < PREV ——

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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Your order has now been sent to your
supplier!

You can review the order at any time by clicking the Internal orders button

Remember: a transaction with a Status of fn is Finalised and can no longer be
edited
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Session 1.8: Internal Orders (Program)

Objectives:

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

O N =

Explain the internal program order

Describe the process of creating an internal program order
Identify the key features of internal program
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 5 minutes
Discussion
2. Step-by-Step: Creating an Internal Demonstration  (Trainer- 15 minutes
Program Order led)/Hands-on Practice
3. Key Features of Internal Program Slide Presentation/Guided 10 minutes
Orders Discussion
4 Regular vs. Emergency Orders Lecturette/Scenario 5 minutes
Discussion

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.

Introduction

In some countries, certain items are ordered and

managed separately to general stock. These Programs

may have strict schedules for ordering, and additional

information may need to be provided to a supplier when -

requesting stock.

Some examples include:

Let's see how we place an Internal Order for a Program.

* Malaria, tuberculosis or HIV programs
* Family planning programs

* Vaccine programs

Trainers Guide Legacy mSupply

30




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

:
@ Step 1

Navigate to the Suppliers tab

2 & e e

2. Click the Internal orders button

Internal orders (program) W

14 Step 2

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

[ eosiocsnonoes ______________________________@§

\/ Step 3
[ Click the New internal order button
N
(2) —
(a)
NS
o - =

4. Select the Program button

R Y G
0 Step 4

Select the Program button

° 2 New intemal order a

ordertype
e Program © General O
Order detats
Progrom | ub&iGRR (B} rogran (=] v
Requstin type Regulr %
@ ’
Perod Jo0 - Hiar 2021 S

Start date. 10172021

End date 31032021
@

5. Select the relevant Program from the dropdown list
[t orers grogramy g

(‘) Step 5

l Select the relevant Program from the dropdown list

/ \ Program @ Genersl O
()

—
[ =

- Requaton type
( 4 ) swpter [

s peroa
st ane wovz021
enaame stmazeas
) e
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6. Select the requisition type from the dropdown list. (usually either Regular or
emergency)

D Y .
1
Q Step 6

Select the Requisition type from the dropdown list (usually either Regular or Emergency)

<) o New internal order 3
Ordertype
Program @ General O
<3> Order detais
Program Tabsrciioss (T8 Progrsm ()
Requston type Reguiar T I
Suppler [Frat enter s suppiymg store name |
4 Pera Jon - 2021 g
Start st 012021

Ena dete 310032021

S =—
©

7. Enter the Supplier you wish to order stock from.

&

Internal orders (program)

»

Step 7

Enter the Supplier you wish to order stock from

LsNew internal order a %
Order type
Program (@) General O
Order details

Program Tuberculosis. (TB) Program (... +

Requisiion type Regular v

I S [iationsl Medical Warshouse I

Start date 1012021

Period CLIBL T 3 ——
End date 311032021

(+)
()
S ——
©
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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)

Internal orders (program)

»

Step 8

Select the Period for this order (note that the Start date and End date will update
automatically based on this selection)

&sMew internal order o

| Order type
CS) Program @ General (O

Program Tubercuiosis (T8) Program (.. -
Recuisten type Regular ~

Supplier Fiatonai edicai arenause

Start date 1012021

Encdate 310342021

o T

9. Anew order has been created- the order sheet will display

A new requisition has been created

Let's see how to complete our program order...

As you can see, the items on the order have already been added for you
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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.

Internal orders (program) 5

Items are restricted e =
Supier fatonarieacary nw Reteence [ 02
Orderdate paz21 | [WEER Biack Comment [ Status : ow
The list of items in the program is Frogran. Tuberculosis (T8) Program uaxwos 15| b
) Ondertype Ragular . i entry ave: ounz21
automatically added. e Jan- i 2021 Tretcis i3 Lt st v st B ety e
From: 10172021 To: 31032021 flerl:m,— Prnt Store. Kerang Hospital
) ) Dot enty
It's impossible to add any other E——
: ; : o A o Cces | U
items to this order (the New Line U Semcode o o U Can ety | otsok cummy "Sluesed e Comn!
button is gone!) 1/80300t |isoniazd 300mg tab m;m o o o o
2emison Ritamoon 15oms bicsp o 0 0 0 0
3|ritistt Rifampcin 150mg « soniazid 150mg teb 22290 0] 0 0 0
4 ritisTt Rifampicin 150mg + isoniazi id 7Smg tab ° 0 o 0 0
Save Sortorser
[Jfraise ) RSN ()

2. \Very specific information can be captured

D Y

Very specific Bo— =
. . Suppler [Natons) Medcal Warehouse | NMW Reference [ D:2
information can be e T o — S

Program  Tuberculosis (TB) Program Max10S B0 Type : request
captured m——— e — -

From: 10172021 To: 31032021 Frectems [ Prit

Store: Kerang Hosptal

The Indicators tab allows your o]
ow
supplier to capture specific data W tencsde e v Mk ol o caesed oty Reason Camnert
N, consumpton cuanty
related to the program. t[acin|nonaza 00mgtap "o o o o o
Zansn | Reamocn 150mg tabcap o 0 0 o o
ettt [Rianoce 150mg - sonzi 150mg e 2z 0 0 0 0
These questlons are Set up by 4 ritisTt Rifampicin 150mg « soniazi id TSmg tab o 0 0 0 0
administrators.
)
Save Sortocer
[Fnaise o G
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3. Order schedules are restricted

Internal orders (program) XN

==
Order schedules are
. W Reterence | 0:2
restricted ) -
Program Tuberculosis (T8) Program Max MOS B0 | Type : request
Order type Reguiar Threshokd MOS [T | []#ide siock over threshold LEI :""Y - :“’7”‘
Pecod Jan - ar 2021 ered by - lei
You can usually Only place one From: 110172021 To: 31032021 é‘— print Store: Kerang Hosptal
Program order for each period. Data entry Log indicators
o Aver % yontrs  Colculted U
In contrast, you can place as many W temcode tom name T Reason Camment
: 1180300t Ison@azd 300mg tad 3000 0 0 0 o
General orders as you like. Zonsn|atarpen 150mg abcap ; o o o o
3 iritistt Rifampicin 150mg + isoniazid 150mg tab 22290 0 0 0 0
4 ritisTt Rifampicin 150mg + isoniazid 7Smg tab 0 0 0 0 0
Save Sortorder
[ Fmeise Cancel OK & Next

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 | 5 minutes
Discussion

2. Viewing Supplier Invoices and Demonstration 10 minutes
Understanding Supplier Invoice Fields (Trainer-led)

3. Adding Stock to Inventory from Supplier Demonstration/ 10 minutes
Invoice Hands-on Practice

4, Creating a Manual Supplier Invoice Demonstration/Guided | 15 minutes
(External Supplier) Practice

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

Trainers Guide Legacy mSupply
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Supphier invoices

\o Step 1

Navigate to the Suppliers tab

2 ) [ R é
&l 8 & M =&
: SoEQD g DEELS
| want || st $00
©
Eg@ D oEg®
: 4._| ~—— ~.°
S = e @
o AR
- m 2
2. Click on the supplier invoice list button
Supplier invoices
1) Step 2
Click the Supplier invoices list button
o When the supplier sends your order, the invoice will be waiting in the list
B - —— -
: o4 0 o K @
3 ) = = 1=
0E® 4 DELE®

iy

o

O

e
W @
o)
[
@
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3. Click find to show all your supplier invoices

Supplier invoices

1)

Step 3

Click Find to show &ll your Supplier invoices
2-\, You can also search for a specific Invoice Number if you know it

Find transaction
@ Suppler transactons v
15 most recent transactions, or:
nvoce Number equas 2 | |

;’\.l [[Juse kst view if one entry found

——

4. Double click the supplier invoice you want to open

Supplier imwoices

~
1

|
F

)

Step 4

Double click the Supplier invoice you want to open

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

I e == - |
; T -
A B & M= DD B @
T bm mmw mewime e Gk e En (s mey Gmemes
T fre 5 [y
ol S T ] =N [ P —— -
g e B M [ S e P . oy P
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5. Supplier invoice has been opened.

The Supplier invoice has been opened

Receiving stock fram an internal supplier is simple: the

Supplier inveice will be waiting for you to accept, and all the
details will already be entered!

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

1. Store name

Supplier invoices
| spplirimvoices (@S

& SupplierInvoice (=N B ==
.| | name Piational wedical Warehouse | |E 2 Confirm date : [00/00/00 Colour (M Black
Thei ref [From invoice numb =2 NUW invoice number : 2
Category [Hone o Entry date : 01/02/2021
Status : nw
Doner | Goods received ID : 0
Store name Be aware: modtying tis invoice wil ot change the CUslomer  prchase Order ID: 0
invoice which generated this invoice in the sending store National
Medical Warehouse. Requistion D S
. Effered By * el
This tells you who sent the stock Stre: Kerang Hospial
-
Jonor Oty Pack Batch  Ewiy CostPice  SelPice Piice extension
200 1 DGHB 31/05/2022 200 20 40000
300 1 FGHES 28/02/2026 050 050 15000
Other charges
Subtotat 550.00
@‘ @ E‘ ad [ 0 % tax: 0.00
Amount: 0.00 Totat 550.00
A Hola Export batch. 0
Finslse Margin: 0.00 OK & Next Delete O
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2. Comment if the requisition was sent from an internal order that you sent

Supplier invoices
| swppliorimvoices (8

& Suppterimoice 1 E=mEn
2 1...,,.. [Nationai Medical Warehouse Jlb B elack
& et | Comment
|Comment [Stock transfer (nvoice from requistion) LL_J X ) . =
: I y If the Supplier invoice was generated !
0 &) = from an Internal Order that you .
New Ine Add u!m from Delete ine 2 , ’ . e
e sent, this will be indicated in the I
rang Hospital
Seneral_Summanv.by.Rem... Summany.by. Batch..Price..Log. - Comment section = 1
IL.Locaton Itemcode tem Name 3 extension ‘
:1 150 Rifampicin 150mg tab/cap 40000 |
| 2 amoSO0t Amasicilin 500mg tab 15000 ‘
| -
= 3 o chomes Subtotat 550.00
&J@J@ remis): [ 0% tax 0.00
Asoent L Totat 550,00
[ Ho Export batch: 0
Finaise Margin: 0.00 OK & Next Delete O

3. Reaquisition ID

Supplier invoices
Camiemoes g8

& Supplier Invoice !
2| | name [National Medical Warehouse
Ther ref |From mvoice number: 2 |
Comment [Stoc iranater (vice trom requsl

B & &=

New ine Add kems from  Delete ine

requisiion

General_Summanyby tem. Summane by Batch §

P oo

Requisition ID —
Entry date : 01/022021

This tells you which Internal order L o
the Supplier invoice originated from ~ (fyeeoe=s e
Requisition ID : 5

f Entered by Mel

Store: Kerang Hospital

You can click this ID number to open  _

Coiour | Black

L Loeaon | ben ool § the original Internal order, and | did Fiice tensen
1 150 Rifampicin 1500 2.00° 400 00
2 e dnosclne  compare it with what the Supplier 050 15001
7 sentyou F
Other charges
Subtotal: 550.00
@@@ te: [ 0% tax 000
Amaunt oo Totat 550.00
A Hou Export batch 0
Finsise Margin: 0.00 OK & Niext Deiete O&
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4. Invoice price

Supplier invoices
| swplirinvoices S

& Supplier Invoice l
2| | Name Piatonaitedical Warehouse
Ther ref [From invoice number: 2 1
(Comment [Stock transfer (invoice from requisl

@ & =
New ine Add tems from  Delete ine

requisiion

Seneral_Summany by tem. Summany by Batch_§

Requisition ID

This tells you which Internal order
the Supplier invoice originated from

You can click this ID number to open
the original Internal order, and
compare it with what the Supplier
sent you

L. Location Item code
1 150 Ritampicn 1500
2 amoS00t Amazacilin 5000

—
Other charges
BEB | ol
u
[A Hold Export batch: 0
Finalise Margin: 0.00

5. Other charges

OK & Next

P ==
o [ Wncke |

Invoice number : 2
Entry date : 01/02/2021

Status : nw
Goods received ID : 0
{Pucchase Order 0 0
Requstion 10 : §
' Entered by - Mel
Store: Kerang Hospital
-
iell Price Price estension
200 40000
050 150,00
—

Subtotat 550.00
0% tax: 0.00
Totat 55000

oeme | [ O

Supplier invoices
| swplierimoices S

&+ Supplier Invoice
EJ Name [Natonal Medical Warehouse 4 Confirm date : [00/00/00
Thei ref [From invoice number. 2 W

IComment [Stock transfer (invoice from requisiion)

5 & &

1 Category [None ~

Dono”

Be aware: modify
invoice which geng

[E=S REl ==
Colour I Black

Invoice number : 2
Entry date : 01/02/2021
Status - nw

——— Other charges
eSS A a6 = If necessary, you can record other
L... Location Item code: Item Name Donor ay
1 WS |Rtanpicn 150mg abcan :m| charges for the invoice (e.g.
2 amoS00¢ Amoacilin 500mg tab 300,
transport)
-
| Thisis optional and may be left
| blank
|
e — Any cost entered here will be added
S (' . g . .
EEE hyd - _ tothe total value of the invoice
A Hold Export batch: 0
Finalise Margin: 0.00
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6. ltems sent

Supplier invoices

&+ Supplier Invoice

,l Name |Na!nnal Medical Yarehouse L Confirm date : |00/00/00
Their ref [From invoice number. 2 NUW
Comment [Stock transfer (invoice from requision) I Category None v
Donor I
Ll L — Be aware: modifying this invoice will not change the customer
invoice which generated this invoice in the sending store National
New ine Add tems from Delete ine Medical Warehouse.
requistion

General Summany by kem_Summang by Batch_Price L oo

L... Location Item code Item Name: Donor Oty  Pack Batch Expiry Cost Price

1 150 Rifampicin 150mg tab/cap 200 1 DGH98 31/06/2022 200

2 amoS00t Amaosacilin 500mg tab 300 1 FGHE3 28/02/2026 050
Items sent

Here are the items that the Supplier

Other charges Sent you
v =| Remi(s):
E’ @ EJ Amount: F:
. Carefully check the Item Name,
A Hold Export batch: 0
Finalise Margin: 0.00

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

colour | Black

Invoice number . 2

Entry date | 01/02/2021

Status © nw

Goods received ID :
Purchase Order ID : 0
Requisition ID: §

Entered by~ Wei

Store: Kerang Hospital

Sell Price Price estension
2.00 400.00
050 150.00

Subtotal
0 % tax:
Totat

pee | ok O

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

==

550.00
0.00
550.00

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

Trainers Guide Legacy mSupply
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oo
@ s

Uncheck the Hold box, and check the Finalise box

B Soppter e = e
(B vame P escaviwmsine ! ] L

™

E e

Thee ret From mvoce meroer 2 any

Commart ik Varater mioce hom resmbon

@ B & Lonines

Newie  Addtews bem  Ovele e

N
o o
Gavers! Summary by bem Semwary by Betch Pree Log
L Loceton e code e Nowe Donor Oy Pack  Bach Expny CostPrce  SelPrce Proe estenson
1 owe oo Rtangecn 150mg tab/cap 20 1 DGHN BB 200 200 000
2 ne oSO Aol S0 et 20 1 FGHES 200272008 0% 0% 10000
o e
e 2 e
EEE e | P -
ot [—T55 .
- e

] B0 baicn ¢
Drnamne Margn 300 O & Nt e C=Joe

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

s g
‘ Step 2

Click OK

@ If you want to print the invoice, check the Print box before clicking OK

oy dote . SVR2202
St
= o aeme . Ot
3] L) = o >
Newime  Aotlews bom  Celte e -
ety Ve

Oaners Summary by tem Summary by Butcn Prce Log

L Lecon  Bemcode e Ngre Doner Oy Pak Bach  Eww  CotPme  SelPrce Frce eeeron

LR S Ao 150w tab/con 0 1 0GHS NOVAR 200 20 0o

2 BUE oD Amosclin S00ng e 0 1 FOMEY 20022006 0% 0% 1Mo

O carges

K = Sureste w08

=

s — L onm o
Amore (3 Totne 2008

3. Click confirm to enter the items into your stock
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Supplier invoices

— »

) Step 3

Click Confirm to enter the items into stock

2 ‘.—‘ Confirm., b

Confirm imvoice and enter into stock now?
-
©
L%

e | ]

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. Atransaction with a status of FN is finalized and can no longer be edited.

Mew stock has now been added to your
inventory!

You can raview Supplier invoices at any tme by clicking the
Supplier invoices list button

Rermearmizer: a transaction with a status of frnis Finalised and

ran no lonper be edited

o
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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 | receive donations from the government or | make an
emergency procurement from a pharmacy in town, do | 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.
2.
3.

7.
8.

Click on supplier tab

Click on new supplier invoice button

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

Click the New line button to start adding items

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

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

Enter the Batch and Expiry

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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Internal supplier

If your supplier uses mSupply. a Supplier invoice will be waiting

the Supplier invoices list

E R
“NoED o D EE

- e e

for you to receive in

=

im

External supplier- If your supplier doesn’t use mSupply, you have to enter a New supplier

invoice manually.

Supplier invoices
| sopptiriovotces (5

External supplier

If your supplier doesn't use mSupply, you have to enter
manually

em Reponts
- — @ @ - —
H— H—]
H— H—]
o= A H—]
comns BB o omnams
ensers Purchase ocoes

Internal supplier

S
o
2
®
:
[
£
w

Categones tew oot

Confirm that all participants learnt and are able to rec
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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 Time Allotted
Method
1. Understanding Internet Connectivity in Lecturette/Guided 20 minutes
mSupply Discussion

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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When the internet is disconnected, your computer isn't communicating with
the server. That means any orders you place won't be recaived by your
supplier, and you won't receive any requisitions placed by your customers.

However, this is only temporary. While the internet is down. you can stilf use
mSupply as usual. When you connect to the internet (even just for a few
minutes), data will sync sutomatically.

slide.

You don't need a constant internet connection to use mSupply, but you do
nead to connect occasionally for orders/requisitions to be sent and received.

‘Your work isn't interrupted when you don't have the internet... but at some
point, you'll need to connect to receive requisitions from customers and for
your orders to be sent to your suppliers!

Step 4: Appreciate them for their time.

Trainers Guide Legacy mSupply
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LEGACY LEVEL 2

Legacy mSupply

Legacy mSupply Desktop User

Level >
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Session 2.1: Requisitions

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

Process an order from a customer and issue them stock
Dispense stock to patients

Explain how mSupply tracks a patient's dispensing history
Receive payments from customers and patients

O N =

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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@ Step 1

MNavigate to the Customer tab
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2. Click the requisition button

Step 2

Click the Requisitions button
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3. Alist of requisition is shown- Requisition with a status of sg have not been processed
yet
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1) Step 3

J A list of Requisitions is shown
2 \", Requisitions with a status of sg hawve not been processed yet
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4. Double click on the requisition to open it

The Requisition is open
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Y
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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

Requisitions

Our stock on hand
How much stock YOU FIOE <=
currently have available in

your store

2. Customer current stock on hand means how much stock the customer currently has
available in their store

Requisitions

Customer current
stock on hand

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.

Customer monthly
usage

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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Requisitions

Customer requested
How much stock the
customer has requested
that you send them

- CE)

5. Already issued

Customer requested
How much stock the
customer has requested
that you send them

6. Remaining to supply

Remaining to
supply e

How much stock you
should issue the customer

to completely fulfill the e b ——
Requisition Eeme=—=
This is the amount the [y

customer initially
requested minus the
amount already issued to
them

b

- =)

7. Supply this invoice
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Supply this invoice
The quantity you will
actually supply now, which
automatically populates
with the amount in the
Remaining to supply
column

You may increase,
decrease or round-off the
amount to supply, and you
can enter a Comment to
explain any changes

[

8. Max MOS and threshold MOS

Max MOS and

Threshold MOS BT ek
You can specify how much — o s o ==

stock you wish to supply - - = . = =

based on Months of Stock e b e e [T P

(MOs) —

If you set a higher Max
MOS, this will
automatically calculate
more stock to give the
customer

The minimum MOS is set S e

by changing the Threshold e i [E]
MOS: if the customer has

more than the Threshold

Notify the class that when you have entered the quantity you wish to supply the customer, you
must click the create customer invoice button.

» When you have entered the quantities you wish to supply the
customer, you must click the Create Customer Invoice button.

[

T
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

@ Step 1 To issue specific stock to the invoice, click the Magic Button on the bottom left...

The items in the Customer invoice appear in red
/ These are called Placeholder lines: this means that stock with a specific batch and expiry
hasn't been allocated to them yet

i
[
|
T

Step 3

Step 4
...then click Issue stock for all placeholder lines

The next item to expire (FEFO) is automatically allocated for every item line

= (= 3 If you do not have the item in stock, the line will remain red
New e Detete Wne(s) Bacherders
Ganers Gummacy by tam ursnary by Baich Tranasort dwain Log
Notos Lne Locaton | fomcode e ame
' wt00 | Amescin 500w 1
o |Coiamane 0w ¥
5 P e —— .
. eod0 [icriand J00mg b
B a2 [Meloqure Z0ngiab
H bat0n  [Puacetmma S00mg b
’ [ —r—y
o S e im
e ok B i s I .

suxa ———— - - w

Step 5

Step 6
To print a Picking Slip, check the Print box and click OK

Facility staff pick the stock and prepare the order for delivery

N — s e —
Cae e e | v
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» it i i Lrow e
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suwa ——— — pusy
Step 7 Step 8
When the order is picked and is awaiting transport, reopen the Customer invoice from the Click the Confirm button
Customer invoices list
= s
® 4 b 2 @ =
& = = = ks _ i
e hod = e
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2 Eg@® by e
ot || 9 .
sEEs —— - =

Step 9

When the order has left your store, check the Finalise box and click OK
The stock has now been removed from your inventory

A Supplier invoice will now be waiting at your customer's store in their Supplier invoices list,
ready for them to accept when the stock arrives

spES ——— —T
o ‘Stock transfer s e [EEpe

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 have supplied everything from the Requisition; or

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

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

Step 1

Navigate to the Customer tab

@& & =z & @°
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?
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fiii i
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2. Click the New Customer invoice button
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Step 2

Click the New Customer invoice button

LN X &
- ©)

>

g |=

o

®® 4

3. Search for the customer name
Step 3

Search for the Customer name

4. Click New Line to start adding items to the customer invoice

Step 4

Click New line to start adding items to the Customer invoice

5. Search for the Item-

L 4] _I- :
d PRONE B4 ok T Hew e

[HE L) o ol @

P [ ] RuRSiuer pack moe

Canesl o [

Remember you can search by

a. Typing the first few letters of the Iltem name and pressing TAB
b. Typing the ltem 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

tan [forecedn S00mg W A arwtion
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Gusn | 300 af Seme
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8. To add another line, click OK and Next

Step 8
To add another line, click OK & Next

Once you have finished adding items, click OK to return to the Customer invoice window

tem [Amaxicln S00mg tab (4 amosoot
tne[ 1 Prescribed Quantty 300
Cuan [ 300 of 98080
Pack [ 100 BukiOuter pack sze 0
Add Pace hoder Re-ootup Sed Price.
Baich Expdste  Swpber Donor  Locaton CostPice  Sely

Line lssue Avalable Totinstore Pack  Hold
1 00 980%0 98030 100
2 0 0000 30000 1

Al 003

NBJSO0  31/065/2023 vad
82 002

FGT77865 30/11/2024  ewad

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
Step 11

When the order is picked and is awaiting transport, reopen the Customer invoice from the
Customer invoices list
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13. When the order has left your store, check the Finalise box and click OK.
Step 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.

Amount: 0.00
Subtotal: 29.00
0 % tax: 0.00
Total: 29.00
Step 1 E
OK & Next Check the Print checkbox _! Z' @
Amount: 0.00
Subtotal: 29.00
0 % tax: 0.00
Total: 29.00

Step 2

K Click oK | oK | ZI @

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.

Picking slips

Pick slip 1

This is the standard format, which prints in
landscape crientation.

Advantages: There is more room in this format.
You can counter-sign the picking slip when you

check it, and write down which box the item has
been put into. ]

Disadvantages: You can fit fewer lines onto each
piece of paper. For large orders, you will need to
use more paper when printing.

Picking slips

Pick slip portrait

This is an alternative format, which prints in
portrait orientation.

Advantages: You can fit more lines onto each
piece of paper.

Disadvantages: There is less room to counter-
sign when checking. The units for each item are
not displayed.

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.

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.

L

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?

Once the order has physically left the facility, you can Finalise the
Customer invoice.

g
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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

Introduction
When a custamer pays for items an z
Customer invaice, you can record this

payment in mSupply.
The Customer Invalce must:

* Contain items with Prices attached to
them; and

= e Finalised

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

e 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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e Step 2. Search for the customer Name

o 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

e 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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e Step 5: Enter the amount you are receiving in the Receipt field.
Remember to select the correct Receipt currency, if applicable

o 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

e -

e 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.

Trainers Guide Legacy mSupply 69



DisEribute
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Cancel

e 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!

The payment is Finalised!

Once you click OK, the payment is Finalised

You can still review the cash receint, hut it can no longer be

edited

o
L

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.

e Step 1: You can review previously entered payments by clicking the cash receipts list
button.
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o Step 2: Double click a line to view the cash receipt.
Note the status of cash receipt is finalized so they cannot be edited

e Step 3: if you wish to print a receipt, check the print box before clicking OK
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Trainers note:
Ask a volunteer to read the next slide.
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You can now accept payments from customers in mSupply.

Customers don't necessarily have to pay you directly in order

for you to record their payment in mSupply. In some settings,

3 Finance officer will notify you of 3 payment being received
via a bank statement.

“ You can then record this in mSupply to easily keep track of
which customers have outstanding psyments due.

AT
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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

1. The customer should create a Customer invoice

2. This will appear at your store as a Supplier
invoice

3. This allows for a Stock transfer to occur in
mSupply, removing stock from the customer's

store and transferring it back to the supplier’'s
store

A customer that also uses mSupply

You've already learnt about Supplier invoices and
Customer invoices, so we won't repeat that now
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Scenario B- A customer that does NOT use mSupply

A customer that does NOT use mSupply

o

The customer can't transfer the stock to you
in mSupply, so you have two options:

e Enter a Supplier invoice manually; or

e Enter a Customer credit if you also wish to
give the customer a financial credit

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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e 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

i
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e RN W = Otrar chargen e | ammurt |
o Step 3: If you click New line, you must manually add each Item and its Batch, expiry,
Quantity and Cost, then click OK
b 8
tem [hmoxicilin 500mg tab L | amasom |+ |
Recened quanity [ 200 InviicE gquanity | 200 |
Pack size [ 100 Inwoice pack s [ 100
Tolsd gasnity. S0,000.00 rwnice total quantty 50,0000
Batch | Locaton None "St
Expiry (0000000 = Volume per pack o ma B
Adwsted incal cost % Wangn Sell prce
Ivwoice Ine uni cost | 02 ooz 0 ooz
(s )
Prce exbenson (USD) 10,00 Dorpr

e 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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i
Date Number Prescribar ram Quantity Directions
10z 3 Amoxicilin 500mg tab 00
1marzo 4 Amoxicilin SODmg tab 100
1R22021 3 Cefirimmone 250mg inj 100
1022021 3 lbuprofen 200mg tab 50
1z 4 Ibuprofen 200mg tab 250
oz 3 Paracetamol S00mg tab 450
1022021 4 Primaguine diphosphate 7.5mg tab 200
I Add to credit I oK

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

If the returned stock is damaged,
expired or otherwise unsuitable for
use, you must remove it from your
inventory.

You'll learn about Stocktakes and
Inventory Adjustments in another
level.

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.

e Step 1: Navigate to the Customer tab, then click the New Cash receipt button.
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e Step 2: Find the customer’s Name
All outstanding payments and credits will appear

¢ Qutstanding invoices are positive numbers

e 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
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e Step 3: Double click the credit line
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e Step 4: The credit value is shown as below

8

I -—I Enter amount to allocate.
E -

|-1 255 |
cance

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

b B

| -_I Enter amount to allocate.
E -

|-12n

Cancel

o 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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o 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

b 8

Enter amount to allocate

-

[120

caes

e 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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Summary

Once you click OK, the payment is Finalised

The credit has been used to pay for the outstanding invoice

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 Lecturette/ group demonstration 30 minutes
Mode

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.

Introduction

Each mSupply store is set up in one of
the following modes:

e Store mode is used at at facilities
that do NOT dispense items to
individual patients, like warehouses
or second-level medical stores.

e Dispensary mode is used at
facilities that dispense items to
individual patients, like pharmacies,
clinics, and hospital dispensaries.

Let's see how Dispensary mode differs
to Store mode.

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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Patient tab replaces
Customer tab

The Patient tab contains all the same =

En-F.MJIm

o S |y
mo mSupply

= DEMO LAND

1. Patient replaces Customer on the menu bar

The patient menu dropdown list contains functions for prescriptions

»

& apoy
AN Py |

Patient replaces Customer
on menu bar
The Patient menu dropdown list

e frr Precrrintinme

e by

Dk Pl Do L

DEMO LAKD

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:

e Print dispensing labels

e Track patient dispensing histories and warnings like allergies
e Record prescription payments

e Set up drug interaction alerts
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New Prescriptions and
Patients buttons

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

Patient details

Prescriber details

Prescribed items

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

You can also:

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.

Dispensary mode vs. Store mode

Similarities between Store
and Dispensary mode

Dispensary mode has the same
Customer functions as Store mode.

DEMO LAND

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

Summary

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

Remember to take a look at your
mSupply navigator to identify whether
your store uses Store mode or
Dispensary mode.
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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

p!s—-%r

Prescribers are authorised health professionals who prescribe
medicines and other health supplies to patients. We can then

dispense those prescriptions in mSupply.

Prescribers may include doctors, nurses and other authorised

» individuals.

%
Y
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Step 2: Lets see how to add and edit Prescriber in mSupply.

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

e Riparts

Cumencies  Remissen

[ [ -
et

St

Speaal

= ©
Adwn

Transaction camegants

o Step 2: Alist of prescribers in your store will open

You can:

o Edit a prescriber’s details by double-clicking on their name; or
e Add a new Prescriber by clicking the new button

lergs
Lasl name
(LN I&artin Iary
15 Smin John
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e Step 3: Enter the prescriber’s code, last Name, First Name, and Initials, then click OK

All other fields are optional

2 add / edit prescribers

& e inacthe
Cose T Asdress 1 |
Last name |[Jonss Address 2 |
Frst nems [Tom Phosa |
inbak. [T lzgie |
Aegisiraton code | emal |
Camgary [ (CIFemale (8 Make

Summary

The new prescriber has been added

You can also add a new Prescriber in the prescription
dispensing window, but you'll learn about that later!

m
= =

Hergn
Cindie Last neme: Firat neme: Cabegory Aegisralion oode
(1) Murin Mary 105
i3 S Jidin 1852
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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.
o Step 1: Navigate to the Patients tab and click the patient list button.

A+ miugply navigator

33 Q ; 0% .&@
o

Premcriphoas

[EER]
[EEE]

TONML
¥ o @
il
@ 9
® @

D Fii Do e 43

B

e 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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e Step 3: Double-click on the patient name that you want to view or edit
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o Step 4: Edit the patients details as required, then click OK
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Step 3: Tell participants that after the 4™ 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

General

This tab contains general personal information about the patient
such as Name, Date of Birth and Address.

If the Hold: do not issue box is checked, then no stock can be
dispensed to the patient.

The Credit limit is the maximum negative value a patient’s account
can have: when they reach this limit, they will not be able to have a
prescription dispensed without paying for it.

2. Prescriptions

Prescriptions

This tab shows each prescription dispensed for the patient.
Type ci are prescriptions, and rc are payments for prescriptions.
Double-click a line to open that prescription.

e Bt patiens [=%=]
e aioe SETANG St Cagrarealose: Kiwnng Hospis

Caspr FIESCIDIONS hastes Hislery PR Eactorders Swne Vissdly

sacoa
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3. Notes

Notes

Click Add event to add a note to the patient’s profile.

Notes are displayed each time you dispense a prescription to the
patient.

These can be used to remind you of patient allergies to medicines, or
preferences for certain dosage forms.
P -~
Wome yore Kemmay Honplel ~ Gurment ey Fstang Moacsl -
Gesarl Presoptess eles womey PUR Dacieues B bty

Chmrery Gemen Saew

El ME Futwer gpan Al -
:;mu*r—-m -.u.uu-m Tam wmw:ﬂ- . Evart type
4. History
History

This tab shows a list of all the individual items previously dispensed
to the patient in mSupply.

Double-click an item to open the prescription where it was
dispensed.

Highlight a line and click Add to Patient Med Records to add it to
the PMR.

P sa Sy el - Cunpe st Kamag Hamesl ~
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5. Patient Medication Record (PMR)
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PMR

This is the Patient Medication Record, which can be printed and
given to the patient as a simple summary of all their medications,
dosages, and instructions for use.

ltems dispensed in mSupply can be added from the History tab.

You can also click the Add button to record other medicines a patient
is taking (e.g. items dispensed from another pharmacy or over-the-
counter items).

Harm stors KIEG H080M0 - Caunt wterw: %8875 08081 -
Garral Prawcrtens Niotes Hatory P Saciordars Stecs Waibity
& =5 8
o0 [ et
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Arakclin 10y | I O 1 Antbolic

6. Backorders

Backorders

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

This function is rarely used in mSupply. If you are using this feature
and you have any backorders for a patient, they will show here.
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7. Store Visibility
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Store Visibility

Prescriptions can be dispensed to a patient in a particular store when
the Visibility box for that store is checked.

Visibility preferences are set by Administrators.
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bamwe e g Rt S

Deneral Prowcrgsmss bcies Haory PWR Becierders Sizvs vmEimy

St vanEy

(F—— O
Fang Fuschal E
et Aleae CHE [

A e B bt m
..... - 0
Teormsary Wamaew 0

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.

Time: 15 minutes

Session Outline/Activity

Describe and demonstrate how to dispense prescription.

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

MNavigate to the Patients tab and click the New Prescription button

e relupply e

ol a

rae

..........

Trainers Guide Legacy mSupply

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

Step 2

Enter the patient Name
You can:

« Type the first few letters of patient’s surname and press TAB; or
« Type *patient code and press TAB; or
« Type @ and press TAB to choose from a list of ALL patients

If the patient cannot be found, click the New Patient button

To avoid duplicates, always check if a patient is already in mSupply before creating a
new profile

e Step 3: Enter the Prescriber

Step 3
Enter the Prescriber

You can:

» Type the first few letters of prescriber’s surname and press TAB; or
» Type prescriber code and press TAB; or
* Type @ and press TAB to choose from a list of ALL prescribers

If the prescriber cannot be found, type @ and press TAB to open the prescriber list, then click
New

o Step 4: Enter the prescription Data (This will automatically default to today’s date)

Step 4

Enter the Prescription Date (this will automatically default to today’s date)
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o Step 5: Click New line to start adding items to dispense, then search for an Item

Step 5
Click New line to start adding items to dispense, then search for an Item
You can:

» Type the first few letters of item name and press TAB; or

» Type the item code and press TAB; or
e Type @ and press TAB to choose from a list of ALL items

Add e

| & 3
Line 5 Prescibed Cwariy | 1) Fapeats Hew
Quan [ T atn M”‘:‘ [ CO
o P Aen
ma ® BulaDuter pack sze L] Expiry dete [5042021 vpuiting
Dwecions
abrevison | o
Expanded

o Step 6: If more than one item matches your search, a list of those items is shown

Step 6

If more than one item matches your search, a list of those items is shown
Review the Stock on Hand column: you can't dispense an item if you don't have any stock!

Double click the item you want to dispense (or click once and select Use)

A nem st

]
Parscstamel S00mg st parsOgi []
Prmaquie dphosphale 7 Smy tat pritst L]
Aitumpicn 150mg + ioniazid 150mg tsb it ]
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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 7

The Line number displayed shows you which batch you are dispensing, with all available
lines shown in the table below

If more than one batch is available, mSupply will automatically select the next to expire

If you want to issue stock from a different line, double click the relevant line
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o Step 8: Enter the quantity to issue, paying close attention to the pack size ,

Enter the Quantity to issue. paying close attention to the Pack =size

The Tetal quantity issued = Quantity x Pack size, and iz shown below the table
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o Step 9: Enter the Directions for use

Step 9

Enter the Directions for use

You can set up Abbreviations to make dispensing quicker, or directly type in the Expanded
Directions

If you want to dispense more items, click OK & Next

When you are finizhed, click OK to return to the prescription entry window
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e Step 10: You can also add items from the patients dispensing history by clicking the

History button
Step 10
You can also add items from the patient’s L
dispensing history by clicking the History hli.-l- R s & —
button Mewrned Dok A0
e TN R I |
fete WM L’ Orepier sme R

Click the line you want to copy and click

[T "
Add to prescription — — i —
- R i A et i
The itemn will now show on your prescription
entry window
| -

e Step 11: Review the prescription entry window carefully.

Step 11

Review the prescription entry window carefullby

You can double-click a line to edit it. or remawve a line by highlighting it and clicking Delete

line(s)
Check the Print box and click OK o print label=
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o Step 12: prepare the patients medications and attach the dispensing label

Step 12

Prepare the patient's medications and attach the dispensing Iabels

~—
—~—
-

o Step 13: When you hand the dispensed items to the patient, reopen the prescription by
finding it in the prescription list

Step 13

When you hand the dispensed items to the patient, reopen the prescription by finding it in
the Prescriptions list
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o Step 14:

Step 14
After opening the prescription, confirm all details are correct

Check the Finalise box, then click OK

Panet seaim (-
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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.

Step 1 Step 2

After opening the patient's prescription, click the Payment tab View the Total to pay
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Step 3 Step 4
Enter the actual Amount given by the patient Click OK

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

R — o =

If you want to print a receipt for the patient, check the Print Receipt box before clicking OK
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Step 5

The patient's payment is acknowledged

Click OK

s Alernt.

The amount paid of USD 10 has been saved
fjf The amount 1o give Back fa tha patieat i USD 40

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
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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 Lecturette/ group demonstration 15 minutes
warnings and interactions

Activity 1: Understanding Prescription warnings and interactions

Step 1: Read this slide to participants and explain further

mSupply can be set up to warn you if you dispense an item
that might interact with the patient’s other medications.

You can also record patient-specific warnings such as
medication allergies. These stay attached to a patient's
profile, and can be reviewed whenever somebody is
dispensing a medication to them.

—

Recording allergies and reviewing medication interaction
alerts are important for patient safety.

) What is a medication interaction?

Ask participants “What is a medication interaction?”
Allow a few attempts, appreciate them all and show the next slide



Whenever two or more medications are being taken, there is
a chance of an 'interaction’ among them. Depending on the
medications involved, this can result in the patient
experiencing side effects, or the effectiveness of their
medications being reduced.

People who take multiple medications are at the greatest risk
of interactions. Not all interactions are serious, but some can
be life-threatening. Consult 2 pharmacist or doctor to
determine whether an interaction might be harmful to the
patient.

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.

Trainers Guide Legacy mSupply 104



Tars

CAUTION
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Double click the interaction alert to learn more as shown below
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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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Remember that recording allergies and reviewing medication
interaction alerts are important for patient safety. If you're ever
unsure if a medication is safe for a patient, contact the
prescriber or a pharmacist.

Guide participants through the Learning Checks
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LEGACY LEVEL 3

Legacy mSupply

Legacy mSupply Desktop User

Level 3
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Course Structure

This course is organized into the following sessions:

S/N Session Title Time Allocated

1.

10.

11.

12.

13.

14.

Location

Moving STOCKS

Repacking Stocks

Stocktakes - General

Stocktake - Program

Inventory Adjustment

Knowledge check

Build

Miscellaneous Labels

Learning check

Basic Reports - Transaction

Basic Reports — Stock and Items

Basic Report — Expiring Items

Basic Report- Requisition

Trainers Guide Legacy mSupply

15 minutes

30 minutes

30 minutes

35 minutes

15 minutes

30 minutes

10 minutes

40 minutes

30 minutes

10 minutes

60 minutes

60 minutes

25 minutes

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 12 minutes
lecturette

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:

Adding and Editing Locations

Open locations
11 Navigate to the Item tab and click on Locations.
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2. Location Management Window

Adding and Editing Locations

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

N/ Locations Management Window
To add a location, click New location.
2 Show lecations...
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. = | &

hew beaton Pt

~ P— [o—
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N

3. Adding a new Location
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Adding and Editing Locations

1) - -
0 Adding a new location
I Enter a code and a description.
N
[ 2) ) I . .
N A code is how you refer to a location in mSupply and what you will select when entering an

item's location.

The description of the location will help you identify the location in real-life.

s s socation

o %

I Codn Omcrpten frea e

Canerst

]

Locamen tva Meme

i reseane i e e
(s) —— .
N~ Summary (]
o
TN
(6 )

4. \Well done
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Adding and Editing Locations

(1)
. Well done!
i You've added a new location!
N
[ 2) P
\__/ 2 sowlocatons..
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5. Editing or deleting a location
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Adding and Editing Locations

Editing or deleting a location

to change.

To edit or delete a location, open Locations again and double click on the location you wish
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6. Edit or delete

1) Edit or delete

[ Edit any details needed, then click OK (or OK and next if editing multiple lines).

2 To delete a location, click Delete.
1 — _—
(3 oo -

R SN

5

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 25 minutes
lecturette

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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©

Open the Item List

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

B mSupely navigator 5
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2. Search for the item you want to move

| 1

Search for the item you want to move
Search for the item, then click Find.
Note that the default search is by Item Name, but you can change this to Item Code. There

are many filters to help you search if you are unsure of the name (e.g. Starts With,
Contains).

& Find items X
| temname o wwswn [ |
ol Category | - LY
s VEN categery & Don Care
ang v Department & Dont Care
g 00 Masier Lst o Care

3. Select the item you want to move
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‘K,,’,) Select the item you want to move

Double click on the item you want to move.
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4. Open the stock tab

{\_1_,;:' Open the stock tab

Click the Stock tab to see all the available stock of that item, separated by batch and location.
<Z-I In this example, there are 3 batches of amoxicillin all stored in the same location (Blue Shelf).

e : o
) 3, 8 B 8
\ e e T e o
©
[—

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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@ Open the stock line

Double click the line to open a detailed window.

(3 In this example, all our Amoxicillin stock is currently sitting on the Blue shelf.
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2. Set the location

N/ Set the location

e

Moving Stock

e sk e s e [ 5 nt

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

In this example, we are moving all stock to the Red Shelf.

Click OK.

& em stock line detaibi.
mem cose P02
General Ledger Sttus Reference docements Ly
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3. Summary page

Great work!
Now all your stock should be sitting in the Red Shelf.

Note: If you had multiple lines of stock to move, you would
repeat this process for each line.

2 tem denie

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

@ Select the line to split

Select the stock line you want to split and click the Split button.
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2. Enter the quantity to split and the location

Moving Stock

(1

\_ _,-:‘ Enter the quantity to split and location

Enter the Quantity to Split (i.e. the quantity to move) and the New Shelf Location of the
moved stock, then click OK.

In this example, 900 of 4900 packs are being moved to the Blue Shelf.

i

Cuanity to spit 200 of  4s00
New sheif locaton [BLUE

New pack sizs |

When you cick OK & new repeck transaction that
reflects the change i stock wil be crested
ausomatcaty

[[] print incation movement repart

3. Review the locations

Moving Stock
(

Review the locations

1
| You can now see that 900 packs are stored on the Blue shelf and 4000 packs are stored on
1 the Red Shelf.
2

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.
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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 Interactive 25 minutes
Stocks lecturette

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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Split Function

2. Repacks Function

Repacks Function

P —

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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Repacking stock

Select the Line to Repack

In the item details window, under the stock tab, select the stock line you want to repack and

then click Split.

In this example, we have 5 packs of amoxicillin, each containing 1000 tablets.
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2. Enter the Repack Details

Repacking stock

Enter the Repack Details

Enter the Quantity to Split (i.e. the quantity to repack) and the New Pack Size of the

repacked stock.

Click OK.

In this example, we are repacking 1 container (pack size 1000) into a new pack size of 50.

&: Mew repack [m] *x
Quantly b 50 1 of s
New shexf oestion [BLUE
Mew pac: size L

Vihen you cick OK & new repack ransacton that
refiects the thange n stack wil be crested
automaticsty

[ Print locaion movement report
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3. Summary page

Great work!

You can now see there is a new stock line containing packs of
50 tablets. mSupply automatically calculated that 1000 tablets
splitinto a pack size of 50 = 20 packs.

The remaining 4 packs of 1000 remain unchanged.
The total quantity of tablets is also unchanged.
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Step 4: Let us use the Repack Function. Inform participants that this is a little more complex.

Repack Function

1. Create a new Repack

Repacking stock

G

Create a New Repack

Navigate to the Item tab and click the New Repack button.
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2. Enter the item Name

Repacking stock

Enter the Item Name

Search for the item to be repacked.

You can:
¢ Type the first few letters and press tab
OR
» Type the item code and press tab
OR
+ Type @ and press tab to choose from a list of ALL items

In this example, we want to repack Metformin 500mg tablets so we will enter met and press
tab, then select Metformin from the item list.
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3. Choose a batch Line

Repacking stock

/ \
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Choose a Batch Line

Double-click the batch that you want to repack.
In this example, we want to repack some of our stock from Line 1.
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4. Enter Repack Quantity

Repacking stock

g
N
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Enter Repack Quantity

Enter the quantity of stock you want to repack. It can be the full quantity of the batch line, or

just some of it. Then click New Line.

In this example, we are repacking 1000 tablets out of the 5000 available.
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5. Enter the New Repack Details

Enter the New Repack Details

Enter the New pack size and Quantity of repacks you want, then click OK.
In this example, we want the pack size to be 50 tablets, and we want 10 packs.

&> New repack. x
4 Enter detais of new Inesis) f be created

New pack sze El
New quantey 0
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% markup ]
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6. Enter Additional Repacks as needed
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Enter Additional Repacks as needed

—
R

4

*
Click the New line button to add another repack. e

o

~
I

Enter the details of the repack and click OK.

,

In this example, we want the pack size to be 20, and we want 25 packs.
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N quantity

25
Total 500

/
s

!

Selprice [ 1400

4
\,

(0w —{n — =

% markup e
Bateh W78
New location [BLUE]

©

7. Review your Repacks

\ Review your Repacks

N/

— ™

In this example, we can see 2 repacks (10 x 50 tablets & 25 x 20 tablets) and the Total
quantity used to create the repacks (1000 tablets).
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If needed, double-click on a line to edit the repack details.

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

Repacking stock

@ Open Misc labels

Navigate to the Special tab and click the Misc labels button.
'j,' 4 \“ s é)
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2. Select Label
\_/ Select Label
Double click the label you want to use.

Note: If the label you need isn't there, you can create one! You will learn how to add Misc labels in
the next unit.
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3. Enter Label Details

Enter Label Details

Enter the Batch and Expiry details of the repack, and any other details your store requires,
into the Label details Body text.

Enter the Quantity of labels you want to print.

Click Print.

Note: Clicking OK will save the details you input on the label. If you don't want to save the details,
click Cancel to exit the window without saving.
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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

©

Open the Repack List
Navigate to the Item tab and click the Repacks list button.
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2. Find your Repack

(1)

Find your Repack
When prompted, click Find.

Find transacticn
Repacks -
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3. Select the Repack

1)
& Select the Repack
I Double click the Repack you want to finalise.
& Hint: the status will be 'sg’ and the comment column should be blank.
"'nu-‘-. - |
s @ & & 55
(4) o = ‘

4. Change the Status to Finalised

Change the Status to Finalised

From the drop down menu, change the status of the repack from Suggested (sg) to Finalised
(fn), then click OK.
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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 25 minutes
lecturette

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

»
@ Open Stocktakes

Navigate to the Item tab and click Stocktakes.
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2. New Stocktake

>

\/ New Stocktake
Click New stock take.
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3. Select Items to stock take.

»

(1) .
N Select items to stock take
[ An Item filter window appears if you want to select certain items to stock take (this will be
( 2 Y discussed later). If you leave it blank, you will be conducting a stocktake of every item in your
N store.
Click OK.
& Select itorrs o stock taks 5%
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4. Enter the Stocktake Description

»

/
\ Enter the Stocktake Description
Add a description for your stocktake so it can be easily recognised by other users.
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5. Edit Stock Line Details

\
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Edit Stock Line Details

Double click on each line to open a detailed window and edit the Stocktake Quantity. You
can also correct other details such as batch or expiry date.

Click OK & Next to move to the next item, or click OK to return to the main stocktake screen.
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6. Adding items from your Physical Stocktake
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Adding items from your Physical Stocktake

If you need to add an item that isn't on your stocktake list, click New line and &)
search for the item, and add the relevant details as shown in the earlier video. fheyest
Click Add New.
A Add stockske bnes -
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7. Create Inventory Adjustments

»

Create Inventory Adjustments
Review your stocktake carefully.

\ To finish the stocktake, click Create Inventory Adjustments.
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8. Review your stock

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

{ Review your stock
You can check your stock by going to the Item tab and dlicking Stock.
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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.

Add a New Stocktake and add filters to limit the items added OR
Add a black stocktake and manually add items you need.

A »

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

»

Item Filter Ao Select items to stock take..

You can select from the dropdown e
menu which items you want to add. sl

I/"\_
| * ) Remname ~ | starts with v |

For example: @ and ~| [category1 +| &

 You might want to add all items _ || V/EM caingory L0 s
that name start with amox, to and [ — T o
capture all amoxicillin items you
have in stock. And Program is Don't Care v

* You might want to complete a Ana @/smd‘ focaton f*‘m‘ = -
physical stocktake of only items And (@) Eoiydse [sonerisiew v foorgoroo i)
that appear on your Essential And 7 Donor  equals “l [ ]
Drugs List.

« You might filter the item by code 'Q/R"“’"' wyseect [ 0] tems trom returned ist
if you only want to stocktake 1
specific item in your store. ]

2. Additional filter or categories

»

Additional filters or &e Select items to stock take..
categories —
You can add additional or alternative (*) e
recuirements to your search by \\a7/femname v| [E=mwe )
-

selecting AND or OR in the drop @ and ~ | [categoryl | s [SJ
down. and ~  VEN category is Don't Care ~
If you have categories set up in your o e Lol v
store (eg Anaesthetics, Antibiotics), And Program is Don't Care -
you can filter by drug category too. And @ Stock location | equals ol ]

and (@) Exprydate [sonorbefore poooe | [E

b
And Donor |equals v l—

@.Ranoorw select | 0 ttems from returned st

=
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3. Stock Location

Stock location

If you only want to stocktake a
particular location in your store, you
can filter by location here.

4. Expiry date

»

A+ Select items to stock take..

Rem fiter...
Search for tems whose...
\9/ Rem name ~ | starts with vl
g and w  |Category1 e EJ
and w | VEN category is Don't Care ~
and ~ | Depariment is Don't Care -
And Program is Don't Care ~
And Q Stock location  equals ~
ang (@) Expeycate monorbefore poose | [
And Sase? Donor  equals v ’7

.@Randorw select | 0 items from returned kst

e

Expiry date

If you want to complete a stocktake
for items expiring by a particular
date, you can enter an expiry filter
here.

This can also be useful to check
which items are expiring soon.
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»

A+ Select items to stock take...

Rem fiter...

Search for tems whose.

o- Rem name ~ | starts with “|

@/‘ and w  |Category 1 w [ EJ
and ~ | VEN category is Don't Care ~
and w Department is Don't Care v
And Program is Don't Care ~
And | @ Stock location | equals <
And () Expirydate sonorbefore | [gomono E

And Donor |equals w

@j Randomiy select | 0 items from returned st

=
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5. Randomly Select

»

Randomly select Ae Select items to stock take...
Here you can enter a number of - =
items you want to randomly e
: (£ eem starts with 7
stocktake. This can be useful for \afy/[emneme v ‘" e
auditing the accuracy of your stock Q) [mna v | [category1 | s &
levels in your store. — T VN catagory s T 5
and w | Department is Don't Care v
And Program is Don't Care ~
And | Stock location  equals v
\o : .
And | Expirydate isonorbefore v [00/00/00 E
L
And Donor |equals v l—

Randomly select | 0 items from returned kst.

o/
conce

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

1. Click on Stocktakes
»
@ Click on Stocktakes

Navigate to the Items tab and click Stocktakes.

~ © 4 0] 2 K &°
() = a® Egp® =L@
E al I =

Pty SR

¥k bH H e ¥

Regnneans

8
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2. Create a New Blank Stockstake

/

(1)

»

N Create a New Blank Stocktake
Click New blank stock take
A Stocktake st
(+ (#
( 3
.
( o)
()
(s)

3. Add a new Line

= e
Show | Current -
Stat Pragram

»

Enter a Description for your Stocktake. You can also enter a reason for your Stocktake in the

1/ Add a New Line

’ comment box.

(2

rpe Click New Line.

(4) ——
N/

(s)
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4. Add Stockline Details

, Add a New Line

1

| Enter a Description for your Stocktake. You can also enter a reason for your Stocktake in the
comment box.

2

Click New Line.

5. Create Inventory Adjustment

»

Create Inventory Adjustments

Review your stocktake carefully.
|:’ 2 To finish the stocktake, click Create Inventory Adjustments to update your stock levels.
Click Yes when prompted.

Click OK to dose the Stocktake window.

(3)
B

pr—— =

e — U

AL — S e i i
4 ™\ o 1wk s [FEEIEET [ ——
| 4 )
N B = & |

P ]

adaren

T . o troey  Semn . heokton B Guey [

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

»

@ Reviewing All Stocktakes
Navigate to the Item tab and click Stocktakes.

(2 ' Current stocktakes will be automatically shown. In the Show dropdown list, select All.

Double click on the stocktake to open it.

e o |[@=
® @ o =
Mew siock tske  New blank siock iske  Delste siock take S
o Deserison Stock tase date stus Prageam
10 Cefraone-Partal Stocktake woazoz1|  m
11 Annusl Stackiske 100021, ag
5 Anusl stacitake w2zt
4 8032921 Stocktake a0 .
3 B02021 Seocitake szt m
2 5032021 Stocktake (LTI
1 1022021 Seackiske 22021

2. Deleting Unfinished Stocktakes

»

“vu\,’, Deleting Unfinished Stocktakes

Navigate to the Item tab and click Stocktakes.

Select the Stocktake you wish to delete, then click Delete stock take.

& Stocktake int
‘ =
) # =
e s Lo S —]
n Descrgtion Stock take date Satus
31 9/08/2021 Stocktake 9/08/2021 )
29 9/08/2021 Pt Stockteke 9/08/2021 n
13 20/05/2021 Stocktske 2000572021 n
11 20/05/2021 Stocktake 20/08/2021 "
# 19/05/2021 Stocktake 19/05/2021 L
# 19/05/2021 Monthdy stocktake Janwary 19/0872021 n
10 19/05/2021 Stocktake 19/05/2021 L]
3 3/05/21 Stocktake 370572021 fn
1 30/04/21 Stacktake 300402021 n

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
2. The Process of Program Stocktakes Interactive
lecturette

1. Activity 1: Brief Introduction — 5 minutes

3 minutes

12 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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@ Open Stocktakes

o Navigate to the Item tab and click Stocktakes.

(2 )

e & iredy g =

0]

® & |8 Sho &R

(2) o T — — D

= dal I =
@ 4 v b EH oe w

2. New Stock take

-

(1 A

\_ New stock take
The Stocktake list window appears. Click New Stocktake.
— I & ﬁ
Show  Current v
. Stock take date Status
[': 3 \‘_:.
| .
\4)

3. Select Program
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(1)
W,
Select Program
N From the Master List drop-down box, select the Program you wish to perform a stocktake
\ 2 Yy, on, and then press OK. (Note: How to set up programs will be covered in a later level)
-
In this example, we want to perform a stocktake on the Tuberculosis program.

@ s Select items 10 stock take._. b

~
[ & \ and w| Calsgoryl | & B
_.-/ and w | VEN category s Doal Care -
and ~  Da tin Dot Care v
e
And I s on Master List Fibsrcubus progr | I
And Siock location  Sguals ~ |
And Expiry date @00 orbefors Eﬁﬁ [ 14

4. Stocktake Items appear

\__/ Stocktake items appear
All the items listed under that program which mSupply thinks you have will appear in your
P stocktake!
I: 2 |
SN’ Now you can complete the process as you would any other stocktake.
e el
N Deorpten 22972021 Saveitnie Sk e v 3

Use Lscaton  Bam code - Batch Gmary  Suembet PackSim  Esbe Quirtiy Commant
i Eani | Ehewbetsd 100mg b w1l T = »
q et Bkt 400 b samas s u
P

u
Dai0d sl B tak rax - m
4 BaBE Tk 0w e ‘e zomn v
[ w30 Rfanpicn 15mg b/ Bz sz 100w '

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

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
ii. 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.



1. Navigate to the Item tab.

Inventory adjustments

Navigate to the R é
Items tab @ g ﬁ :
Navigate to the Items tab. e . — e ] =

I
B
®
I
E:
®
1l
®

= dlo ko

. .
AdHoc Rems
Inventory adpusiments

%
k5
4
n
=7

Siaciasnes Stocs Lecabons  Repienisamen - Dipartments

v

DEMO LAND

2. Inventory adjustment list

Inventory adjustments

Inventory R é
sdjustment s ® & fol & @
This button allows you to el Sem — Barole Sewid e

view all previous inventory = (_D = () = @
adjustments. — ﬁ — M — i‘-‘F

The comment section will [ r— p. \ —
provide a reason for the ()= I.I o/ III b =
inventory adjustment. \T . e

R

Lecalond  Replenishmen Departments

]
4
=

1
-

Sckisies

'e-_:,- DEMO LAND
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3. Inventory adjustment — Add stock

Inventory H— 5
adjustment - add @ ﬁ ﬁ

j © oo E
stock curmmer P o frrees opsan pre=
This button allows you to = : H

create an inventory
adjustment to add some
stock into mSupply.

EDn
®
1]}
s
®
1]
e
®

Ranacks

= o4o e =

|
\ H .
A Hac e
Invgatory adjastments

DEMO LAND

4. Inventory adjustment- reduce stock

-

Inventory ——— -

adjustment - reduce @ ﬁ h\_, OJP?O

stock e rerermn heos = A

This button allows you to = ﬁ @‘ = M@ = i; @

create an inventory
adjustment to reduce o
some stock in mSupply. [ .

= dlo o

\ - .
A HOC R
Inventory adjusiments

- -
S§ K S H e
.-
Sschasees Siock Lecasons Replenishments Department Bem calegodes Mast

[ [—

[T pe— " m /| || =T
A AS NS4

W
e DEMO LAND

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

Create a New Inventory Adjustment to Add Stock

Navigate to the Item tab and dlick the Inventory adjustment-add stock button.

© a € o &
Sa® =0 =, ®
= (4l E

2. Add a New Line

Add a New Line

Enter a reason for the Inventory adjustment in the Comment textbox.

Click New Line.
oy s s = =
[ - cowe [ Wk
- vt et
Categary S0 oty e el
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3. Enter the stock Details

Enter the Stock Details

Search for the item you want to adjust stock for.
Enter the quantity you want to increase stock levels by.

Enter the batch and expiry, and any additional details (as necessary).

Click OK to return to the Inventory adjustment window, or OK & Next if you want to add

another item.

&+ Add/edit inventory adjustment line >
[Cter Eetraxcre ono [ 3] cevsa 0]
Recewed quantty 3 Inveice quantty | Pl
Pack size 0 ivoice pack size | 10

Total quantty: 30.00

Eur
Expiry

4. Finalise the Inventory Adjustment

Invoice total quantty 3000
Location [BLUE
vnlnlwp.ﬂl_ulnﬁ

Finalise the Inventory Adjustment

Review your Inventory Adjustment.

If you don't need to make any more edits, check the Finalise box and click OK.

e e L & N -1 o [H Mok
o ouf | - wee renter  §
M daie 1RO
Tt v wach Cawgory Mo - Iy
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Lol PR
.
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Sorw tmioes Medce VEToee
Cosersl Sy by e Sy by Beti Loy
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5. Summary

Summary

Once you have entered your inventory adjustment, you can
look it up anytime by clicking cn the Inventory Adjustment list
button.

A a2 & &°
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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,

Create a New Inventory Adjustment to Reduce Stock

Navigate to the Item tab and dlick the Inventory adjustment-reduce stock button.

A miupply reguer

® & (0 O h &°

Camtormer Tupplen mem Feports

ﬁ@

saas

ii
&
®
Ll
o

1
=

ack Locaions PI— S— Cuparuss B eategones aster st

Trainers Guide Legacy mSupply 149



2. Add a New Line

Add a New Line

Enter a reason for the Inventory adjustment in the Comment textbox, or select a reason
from the Category dropdown list if available (you'll learn how to set this up in a later level).

Click New Line.

e

5— " &= =
] = - e

= -l Enoumten 0 0
Lot by o el = |

Shorw Warueg Roaces

Gemers! Summary by e Summary by baich Lag
melsc  Tiem code Bt e Gy Mk Bexh  Gory  Cofeor el e frics mtensen adantmert maon

3. Enter the ltem Details
Enter the Item Details
Enter the item name.
Click on the batch line that you want to reduce stock for.
Enter the quantity that you want to reduce the stock level by.
In this example we have typed 500, so we will reduce this batch line by 500 packs.

Click OK to return to the Inventory adjustment window, or OK & Next if you want to add
another item.

Add tem.
e [Cotranone 250mg inj E.“m @
Mi S50 of 40D
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4. Finalize the Inventory Adjustment
Finalise the Inventory Adjustment
Review your Inventory Adjustment.
Check the Print box if you want to print the Inventory Adjustment.

If you do not want to make any further changes to the Inventory Adjustment, check the
Finalise box.

Click OK.

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/ Activity Learning Methods Time

N Allocated

1. Brief Introduction Lecture 5 minutes

2. How to Build Items in mSupply Interactive 30 minutes
lecturette

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

© 482 b &
Elg @ =py® =, 0
= al W =

M %4 kK& & @8
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2. Search for the item

Search for the Item

Search for the item and click Find.

s Find items X
Tl —
and v Categoryl v |is LSJ
and “  VEN category is Don't Care v
and v Department is Dont Care v
nd ¥ Is on Master List Don't Care v

Randomly select 0 items from returned list
Exclude hidden items

o N =
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3. Select the item

Select the item

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

4 o B AW E @O X
Mm e Rt Sy B Order by Prsg ugah Capinale Cumemsr g fnsd

e Codw o = Chwbwust pacie Samack on ~wre Flmgs.
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ena it Eraiaenl Jima tables il v

4. Open the Bill of Materials

Open the Bill of Materials
Click on the Bill of Materials tab.

Check the Use a hill of materials to manufacture this item box.

Click New Ingredient.
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5. Add ingredient to the Bill of Materials

Add ingredients to the Bill of Materials

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

Click New Ingredient to add another ingredient, as required.
In this example we want to make 100mL of Enalapril Tmg/ml suspension.

Note that this will be used as your master formula for the final product - mSupply will
calculate how much you need of each ingredient each time you make this item, even if you
require different quantities of final product.

&+ Add ingredient... mi X

Item name [Enzlapril 20mg tablet

Item code enal20t

Quantity E|

6. Enter the Manufacture Method

Enter the Manufacture Method
Enter the Quantity of finished product.

Enter the Manufacture Method. It's useful to add expiry and storage details here also.

Review the Bill of Materials, then click OK.

T ==
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7. Summary

Summary

Success! You have just ent
Bill of materials for a new
build. You only need to en
of Materials once for each
item.

The quantity of ingredients will be
automatically calculated for the
quantity of product you wish to build

each time.

Now it's set up you can move on to
building the item, let's learn how.

ered the
item to
ter the Bill
build

¢] Q:s

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

Add a New Build

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

& mepply navgatar
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2. Add the Item to Build

Add the Item to Build
Enter a Reference for your build and a Comment, if required.

Click the Item to build or to edit button.

3. Add the Build details

Add the Build details

Enter the item you want to build.

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

Click OK.
em [Enatapril | suspension IIﬂm @
- m— B
Pack size [ [ Invoice pack size [
Teasd quantity: 10000 Invoice total quantity 10000
Barch [BLD0IZI Location [Nome @
expiry fzan || Volume per pack 0 m3 @
Adjusted localcost % M Sell price
|-muiuuﬂuz;|m— 000 0.00

000
Price extension 0.00

Donar[

Trainers Guide Legacy mSupply 157



4. Add the Bill of Materials

Add the Bill of Materials
Click on the Bill of materials tab.

Click Add Bill of Materials, and click OK when prompted. This will automatically calculate

how much stock is required for the amount you are making.

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

quantities.
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5. Review Manufacturing Method

Review Manufacturing Method

You can review the method by clicking on the Manufacturing Method tab.
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6. Allocate Batch Lines to Ingredients

Allocate Batch Lines to Ingredients

Click on the Ingredients tab. The
ingredients in red are placeholder lines
until you allocate a batch to them.

Double-click on each ingredient line to
allocate stock.

Manually select a batch line, or click Re-
distribute all, to automatically allocate
a batch.

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

7. Confirm the Build

Confirm the Build
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Review the build ingredients. The Summary shows the price of ingredients and sell price
the new item. You can edit this by double-clicking on the Item to build.

Check the Print box to print a picking slip for the ingredients.

When you are ready to build the item, change the status to Confirmed.

Click OK, and Confirm when prompted.
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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
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9. Builds have 4 statuses

Builds have 4 statuses:

New (nw) - A new build is being entered, but has not been
| saved.

- Suggested (sg) - A build has been entered, but has not yet been

confirmed. If stock lines have been entered, raw material stock
is reduced so that it is no longer available for other invoices, but
the new item is not yet entered into stock. Builds may be leftin
'sg' status until you are ready manufacture.

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

Finalised (fn) - The build can no longer be edited. Builds should
be finalised once you have manufactured the item.

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 25 minutes
lecturette

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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Open Miscellaneous Labels

Navigate to the Special tab and click the Misc labels button.

& mbonpty asagates ]
Cuniomen FuppEey e Repons Specd homn
s % U A
. @
Cunencies Bemirers Cortady Aebepagbons Wiamingy.
Frascinecs Herge presOne Dagnoes
g ipoes Cash Regsiar e Trans achon Calwgoras
EMH‘ Do L) o [ T -='” m

2. Add a New Label

Add a New Label
Click New to add a Label.

Your current Labels will be displayed in the Labels window. You can also Delete or Duplicate
labels from this window.

b 5
[+J [-1 [!J [""J

N Dt oy Dupicate
[iesxnphan
Delevety Noks - Keep in Fadge
Instrucions « PcoPiep
Instructions: - Reconstindion Sugmentin 510
Repack - Amowclin S00mg capmdes x 21
Fiepuack: - Metiomen S00eng tablets 20
Flapack - Mstiormee SO0 tabbsts 50
Fapack - Pascatamol S0eg tabkst o 100

3. Enter Label Details
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Enter Label Details
Enter the Label name and Label details.

Click OK to save the label.

A= Add label X
Normal Mutiple
I; :; ;;; H;ld - Atmnolol 50; tablwis x 30 I
Label detais Size
Heading [39 x Atencicl 50mg ablets 10
Body |[Baten W~
Expiry
Lef footers Right footers
[ ] 0~
0w
Centred Footer | Natiorsl Madicsl Wirehouss - Demo Land | M0 W
Line spacing |1 » | mm

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

1. Label Name

Miscellaneous labels

Label name £ Add label X
This name is shown in the Normal Mulipie
list of available labels when Labeiname Rapack - Alanolol E0mg tablets x 30 I
he S ial > Misc label Label detais Sueuo-
the Specia isc labels ° ety ETEESETE 1 | \./v
menu item is chosen. By [Foise mr
Expiry
This field will not print on
the label. S At focters
10
10
Centred Footer | Hational Medical Warehouse - Demo Land ] 0

Line spacing |1 w | mm

©©

uantity to print | 1
Print

© © ©
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2. Label Details

Miscellaneous labels

Label details 22 Add label X
These fields will print on Normal | Mutiple
the label in approximately \LO{:::“:"" Blapacs: Menoto) Somy iaflen» 3 -
. al 8 . I
the same position that they @ ey EEEE 4
are on the screen. Pody P 1 | |
[Expiry

Add a Heading for your
label, and Body text and

. Left footers Right footers

footers for additional 0 v
information, such T
instructions for use, batch, Centred Footer | National Medical Warehouse - Damo Land 10~

expiry or store details.

\g Line spacing |1 ~ | mm
Note that if you enter a very

long left and right footer -gmnnm to print | 1
they may overlap in the = — -
middle of the label. Print a (1)) © ()
= = 4
3. Size
Size & Add label X
The font size you wish to P (e | :
use for each part of the \Nf/Labelname Fesac:- Atanslol SGmg iathatsx 30 J p
Label detais. Size @
label. o Heading [30 x Awnciol 50mg tablets ] 0~
Body [Batch ] 10 -
[Expiey
Left footers Raght focters
10
10 -
Centred Footer | National Medical Warehouse - Demo Land ] 0
e Line spacing |1 ~ | mm
b
gamm to print | 1

Print

0 ©

]
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4. Line spacing

Miscellaneous labels

Line spacing

The spacing you want
between each line of text.

5. Quantity to Print

4 Add label

Normal Muttiple
Label name
Lapel detais

( 9 Heading

Body

Centred Footer [

[Repac - Alenciol S0mg tabien x 30

[30 x Atencicl 20mg tablets

Baten
Expiry

Left footers

Right footers

@ Line spacing |1

Naticnal Medical Warehouse - Dema Lana

v | mm

gummmm 1

Print

@

@.

*

]

Miscellaneous labels

Quantity to print

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

Note that the quantity to
print is not saved - it is reset

to 1 each time you open the
label.
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4 Add label

Normal Multiple
Label name
Label detais.

9 Heading

Body

Centred Footer |

[Fiepacs - Atencicl 50mg tabiets x 30

[0 x Atencicl 50mg tabiets

Batcr
Expiry
Left foolers Right footers
Mational Medical Warehouse - Demo Land
°. Line spacing |1 ~ | mm
@(}u\mm to prnt | 1
@ ©

bd

Size |
10
10

<<(0
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6. Print

Print s Add label <
Clicking this button will P (Bumote|
print to your default \Q/"'“' name Fapact - Alanolo! Ong taslen x 30 )
. Label detais Size .°-
mSupply label printer. ©) roomo B3 Ninsit oy s ] T
Body [Bater ] 10
It will print the number of Expiey
labels specified in the
Quantity to print field. Lo tooters Rt footers
0 -
10 ~
Centred Footer | National Medical Warehcuse - Demo Land ] K
@. Line spacing |1 ~ | mm
-\Q/Ommmpm [ 1

Print

O ©@© @

7. Cancel
Cancel 2 Add label »
Clicking Cancel will close oy [Muete |
the window without saving \\jLabeiname Fapack - Alencic! Somg tablets x 3 .
Label detais Size .°-
any Changes you have ° Heading [30 x Atencicl 80mg tablets ] 10 y
made. Body [Bateh ] 10 ~
Expiry
This is useful if you want to
print labels without S At fosters
changing the preset label v
details. e
Centred Footer | Naticnal Medical Warehouse - Demo Land ] 0
@. Line spacing |1 ~ | mm
-\go»anmmpnm_ 1

Print

@ ©

.
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8. Ok

Miscellaneous labels

OK 4= Add label X
Clicking OK will save any Normal Multiple
changes you have made -\—/-Lnulnnm Repas - Atenciol 50mg tablets x 30 ]
ddl h ind Label detais Size \-/
and close the window. teotng TS AT SIS Y= -
N~ Body [Bstch ] 10 ~
Expiry
Left fecters Right footers
0«
10 -~
Centred Footer [ National Medical Warehouse - Demo Land ] 0
Line spacing |1 v | mm
\J-Ouanlty to print | 1)
Print Cancel | 0K i
4 4 ./

9. Summary

Summary

Great! You have just created new labels
for your store.
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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
2. How to Develop Transaction Reports Interactive
lecturette

1. Activity 1: Brief Introduction — 5 minutes

5 minutes

55 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

Basic Reports - Transactions

Type of report

Here you can select which
transaction report you want to
use. Each report generates
different types of data and will

include varying combinations of

names (stores, customers, ar
suppliers), items, values ($) and
quantities (item units).

Once you have selected the
report type, you will then add
filters and dates according to

your need. The filters that do not

apply to certain reports will be
hidden as required.

2. Transaction type:

Transaction type

In the first drop down list, you
can choose which transactions
to report on, for example:

- Sales to customers: customer
invoices i.e. transactions of type
d

- Purchases from suppliers:
supplier invoices i.e. transactions
of type si

In the second drop down list,
you can select to report on
normal transactions (ie external
customers and suppliers) and/or
stock transfers (ie internal

3. Transaction category filter
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- Purchases from suppliers:
supplier invoices i.e. transactions
of type si

In the second drop down list,
You can select to report on
normal transactions (le external
customers and suppliers) and/or
stock transfers (ie internal
customers and suppliers - other
mSupply stores). The default
option is Both normal
transactions and stock
transfers.

S
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Basic Reports - Transactions
Transaction source: This allows
you to select the source the
transactions must belong to;
‘Customers, Suppliers and
Stores’ and/or Patients. For
example, if you select Patients,
only transactions with a patient
name will be included in the
results (e.g. prescriptions).

Transaction category: Use the
magnifying glass to choose the
transaction categories to include
in the report (for example,
Regular vs Supplementary
customer invoices, or Inpatient
vs Qutpatient prescriptions if
these have been set up In your

4. Name Filter

Name filter

You can enter the Name or Code
of the Customer, Supplier or
Patient you want to report on.

You can also report on the
Customer or Supplier category, if
you have these set up in your
store.

Categories

5. ltem filter
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Item filter

Here you can specify the items
or item categories to include in
the report.

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

Open Reports - Transactions

Navigate to the Reports tab and click on Transactions.

& mSopply navigator =
o b E| b &°
St
Customer Suppliers Bem Reports Special Adrrun
Stock and fems Management Transactions Savedrepons
@ Show total stock value @ ABC anaiysis ﬁ Run ssved repod
@ Current stoc @ Management summary E Purchase orders a Manage saved reports.
@ Stock on Gate @ User actiy tokals @ Purchases Omors
@ Graph total stock. a Backorser repont Requisons a Cuotation summary
@ Graph: stock Dy item a Custom report a Requistons @ Transport repont
@ ftem List =
Uan3ge reports Dotwareat @ Suggest price bst addins
@ Rem usage @ Cedtors a Updste pnice kst
@ Nam slow movers Expanng @ Aged cedors a Price list
Locabon report a Eapinng tems @ Customer statements @ Category Analysis
@ Expiry ftaen Vs cover a Creaitors @ e loager
ﬁ Users report
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2. Select Report Type and enter Date Range

Select Report Type and enter Date Range

In the Type of Report box, select Totals for each name. This report tells you the monetary

value of stock issued to each facility in a specific timeframe.

In the Date range section, set the timeframe for your report (choose from the drop-down

menu or manually enter the date range).
Ensure the Exclude transfers from calculations box is NOT ticked.

Click OK.

3. Export to Excel

Export to Excel
Select Export to Excel and click OK.

A+ Printing options

[ [Fotais by name: Sales, confrm date from 1/01/2020 1c | None

I [ Page

C) printer [ Preview on screen before primting
Choose report type Defaut
(®) Open in Excel

() Save as HTUL fie
() Save as Text fie

B =

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

Report: Total value of stock issued

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

1 1 31/12/2020: for store(s) National Medical Warehouse

2 [ ’ ~

3 |Name Transac ) I Value

4 |Balwyn Warehouse Report Title 12 58600

5 [Thornbury Warehouse . Report title including date range L 11 60705

6 [Total (the title may be edited) 23 119305
2. Name

Report: Total value of stock issued

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

1 Jroienanfnclos s esiE b M et e st Warehouse
2
3 |Name T Name Value
4 |Balwyn Warehouse This column tells you the customers 12 58600
5 [Thornbury Warehouse (facilities) to whom stock was issued | 11 60705
6 [otal B 23 119305
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3. Transaction count

Report: Total value of stock issued

Transaction count

This column tells you the total

A number of transactions issued C
Totals b to the facility 020 to
1 31/12/2 ouse
5 E! ‘ £
3 |Name Transaction Count Value
4 |Balwyn Warehouse 12 58600
5 [Thornbury Warehouse 11 60705/
6 [Total 23 119305
4. Value

Report: Total value of stock issued

B C

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

A

1 31/12/2020: fe
2 1
3 |Name Transaction C¢
4 [Balwyn Warehouse
5 [Thornbury Warehouse
6 [lotal

5. Total

:  transactions issued to the facility

Value

This column tells you the total
monetary ($) value of all

Report: Total value of stock issued

A C
r Total /01/2020 to

il 31 This row gives you the overall Total Narehouse
7 7 Transaction Count and Total Value I
3 IName T,-' of Stock Issued to all facilities Value
4 [Balwyn Warehouse 12 58600
5 [Thornbury Warehouse 11 60705
6 i;;;i 23 119305
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6. Summary

Summary

Both Balwyn Warehouse and Thornbury
Warehouse received approximately
$60,000 worth of stock in the year 2020.

They were expected to spend ~$50,000
each for that calendar year - this means
they spent more than predicted in the
budget. It's important to find out why (but
that’s beyond the scope of this module!),

This information can be used to help
estimate future financial needs and
budgets.

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

Go to Reports - Transactions

Navigate to the Reports tab and click the Transactions button.

—bmwm

px]
Customer Suppliers Rem Reports Special Adrmin
Stock and fems Managemaent Transactions Savedrepons
§ e | (B e TYe—
@ Current stocx @ Management summary -é Purchase ceders a Manage saved repons
Stock on Gase okat 2
@ @ User aciny torals @ Purchases Omers
Gragh total stock
@ oh @ Backorcer repon Requistions a Quotation summary
@ Graph: stock by tem —
@ Custom report Requistons Transport repont
B remus ;
@ W3nage reports Deticreat a Sugges! price st adding
8] Memusage
@ Dedtors @ Updaste price kst
Heen slow mavers Expring
@ prIng @ Aged cetors a Price list
@ Locaton repont @ Expinng tems a Customer statements @ Category Analysis
@ Expiry item Vs cover @ Creaitors a Horm ledger
ﬁ Users renont

2. Select Report Type and apply relevant filters
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Select Report Type and apply relevant filters

In the Type of Report box, select Cross-tab: items in rows, names in columns, quantity in
cells. This report shows the total quantities of each item issued to each facility in a specific
timeframe.

Apply the required date range.

Ensure the Exclude transfers from calculations box is NOT ticked.

Use the Item filter to select the items you wish to report on. In this example, antibiotics have
been set up as a Flag.

Click OK.
s Trarsacion report o X
Type of report Trmsaacton typs L L
Regin Saes & curemen w Fag P
otals for sach Mo okon o By pociane M " —— ol i v [coepyt v W K
3. The Report viewed in Excel
[Tttt ey~ ]
L B = B B F | 4 A 8 c D 3 F
g
: E
i
2 H
2 a o 4
F 2 Customers = r
v -
% 3 % 2 This row tells you which customers 2 3 £ :
a3 2 t < (facilities) stock was issued to ] a * &
£ 2 2 - £ 2 2 H
) b 3 2 = < 2
s
Items H -E 2 g & H 2
1 This column tells you the names = = = ; = B L 4
2 [amonicillin 500mg tablet ! oftheiters supplied 130 ﬂ 2 [Amoxicillin 500mg tablet ea } 90 490 130 93
3 ctio { 0 3 [Ceftriaxone 1g injection ea 5 20 0

Report - Total Quantities of items issued to each facility

A . B c D E F
z
£
2
i o
S - ¢ H
E 2 G £
& g £ a
- € 8 2 g
Quantities H 2::. 3 g
The values in these cells tell you how ‘§ g § 3
1 much of each item was issued to Ed -] s ]
2 |amoxit each custorner over the required 90 290 130
time period [ Bj
3 [Ceftria 5 20 0
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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.

4. Summary

Summary

In this example, you can see that
Kerang Hospital is requesting more
amaoaxicillin and ceftriaxone than the
other customers, This makes sense as
they are a large hospital and would be
treating more patients than the other
facilities.

You can also use this report ta compare
actual item usage shown in the report
vs. estimated consumption, and assess
whether the stock provided was
sufficient ta meet needs. Determine
whether the facility consumed
significantly maore or less than planned

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.

A B G D A B
1 Units 2021 Q1 ?021 Q2 1 2021 Q1
2 |soniazid 300mg tab s 400 2 First Quarter 600
3 Rifampicin30omgtab | T 400 3 { T b oren o 500
4 Ethambutol 400mg tab were issued 300 4 first quarter (Q1) of 2021 500
5 300 5 | - 400

Report: Total quantity of stock issued from a facility - quarterly breakdown

U s WN =

A B C D
' 2021 Q2
Isoniazid 300mg tab Second quarter o 400
Rifampicin 300mg tab L. on e e 400
Ethambutol 400mg tab o auarer (@020t | 300
Pyrazinamide 500mg taw ; ca -ud 300
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By comparing actual item usage per
quarter or month as shown in the report
vs. estimated consumption, you can
assess whether the stock available at the
supplying facility was sufficient to meet
needs

Determine whether the facility issued
significantly more or less stock than
planned during each peried and, if so,
why.

Consider whether there were shortages
or stockouts at higher levels that
impacted supply at certain times. This
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Step 7: We will be learning the step-by-step process of Saving Report Templates
1.

Create a template

Create a template

To create a report template, simply choose a report to run, apply the filters you wish, and

click Save Template.

B Transaczon regont

Troe ot mpert
Rapert

Totsin for aach tom Grouped by day
Totas for each tem grovped by mesth

Totas for ench e rouped by tem descrghion
Tota for each eem brokan Souee by packszs
Totan lor anch bem groused by Y amsacsen catage Ben tem

Datrbtion o quintees sved
S
Mo 3 exry

Order pavcessng tore

I prices - Vokame WGt Sverage Srce

Contab: et m rren, mames 0 Columrn, ke & ol
Crom-tab Rem in 1w, oy i Colommn, quantity = cely
Crom-tak Bame in roe, favs m coeme, vihs i ool

Swn range

@ Contemnt Date () Shppe Due
renfinraee B n[osann B DR

Eata toee
Actun Mecx BCHION Cote WMAN

Denar cote eGusn.

2. Save Template
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Save Template
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ConetmOrglat v Tree
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- ¥ VINCaegery DeniCom
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s Vo Maver Lt Dot Care
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Report name: Enter the name the report will have in mSupply. Make it meaningful so you
know what report you're running when selecting it.

Comment: Add anything you want to remember about the template and you want others to
see. You could enter the purpose of the report or why the template was created.

View preferences: Check the Public checkbox if you want all users to be able to see the
template in the list and therefore run it. If you leave it unchecked then this template will only
be visible, and therefore runnable, by you.

Edit preferences: Check the Public checkbox if you want all users to be able to edit this
window (please note this only changes this window, not the actual filter settings made on the

previous screen)

When you are done, click OK.
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3. Running a saves templ

ate

Running a saved template

Navigate to the reports tab and click on Run saved report.

© 4

Stock and items

@ snowots stockvame
@ comentstock

@ swooncae
Gragh tota stock
@ Gragh stock by ftem
B mmus

B remusace

@ remsiowmovers

@ Lecation report

"

e
Management

ABC analysis

E Management summary
@ User actay totais
Bacxorder report

a Custom repont

@ Manage repeds

Expirng

Expring tems
Expiry flom V5 cover

4. Select the template

Select the template

Click on the report you wish to run, then click OK.

s select saved repont

Flaase patact o paved regert

Raport name

‘éakue of stock iued - Essental dreg I, querterly report Far quartery budget reien

5. Editing and deleting the template

Editing and Deleting templates

L3
= °
Regonts Speos Agmin
Transactions Saved reports :
@ Transactons @ Run saved report |
@ Purchase orders Uanage saved repons
ﬁ Purchases Othees
Requisitons ———@ Quotation summary
E Requisitons : a Transport repodt
Debitcreat ‘Suggest price list 3odns
@ oo Update pece fist
B waoerters Pace kst
@ Customas statemants Categoey Anatysis
@ Creanors e ledger
) users copon

If you wish to edit or delete your saved report templates, navigate to the Reports tab and

click on Manage saved reports.

® 2 0

Customas Suppliers e
Stock and tems Management
@ srowtets stocevae | @ ABC anaivsis
Current stock E Msn3gement summary
@ Slock on date @ User acity Sotals

@ Graph: total stock
@ Graph: stock by em
tem List

E Neen usage

Neen stow movers

Location repon.

Backarcer report
@ customepon
@ Manage reports

Expwing

‘ Expinng nems
B e temvs conr
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Tiarsacton
E Transacions
@ Purchase ceders
@ pucnases
Reausaons
‘ @ Requisitons

Debivcreat

,@. O:w;

Aged dedtors

@ Customer statements
R creaes

Jfo

al

o]
= °
Adrun
E Run saved report
. Obars
@) cuctaton suenmary
@ 1anspotrepor
E Suggest price bst addins
@ Update price kst

@ Price list

@ Category Analysis
| = Jeae—
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6. Select the report

Select the report

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

A Munage irved reports

Oue saarch

B |E &
=
Created by Lt modrhed
Total value of stuck woued - Dooestial drug bet, guertery eport  Ricards

Time

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

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
2. How to Develop Stock and Items Reports  Interactive
lecturette

1. Activity 1: Brief Introduction — 5 minutes

5 minutes

55 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 Iltems 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

Basic Reports - Stock and ltems
~ Show total stock value

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

s mSupply alert X

Fnsi price of stock on hand for store National Medical Warehouse:
9,070

® o1

You can also add filters if you only want to include particular items or categories in the value
displayed.

2. Current stock

Basic Reports - Stock and ltems

v Current stock

This report shows you the stock quantity for each item in your store, or across multiple stores. It
can be used to calculate the % availability of items in your store and across different levels of the
health system; we will look at this calculation in more detail shortly.

The report will show each item with stock >0 that is Available.

Stock totals for each item for store(s) National Medical Warehouse

Location Ttem code Item name Tatal\quantity
BLUE amo500t Amesicillin S00mg tab 4400
BLUE cafx250i Ceftriaxone 250mg mj 4000
BLUE chip1oot Chioroquine phesphate 100mg (base) tab 7000
BLUE chipsts Chioroquine phosphate 50mg/SmL syrup 2000
BLUE diast Diazepam Smg tab 8000
BLUE enalls Enalapril 1mg/mL suspension 200
BLUE enal2ot Enalaprd 20mg tablet BO
BLUE ibuznot Ibuprofan 200mg tab 000
BLUE 180300t Tsoriazid 300mg tab 8000
BLUE mef2s0t Mefloguine 250mg tab 4000
BLUE mets00t Metformn 500mg tab 2000

3. Stock on date
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This reports shows you the quantity and value ($) of stock in your store on a specified date.

4. Item list

Basic Reports - Stock and ltems

This report allows you to view all items in your store, including the location and stock on hand.

code

amoS00T
cefx250i
chipinot
chip50s
diast
enalls
enalzo
ibu200t
Iso300
mef250t
metSor
met500i
parsor
pri75t
nlistt

5. ltem usage

|

() Show Bacches winh Semmary

fiepit o0 2ema mhose

S1art o end of the ony

@ Stock at stert of the day
O Bkt 4 of e dy

m cose. S LR

e
e v Cungoryl |
ant “  VEN catsgeryin
ot v Deportment i
ant

w e Master Ust

and gones equats -

] inctue mem with ne stock
] Exctue A hoc aed nem stack hems
7] Exctuge digcen items

Item list report: for stere(s) National Medical

Warehouse

item name

Amaoxicillin 500mg tab

Ceftriaxone 250mg inj

Chloroquine phosphate 100mg (hase) tah
Chloroguine phosphate S0mg/Sm_ syrup
Diazepam 5mg tah

Enalapril 1mg/mL suspension

Enalapril 20mg tahler

Tbuproten 200mg tab

Isoniazid 300mg rab

Metloguine 250mg tab

Metformin 500mg tab

Metronidazole 500mg,/100mL inj
paracetamol SOimg tab

Primaguine diphosphate 7.5mg tab
Rifampicin 150mg + Isoniazid 150mg tab

Trainers Guide Legacy mSupply

Item Location Stock on hand

Al:1 Shelf
AL:1 Shelf
ALl Shelf
AL:1 Shelf
AL:1 Shelf
Al:1 Shelf
AL:1 Shelf
Al:1 Shelf
A1:2 Shelf
AL:2 Shelf
A1:2 Shelf
AL:2 Shelf
A1:2 Shelf
B1:1 Shelf
Bi:1 shelf

4400
4000
F000
2000
BOOO

&0
Q000
BO0O
4000
L]
4000

10000
6000
S000
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This report displays a facility’s average consumption (usage) of each item per month, based on
previous usage within a given timeframe. It also shows how long the current stock on hand will last
(months cover) based on previous consumption rates.

More on this later!

6. Item slow moves

Basic Reports - Stock and Items

This report displays items over the maximum stock threshold you want in your store.
It shows items that have more than X months stock on hand; this figure (X) depends on your

desired stock turnover. For example, if you are turning your stock over twice a year, you might
want to know about items that have more than 12 months of stock.

Ao e stow movers =
Hepert an ibtma whose_
e code o T E—
[Liave biank for all Aams.- war g oy take & bow minues 15
prosuce the report for al ibema)
ana ~| [cwmgeryr - | s ~
ana ~ | Oepartewnis Do Care -
and ~ | VENCategery Dol Gare -
and > ioaMaster Liss Do Care -

and duner equsis. =] [

Haze snalyaiz on T2 Mianths of usage dsta
| Regort on dems that have more than | 12 mant®s stock on hand |

7. Location report

Basic Reports - Stock and ltems

> Item slow movers

If you set volumes for locations and items in your store, this report shows you how much space
each location has available for stock, based on its capacity (m3) .

Location summary report Ministry of Health

Page 1 of 1
Location Description Type Capacity Used Available % Store

BLUE Blue Shelf 50 o 20 National Medical warehouse

RED Red Shelf 100 v} 80 National Medical Warehouse

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

Iltem Usage Report in excel

[t

T L B e I A T T T TR S Tore(e) Mo e W] H
e T Tl O s Store
. Montn_| manth || stockcover | mche | suths 7
Report Title — 25— A This column tells you the name of
I B % i o 5 the store
The title of the report including filter ] ] o G . | —
and store details

e

< 2l £ . 2 L u i o A . : 5 M " o
2 uals True, for ouse | 1 [ weege fEvcet] veport (88 Ji”., Tou stove(s) Natioast Medical Warehouse
— el :
RPN ol L CRPCN oA
N T - e e q aga)mantn | o || o Cover
5 Item Code i . S P 7 5 Item Name Je==
s h e B P - i p |
. This column tells you the item code | . o | 1ad 0 1o : This column tells you the name of o | ud e
o 5 P i 5 P - the items produced in this report I 2 =
s : |

VEN Categories

into your system. store

H 1
- This column tells you which VEN 2
- 5 Stock on Hand
: (Vital, Essential, Necessary) ‘ i F. P
3 category the item belongs to, if = This column tells you how much 1 ] = -
? this information has been entered 3 stock you currently have in your L I B Y
[ ; |

s

Stock On Order
B 5 AMC
[l e e o (i sty TS Column tells you how much e e |
e stocc you have on order. e These columns show the AMC, or

Average Monthly Consumption

Note that Stock On Order data is
generated from Purchase Orders
only - 5o if you've requested stock

(usage), over the last 12 months,
24 months, and 6 months,
respectively.

from an internal order, that
information will not show here.

Lo

respectively.
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T

Menths of Stock Cover

This column tells you how many
Months of Stock Cover you have
remaining. based on your Stock on
Hand and your AMC (in this case,

upply

loak into measures to prevent a
stockeut.

n sl Warshouss
5 2 based on b manths of usage data). ;h_m_ —

: Monthly Usage S e, o o o e e | 2 EE=T=
2 b n 1 o f> - s g
3 These columns give you more e st | Month [Joeoc evoee | “mita | witha 5 If you weren't expecting another -
: recent usage data; monthly usage 15 : o 1d o oo el B order to arrive until 6 months in e su n  u

J d P : N 1 =
6 quantities from 3 months ago, [a o o wd ad v i :‘9 future bl;‘ Wf" an TE you Uﬂg'

4

7 last month and this month, E o o r ave 4 months of dprofloxacin an
il metformin remaining. you would
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2 | l\er: usage [meltl repoit (lanned oﬂlElﬂ 6 mon:hx of un: data Narehouse .
a1 EXpiring in 6 or 12 months  [eeee s

MemName | VEN| Hand | Order ||AMC 12 mthy mths | mths

‘ : These columns tell you how much S
wd b4 stockwill beexpiringin6or12 4 &
4

00ng ket of o 3

months, respectively. I I S

al

Step 4: Let's learn how to set up a Basket of Goods (Critical Items) in your store. This will be

Summary

The average monthly consumption (AMC)
is required to calculate months cover,
which is essential in assessing stock
status at individual facilities and national
levels. This information can be used to
determine if a facility is  over-, under- or
adequately stocked and adjust future
orders as required. Managers can study
the AMC, months cover and order cycles
to determine whether shortages or
stockouts are likely and plan accordingly.
They can also reduce wastage by
redistributing stock from oversupplied
stores to high-consumption facilities.

u‘ LY

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

Navigate to the Items tab

Navigate to the Items tab and click on the Items List button.

® & [b

i

EDn
@
iii

%
@

ot = Locasons Reciensmets

2. Find the ltem
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Find the item

Search for your item, then click OK.

& Find items X

3. Select the Item

Select the item

Double click on the item to open the Item Details window.

+§[E,

Farw Bam Tt vhaen
[ e

1A

Cass

4. Check the critical stock checkbox
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Check the Critical stock checkbox

In the Item details window on the General tab, check the Critical stock checkbox, then click

=
B s =)
B e came i vy et T e
n-* - o cote femctitn o b ]
St Bl K

e ™ e Dttt aen 4roe of praterned pacence 'v [

- = - Pres witate woen asrg [

Qo oy P

Podaetery f— 5

Categery 2 Ve

Beronche 3

B mm— [ 3 e

i e i -

isewios sl — || e gy

s e =

@ sangeer

Sl = LR

. — y

” Zates wameneet [ L o

A
s s
o e it o [
o

Gt dte L el R

amadysd Comnt gwin 0 1 wan insenng [ weor ot |

danal e w2 o s (] wetni |
et [
e o[ IR
e e n |
oot £
st O

Come T xa e

5. Search for your next item

Search for your next item

You will then go back to the Item List window. You can search for your next item by clicking
the Find button.

Repeat this process until all the items in your Basket of Goods have been checked as Critical

stock.
et o
EH & B & B @ & F
e o Eavee Sl waker it e By L] Moty Dvpicety Custorme Ve [

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

o

s <
[rec bat e e Trusfor store(s) Natronal Medeal Warehouse

1
2 poee
3 e = fomtoaion ok onhond |
potenied 1 s oncii Saveg tablet un
Report Title 1nf H CONGEG Ti00p el -
o
This is the name of your report K| e b |
with the Critical stock filter ﬁ 1) Code -
applled. g This column tels you the item code. xd
| e
% 2209 dq
3 b
% e q
N q
- < 1000
. dq -
10 et1so 150mg cap _1000d
n 2
n 2
n N Mo and coden
5 e and coden -
Critical Items List
Critical Items List
4 A o
1
A ) 2
1 3 code St
2 | 4
3 code - e ocaon_ ok oahand | §amosont I
- & ez
s 7 [Enallo nal 990
i Item name 8 lenatco [t B 1
aang 9 |Ethad00 560
- ot This column tells you the item 10ibu2000 Item count
10 w2000 name.lt lists all items matching ol 300
) 12 fs03000 ihli 20
] ’ the filter applied, regardiess of 13 mef2501 fyou highlight the number of rows
::.-vx whether or not they have stock. i with items, Excel will tell you how 2
e |met PRT TN
SSlmecson 36 {pwrsoo many items are on this list i.e. the il
28lperson 17 {Pyraso0 number of items in your Basket of o0
17 pyason 18 ritis
38 ottt 19 Jrtis? Goods.
Writan 20 ansor 10000
20lunsor
n = In this example, there are 16 items
2 z inthe Basket of Goods.
. T o items and codes | £
SuS e — Pasty ey

ol
e Vo Jood onvand = — "J
i s un - = . .
o
. Eralagit ]
Item Location w 10
10 iburod b Stock on hand =]
Himetoa  This column tells you the item's J sood peoten 20
K::": location, if that information has (| b N"‘"" o This column tells you how much ':5
| k Metloquine 3 stock you have. |
:: ,‘:: been entered Into the system. 2d ¥ "1
16 par0q we
i —
17 [prasa souxf
o 1 e, e
18 ice 150 + Woniarkd TSeng tab dq
2loarsen
n o
n
n
e s <ot | 0 = L pr—

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:
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Calculating Medicines Availability

@ Current stock Report
Navigate to the Reports tab and click Current stock.
I 2 ® =
Y e a b @°
Customer Supplers Nern Regerts Speaal Agmin
e Stocx and tems Management Transachons Saved repors
| 3 \ 3] Show totsi stocx vaiue @ AEC analysis (B rransactions @ Rumsanarepon
: - p——
E Stock on cate User acouty totals a Purchases Omers
@ comvuisna @ wacteronempon Requistbons [ cvetston summan
P B oo seceortem B cosommpen Requstions B tansestrmsen
l\ 4 ,/'J | G (@) 1anase repeas Dedacree @ svsoestosce st acams
R @ Remusage a Dettors @ Update price kst
a Rem Blow MOvers. Expinng E AGeq Settors a Price bst
o a Location repont @ Expanng tems a Customer statermnents E Catagory Analysia
I: 5 \:‘ a Expiry flom V3 cover a Creatoes @ nem teager
. /

= ) vsenrosen
i

2. Apply item filters and report format

Apply item filters and report format

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

B show current stock ®

e filter_

Report on items whase

Critical stock v |equals True v
and ~  Categoryl ~ . %,
and - VEN Eaiegery Dant Care -
and et (Department is {Domt Care -
and - is m Master List Domt Care -
Filzer by sesual stoek lseation equals - S
Filter bylocationtype [ L._\J
Filter by donor equals 21 || —

nly [T stockites st

3. Export to Excel
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Calculating Medicines Availability

1]
\_ / Export to Excel
I When prompted, select Export to Excel and click OK.
[ 2 s Printing options | X
. *
Formtouse Stock take total by name location ~ | [] Remember this choice
e Destination
O Printer
O Preview

(O POF file on disk

(4 ) Email PDF
- (®) Export 1o Excel

l__c-ﬁ_"ll oK I

4. Count the number of critical items

Calculating Medicines Availability

\_ Count the number of critical items
The current stock report only shows critical items with stock on hand.
(2) Highlight the number of rows with items in them and Excel will tell you how many there are
~ (or manually count them if you like).
In this example, there are 12 critical items with stock available.
(3)
. y A B (o D
i Stock totals for each item for store(s) National Medical Warehouse
2 Location Ttem code Ttem name Total quantity
3 |orais amos00t Amoxiciiin S00mg tablet 1270
o 4 |moections onfx250i Ceftriaxona 250mg injection 200
5 |oras Enal10 Enatapril 10mg tablet 990
5 ORALS Ethal00 Ethambutol 100mg tab 1120
7 |orus Ethad00 Ethambutol 400mg tab 560
. 5 8 |oras IbuZ00t 200mg tab 200;
( 5 | 9 |oras Isa100 Isoniazid 100mg tab 3000
N/ 10 oras 50300t Isanlazid 300mg tab 300
11 loras mets00t 500ma tab 2200

5. Calculate medicines availability for a single store
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) Calculate medicines availability for a single store

Use the following formula to calculate Medicines Availability (%)

Store level: % Availability = Number of Available critical items x 100
Total number of critical items

In this example:

Number of available critical items = 12

Total number of critical items = 16

So % Availability = 12 x 100
16

=0.75x 100

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.

Review Report - - :
S 13 e T TR ol o o
i i ' . (1) 14 P T — -
This is what a Current Stock Report of critical items across multiple stores looks like: 15 puesont [ — s = T e
16 Eiladoo. Fxhambenod 400mag 1ab I o [ ] ol so|
A B c D E F G As you can see, Hawthorn East Clinic has 2 critical items available, Kerang Hospital has 7
! Tota stock detai o cach stores and et o stere). A Supervsen: All ores ! 2 items available, National Medical Warerouse has 12 items available, and Thornbury

Warehouse has 2 items avallable.

Ttem Code Ttem Name
You can calculate the % Medicines Availability for each facility using the same formula shown

IIsoniazid 300mg tab before,
etformin S00ma b
[Ceftnaxone 250mg injection

After you do this, you'll see the % medicines availability is:

7 Pyrasoo [Pyrazinamnide $00mg tab
& [Enalio Enalapril 10mg tablet .

9 ibu200y ibuprofen 200mg tab 12.5% at Hawthorn East Clinic
o}ieol00 Juscnlaghd 100ug 6 = 43.75% at Kerang Hospital

11 nnsor Rifampicin 1 50mg tablcap -

12 Ethal00 |Ethambutol 100meg tab. = 75% at National Medical Warehouse
13 metso [Metronidazole $00mg/100mL inj + 12.5% at Thornbury Warehouse

14 amoso0r ‘Amosicillin $00mg tablet

15 parsoor [Pasacetaumol S00ms 1>

16 Ethatoo [Ethambutol 400mg tab

2. Calculating National % Medicines Availability

National % dici ilability = Sum of % Availability at all facilities
! Calculating National % Medicines Availability U Total number of facilities
To calculate % Medicines Availability at the National level, use the following formula: Let's calculate the National % Medicines Availability in this example.
National % Medicines Availability = Sum of % Availability at all facilities The % availability at each facility was:

Total number of facilities
* 12.5% at Hawthorn East Clinic

® 43.75% at Kerang Hospital

The % availability at each facility was: « 75% at National Medical Warehouse
« 12.5% at Thornbury Warehouse

Let's calculate the National % Medicines Availability in this example.

* 12.5% at Hawthorn East Clinic
* 43.75% at Ki H it

ot Herang Hespia There are 4 facilities in total.
* 75% at National Medical Warehouse
« 12.5% at Thornbury Warehouse

National % Medicines Availability = 12.5 +43.75 + 75 +12.5
7

There are 4 facilities in total.
=36%
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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 ltems Reports Interactive 20 minutes
lecturette

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:
e Expired items in your stock that must be removed
o Short-dated stock that may need to be reallocated to high consumption facilities to
reduce wastage
o 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 Iltems 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 ltems report.

1. Select the Expiring Items Report
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Basic Reports - Expiring ltems

@ Select the Expiring Items Report

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

DEMO LAND

2. Enter the Report Details

Basic Reports - Expiring ltems
>\
d

Enter the Report Details

Enter the expiry date - the report will include all 2 x
items whose expiry date is before this date. ———— ]
o =
TEpOrT Borted by nem names el '
Choose a report type from the dropdown menu Name ser
- you can sort the report by item name, value or ne lm—
B expiry date, or include Donor names. s
e e coow BT T —
[ 3 ) 3
\_/ . . s T I &
Nt Enter any name or item filters, if necessary. You — D — -
might want to limit the report to Critical ltems, = ~ B
items in a particular location, or items from a nd v| isonMesier List [Bomt Care v
certain Donor, for example. R
Actus! stock Incation equls. ~ 1
. Fuersyiocaiontwe [ |[%)
Click OK. — ]

T

3. Select Printing Options

\__1 / Select Printing Options
I Select Export to Excel, to open the repart as a spreadsheet.
(2) Click OK.
L
2 Printing cptions o x
Form ts use  Expiring ilems repert ¥ [ Aememier thin chaice
@ R -
() Prinser

L Braview
) BOF e on disk

() Email POF
@l xgert 1o Eroel

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

Quantity

This shows the number of

Title

The title of the report
includes report type and
the store name.

Accumulative value

This final cell shows the

total value ($) of all stock
expiring by the specified
date.

ST RRRRIRNEN LT

Step 3: Let's look at the report.

packs expiring by the
specified date.

»

Summary

Great work! You have learnt how to

produce an Expiring ltems Report

for your store.

EXPIRING ITEMS REPORT

Item code
amosoot
amosoot
amoS00t
amos00t
1bu200¢

ONOWVHEWN -

metsoot

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

B c D

Expiring items - sorted by item name, for store(s) National Medical Warehouse

Item Supplier code  Value
Amoxicillin 500mg tablet MON so
Amoxicillin S00mg tablet ARC 480
Amoxicillin S00mg tablet MON 470
Amoxicillin S00mg tablet ARC 120
Tbuprofen 200mg tab ARC 20
Metformin 500mg tab ARC 300

dispose of expired stock.
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E F G
Quantity Pack size Exp date
so 1 21/04/2023
4 100 28/02/2023
470 1 31/01/2023
1 100 28/02/2023
2 100 31/03/2023
so 1 31/01/2023

H

Accumulative value
so

s30

1000

1120

1140

1440

»
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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

Activity: How to Develop Requisition Reports — 45 minutes

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

Introduction

Navigate to the Reports tab and click on Requisitions.

& sty ey

3
- s Speca e
Trams schoms Savwd apot
tock v Trasactons ot sepet

Cortomer

H

U334 340 ezt

=
»
o
=

e}
@
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3
)
@
o}
o)
]
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2. Report Type

Reports - Requisitions

Report type oy —— X
You can report on requisitions in 2
walys: (Groupea By Customer
[Grovp Rem (Prvot TabmExcel Frandy |
* Grouped by item, showing e I a -
which customers the item was [ Combrmad fca)
requested by, what has been P L
sent and what is outstanding, e
or e cade | vt [
* Grouped by customer, = i [ - &
showing which items a = B oy x
customer has requested, what : i S — -
has been sent and what is
outstanding. B
Hame | [containg o
Note: Grouped by item and Grouped : - :’;: ) E
by Item (Pivot table/Excel friendly) - | covtmer e [T =
reports have the same contents, they

are just formatted slightly differently.

3. Reaquisition Filter

Reports - Requisitions

1L Requisitien Report options x

Requisition filter

The Requisition filter settings
enable you to select which
requisitions you want to include in
the reports, based on their entry
date (this month so far is set by

W [CE ]

[ inchsse ines that have been fully suppled

default) or status. =
hem code | starts with v '7
. and w  Catgory 1 L] B‘
Leave the Include lines that have = vy [ =
been fully supplied checkbox = B eperimt re—— =
ang | is on Masber List Dont Care -

unchecked to show outstanding
requisition lines only (i.e. items and

ities still to b lied — - —
quantities still to be supplied). = 3] covmmyt . s
ane | Caegeryl | s (Y}
and | Customer greup s Don'tCare -
e | %]

Trainers Guide Legacy mSupply

Requaton customer filer

198



4. ltem filter

& Requisition Report options

Item filter

The Item filter section allows you to

select which items will appear in the JOiouh B} Mo Pl i P
Entry date & from [1 072021 Thas montn v

report (only requisition lines for N S g e

items matching these filters will be D contemed (en)

g < . [l Fnassed ()

included in the report). If you don't [incisse Ines st have been 1ty suppied

set any of these, there will be no o

) . tem cede O

filtering by item. -~ - — i &
nd w | VEN Category Dont Care v
and v | Department Dont Care v
and v | ison Master Lat Don Care v
Requaton customer fiter
Name | contsina |
ane v | Camgory 1 - [._‘J
and v Category! o & &
L ~ | Customer group s Don't Care v

e ]

5. Customer Requisition filter

Reports - Requisitions

Requisition customer filter

Finally, the Requisition customer
filter section allows you to select
the customers whose requisitions

10

Report type

Requaiton fiter | Grouped By Customer

4 Requisition Report options

Inchide reguistions wEh these statuses: [] Suggested isg)

will be included in the report. If you & contemed (cn)
. L . . ] Fnaised (tn)

don't set anything in this section, [ ictode Ines s have been futy suppied

requisitions for all customers will be ===

included in the report. = = — 5
and | VEN Categary Dont Care -
and ~ | Departeantis Don't Care -
and ~ | is on Master List Dont Care -
Requator customer filter
Hama w | contans |
ana » | Category 1 L B
and w| Categoryl | @& &
ang ~ | Customer group s Don't Care ~

owe | [ ]
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6. Click ok

Reports - Requisitions

Click OK

When you are happy with your
Report type and filters, click OK.

7. Select Export to Excel, then click ok

3 Printing options

Message

Formio use requistion grouped by fem

s Requisition Report options

hapertye | R

Inciude recusstions wih these ststuses: ] Suggeated (sg)
] comtrmed (en)
I Fnamea m)
[ ncisde ines tnat nave been fully suppled

e et
cade w | eharty with -

w | Calwgery 1 v &,

| vEN casegory Dont Care

v | Department s Dont Care

v | monMasterme  [Dontcare

€| |€]|<

HIETERL

Requaton customer filer
w | [contmns

¥ | Category 1 =

v | Coegoryl | s
~ | Customer group s Don't Care \

PP

U

e | [ ]

Select Export to Excel, then click OK.

Your report will open as an Excel spreadsheet.

Let's take a look at some of the information it contains.
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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

4 A B c D £ 3 H 1 3 K L
1 El. entered from xZn7Zzoznu lZIﬂzlﬂli
2
2 ~ Item name |
c X L 48 n
m 5 s E This column tells you the name of e ""'1..:‘5 } | Tobe suppted |
— 6 mumsomw | the item listed in the requisition B o = o o mn
Title EFES 7. Amescans00mg 0 =t B ™ . I
v . - 8 o
This tells you the name of the report j . = s 2
and the date range over which It s 2 5 9 0 - 0 10 o w00
I 10 o Va e oo o ™ o 0
applies 5 * - 1 100 200 o 200
- —
e . . 12 swacetamel s00maap ) 21 Kermg Mot From reqest cosmton 7 39 reasaton) syoraon a0 10 o 100
b Rapure
reT——— — - s - 13 0 6 rasten) sy ) 100 o 100
T A B ot mem—— T wwou . - - 1 oy P P 5 o
8 e ~ . -
4 A 8 H 1 3 L3 L
1 tered from §Zw2mxh52012m§
2
3 Our stock on hand
s e == S m T B
i ey I I 1 "e . 5 1/07/5071 to 8/07/20%
| — E This column (e‘IIs youyour stockon e == g Requisition ID
[ ae | hand for each item - 20 e . P 2 This cal . th
== is column gives you the
7 vt i 3 - s = . ]
= . =4 e~ % = s|—— === 3y Requisition ID number ==
6 F— ) - . -
9 torn s00mg1a ¢ TR TR e - B - 7 v wm me BENerated inmSupply J ] ] P
pret
10 merorse so0mg un ) TN A OE P et st | 3 wamter) wermn 0 £l . e L) - 2o . a
1 o 100 oo . - 8 setvrn somg . e e 1on . e
[ o
12 Pucacetel S20r2g b £l 2 oot From reest rasmter 7 39 amten) W ne w0 . "o 10 wrrmn swoms ue . 22 Maw A o P gt epen | % ) s . ] ° 3
Pt i - - - “ -
13 Pacecetsmet 300m s » TN OT P et wasten | 36 st Wz ) .- ° "o [
= = = o F = ) S e gl " . -
Blimigs | % Bieeior e — v . - . -
ia - - B -
“ A 8 c x L
: weiions P — e ¢ Status |
2 Customer name 1 quisitions grouped by item for req
: 2 This column tells you the status
| == 3 2o
5 — EE r— This column tells you the name of v |t 7 of the requisition - sg (suggested),
|y =y e e customer who placed the o pe! | —— e | E; cn (confirmed), or fn (finalized).
7 |asentn st v 1 nmmmeoc o requisition [ [S— 280 ke romenesemeseo? % = Remember you can select which
[ 7 P = Sy sie S | i P
4 P _ e 1 = ' z § of these to show when selecting =i
| D——— s AT WA 7 o . | - Toe— ¢ memess remseemar @ YOUr Reportfilters. o
b
— Lo . . - 10 etermn scoma s o YT T ——— - | 100
iy A———. [ —— - . - u 0
13 vecstoma oma = Hmer O rum o) wormn . ™ . ™ [E] S——— P 2 et From e ten? 39 o) T £ i 0 100
L] = - L = [ N—— R G O . - o -
4 - w0 00 o o0
A A B [ ' 1 b K L
» A s H 1 3 x L ; . rom 1Zo7Z2mnnsZo722nz§
! . Fentered from 1/07/3071 to 9/07/3674 3 Their stock on hand
3 Requisition Date 4 : 1
&l s enskal - This column tells you how much E Oy s
5 This column tells you the date the P = e e 2 E Y P ™ [ v e
L = stock they have in their store
6 requisition was placed - . o Omemsngw o Y i 2 0 o wv
7 =1 7. Iawencan sn0m e oa B . o . ;
; 2—r—= § F R ——
L Y ——— v T ™ . - 9 nettornn s00ma o o 20 KerangHosgal Fom reqaestreasmton 7 30 ;.,......y:"' St 10 100 o 100
10 maoems sy e % PIBRSE  Sesmetontings. & % < i 10 ettommn S00mg e o 22 Mont ALt O From reqeest imausibon | %9 r-»ulmm wor/z011 ° 100 ° 100
L - ¢ » g Touat 100 20 o 200
. L ey Fe—r - . e seeoe
12 paracetamal 500mg tab 50 21 Kerang Hosptal  From request reausten 7 59 reaumton) w20 30 100 o 100
7 R, P e M - . - { s B
18 P B w13 0 O~ o o o o ww
14 Total 30 200 o 200
4 A B c 0 b K L
1 [Requisitons 2021 to 9/07/2021 PR— P g Quantity already issued o L
3 Quantity Requested | 3 2202
4 2 | N 3 This column tells you the quantity of
o | — cmemernms_ This column tel's you the quantity of : "":'_';"‘j [Ferewe] i ) stock already issued. For example, Ny
4 _ E ) T - i e Repastaes e o b St
6. Amoncan seama s> 1m0 sxemaven | STOCK the customer has requested o w0 o w ] you may have only supplied a partial :{L
7 lamusctn sttmg O | o ™ o B g e e b 70 quantiy because you may not have f =
s b o . o . | had enough stock yourself. - S—r—
9 Metiomn 300mg tad o 21 KerangHosptsl  From request reuion 7 50 :wnn»l srorf20n 100 100 o 100 9 et Soomg 8 . oy | . "o
10 wetorma soamatas o 2 Ment MO From etroasnint sg momnon) | Sova0n o ™ o [P T I —— . S o . "
1 Total 100 200 o 200 oo o . e
ey Sepe [rI— W e tm— v v ™ . . -
et s P e R o oo m 100 o 100 )
Ko (rm o N, W BeOC rem—— o v . - . "
13 = % o) svorranas o w0 o w3y L - = o o
14 Tot 30 200 o 200
4 A 8 c D F |’ L 4 A B L
3 Euumm- EE E item for re s 1
2 To be Supplied 2
=== N e =F ™ =)
pemee cmenmine] Rewstieconset | 22 quantity to be supplied of each item il e Jond ) _ 2 CM L
o otng b a0 Litopiaiel_{foem s soqsetes 7 oy o each customer [T i+ Eachitem has a Total row, which o = e . w
7 et scoma s ; [ ) -
- — = - 7 s 4 alculateshowmuchof thatitem  (_swom ) : i
] it e o ) »d
9. et s00ma 5 o PV SR a— __ : customer(s) have on hand, how I
10 mettomma S00mg o ° 22 Mont Abert O From reqeest mausion | 59 equston) 0712021 o 100 9. icorme 3o 0 S - - L. -
o ™ o FrI——— much they have requestedandhow ™ soonm . "o B o
p—
12 |uactst s00mp 0 Gt o - o swnen o muchis remaining to be supplied. L' o . . -
13 0 2 nn«-n;h wor/2021 o 100 12 Paacetamel Sa0mg b g PP wenen » w0 . 0
1 L . 13 Pucsceramed strg | s L3 e . e
1 P 0 » o o

Step 3:
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LEGACY LEVEL 4

Legacy mSupply

Legacy mSupply Desktop User

Level 4




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 Time Allotted
Method
1. | How suggested order quantities are | Lecturette/ group | 10 minutes
calculated by mSupply demonstration
2. | Clean up mSupply Lecturette/ group | 10 minutes
demonstration

3. | Generating the suggested order | Lecturette/ group | 20 minutes

Quantity Report demonstration
4. | Manual Quantification Lecturette/ group | 10 minutes
demonstration

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

q Forecast future o Celculsterequired stock Calculate suggested
consumption quantity purchase order quantity

Forecast future consumption

mSupply assumes future consumption will match previous consumption rates (unless you make changes
to forecasting - this is beyond the scope of this unit; please contact mSupply Support if you wish to learn
more).

Note: In certain situations you may want to provide your own forecasts. Reasons for this could include
factors such as:

Excessive, sudden population increase

An epidemic causing increased demand

Historical usage being inaccurate due to operator error or out of stocks.

A change to Standard Treatment Guidelines meaning a new treatment is being introduced, and
there is no historical data

Morbiditv and mortality data has been obtained and used to calculate requirements.
2. Calculate required stock quantity

q Forecastfuture  Celouiate required stock 3 Calculate suggested
consumption quantity purchase order quantity

Calculate required stock quantity

The amount of stock you require is based on the forecast of future consumption, modified by a range of
factors including:

The Lead time: The time delay between carrying out the quantification analysis and when the stock is
delivered to the store

The Ordering cycle: How often you plan to order this item
The Buffer stock: How much of this item you plan to have on hand just before your next order arrives.

All of these are measured in months.

3. Calculate suggested purchase order quantity

q Forecast future 5 Calculate required stock oI I ——
consumption quantity purchase order quantity

Calculate suggested purchase order quantity

Purchase Order quantities are based on the amount of stock required, normally expressed as a number
of months of AMC, modified by factors including:

* The current stock level (note: stock with no expiry date is counted as current stock for this
calculation!).

* The amount of stock on backorder to customers (if you are running the backorder feature).
« The amount of stock already on order from Suppliers, but that has not yet arrived in your store.

Purchase order quantity = stock required - current stock level + stock on backorder to customers -
stock on order from suppliers

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.

Trainers Guide Legacy mSupply 204



Clean up mSupply

Delete or Finalise Ghost Purchase Orders

Ghost Purchase Orders are Purchase Orders that will never arrive (for example they may
have been entered in error, or the order was placed but later cancelled).

If ghost purchase orders are left in the system in cn status, mSupply will still think that these
items are still arriving and this will affect the suggested order quantity.

m
EEEEEEEEC

()

/1172031 Azl Madica
8/11/2021 Aechie Distribution

PO generaced for tender rumper: 25 No of..
PO generated for tender rumber 25 No of

Spit
Ondarnef Swus| Do Supphar Locked  Targmmendhs  Linas  Comem cam Commert
/03/2022 Azl Medica (m] [ 1 PO generated for tender rumzer 18 Na of
18/02/2022 Bucger Sharmacy Fii O [} 1 RN
4072032 (m] " 1
TU01/2022 Azl Madics (m| L) 1 ez
012022 Azl Medica (m} L) 1 sy
S/01/2022 Arehie Distribution (m} o 2 sy
(m] L) 1
O o 3

2. Confirm outstanding Customer and Supplier Invoice

Confirm outstanding Customer and Supplier Invoices

Confirmed Customer Invoices will count towards usage, and confirmed Supplier Invoices will
count towards current stock on hand.

s & E & Yl & 8 @ @ &8 &
New roe Sem Onderty  Dgediofacel  Fraise Duphcane Cancel Fles  Cusomse  Mosty  Bxsotio MYOS
¥ Types = Typel Stats | Evtered  Cofemed Iwnum  Totsl  Therrel Pcal Comment Exparted batch

| coome oo |{EN (N Voe/2022 7 2000 )
Sepober imveces ThomburyWarehe @ [0 1000212022 1000272022 26 © From requ Imveice from requistion 15; From request re ]
Toventory adwstments | Thorbury Warsho o | fn 10/02/2022 10/02/2022 EL © From requ Imvavce from reguistion 15; from reguest re °
Sepoher cests Thombury Wareho . o o o022 Hoyu2 w00 L]
Custome credes Thombury Warehs o | fn 4022022 1022022 2 50 )
Budds. Thambury Wareho o v f240u2022 24001202 22 250 From requ. Tnveice from requistion 10; From request re L
Revacks Laboratory o fo fupyen nouez 2 seon Supolier imveice 10 : 28 Gaods recerve 1D : § °

3. Tidy items List
Tidy items list
Add any new items to mSupply.

Where items will no longer be ordered e.g. if they've been removed from the Essential
Medicines List, ensure that this is marked in mSupply so it doesn't appear on the suggested
order quantity report (when the correct filter is applied).

How you filter the items to be included on the report is up to you. One method of doing this
is identifying all items to be ordered as Normal stock (both medicines and consumables).

EETREE G e e .
Starnge
e ] e ese faracont — | Pem
a ) Defast rargn C
ml & L Tl S Defaust 3el price of predermed packae [T
Ledger Frice estatie when sswng [ |
Quetes Desertnest Rasinicied aribcscs
Backoeders Calegery | [
Hotes
" Category 3 [Nare -
Bl of matenat Category ) |Nore -
Purchase Orders imracten gras NOTE -
rdes eptions
Dugensng tarn g [t - Hormal stock: FA
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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

Introduction
Mavigate to the Reports tab.

Click on the Suggest order gquantities report.

B mSusply nevigeton =

® & 8 ko & o
Custema Fuzplees Aarm Raparts Szecial Asdmin @

SHCE @D S a1 g ™ Transachons Thers

B o totstoceaie & oz arwrm B Treaeacsens Cractzbon cemmary

B comm e @ managesem sumesany [@] ruecrans s R reanseotresod

B emconoas [R] vies s 1t F rocnazes [ susomst prics 10xt ackne

E Grapn: ional oo E Backarder repard [—— E Ugdate price il

E Srapa: sizck iy demn E P El — E R

B wemu= IR Manapa s “catooem B coeooy ansras

@ Remuzage E Detbare [ —

a Hem skaw mowers. Esziirg @ PR — L i erl

B cecmenspan [ [ — & custres siztemactz I Suioes! order quaniies ]

B sommemve cover &l cremeors Cushroam

2. ltem Filter

Generating a Suggested Order Quantity Report

4 Report options X

‘Suggested ordering report v Create a report to support ordering decsions. Customise the report by Rem
name or code, of the number of days of stock cover required

@ Include tems whose
Rem code v | stans witn “l
v - W Seis s feld blank to include ol tems)
| & Aceordng 1o s «
Item filter e < =
Don't Care ) Dhmmm @
Add any item filters required Dont Care 3 NS s e coreisd |1l nte
=
I J
Ondy Include tems whose stock cover (in months) is less than | 0

[“] nciuce usage for budd ngrecents @

[(Iincluge tems win suggested zero order quantty &
.0 [ exclude transters from usage calcuistions @

[[J Exclude Ad hoc and non stock tems
[ Exctuse tems it “never order” & checked

Base analyss on 13 Montns of ysace gats
ors siockrequred [ 18 | Cooowe |

Expected detvery [12082022
S@r/ [ Exchude tems which expre withn | 0 months

T

© ©
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3. Base analysis on_months of usage data

Generating a Suggested Order Quantity Report

2 Report options

x

Suggested ordering report - Create a report bo support ordenng decanns Customise the repodt by dem
name or code, or the number of days of sfock cover requined.
sl -
-
Base analysis on _ months | s ncue sens) Average prics
of usage data \ B‘ Accordngio suppber quete [
Dot Care ~ Buids
Enter the number of months of Dot Care [ | | Dciete plmsad e \O;
historical usage (consumption) ponChY 8 = Make sure planned buids wilbe coversd [ 1) times
data you want mSupply to use L I
\ Only include fems whose stock cover (in months) is less than | 0

Bmmlnﬂ 13 Moning 01 ysdge Gals
Mo sockeqrea [0 | G|

Expectea aewvery [12082022

\Orlhmmwmw-wnm 8] months

] nciuse usage for budd ingredients @
[Jinciude fems with suggested zero order quantty Nt/
o [ exciuce transters from usage caicuations @
[ Exclude Adhoc and non stock tems
[] Exciuge tems it “neves order” s chected

o [ open report in Excel

4. Months stock required

Generating a Suggested Order Quantity Report

s Reper options

>

gmons. Customise the repor by dem
of stock cover required

fper quate
i

)

ned bults wil be coversd 1 times

spmuisiy Months stock required
o e This is the months of stock you
\ | | inciude tems whose.. |
N e cose | require to have on hand.
: } Click the Calculate button to enter
- i the Lead time, Ordering cycle and
and | buffer stock to calculate your total
v months of stock required.
and cong
S 0=
Only nchide dem
O e
e (O]
\9;' Expected dewvery [iZE0EIZ

S— [T o

[Dinclude tems with suggested zero order quantiy o/
[ Excluse transters from usage caicuations o
[(JExchude 4d hoc and non stock Rems u

[ Exclue tems if “never order” i checked

'\o,l' EA Exclude bems which expre withn | 0] months

e L] [J0pen report in Excel
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5. Expected delivery

& Report options X
‘Suggested ordering report v Creste a report to support orderng decsions.  Customse the report by Rem
name or code, or the number of days of stock cover required.
Inciude tems whose. Und Price
@ Rtem code v stants with - Last price pad
(Leave this field blank to include ol tems) Avetage price
i & Accordng to supolerquete [~ |
. Dont Care v ey
Expected delivery S— o1 | | Coveaee pamseavusss (D)
The expected delivery date is Cotcan > Make ureplacnnd ke b covarsd () s
: =
automatically calculated from E I
your lead time
18) 18 less than | []

Emmmmm@
[inciude tems with suggested zero order quantty \/
Months stock requred | D 5'5“'@ [ Exclude transters from usage calculatins g

[Jexclude Ad hoc and non stock tems
Expected detvery [12062022
[ Exciude tems it “never order” & checked

)

\O/ EAExciude tems which expre withn | 0 months

LT ——

6. Include usage for build ingredients

Generating a Suggested Order Quantity Report

& Report options

Seggesied ordering report v et Include usage for build
\o| Include tems whose Un ingrEdients
= | e coe | [starts with ~ { . . B
Lenve i tesbank o ncueattensy | | Chiecking this box ensures any items
= | T &) | thatwere used in builds
= Bl veichesr  EREES = (manufactured items) will be taken
wnd - Department s Don't Care ~ . .
= T esseris  DoetCe S into account when calculating
No. of tama wih inesa crisri 0 = historic consumntion
and donor  equals | [ | -~
Ony include fems whose stock cover (n months) is less tan | [ B ‘*)
9‘ Bassanaysison [ 12 Manths of usage dal [Dinciude hems wih suggesied zero order quanity | ol |
Menths stock required [ 18 m o [ Exchie transters from usage calculations o
‘ol ez | [J Exchude 4d hae and non stock Rems
o/ [ Exclude tems it ‘never order” is checked
Al r'uunmwmmwm [ 8] months:

—

7. Include items with suggested zero order quantity

Generating a Suggested Order Quantity Report

As Report options ®
Sugpested ordering repart | Cresearepon to support orderng decisions. Customise the report by lem
NS GF COBE, OF W NUMBET OF Asm il minek: e s
|°| include tems whose Unk Price | - -
L = Cwmmn o | wes Include items with
(Leave this field blank to incisde al tems) Averags

= S EE—— &l suggested zero order

and v VENcatsgoy DontCare v quantlty

= o e ~ Checking this box ensures any items

and v senMaserList  DomtCare ™ .

) which don't need to be ordered are
No. of kems with thess crtera: 0 E
and donor equals vl [ |

— —————.
Only InCluge fems whose stack cover (1 monina) is less man | ] o
[ nciude usage for buld ingredents.

'@' Baseanasison [ 13 Mantha of usage dat: [Jinciude tems witn suggested zero order quantty
Wonths stock requred [ 15 @ [ ——— @
.@. sobvery [T [JExtiude ad hoe and non stock tems

(] Excluce tems it “never order” s chected

‘Qﬁhmmwmmﬂwm [ 8 months.

T
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8. Exclude transfers from usage calculations

Generating a Suggested Order Quantity Report

2 Report options x
Suggested ordering report - Create a report to suppon orderng decaons. Customise the report by dem
name or code, or the number of deys of stock cover required.
.o. inciude fems whose. Unit Price.
\‘"/ Rem code w  starts with ~ li Lost pf
(Leave this fiekd blank to include al tems) Aversy
= o T sl Exclude transf?rs from
= 5] venceeey (GG - usage calculations
= - _——— = If you are running this report for a
ang v s on Master List Don't Care - ) N .
. ol il o e [ single store, ensure this checkbox is
NOT Helad
and donor | Exquals | | N K
Only NCGE REMS WNOSE SI0Ck COver (N monns) islesstan | © = . I
'\o,' Bassanahysison | 13 Menmao - gl [ nciude tems with suggested zero order quar ;of
Months stock required | 18 o [ exclude transters from usage calculstions.
o Expectsd detvery 12092027 | [ Exciude &4 hoe and non steck tems
o/ [ Exclude tems it “never order” s checked

\Q [ Exciuda tems which axprs within | 3|months

—

9. Exclude items which expire within months

Generating a Suggested Order Quantity Report

& Report options x
Suggested orgering report W Creste a report to support ordering decisions. Customise the report by fem
- - name or code, of the number of days of stock cover required
| | §§ nclude tems whose. Unit Price
g Rem code W sterts with v [7 Last price padt
(Leave this fieid blank to include al tems) Average prce
; & Accordng to suppler quote
" . . ve ol =
Exclude items which expire 4 2| | )
within _ months 3
v Make sure planned bulds wilbe covered | 1 tmes
If this box is checked, the calculation | | =
will ignore any stock on hand with an e

expiry within the number of months el C 2 nchde wonge for bl Rgpucwts ©)
[CInciuge tems win suggested zero order quantty | /)
'o [[]exciuse transters from usage calcuiations. °

° e "i‘— [[] Exchuse Ad hoc and non stock tems

[ Exclude tems if “never order” & checked

EAExcude toms which expre withn 0/ months.

-
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10.Include planned builds

& Report options X
‘Suggeated arsering report w|  (Crestea reportto support ordering decisions. Customise the report by fem
name or code, or the number of days of stock cover required
.o. ciude tems whose unt Price
=" [nem coce | [stars win 70— Lost price peid
(Leave this. fieid blank to include al tems) Avorage price
and w  Category 1 v| = & Accorang 10 suppter quate [
and v VEN Category Don' Care v T —
and - Department is Dont Care - [incude panned buiss I
and w is on Master List Don'? Care: el nkn wirs slanmad bt @ bacovnend | 1 tmas
No. of kems with these crtera: 0 =
wod e[S ] | | Include planned builds

Ondy include isms whose stock cover (n months) is less than | |

If you have builds with placeholder

Sase snwysi o0 [ 13 Manms ot wsegs ca lines (reflecting a planned
"“‘"M:‘:l_lwm':@ manufacturing schedule), the
Qgsxmmwmmwm [ oma

© ©

proposed order quantity for each

4

s - ) §

Complex Frd

11.Click ok

s Report options X
Suggested ordering report | Creste a report to support ordering decisions. Customise the report by em
name or code, of the number of days of stock cover required
( Inciude tems whose Unt Price
g flem code v | starts win «
(Leave this fiekd blank o inchide ol tems)
and v Category 1 v B8 LJ COrdNg 10 suppher quote
and v VEN Category Don' Care v
and v Department is Don't Care > l
d v| wonMeserist  [DociCare v Make sure planoed buids wi be coversd | 1. tmes
No_of tems with these criera: 0 &
and donor  equals vl [ J
T T T T T T B
Ony nckice fems whose stock Cover (n moNMS) s kess than ] Click OK
© S
When you are finished, click OK.
©
\la'/ A excude tems which expre withn 0 months - am v
o84 | o ot *

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
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Step 3: let look at suggested ordering report exported to excel step by step

e

= g
= Tt o] § s on Tast e uaace daia
oot nemme xSy BT P Item Code and Item Name -
srp—rr— eport Title R off e h h h h i o]
st isensazsa Woma o all il These are the items that mSu| | Quanity onf Ordersd]
Thisisthe te of our report. ; (R ™ PPl B e com] | ™| vt | Pt
B so0  isenszd womg 'y thinks you should order based on L g o 493
including parameters used to help Ey e i d ol

calculate the desired quantity. the parameters you input.

Stock on hand
This is your current Stock on hand
fha usage datal
Naote that this is excluding any stock [
that would expire in the next two uanewed e T il
months (that was a parameter o Back order L Page 1 of 1
entered when generating this - I' P
report).In actual fact, this store still remCade nemmame JVEN cegory fhas sackerdell”  This is the amount of stock owing to  [auantitvinusel]  orderfpsed
- 50100 lsoniazid 100ma dh N X o o
has 200 x isoniazid 300mg tablets 0300t lsoniazid 300mal d customers (if you use this function). | I’ 21

but they all expire within 2 months.

=i

Months average usage
This is your 12 months, 24 months
and 6 months average usage,
respectively.

ey Samdi Asyou ca he 2 s
T T 7 Asyou can see, the 24 months Months Cover
average Is exactly half the 12
Incm Code emame (vt oy L»::" L cosod 1 et i months average - this is because 883 This is how many months coveryou ~ Ed.enlast & month usage datal
o100 lomiard 100ms { d ] this store is only one year old so have based on your stock on hand.
I 4 d 4 u i Quantiy on orderca
there is no usage data before then! ltem Code Ltem Mame | VEN @ N | months cover Order | quantiy in use
50100 isaiazid 100mg X X X o El o
50300t Isoniazid 300ma. Note: this may include expiring d d o

Note that mSupply rounds these !
figures to whole numbers (which stock and should be considered

explains why the math Is a bit tricky during quantification.
to work out sometimes!)

Suggested Ordering Report

Sanesied Guiedna Aesacti  Ordlered quantity in use oo datal

Quantity on Order | =" 1 g us
This is the amount of these items =3 > — o code memmame  [vn oy pand —[[sachocsg 1115 15 the quantity on order that | o [~
which already exist on a purchase b = P s ueisns g q will be used during the upcoming d of| o

t b q X - s i i 4 . e o 21
order (and which have not yet 'l g 2 e ordering cycle

arrived).

Forecast used

This column indicates whether you
are using the default forecast

gg! ed order method (assuming future
L consumption will match historical
This is the final amount mSupply ! consumption). This s indicated by N.
recommends you order after ::
taking all the other factors into [ If you have selected an alternative
account. methad, this column will display Y.

Step 3: Tell participants that now they now how to create a Suggested Order Quantity
Report and understand how it is calculated. Congratulations.

Trainers Guide Legacy mSupply 211



Activity 4: Manual Quantification
Step 1: We will be looking at how to perform manual Quantification.
Manual Quantification Methods

1. Time period sub-sets

Manual Quantification Methods
+ Time period sub-sets

This method is helpful if you had reliable data for some months but not for the entire previous 12
months.

Find a consecutive series of months where the item was in stock and usage appeared to be
normal.

Disregard the first and last months (you often get a spike in usage when stock arrives and you may

have run out during the last month so the data is not reflective of normal usage) and calculate the
average based on the "middle” months.

2. Local epidemiology
This method is useful for disease-specific products.
By knowing the incidence or prevalence of a particular disease and by estimating the % of patients

who will then need this agent, you can work out how much stock is required. Don't forget to add in
some buffer stock!

3. Similar products that are being replaced

Manual Quantification Methods

> Time period sub-sets

> Local epidemiology

v Similar products that are being replaced

If this agent is replacing another agent e.g. omeprazole was replacing ranitidine, you can work out
the equivalent DDD (Defined Daily Dose) and use this to figure out how much stock is required.
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4. Similar countries

Manual Quantification Methods

If two countries are similar in terms of:
» Demographics (age, gender, ethnicity, basic health characteristics)

* Socioeconomics (same national GDP, same World Bank classification of Lower-Income
Country etc)

» Population (similar order of magnitude)

» Health system (public vs private, similar performance)

You can ask one country for their usage for a particular item, and then adjust it to the second
country's population.

This can give you a rough idea of your quantification; noting that different countries may have
different guidelines, education campaigns and indications for a particular product.

5. Departmental Liaison

Manual Quantification Methods

> Time period sub-sets

> Local epidemiology

> Similar products that are being replaced
> Similar countries

Speak to the people who will be using a particular product and they should be able to give you a
reasonable idea of how many patients may need it and therefore how much to order.

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

1. Introduction to Tender Lecturette 5 minutes

2. | Workflow in Tender Module Lecturette/ group | 20 minutes
demonstration

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

Introduction

As usual in a tender process, forward planning is necessary
and the process must be started several months before the
goods will be on site and available for use.

There are a lot of features of the Tender Module that we will
go through shortly, but the overall workflow is as follows.

1. Preparing a list of ltems and Quantities

q Frepaealin o Adé standard
ey erer o ] 3 Tendertos. ) 4 Racsvedn

Prepare a List of Items and Quantities

In consultation with the relevant stakeholders and taking into consideration current stock levels and
expected months of cover, prepare a list of items and quantities for the forthcoming tender period.

2. Add Standard Tender Conditions

q Prepaeatia
of ttems and ...

Add Standard Tender Conditions

If you have issued a tender before it is likely your office, warehouse or procurement unit has these
already. They may include things such as instructions on how to bid and when the bid closes, cold chain
monitoring requirements, and minimum expiry of goods.

3. Distribute Tender to Suppliers
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Tender Workflow
1 Prepare a List 2 Add Standard
of items and Tender Cond...

Distribute Tender to Suppliers

When you have completed your item list, quantities and tender conditions, you can then distribute the
tender to suppliers. At this point no further amendments to the tender should be made.

4. Evaluate Received Quotations and Select Preferred Suppliers

Tender Workflow

Distribute

Evaluate Received Quotations and Select Preferred Suppliers

Review the submitted documents and bids from the suppliers.

Ensure they meet the standard tender conditions so that their bids are valid, then proceed to review
pricing and item specifications and select the most appropriate supplier for each item.

5. Notify Suppliers of Winning Bids

Prepare a List 2 Add Standard 3 Distribute
Tender Cond... Tender to Su...

of tems and ...

Notify Suppliers of Winning Bids

Notify suppliers of the items they have been awarded and print an acceptance letter. It is best to have
this done and the contract signed within a short timeframe.

6. Create Purchase Orders

o
of ites

2 Add Standard 3 Distribute 4 Evaluate
Tender Cond... Tender to Su... Received Qu...

g Netiy
Suppliers of ...

Create Purchase Orders

Once you have selected your preferred suppliers for your items and the supplier contract has been
signed, you can create Purchase Orders directly from the tender.

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:

b=

Explain how to create a manual tender

Describe the process of new tender

Demonstrate the ability to review, edit and delete tender
Describe how to upload and reference documents

Session Outline/Activity

No. Activity Facilitation Time Allotted
Method

1. | Creating a manual tender Lecturette/ group | 15 minutes
demonstration

2. New Tender Window Lecturette/ group | 15 minutes
demonstration

3. | Reviewing, editing and deleting tender | Lecturette/ group | 10 minutes
demonstration

4 Notes and Reference Documents Lecturette/ group | 15 minutes

demonstration

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.

2.

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

Manually — this method allows you to create the tender by adding each item

individually

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.

tender.
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1. Open Tender

Open Tenders
Navigate to the Suppliers tab and click the Tenders button.

\:z‘ * . =
| @4l 8 I b &°
SoED 3 DEE§RD

Q
©
il
e
@

<
1]

¢
@

2. Open New Tender

Creating a manual tender

':\_'__/; Open New Tender

Click on New Tender.

g ==
Tenders Upyier condibions Lt Master condtons categones
H |5l 85 B & —
e Oonctet Tentel e Tunsr | s Toder  Compreustr o
Serel numpe Dmangion O vl Stetns  Cresbor dete  sses Date Lradecg

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

— ) — se :
[ " Description E E' Creation date R — —
— F =x — 4 - =
=11 Enrer a description that will help t ! This is the date the tender is created, &
[mem=== you recognize this tender and S ==
() distinguish it from others e.g. - ——
- Annual Tender 2022 — [ s s T T T e T o T TR o
= == ] e —— T == =)
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. ey lssuedate

1 This is the date the tender Is sentto &
===t suppliers. It can be edited ==

Response by Date/Time

re ~r  The date and time by which

! suppliers must resoond to the
tender. This can be edited.

F ] | =]
. Status <
" =r = Locked checkbox =]
{ Tenders have a status of sg 4 You can check this box to ensure the
¢ (suggested), cn (confirmed) and fn == tender is not accidentally deleted ==
(finalised) which signifies its passage
through the overall tender process. -
You can change the status at each o B e e e
appropriate stage of the tender as
follows:
Sg - the tender is still being built and
everything is editable.
Cn - the list of items and quantities
complete and can no longer be ’
- e ) & privkiomboreciis D ]

. Our reference , Comment

‘)
", This field may be used to enter a You may enter a comment here if
reference code to appear in ==

tender-related correspondence.

=1 you wish. This field is not printed o )
on any tender-related
#  correspondence.

Fre—— = | Fr— 1 ¥
[==] |
) e o [ e e Ll ) o [ Dsmes o e ST o _....,)..--! I“COte'm
1 o == - . Set the appropriate Incoterm for
—_ ] e —  your tender from the dropdown
—T—— - T ST e e e
- — P menu.
&) =] = o - . =) =] & =¥
===l bs =S e wa Note that CIF may be the easiest

way to compare items on a
These tabs are used to navigate line-by-line basis.
through the tender process and
will be discussed in later modules.
For this session we we will work on
the Items and Compare Prices
tab.

— (o == [ S, - )

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

deol1.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
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@ Viewing tenders

Navigate to the Suppliers tab and click Tenders.

8 B b &°

I
Bo

i Custemer p— e Recoms frovm aawen
[ 3 ] pp— p— o —
\ J b H— b
\ / = o — —
b 0= a ==
Catoutates Bune Outstanang
Tenders Purchase ordens Cooas recewng
» —  —
 — =
- — @ - —
- — ° - — i
s ooy
o ST—
. o —
D . 5 b @
S J - —
o — %
Categonms New aedt
e—
‘: 6 :‘ a Data Fie Dot oMy 2001 409 o ) 5 ;
L [ L o— ™M X1 1T/

2. Open the tender

Reviewing, editing and deleting tenders

\J Open the tender
The Tenders window will open, showing the Last 15 tenders by default (if you have them in

your system).

To open the tender you wish to view, double dlick it.

.r/-_.“‘-.
II_\ 3 /‘,' & Tenders e .

. R Jr e —

E & =2 &8 § ren 5
I' 4 ‘II Vs Genarnnd Tonder  bww Tanses Ouiate Tamdar Compars tensers Pt

\4)

.r/-_\‘ |

| 5 )

N/ |

|

. |

[ 6 ) |

e
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3. Viewing and editing the tender

Reviewing, editing and deleting tenders

(1) — s
'/ Viewing and editing the tender
[ The tender will appear in the Edit Tender window. This window contains important

I"/z N information about the items and quantities you've put on your tender. Note that you can
N/ adjust the column width of the items displayed and mSupply will remember this each time

you view this window.

To view or edit a line, double click on the selected item. You can also use the Search items

field to search for an item.
.-/_ A
[ 4 In this example, we will edit Ceftriaxone.
\\___Jf

PR =~
Ve T Descritien [antus tenter DeveLand M22
| 5 ) [ ] ace 4aFTRGET | Resporse by DunTres FT185ET  fEE0  GMT S W v FALsche
N S mambar: 16 o reterence BLETEEET
oy MHotes TesnTLeY Tender preferences Synchronge Log.
-'/_-‘\. 3 (= = oo CF (Cast. aurarce snd Fregat -
(s) 5 B8 5 | ] B 2
4. Edititem
Reviewing, editing and deleting tenders
|(/;\"'
\_ Edit item
[ Edit any of the fields you need to.
TN
| 2 )| . .
. I, In this example, we have changed the number of packs required from 20 to 40.
N After you have made all your necessary edits, click OK.
| 3 )
\ 3 )
& Edit Tender he... =N RER ©=
BemName:  [Cefraxoas 250mg ngcton cenazsni C_
Descreten gl Gesruies suantty 0
o Settender fem CTterd Compars begpher resgonses Purchase crder
vumserct [ W Mokphed by packsize: [ 10 = totsl quantty: 400
Unts Neae v Estmatedprce [ 000

(s \;'
N Comment canamory
N ‘
I\\ 6 /.Il
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5. Viewing the tender

Reviewing, editing and deleting tenders

(1) S
N Viewing the tender
l The tender has been updated with the new quantity.
N
2]
S S L taTende. e
Dencrision [Romaatwnder Gamcan 365
Crestion dale 37RET021 Erawama Eagian pew our Suts 8 - [Fleced
A suuaser 18 e
(3] Pa—y
S _,/" e Notes. Cosone Farcnane are: Tender prefererces Syrcvonge Log
+ - :. o OF (Coal, msusarss and Fraght] v
[ § 8 8 = s
N T —— v | e | T o] v [ | o | s |
| 4 ) Jenalhin Amaecie Shing ikt 1 50 ot T [ e bt Preterers
N A AN Caframee TSy inectiss « » 0 w0 o [T
l\ i/_.‘ . >

6. Deleting a tender item

Reviewing, editing and deleting tenders

Deleting a tender item

N

| BT s T |

N
\, /

If you need to delete an item from the tender, select the item and then click Delete Line.

A

When asked to confirm if you want to delete the item, click Delete.

\

N Note: ensure the Locked checkbox is unchecked or you won't be able to delete anything!
[ 3 )
W,
[ & ERAE
Dwvergaon (asrup woder Cemedand 030
o Crvaton dute 27082821 B ; FEor  maam 9] | Qe
I-' 4 ‘I Serui omper 18 Our reterence FLIET2 01
\ ) Comment [
\i['d o nams Bchuns e Synchrome Loy
&‘ - E oo OF (COAL IMGrmsce wng Frega) -
TN [ Deies ine Port hesets — - -
| 5 | i cee [— suris P Tum ey OsgeN Ongel FOMCH  Usa Preed Sl Mem
A S Lametin Al $86mg uabler 188 o seoss [T T BB hobids Freteren:
—_ [Fetase ™ cotrnanme 150my ucten. ) 10 o [T [ e bt
|l votere tines. [ = |
PP ——— |
© £ S ,

7. View edited tender

Reviewing, editing and deleting tenders

\3) View edited tender
[ The item has been removed from the tender.
A
‘\ 4 ).-‘ & on Senser =
o il Oascrpton arunivemder Do 7922
[rrep— E E "B owr  swas® %] [Jtocied
So—tn: 16 P
N Commt |
| 5/‘ o s CompareBrces s Chisse — Prma——
. s e = e ) =
| 5 &5 8 T e
o e [y vdmis mat | el Greo el Ownd. fOkd UM hdeiee B G
"' 6 "‘ 1 amasooe Armamclin Sy et 180 00 So000 .00 LL e o b reteren:
o/
N
- < >
N/
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8. Deleting an entire tender

Reviewing, editing and deleting tenders

\_/

— w

N

Deleting an entire tender

If you truly need to delete an entire tender, you can do so from the Tenders window.
Click on the tender you wish to deletg, click Delete Tender and Confirm when prompted.

Note: Again, this is possible if the Locked checkbox is unchecked. Deleting a tender should
only be done with great care - you could lose a lot of important work if this is done by

NS

accident!

N
-

N = — »
~ ‘\.‘_‘./

|
il
E
> 8
i
L]
] g
i i
i
I
; £
i}
T
i

A
]
]
i
i
:9
&
i
3
i
13
f

nnnnnnn

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

Notes and reference documents

@ Adding Notes

Navigate to the Notes tab, and enter any notes you wish you to record.

\
| 2 & it Tender [E=mEen =)
M Deserpten [Cmat Usscres ind Commoration Tonter 7037
Y Craston satn 7RG [o—— Ransarss by OetaTes FTTAET R0 GUT stos 3 %]  [Deeam
Swmeter W Owrem

o Corpars i hacas tuppion sod e eopacass taniud endioss Arckins arer Relaincs ocumass e pawnsss Sachvanss Lo

o - 188 o o]
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2. Adding Reference Documents

‘3,',/3 Adding Reference Documents

If you wish to add a general reference document, you can do this under the Reference

@ documents tab.

Click on Upload document, then follow the prompts to upload the file from your computer.

3. Viewing or Deleting Documents

A/ Viewing or Deleting Documents

To view a document, you need to download it.
( 2 Select the document to view, and click Download document and follow the prompts.
L

If you need to delete a document, select it and click Delete document, and Confirm you
want to delete it when prompted.

©  pe— -

Cotriton [Gran Usdran wed Comsaratns Tardar 621

Cowanon ote 27082121 e sate 71762001 Mesponse by DateTme 27110001 po o3 owr s W v [iockes
S e 12 O reserence]

4 . oraer Saees swancan Sy 15
\_/ ) = & - ST
eoessomane. | oosearame]| svaees e
-

p—rs [ e
[

4. Filtering Documents

Notes and reference documents

Filtering Documents

If you have multiple versions of documents, you are able to filter them to Show latest

i version only from the Show dropdown menu.
(2)
N - [SE
Omepien Foues s o T 385
Cramme cum TR o cuse 81 Sunponas by CuwToe TG00 fade GuT St 9 v [Juecws
f— O s
N
[ 3 )

Bem ane Compare st Netss Checas Sappaers ans Eries reapionas Slasiaed consiuny Purcnans soges REence Sormests Tenser praterasas Lyssrveras Lig

e’ [+ (= &y

Upoas focurnst  Doeie document  Dawnised documert

[

© sl oz

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 Time Allotted
Method

1. | Auto generated tender Lecturette/ group | 15 minutes
demonstration

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.

st vt
2 Peport options x 2
(= [ peerreass ] e e e ey s ‘\/1 —— e e s s o re o s
- st rce e b ancae | o
r G
Auto generated tender [T e oo,
5 ~
This is the window you will use to - = (* )z Include items whose... =

This is your classic item
It may look familiar because it's the e Wk s panned bte wi he coversd [ 1

create an auto generated tender. Dot Care T nctute pasnad butte tou et sanned stts
il can apply any item filter:

same window as that used for the or leave it blank to inclu

Builds

= This filter allows you to take into —

* account any stock which may be
)

used for planned builds
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portoptom 2 osertoptons
| !

T — Only include items whose stock @D"“ Base analysis on _Months of | szt

e  cover (in months) s less than | Usegedata

o cose T e | o

awi  You can choose to add a months | You can select how many months

- Gy | of stock cover filter here. If you - 1 of usage data to use. For example, | = C

i vocmst  |eave it at O this filter will not be = {  if you know you had a large stockout

= s | lied, - ! C

- e 2PPliED. | - { last year, you may not want to P -

wme include data from last year as it may
e e

gf.....—.:._..,....w...‘...‘..'ﬁ ©

S s R S o i ST
a3 oy Bomen ==y =" CEe
e © D &) s © e )
() [ — ) O s
o, = e, R
P—

Q) “Q=

& Peport options. & Repont oppom
\ O e o (T e e ]
Ol= Months stock required ke —

Here you can type a number,
| however it's recommended
- | to use the Caleulate button
- 1 to refine the months of stock [
- | required figure by entering

wet Lead time, Ordering Cycle
Buffer stock

Expected Delivery

Enter your expected delivery date.

©
5
i
i

O

9@

[T nctste tems wh sogpestns tore srses quaraty

skt ranustos Som vaage coumtens. (*)
Dlexchte atrec st mon sk tem N2/
) Ectte tumn # vaver srder s chacked SO
& e ~
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Auto generated tender
2 repoctoptom
L tevortoptem k
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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
deol1.mp4

Step 3: Now tell participants that now they know how to create a new generated
tender. Appreciate them.
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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 Time Allotted
Method
1. Introduction to Master conditions list | Lecturette 5 minutes

and categories

2. Creating and entering Master Lecturette/ group | 15 minutes
conditions list and categories demonstration

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

@ Tenders window

Navigate to the Suppliers tab and click on Tenders. This will open the Tenders window.
.'/"2 \ There are two other tabs which we will look at now:

,

Master conditions List: This tab allows you to input your tender conditions.

N Master conditions categories: This tab allows you to categorise your tender conditions if
\__/ you wish. For example, you could have categories such as Annual, Supplementary, or
Standing Offer Arrangements.

N P [ol=
- 'e«amlu.-.- r-_mmlu-—::-mm]

o H =5 & 0§ S

Mew Qenermes Tesser  New Tenger DeeteTencter  Campare lenders Fid

Senal number Descvgtion G ref Status Cresbos dste  lasue Date Deadire
19 Tunder 19 (IWOWIOTE 136408 Montha st AUTOLY % | mewm  awowmn £
18 A Tomder Demotand 2521 ouseen w | meam  osan Diwzn

2. Setting up Master conditions categories

Master conditions list and categories

\_ / Setting up Master conditions categories
If you wish to use Master conditions categories, it would be best to create these first so you
can apply them to your conditions list later.
<> Click on the Master conditions categories tab and you will see this screen.
To add a category, click New.
N
[ 3 )
./ £ e e
NP |
O
A new | seee
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3. Add a new Master conditions category

Master conditions list and categories

lr/ 1 ‘\\.:I .
\J Add a new Master conditions category
Enter your new category in the Description field, then click OK.
TN ) )
( ) £ s @
I\__Z_/"'
o Tenders Masler cordtens Lat Uaser costhons categines

==

B Piew terder cundition category. o *

4. Deleting a category

Master conditions list and categories

.r/_.\‘-.
(1) .
\_ Deleting a category
If you wish to delete a category, select it from the list, click Delete and Confirm when
prompted.
./.- N
| 2 y, Note that you can only delete a category when no conditions are associated with it -
T otherwise you will need to change the category of the conditions first.
Py 1 CRECE R
(3 ) S TS e p——
T @
Lo Deiete

Lo ]
o s Confirm.. *
A0 i 3 e wan 1o dete T lender cenion CAEGOy
c Asncar

[~ =

Step 2: let now learn step by step of how enter the details of your Master conditions.

2o New master condition.. o x

Point

The conditions will be sorted by their
point entry when printed. We
suggest labelling your points 1.1, 1.2,
etc. Note that if you have more than
9 points in one of the levels, add a
leading zero so they sort properly
01.01, 01.02 etc.
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Active

This Is automatically checked which
means you will be able to add this
condition to a tender. If itis
unchecked, it will not be possible to
add this from the master list.




e

Print Heading and Body MO I —
This dropdown menu allows you
to select what to print.

|
{Cantral Procurement Un (CPU) sues tha tender
1o DemoLand for e year 2027

Heading
Enter the heading,

E

Master canditions

BOo©
g b
H ® ‘
;
i ©

G
oot st e 153 Conamanics 1 e ans e e yabr 2824

Body Category

Enter the condition. If you have defined categories, they

will be displayed in the dropdown
list, and you may select the

} appropriate one.

O == = o n 1
e — e == :
e o

o New master condition. o

Pro———— o x -
ormm— | T —
oOr=T—10T= O = =1 Or=7 ©
(e~ = [Fovies fovaien
| e (D) T 1l
Flag | S =] & Pl L
You can use this field to identify When you have finished

particular entrles. For example,

if you have some entries that need
changing after copying to an
individual tender (e.g. a closing
date), you can type “changeable”
or "date’

When you have finished, dlick
OK & Next if you want to add
another condition, or click OK to
return to the Master Conditions
List window.

e =1 O—E“" g ~ [
O Ea e ]

Step 3: Once you have added your master conditions, the window will look like as
seen below.

Master conditions list and i
———— | Mttt b gt ]

1 . oo
- .. Deleting a condition
Viewing your conditions 9
To delete a condition, select it from the list, click Delete Condition and click Delete wher
Once you have added your master conditions, this is what they will look like.

asked to confirm.
\/.Z. ) From the Show dropdown menu you can chose to view all conditions, or just those belonging
N 10 a particular category.

If you wish to edit a condition, simply double click it and the editing window will appear (it's
the same window as when you added it).

—

B L e—

]

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
deol1.mp4

Step 5: Excellent, appreciate the participants.
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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 Time Allotted
Method

1. | Add Supplier to the tender Lecturette/ group | 10 minutes
demonstration

2. Generating invitation to tender Lecturette/ group | 15 minutes
demonstration

3. | Uploading tender to Remote Tender | Lecturette/ group | 15 minutes

Module demonstration

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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Add suppliers to tender

@ Add suppliers

From the tender window, navigate to the Choose Suppliers and Enter responses tab.

[ 2 Click Add Suppliers.
-
& G Tender.. [ e
Descepten [Rarusl Tender emeLasa 2022
= =0 ] Imaun date TTRTOT T Respanme by DeimTime ET/102027 | BO00 T Slas M~ [ wackea
7 Y Serat im0 Dur raferersce PLISTI01
I\ 3 ) Commest [
N/ e T P e e
o | 5 & B —
A30 Gappinrs. Cwete Guppier e vtaton To Soreadereet
'__—__\ Suvier e Supher » code Dt Samt D Sasse-de Surrhe o Tomwl bud Tedw vwvm Corwny  Towlon PO AT™ Lk
I: 4/|

2. Choose suppliers

Add suppliers to tender

\_/ Choose suppliers
Alist of all your suppliers will be displayad.

To select a single supplier you can double click their name.
To add multiple suppliers, single click the suppliers while holding the Ctrl key (Command key

- on Mac), then click Use. Note: You can also press Ctrl and A on your keyboard to select all
(3) suppliers, if you wish.

If there is another supplier you wish to add to the tender but they are not in your system, you
can click New to add them. Note: Only certain users have permission to this and this will be
covered in a later level.

. .
2+ Choose name... [w] x|
(&) -
Hew
Nama Cnde son

3. View Suppliers

L4 View suppliers
l The list of chosen suppliers have now been added.
,:"7‘72 o\ Note: the RTM Link column indicates whether or not a supplier has been linked with the
Sy Remote Tender Module (checked if they have). We will discuss the RTM later.
h-‘”;:;;:...m‘m.m. Erneaat  foos | owr sen 9 V] [Jecae

Commere [

e e S B e e R
- - = =

= = = &

Sue For ot [
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o 000 0w N

= o020 s Ao
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4. Delete Suppliers

Add suppliers to tender

1)
Mo .
Delete suppliers
N To delete a supplier from the tender, select them from the list.
|2 )
N -
[ Click Delete Supplier, and Confirm when prompted. (Note: this only deletes them from the
tender, not from mSupply)
N
|\3_:. ot Tende [=l@]=
. I/" Cwscrpton [irmu Torder Doeland 523 . - -
Cresnen date TSN iwa dute 2TRST0I1 Faesposne by DaleiTine ZTH102621 | 0600 ot Smha W v [Lockes
Seral Humter 18 Our referance DLIE22-01
Notes Chosse Syscheace Log

© S[5] & @ [

01 Sucpeers Detete Suppier Pyt ietaten Te Sareassnent

S«ﬂ-’m-—- -S.’duacnﬁ Dusa Sumt Cars Camsc-zes Luppiar Ya-n.n_ Ywu«l..-_l‘—u-q, Toml on PO T e

e = = — - ]

re—— - P x Ja o

—— —— a0 o o

( A A% Y08 5une o e 19 deiete e supaer from the e
)

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

Print invitation

Select your first supplier with a single click, then click Print Invitation.

K 4 B Bt Tender T
Descripton [Arnem Teroer DemoLane 2022
Crastin date 7002021 Eros Fneat Foos owr St 8 v|  [Jieces
; Swwtneer 18 Our vtwenca BT 51
( \ Commerc [
{3)
o Socm 4 Compare Fricen s C30508 Sccplin ind Eokt eacotass Purcsna s Syncheenze Loy
+ b (=) 3
E s
Ast Suspers D Suspler pretmotacoe | 7o Serescerent
7N vt ame Supebers e Dww Sert  Dwe Raspenied  Susvier i Tow b Tender ke vy Taalon 5O AT L
| 4
S’ Az Vs Az o0 o0 w0
arra Savoenn e w0 o s s
| 58 )
A\ ~
~
| 6 )
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2. Select form

(1)
1 Select form
Select which form you wish to generate - the tender invitation generates the list of items,
while the tender invitation condition generates the list of conditions.
Then choose whether you'd like it sent to your Printer, saved as a PDF file on disk, Email
N PDF etc.
L3 )
SN
Once you have made your selections, click OK.
(4 \‘_3 Note: If the default format of the Invitation letter does not meet your requirements, please
ey contact mSupply tender support who will customise the print format to meet your individual
B requirements.
(s5)
\? )

— 4= Printing options a X
|

Tender invitation condition

1
I‘ This is an example of a tender invitation condition form.
2

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

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

Notification of successful bids
Successful tenderers will be notified within 2 weeks of tender closing date via email.

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

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

(6) Pricing - Quotes to be CIF

= o ik 2em b b FTE and avmracend in Hha lneal A immanms

4. Tender invitation

Tender invitation

This is an example of a tender invitation.

Te:

Manty Meds Issue Date  Monday, 27 September 2021
Response Required by Wednesday, 27 October 2021
Y DL2022-01
F/ y
| 5 )
NS Annexe 1- items for tendes- follows

Total number of items: 2

Annex 1 : Items for tender

( 6 | # lm Quantity Suggeste Units Total
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5. Email PDF

Email PDF

If you choose Email PDF you can also email the suppliers directly, attaching any additional

1
( -2-\':, documents as required.
I Note: to email directly from mSupply, contact mSupply Support who will set up an email
/"3' \ server for you.
{
\2)
l 2 cmslmese. EEe
P Te [
4 h Reply o |

\ cef

Bee [
Attachment (c:\Uiserstyolan\AppData\Local\Temp\mSupghy|Tender_16330. Aftneh
Delste
Subpect [Vour naer © 18 Fom iarin DemoLand smaches
Wessape Pease e e amacred socamant
[ &)

6. To Spreadsheet

To Spreadsheet
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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.

'o Uploading to the Remote Tender Module

o use the Remole Tender Module, dick on the Synchronise Lab, and then click an the
Upload tender to web site buiio |

[ TE ]

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 Time Allotted
Method
1. | Manually enter suppliers quotes in 15 minutes
mSupply
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

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

do —{ v b — w —{n
* o A L A b o - . »
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2. Enter Details

Entering Supplier Quotes

—

— P

S

o —{ & —{ w

S

\
\ I
/

S A

S

'y
/

Enter Details

Enter the supplier's reference code (if applicable).

Enter the Dates fields:

Date sent: The date the tender was sent to the supplier.
Date responded: The date the supplier responded.

Valid til: The date until which the supplier's responses are valid. After this date, the cost of
the goods may change.

Select the quote currency.

To add specific item quotes, click New line(s).

2 £t Cu o
..... — — -
e ] o ere =
e By
i n

3. Select items which received a response

Entering Supplier Quotes

>
{
N

P

1
|2

N

SN
[ &
| 5
\,[,/

X
-

™y
|

Select items which received a response

Select the items from the tender for which the suppliers have submitted quotes.
To select all of them, you can press Ctrl + A on your keyboard, then dlick Use.

& Choase Tender Items (8] ¥

Descripbon Annusi Medcines and Consumables Tender 2022

Item name

4. Select individual item to enter response

Entering Supplier Quotes

N
1)
-
N
L2 )
A
Pl
3
_‘/

I

I \
|

.

Select individual item to enter response

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

B e Chacrte o *
Frn wpater Harly Vst [ Froight
= [ D wael [(FTTDEE E -
- = ] iy
waid 18 BETI

Eot Cume Retetece decumens Commerns
| & = . = - R TTe——
e sl Coben e
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|.m Aol 420mg tebke 7800 [T [ am | |
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5. Enter individual item response

Entering Supplier Quotes

(1) e e . .
\_ Enter individual item response
l Enter the Price, Pack (size), and Currency (if different from the default).
N
[ 2] ) )
L I, If the Supplier has added a Comment, enter it now.
N The Price break section can be used to note any % discounts offered by the Supplier if you
L 3 ] order above a certain amount (the Price break quantity). Please note this is not automatically
I taken into account by mSupply when calculating price per pack.
N
(4) Click OK & Next to continue adding responses, or click OK if you are finished.
A+ Edit Tender Resporse ltem [w] B
Quote ne detals Custom data
Rsabing to Tender. Annual Medicnes and Tender 2022
General Price break
te 122021 Picebreskquantty [ 0 Dmcowst [ 0
/ "'\l Rem amoxicilin S00mg tabiet ames00t T —
I\ 6 /.' Suppher Monty Meds Monl |
~

6. Review quote

Entering Supplier Quotes

\_J Review quote

[ When you have finished entering the supplier's responses, you will return to the Edit Quote
|"/z 3 window where you can review the quotes entered.
\ )

I Click OK & Next to enter quotes for the next supplier, or OK if you are finished.
S,
I: 3 J' & it ot o
M —y

— Fram suspier Moy e Dea. e

[ | Daie sere fTramen 13 perm

Butm rmagended. 1200 | —
N vad g
[ 4) o Gue v sy Comars
L o = e M - Tom e comency  ASE v Supplecs ot A
Wew weis) Dewte we

| T
4 \\‘-. amati0t s g taier um 138 » ase 1
| &5 | AT Cefiramane Tiimg mpecios nam an L ase
\ 5

7. All Suppliers Responses

) All Suppliers' Responses

D,

Once you have entered all suppliers' responses, the Choose Suppliers and Enter responses
tab will look like this.

N

/,_
/ \ /
fr— W — N
J \ / \
-

The Total bid column refers to the total value of the supplier’s bid.

/

The Tender value column refers to the value of goods awarded to that supplier (this is empty
at the moment but will be filled once decisions are made).

\

J

N

4

(5) PR 8 ' =]
\ Descrison [Ranuni Uedcnes a¢d Consermaties Teader 2021

o il | Onemes 700001 newm[IRET |  MeesatyDaemme I o 0NT e %] Dl
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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

Check template
Ensure the supplier has returned the correct template (it must be in this format to be
A imported).
I 2 ]
< 3 b‘f To be completed by suppiler
A i oo Malds ‘« Nan mandatary felds
‘ y 4 ": 50C bag
(s)

2. Select the supplier

Importing a supplier response

(1) .
\__/ Select the supplier
Double-click on the supplier whose response is to be imported.
Py =)
Desengton [Larusl Usdanes 0o Consomabes Tenter 2020
Crouton st TR insor dainITO20T1 | Bespoess by DeinTevs 310007 000 | GuT Smna W v Oiockea
Sariumtar 18 Jur reserene |
Comment [
f-'_'-\ Frrmy g Compare Proey Teeder preferesces Syrchronea Log
(3) B =5 & 6 U E——
./----\\
[ 4 )
\*/
A~
I\ 5 'I
\_
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3. Import tender

(1
Import tender
l Enter the relevant details of the quote as discussed previously.
(2) When you are ready to import the template, click on the Import tender button.
& £t Quote o
From suppler Manty eds Daes Freight
r— ] Date seet R7702021 ) pernd
Date responsed Pui102021 ")
Vel Baoiaead
9 Qutte Reterence documents Cumments
&l {:J show  [aX v e qucts cormency:  AUD W Susplers detast  AUD E\J
New ines) Delete ne part tender
', 4 Code Ttem name PackSze  Cumency Price Freght Comment Price in PO
.
.'/VA A\‘
{ 5 ]
g

4. Select file

—
Y
[ 1)
\_ / Select file
Select the correct file from your computer, then click Open.
/2 0 »
[ ) # Open
N/
- - « Desktop Leveld » Monty meds supplier response v & Search Menty meds supplier r... 0
Organize = Mew folder - M @9

\ A Mame Tipe Sige
I.\ 3 /\ Metwork @7 Monty heds TenderResponseTemplate Microsoft Excel W, Fl]

- -

Backups
mSupply SCORA

O ‘

n @& OneDrive - Persor

B This PC
B 30 Objects

.-/- ™, B Desctop
| ) Y
\\-5/_.‘ < Documents 3

5. Import completed

Importing a supplier response

wy Import complete
Success! The supplier's bid has been imported.
<z> Click OK to close this window (or OK & Next to edit the next supplier's quote).
&+ Edit Quote o
From scopter Vorty Weds Daten. Frognt
= -_ —
\ Thee reference | —
[ /3¢ ] B perty
\ /
e £ Cocte Quterence Socaments Commants
@ &5 .. = B eseamy BEEE swmces Ao =
New ne(s) Delete ine Import tender
4 V\’-. Code e name PackSee  Cumemcy e Fmght Comment Frice m PO
'._\ 4 /.‘ metSoD  Metromidarcle $30mg/100mL iny 30 AUD 3000 o 0.00
. wWhSh  Caftrancne 250mg npecton 10 ALD. 500 ° 0.00
i ame500t  Amoxsclin 500mg tablet 500 A0 2000 o 0.m
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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

Downloading supplier responses from the Remote Tender Module

@ Download supplier responses

To download supplier responses submitted via the online portal, click on the Download
tender from website button located on the Synchronise tab.

Pl
[ 2
e & Edt Tender [ e
Dancrpten furmeal lssines snd Commumabias Tander
Cresien da ITRRESZ Iwawe e ETVIOT0T1 Reaponns by Daseim E7/102000 [0 00 T swam W - m
Senalmon 18 our raereace|
Commant [
e ——_—————— ) B

2. Supplier responses downloaded

Downloading supplier responses from the Remote Tender Module

W, Supplier responses downloaded

When you click on the Choose Suppliers and Enter responses tab, you will see the
information has been downloaded.

B e Tender = |

Dencription [inmes Mescres né Commuratinn Tender T3
aton dete TTORGET imau e = Aaapanas bry DuwTeme 57711720 [T hn ™ [Dschna
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1. = EI .EI Subject Far Emat [
AddTuselers  CemleSuoper  Prrs v wn  ToSemace

Tow bt Tedw ke G TemlssPD
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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 Time Allotted
Method
1. | Adding suppliers comment Lecturette/ group | 5 minutes

demonstration

2. | Adding Documents Lecturette/ group | 10 minutes
demonstration

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

Adding overall tender comments

Select the supplier
Double click on the supplier for whom you wish to record a comment.
|:'/.-2- \ P =

Descroton (A Usdcnes and Comurabes Tevser 02
Cresion duie RGN e e BT 281 Responne by DeinTive (A 1200 008 | GaT Suies W = s

Sermi e 18

Cormmant [
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2. Add comment

1) Add comment

Select the Comments tab, then enter the relevant comments in the provided fields.

Click OK & Next to add comments for the next supplier, or click OK to return to the Choose
Suppliers and Enter Responses tab.

PR

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

@ Select supplier

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

[ 2 P =N ]

2. Upload document
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(1)

\_ Upload document

Select the Reference documents tab, and click Upload document.

Follow the prompts to upload the file from your computer.

P <
i ===
[ 3
I " .

Pl [Pl [
[ 4 ~

3. Viewing documents

T

() ]
\__/ Deleting documents
If you need to delete a document, select the document and click Delete document.
| 2 \.:I o
A T
I'\_Br_, E‘_' T:J &J

4. Deleting documents

(1 \\'} .
\__/ Deleting documents
If you need to delete a document, select the document and click Delete document.
I:/ 2 | A it Cncne a
N S [SR————
[ Thar reterence

1 B Qe AP S Commnts
N
\2/ ' ® | 8| =

T UEA8d Briweer Debre doinmars. Dawnued deren Saew Sow e

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 Time Allotted
Method

1. | Analyse and Compare supplier | Lecturette/ group | 10 minutes
responses and prices. demonstration

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 ltem
@ Select Item

Navigate to the Items and Compare Prices tab, and double click the item for which you wish
to view and compare supplier bids.
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2. View Responses

Select Preferred Suppliers

View Responses

You will see the various supplier responses for that item.

The lowest-priced supplier will be highlighted in Blue (if there are two lowest-priced suppliers,
they will both be in Blue).

& £ Tender em lﬂﬂﬂa
—— = — —xram

Sexbender bem craeris COTCATE SUDDRET IRAZN3EY Purchase srders

Specifcatons sent sut: SDI00 packs of 1 = o ttal quasty of S0000
supgher | Manwticturer [frice CurrencyPock Saeffvoma Tor, r«stMn-nF«.wmwvm Adj Cont Iw-\lim date oowrunlvru ) Commest I

Monty Mads 08 MO 100 L (10 200 145 G5 ] & U
Montans Supphes 1% M0 E oy 150 108 ouse 8 D0 [0 tablets in blster packs
Archue Destributon 200 a0 o o oy 3.00 PETIE T L) o0
el Medea 20 mo LU LT 200 145 14s0 8 oo

¥ viote Bench man

3. Select your Preferred Supplier

f

Select your Preferred Supplier

Select your preferred supplier by checking the relevant checkbox.

Remember that while price is an important factor, there may be other reasons you select a
supplier who isn't the lowest bidder e.g. expiry date, delivery dates etc. Where this occurs, it
would be useful to make a Note for future reference.

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

Note: if you need to clarify something and cannot make a decision now, you are able to come
back to these items later.

& Edit Tender tern -=-H-‘=‘-=
BemName.  [Amoxcn 500mg tavet a0t sk
Descrgnon

Setfenger 1em Crtena COMEATR busphe e8pOTIES Purcnase orders
Speafications sent out 23000 sacks of 1 « & total quantty of $0000
Suapher Manufacturer Price Currency Pack Se VelumeTok recenedPace with Fri. Cost Lecal/Pack  Adj Cast  +/- % Expiry date Delvary Pref | g Comment

Moty Meds 200 wwo wo o 000 200 145 0.0m5 L (=] |m]
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4. Review your Preferred Suppliers

Select Preferred Suppliers

-

When you have finished selecting your suppliers, you are able review your tender list

Lo )
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\_ / Review your Preferred Suppliers
L including Item name, Original Local (cost) and Preferred Suppliers.
(2]
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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 Time Allotted
Method

1. | Tender Reports Lecturette/ group | 20 minutes
demonstration

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.

The Preferred Suppliers Only report will gererate a Bt of ol your Llerder ilems, Infarmation is The Winning Tender Lines « Lwi
shawen Tor iverns where you choge a Preferred Supplier. chien. B shows you iterm prices, a5

3 All Suppilier Resporses

L A 2 c 1=
I ITEMS/ Supplier Price Monty Meds Montana Supplies  Azul Medica
2 Ceftnawore 250mg injechon L) 44 B85
3 Amonolin $06mg tablet .3 13 10
The All Supplier Respanses rapart, a5 the name suggesss, shows you svery supplier responss for The Supplier Quotes with Adjusted Price repoet shows you esch supplier's quate for each item
alter Being adjusted for pack sice dillerences,

wach iem.

* Supplier Quotes for Each ltem

A B C [+] E F G L 1
Quote For Thems Paga il * Tamdar Lines with Prodicied Cost

i

2

R e L]

A4 s Pk Ere Brbe Camensy  Admed Cat Disgsios  Srsfe e Conet e Repent cptions X

CR - m isem e ¥

[ m wao .[ e e acin S MG YRR TP TN

: [—— T a8 S

S 1 Cuttinnens 250 imjrtio ol [ w )

10 supsiier Pack Sre ke Carenny  Sdpmed Der Daqeifes  Srefer G

11 o Baniins | s am we ¥

12 oy wea ) * s I you hée enlered previous purchase prices for the ilems in your Lender, mSupphy can use Lhose
13 seiviesn I ] L histo S Lo estimane how much your lerder will cost This can give you a ballpark figure of

The Supplier Quotes for Each em repor shiws the dilleren quotes from sach suppiser per the cost of the tender for budgeting purposes.

L
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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 Time Allotted
Method

1. | Create Purchase Order from Tender — | Lecturette/ group | 15 minutes
Split Deliveries demonstration

2. | Creating Purchase Order from Tender | Lecturette/ group | 15 minutes
— Single Delivery demonstration

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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Create Purchase Order from Tender - Split Deliveries

\

Set Tender Preferences

Navigate to the Tender preferences tab.

For the PO calculation method, select Distribute Tender quantity evenly (this will split the
tendered amount evenly across the deliveries).

Ensure the Create split deliveries checkbox is ticked.

Click OK to consolidate these changes.

2 i ener === |

Deacrgmen [Aonual Wedicres ane Comaursbies Tenger 2150

P — O Renpanss by SuniTims RTS8 oar St [ 5] [sciss

Sermimmser 18 Our eterarce |

Carmens [
listes Chacne respenses 'l‘r‘ovv-lv—-(n F,‘gm ™
Parchase stes Banth nas wacpn
B N e

2. Creating Purchase Orders

Create Purchase Order from Tender - Split Deliveries

Creating Purchase Orders

Re-open your tender, and navigate to the Purchase Orders tab.

Click on Create Blank POs. You will be creating the same number of POs as the number of
deliveries you wish to receive from each supplier.

& tanTender — e
Duscrivhon [Aemmssi omdicmrs 3 Comumabies Trder 2023
Croaton sl 77RO inaue date FT103071 Renporss by DeteTeme F771 12831 pasa o s W [m{T0
e e 0 Owr refewnce
Camnent |
P e — 8 b ” e
03] (= & 3 & &
cnomtuni o | a0 om0 SheesmcndR0  Fiscomconty P
[p—— FR—— [ fua - Tomiin#0 Eumancy Targ can

3. Select Suppliers

Create Purchase Order from Tender - Split Deliveries

Select Supplier(s)

Select the supplier(s) for which you are creating a purchase order.
Enter an Expected delivery date.

Click OK.

& Show sclected suppliers. o X

[ Expected debvery date {02202 I
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4. Continue adding Blank Purchase Orders

Create Purchase Order from Tender - Split Deliveries

.f/— B
L1
\]_/
. -\.

]

.

.,

"

(w
I\__

Continue adding Blank Purchase Orders

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

In this example, there are 2 purchase orders to each supplier, with requested delivery dates
of 4/02/2022 and 4/08/2022.

& B T EeREey ==
Descripton [Asnal Madcnes and Consumaties Tenoer 2020
Creaton date 27092021 weus date 7102021 | Respanss by DaweTime 71112021 | (0000  GNT saus 99w  [Jieckes
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5. Fill Quantities

Create Purchase Order from Tender - Split Deliveries
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Fill Quantities

Select the purchase orders for which you wish to enter quantities.
Click the Fill Quantities button.

Click Yes when asked to confirm.

Pt [
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6. Quantities and Values filled

Create Purchase Order from Tender - Split Deliveries

4 \‘-.
(1) .
N/ Quantities and Values filled
[ You can see that the Total in PO column has been filled.
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7. Changing Quantities on a Purchase Order

Create Purchase Order from Tender - Split Deliveries

L5 Changing Quantities on a Purchase Order
l If you need to change the quantity on a Purchase Order, navigate to the Items and Compare
I'/-s- Y Prices tab and select the item.
NS
& fitTenier =lo e

Descripton [Asrusi Usdicnes s Canaumaties Tender 2022
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l Within the item window, navigate to the Purchase order tab.

8. Printing Acceptable Letters

Create Purchase Order from Tender - Split Deliveries

P
[ ) o
\ 5/ Printing Acceptance Letters
l After you have created your Purchase Orders in the tender module, you can print an

I,/"s"\, acceptance letter and send it to your suppliers along with any other required paperwork.

|
NS

I Select a purchase order and click the Print acceptance letter button.
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9. Convert to SG

Create Purchase Order from Tender - Split Deliveries

: / Convert to SG

5
[ When you are finished with your purchase order, review it carefully.

If no other changes need to be made, select each purchase order and click Convert to SG.
This will change the status of your purchase order from tn (referring to the tender module) to
sg (suggested - used in the purchase order module). You can make further edits to these POs
in the Purchase Order module if required.
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10.Deleting a PO

Create Purchase Order from Tender - Split Deliveries

( Deleting a PO

If you need to delete a PO, you can do this at any stage BEFORE clicking the Convert to SG
button.

1

P
-

(N =

Select the PO you wish to delete and click the Delete PO button.
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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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Create Purchase Order from Tender - Single Delivery

@ Tender Preferences

Navigate to the Tender preferences tab.

Ensure the Create split deliveries box is NOT ticked.

For the PO calculation method, select Distribute Tender quantity evenly.

(3) Click OK.
e /”
& Ede Tender ek )

Dwncrpmen [rnas Wetcres woé Commsrmsun Torder 3023 -
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2. Create Purchase Order

Create Purchase Order from Tender - Single Delivery

"\,',/" Create Purchase Order
Navigate to the Purchase order tab.
Click Create PO (note: this button was Create Blank POs when creating split deliveries).
PaEe— =]
P— e ey
o Crestan ame IToRGES T [ P [lLockea
(2)
o’

3. Purchase Order Created

Create Purchase Order from Tender - Single Delivery

™
[ hY
1)
\__/ Purchase Orders Created
[ Your Purchase Orders to each supplier are created.
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4. Add Requested Delivery Date

Create Purchase Order from Tender - Single Delivery

AL Add Requested Delivery Date

Double click on a Purchase Order to add a Requested delivery date.
(2)  dlickoOK.

Repeat this step for each Purchase Order.

I-" 3 \'. s Purchase Order Summarised.. ] < |

' / Name Uoriana Supples Order num : 47 |
Requested debvery EAULZ0Z Creston dele 5912022 |

Curvescy AUD St = |

Rem code Item name Quantity Price Requested DD

@ eeha 2S00 Ceftnanone 250mg mjecon 00 184

N |

[ |

| 5

5. Convert to SG

P

N/ Convert to SG
You can print an acceptance letter for each PO as you wish.
(2) Now, purchase orders created in the tender module need to be sent to the purchase order
- module (as seen previously).
sl Select a purchase order and click the Convert to SG button.
[ 3)
Repeat this step for each purchase order.
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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

demonstration

No. Activity Facilitation Time Allotted
Method
1. | Create a Calculated Purchase Order | Lecturette/ group | 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

Calculated Purchase Orders

@ Calculated Purchase Orders
Navigate to the Suppliers tab.

(2] Click on the Calculated Purchase Orders button.
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2. Selected ordering by supplier or Item

Calculated Purchase Orders

\ V) Select ordering by supplier or item

Select whether you wish to create a calculated purchase order based on supplier(s) or item.

_for au suppliers

I:'de' for all sueoher
Order for some tems only
Order for one supplier

If you wish to order for some items only, you can select items based on how they've been
D ool categorised in your system.

Order for some items only v

‘, 4 “‘.‘ Click the Query button to find tems to evaluate or Query items. .
\ / select the tem types shown below.

Normal stock ] tems to evaluate 17/38
Critical stock  []

(5) On essential drug st [7]

I o T A S A A R R M S B A e A S B R B e N A S A SR N S R OSSR RS SR

3. Otherinfo

(1) .
)/ Other info...
I Enter the Months (of) stock required manually, or use the Calculate button to obtain a more
specific calculation.
(2)
e Enter the number of months usage to calculate average usage.
Enter the Requested delivery date.
Ensure the Exclude transfers from usage calculations is NOT ticked.
Click Create Order Now.
TN
[ 4
L £ New order x
Grder for some Bem, oaly %
Cick ine Query bution to fnd Rem io evalaste or Quey e, |
P seiect the fem types shown belo, ;
[ & ) Wormai siock (] [Va—] |
\_/ Cricalsiosk (4 |

On exsentl drug et [

4. Open Purchase Order

\_/ Open Purchase Order
If a Purchase Order has been generated (i.e. items do require ordering) you will see the
following alert. Click OK.
(2)
e s Alert. %
View Suppihers | Show purchase orders... from the menu fo
-~ ,_\ wiew your recently created purchase orders.
| 3 )
L

@ =}

To find and view your Calculated Purchase Order, click on the List button.

N 2 mSupply nmsgator

® (als = & & *
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5. Review the Purchase Order

Calculated Purchase Orders

‘:\_1_,,;' Review the Purchase Order

Review the Purchase Order.

When you are finished, click Confirm.
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Step 2: End of the session.

Trainers Guide Legacy mSupply

Enter the Name of the supplier (if necessary), and update any other details required.
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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 Time Allotted
Method
1. | Create a Blank Purchase Order Lecturette/ group | 10 minutes
demonstration
2. | Viewing and Deleting Purchase Lecturette/ group | 10 minutes
Orders demonstration

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

@ Select Blank Purchase Order

Navigate to the Suppliers tab.

2 Click on the Blank Purchase Orders button.

: © & ¢ oo & o
. SoED , [PEE®
5 s§g® {r) o= & @
6 v o =q ®

2. Enter Details of Purchase Order
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Create Blank Purchase Order

Enter Details of Purchase Order

Enter the Name of the supplier to whom you are sending the purchase order.
Enter any Donor details and Reference numbers as appropriate.
Enter the Requested Delivery Date.

To add items to your purchase order, click New line.

& ew purchase order o=
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3. Select ltem(s) and Quantity

/

[ 1
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e
[ 2

\
\

Pt
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Select Item(s) and Quantity

Search for and select the name of the Item you wish to order.

Enter the Number of packs and Pack size you are ordering.
The Total quantity will be automatically calculated.

Enter an Expected delivery date if known (this can be updated at a later stage).
If you know the Pricing for this item, enter these details now.

Add any Comments (which will be printed on the purchase order for suppliers to see) or
Notes (for internal use, and which can be shown on a Goods Receipt if the Show notes on
Goods Received checkbox is ticked).

Click OK if you are finished, or OK & Next to add another item.

‘],Nm purchass arder line ®

4. Deleting an item

Create Blank Purchase Order

Deleting an Item

To delete an item from your purchase order, click on the affected line(s) and click Delete
lines.

& i Puschase sedes [E=siEcn =5~
Grder e 5 Narw [ircan Cariuzon T
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®|= B &8 @ @
New ine Ceete ines. Updsie £00 Brind Confem Category  Mors v o
Shew ol ines. - Comenzy AND - Farex ratw [l
e Woof fack  Ong A& Ter Stk Cont Raquasted  Expactsd
L e e pads s Oy Qb recoved enbmd OO0 by PRET el oy

1| enssate | amsuidiin 350ng tablet % s e we o e 9 of 1o sjaiaeas s
2| metSn Metforman S00mg b W se  see s oz 00 0 0k SN2003 e

Sapaler duzunt

Trainers Guide Legacy mSupply

262



5. Confirm

Create Blank Purchase Order

Confirm

Review all lines.

1
S S
,"'l"\

2 )

3|
\.l s

Select the purchase order Category if this has been set up in your system.

Check and change the Currency if needed.

If all details are correct and you are finished, click the Confirm button.

~,

B Bt Purchase order ) - o Ei@
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6. The Purchase Order is Complete

The Purchase Order is Complete

—

4
\_

The Purchase Order is now complete!

vy

To Print a copy (or save a copy to your computer), click the Print button and follow the
prompts.

/

Click OK to return to the main screen.
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Note: Do not finalize a Purchase Order until you have finished receiving all items from it.
Once a Purchase Order is finalised, you can no longer receive a Goods Receipt against it.
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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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Viewing and Deleting Purchase Orders

@ Viewing Purchase Orders

To see a list of previous purchase orders, or to continue working on one you started earlier,
click the List button in the Purchase orders module.

a4l b I M @]
D, SoE® oy DELEg®
— i
= a @ 2 e =g ®
S8

2. Editing confirmed Purchase Order

Viewing and Deleting Purchase Orders

L/ Editing Confirmed Purchase Orders
If you need to make a change to a purchase order that has already been confirmed, you can!
Open up the Purchase Order and select the item you wish to edit.
Enter the new Number of packs you wish to order.
N Click OK.
[ 3)
- T —— =)
G Unage Cuses Racet lry Lodger
- Locston
T &) Voumeperpack[ gm0 ]
Suore. Nalimsal Wedical W. w0 S cation| o [
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3. Deleting a Purchase Order

Viewing and Deleting Purchase Orders

P

(1)

\__/ Deleting a Purchase Order
If you need to delete a purchase order, you can select it from the List of purchase orders
A clicking on it, then click the Delete button.
(2)
N/ sy =)
HIED & E NN -
e B Deiete Report Find Ovder by Bl Cusiomise  Dujbiali ol
tim o A romn——————
ity O 1 L ———————
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Step 2: Appreciate participants for a job weldone.

Trainers Guide Legacy mSupply

264



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 Time Allotted
Method
1. | Creating a Goods Receipt and | Lecturette/ group | 15 minutes
Suppliers Invoice demonstration
2. | Finalising the Original Purchase Order | Lecturette/ group | 10 minutes
demonstration
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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Creating a Goods Receipt and Supplier Invoice

Creating a Goods Receipt

Navigate to the Suppliers tab.

./

Iy
I

Click on the New Goods Receiving button.

7 & mSupply navigator
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2. Enter the Supplier

Creating a Goods Receipt and Supplier Invoice

>
I |
S

Enter the Supplier

@

Calculated

g

Purchass siters

Irdeimal arders

Enter the Supplier in the field, then press tab on your keyboard.
'.hpﬂtm
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3. Select the corresponding purchase order

Select the corresponding purchase order

Alist of all the purchase orders to that supplier will appear.

Select the order against which you wish to receive goods (Hint: look at Our PO ID which
should be on the invoice sent to you by the supplier).

Click OK.

B choose name.

Soppleer PO Reforence  Our PO 1D Comment
PN
qu '.I Archie Distribstion L
\ / Archie Distrbuton )
L archie Distrbetion )

(6 )
4. Enter Necessary Details

Enter Necessary Details

Comment, or Donor.

Enter the Received date, as well as any other necessary details such as Supplier reference,

To receive goods from the purchase order, click Add from purchase order.

& Yiewe guods reciered

Suspler[arcne Darbaton

Racweed daim 1001702 Tenaes reterence Goots reeewea 0
2 oce [ Crated by . Mart
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famat 0] ey e oG8
wrchase e 58
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" 0 wampurchase srow | Ao in ot e Cewte b Chectapuce P pecds seceet

5. Select Items to Receive
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Select I[tems to Receive

You will be shown a list of items from the purchase order you selected.

Select the items you are receiving, then click Use. You can receive multiple items at once (and
change the quantity received later).

s Choose order lines to receive from Archie Distribution o =

P
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6. Enter ltem Details

Creating a Goods Receipt and Supplier Invoice

\/ Enter Item Details
[ For each item, a detailed window will zppear.

TN

[ 2 ) . . . .

N Update the received Quantity, Pack Size, Batch, Expiry and the Location where you will
I keep the stock.

.f/ ™,

| 3 s . P . . .

\ 3 ) If you are splitting the delivery into separate Io_::atwons or multiple batches have arrived, you
[ can enter the details in this screen. Click Add line.

N

)| &s Edit item.

4

I tem _[maxicin 500mg tabiet S0t
/) Bl ®

|
NS LT 2 = Remaring guantity ic recene. 0 Packs of. 100
Quantity  PackSue  Total quan Batch Expiry Location Comment
30 100 3000 AS532 yyoy/2e4 [ orst
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7. Finalize the Goods Receipt

Creating a Goods Receipt and Supplier Invoice
A

() Finalise the Goods Receipt
[ When you are finished specifying details of all received items, you will return to the main
I,/"5" k- goods receiving window.
)
- /;.l
I Review the goods receipt carefully, then check the Finalise box and click OK.
N
| 6 ) & ew g s =y ]
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8. Supplier Invoice

Creating a Goods Receipt and Supplier Invoice
AN

L4 Supplier Invoice
[ A Supplier Invoice automatically opens upon finalising a Goods Receipt.
"4
'\_5/-' If necessary, you can edit item details by double clicking on the line. When you are done
I editing that line, click OK & Next to edit the next line, or OK to return to the Supplier Invoice.
4 . —
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9. Confirm and Finalize the Supplier Invoice

Creating a Goods Receipt and Supplier Invoice

Confirm and Finalise the Supplier Invoice

S

Items received only get entered into stock when the supplier invoice is confirmed.

~

Uncheck the Hold box.

g

Click OK.

b~

Confirm when prompted.

If you are sure you don't want to make any other changes, check the Finalise box before
clicking OK.

~
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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

View the list of Purchase Orders

Click on the Purchase Orders List button.

& mupply navigetor

| 2
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[ ® 4 0 o =
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2. Select Purchase Order

Finalising the Purchase Order

& Select Purchase Order

Double click on the Purchase Order you wish to finalize.

B =200 B6E 8B & -
New PO Ceiete Regort Fine Order oy Pret Custorme Oupicats Sol
Locked  Tageimentts Lres  Corfem dew Comment
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i .| o 1 w0
=] ' J Tonser s for 19t oroers o of 50 Lines 1

1 20 genarsnag for venger umber 1 Mo of
30 genersted for rander murmber 1 No of
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3. Finalize the Purchase Order

Finalising the Purchase Order

(1)

N/ Finalise the Purchase Order
Check the Finalise order box. Once you have finalised the Purchase Order, you will no longer
A be able to receive goods for this order.
[ 2 '_:u
L Click OK when prompted.
e ' o o G el
Order ram : 5 Mame [Sreree Davinen [- Black
Contrm tate - [FEGEE P — Botwsanca [ p—
Fsaseama denery FEITET Prp——
Garer Gt Goei Hncoed] Swce en L] Loceen Covin il Crcimests
®H = B 8 & [17)
Newme  Dosmmws  Upwetmo  m Comnm p— E
Saow s men = P - s O i
- e - | aen fresd oo g,
P ——
3 | amethn e S0 et B ke e o e s "e
2| mesOR Wetfn 00 tib & o oo seemaz "
|
=

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 Time Allotted
Method
1. Managing outstanding purchase order | Lecturette/ group | 10 minutes
lines demonstration

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

Managing outstanding purchase order lines

(1)
N/

Update EDD

First method:

« Select affected line(s)

@ « Click the Update EDD button

» Enter Estimated Delivery Date
» (lick Update

After contacting the supplier, they may give you an updated estimated delivery date which
you can enter into mSupply. There are two ways of doing this.
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2. View outstanding purchase order lines

'\71,/" View outstanding purchase order lines
A list of your outstanding purchase order lines is shown.
Each outstanding item is displayed separately, even if they are from the same purchase
order. This is because items may be shipped at different times from suppliers and may have
different Expected dates of arrival. Similarly, Qty Received and Qty Outstanding are

= tracked as suppliers may send you partial quantities.

[‘L‘»—-lw:

Lines in red show items that have not arrived by their expected date. These items require
follow-up.

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

o

2 Outtming s ordr b === |
4 N &8 @

T
LrE——r— B L [T Srr—juv=—y Firwrp—

3. Update EDD

') update EDD

After contacting the supplier, they may give you an updated estimated delivery date which
you can enter into mSupply. There are two ways of doing this.

_— First method:

o Select affected line(s)

@ ¢ Click the Update EDD button

e Enter Estimated Delivery Date
» (lick Update

S FAE
S . & | @

Upeiae £00
Order Conlem Cute Reguested Expected date  Daysio ESO  Adusted Gty Receved  Qy Oustanding

4. EDD is updated

Managing outstanding purchase order lines

\_ _,,; EDD updated

The expected date column has been updated and the red lines have changed to black.
./..- \\'-.
[ 2) & Outstanding purchase order lines [
N =
[ " N &8 ©
Fna Prist. linstnte FIO
PO 2 Supphers code Suppher Name Item name Order Confirrn Date Requested | Expected date Days to EDO  Adjusted  Qty Recewed  Qty Outstanding
_/- -"\‘ 5 ARC Archee Destribution Metformin S00mg tab 26/0072021 /027002 n 500 o s0¢
[ 3 ) 5 ARC Archie Dstribuboa Tbupeofen 200mg tad 28/07/2021 6/02/2012 3 5000 [] 5000
M J 60 AZU Azul Medica Ibugrofen 200mg tab §01/2022| 1003202 10/032022 [ 2000 ] 2000
-
o If the supplier says they are unable to deliver the remaining items, you can finalise the
purchase order as shown previously, to clear any outstanding purchase order lines for which

you are not expecting stock.

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 Time Allotted
Method

1. | Supplier Payments Lecturette / group | 15 minutes
demonstration

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
@ Open New Payment

Navigate to the Suppliers tab.

.:'.2'"": Click on the New Payments button.
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2. Record payment details and select invoice(s)

Supplier Payments

L Record payment details and select invoice(s)

Enter the Name of the Supplier you are recording a payment to.

@ Alist of outstanding invoices comes up (if there are multiple which haven't been paid),
including the Total Outstanding amount.

You can record a Check # and Note if required.

Select the appropriate Payment currency.

Enter the Payment amount made. Note: mSupply can keep track of partial payments as well.

‘ 4 Click Distribute to allocate those funds across the invoice(s). Alternatively, double click a line
to enter the payment amount directly to that invoice.

&y Suppler payment =]
T Evarad o B912022 P

3. Complete Supplier payment

Supplier Payments

'/ Complete Supplier payment

When you have finished allocating your payment, review your Supplier payment.
['/ 2\ If all the details are correct, click OK. You can also check the Print box if you wish to print a
Sree’ record.

Your Supplier payment is now complete.

ame [Cizhe Darbaion asc Enteres by Mt e s 0
| Eoted ot BR12022 Fr—
ote [ Cortrmeme : iz Share - Natosal Vedcs
Enyrestcumency MU0 v cumerey rme |10
| ) Fermart 5000
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4. View past payment

(

\'J View past payments

To view a list of previous Payments, click on the Payments List button.
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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 Time Allotted
Method
1. | Create supplier credit from a finalized | Lecturette/ group | 15 minutes
supplier Invoice demonstration
2. | Creating New Supplier Credit Lecturette/ group | 15 minutes

demonstration

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

@ Open Supplier Invoices

The first way to return goods to a supplier is from a Finalised Supplier Invoice (note that this
is a preference setting that must be turned on for each store).

Navigate to the Suppliers tab.

Click on the Supplier Invoices List button.

& mupphy navigator

® & Go & "
I Jefa]t @ & @
NoED o D IELE D
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Trainers Guide Legacy mSupply 275



2. Open the relevant invoice

Create supplier credit from a finalised supplier invoice

(5)
N4

Open the relevant invoice

Double click on the finalised Supplier Invoice which has the stock you want to return.

HE 808 ¢ &8 M08 00606808

Ordervy  Exportiobxcel  Finaise Duplcate:

Fles  Cusiomise Mooty  Export®s MYOB

Betr T =
Inventory adiustments i Distributon s aw | 26/302020 s 0 Copy of supghier crede: °
Suppher cedts Archie Dutrton. s b 26/1072021 261072021 - 0 Copy of supghier i 23 °
Cuntomer credts Acchie Distrbntion s |t 19102021 19/s07202 n 760 Goods received 1D : 5 [
Bulds Archve Ditriuton x | 20/0M2021 20/09/2021 n o Return cested from s L]
Repachs Archie Datrbuton ® @ |20/08/2021 20052023 15 ° Goods received 10 : 3 °
Cash receipts Archie Distriution s 20052021 20/05/2021 " 15 Goods recaived 10 : 2 °
Payments Hontana Supphes s | 1/e8/2021) 19/05/2021 6 1500 Goods recerved 10 : 1 ¢

Q i And Medica # i | 1s/0s2021) 19/05/2021 5 L °

b ydeie Mostana Supghes s | 19/052021) 19/052021 N 120 °

> by states Moty Meds. - n 19/05/2021 19/05202) 3 e L]

P My tramsactions

3. Select item line(s) to return

Create supplier credit from a finalised supplier invoice

Select item line(s) to return

Select the line(s) you wish to return.

Click the Return selected lines button.

Rs——p—"Y S
® s (&) [y Cover (W Wach
BT I — Y aurwer 37
Canmnt oot recmna & T [i, Pa— a Triry e - 35012077
e
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UM Sprmay by hem Surmay by Bokeh Frice Log
Limelac  Toem cade Tem fiame: Danar O Pack Baih  Bony  CosPe  Gel Pree Frce s

Enter number of packs to return

Review the details of the stock you wish to return and ensure it matches the invoice.

Enter the Number of packs to return, reviewing pack size carefully.

Click OK.
e o x
Entes the number of packs fo retumn for the ines you selecied Fieasen for return  PIBBSS Salect -
Humber of
Item code Item name Location Basch Epiry  Pocksize packs svadoble Near of
o packs tn return
amosoot Amaxicilin 500ms tablet ol HF2 310872024 100 o 0
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5. View supplier credit

Create supplier credit from a finalised supplier invoice

1) View supplier credit
To view your supplier credit, click on the Supplier Invoices List button.
‘_,_. )
- . —
- E———
- I -
- E——— g‘
[ 3 A e
T Supplier Invoices
( '.4_'\“, You will see that there is a Supplier Credit (Type = sc) for Archie Distribution processed on
S the 6/01/22. There is also a Comment indicating that this is a Return created from supplier
invoice 27.

@ You can double click on the Supplier Credit to view it.

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

@ Open New (Supplier) credit

The second method is to create a new Supplier credit directly.

—

Navigate to the Suppliers tab.

Click the New credit button.

—~
| 3
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& mSupply navigator 8
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2. Add supplier details
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Create a New Supplier Credit

Add supplier details

Enter the Name of the supplier to whom you are returning stock.

Add Their ref details if provided, and a Comment if needed to help you remember details
about the return.

'-\ 3 /,:‘ To add item(s) to return, click the New line button.
gl & Spplier credn
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3. Search for the item to return

Create a New Supplier Credit

D )
\_/ Search for the item to return
[ Search for the item in the usual way, then press tab.
N
II\ 2 )
S Add item...
Line [ [ New item
Quan 0 ofd
o~ Pack 0 BuldDuter pack size 0
Ii 4 ‘I
h oo | [ o | [CoRaw ]
I’/-; A Double click on the item you want to return.
\ /,'

4. Select the item line and quantity

Create a New Supplier Credit

T,

(1) . . .
\__/ Select the item line and quantity
i Enter the Line and Quantity of stock you are returning.
TN
[ 2] . . -
- You can check the Supplier column to ensure you're returning the stock to the original
I supplier.
'-.\ 3 /,.:' Click OK & Next to return another item line, or OK if you are finished.
Add item... |
© |
em [&moxicilin S00mg taviet (2] amosooe [+_J
e[ 1 New item |
7 TN Quan a of &
I,_\_S /J:' Pack [ 100 Tab Buk/Outer pack size 0
|
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5. Finalise

Create a New Supplier Credit

( & %
\ Finalise

7

f— -

N\

all the details are correct.

/

Ko

P

Check the Finalise box.

Click OK.

/
=

\

When you have finished adding all items to your Supplier Credit, review it carefully to check
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16D moBtet Akl Sobwg tablet ¢ W won wwam e
e
| 6 )

6. View supplier credit

Coner NN Wlack

soe o 3
Enwry e 072010022

Eriwed iy Mo
She Natme Vesen faabeune

a0

Create a New Supplier Credit

P

View supplier credit

N/

As shown in the first method, you can view the Supplier Credit in your Supplier Invoices List.

/

B &5 =

Coatamae Moglty  Expertio MYOP

z=ron -

Comment C

1
D& & Tamsactions ket
N W !
| B8 &8 MM 80
N New Find Sum Oderby EpotioBacel  Finslse  Ouplcats Lancy ey
(3 ) Y s Type Status  Entered  Confemed inveem  Totsl  Ther ref Ml
S Castomes imvaces x fn 20y 7012022 30
L3
imventory afpatments Archve Dstributen o n sy sjevaen 7 =
g Seopher celts ArcheDetribubien & mw | 26/10/2001 2 9
[ 4 ] Cantomer credts Aecha Dutribuen s 28/10/2021 3 0
A\ 5 Budds Archve Distributios. & #n | 26/10/2001 26/102021 b bl
Pegacks Archie Distribution & fn 19/10/2021. 19/10/2021 B ™
Coh recsols Archve Dutribites s 0 20/09/2021 20/00021 n o
e 1y Payments Archie Dstributien & L 20/05/2021 20/05/2021 15 o
‘,‘ “‘ Q el Arche Dutributen o n 20/05/2023 20/0572021 " 15
[\ 5 ) . bk Mostans Supphes & 0 19/05/2621 19/08/2021 o 10

A\

"

Crede for goods received with short exary

Goods receved 10 7
Copy of suppher iov: 15 [Goods received ID.
Copy of meppher el 21 [Retuen crested |
Copy of suppher mv: 23 [Goods received 1D
Goods received 1D : 5

Return ceated from suppher evaice 15
Goods received ID : 3

Goods receved 10 2

Goods secaived 10 1 1

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 Time Allotted
Method

1. | Cash register Transaction Lecturette / group | 15 minutes
demonstration

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

Cash register transactions

@ Opening the cash register
Navigate to the Special tab.

Click on the Cash Register button.

P—
A - -

Only finalized cash transactions will appear.
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i | |
/ ,I- o R 0 T E & s Mcies = 5]
H S IO s L=
Filter == T oE= -
P ] § s uwwam P
You can change any filters such as — - E———
date range, Transaction type (All
transactions, cash payments, cash Cash transactions table
receipts), or use the freetext Search For each transaction in the table,
function (you can search by you can see:
Patient/Facility, or
Comment/Reason) + Name - who the payment was
received from or paid to
I - « Payment Type (rc = cash
e » T I »
T — C
O————==1 S [ a —=
[ |
L e — JE— @ @
I | PSS,
n"i' = T = == | = ==
O = et s W o
R —— - [y s e
5 z e = :
Current register balance
If you are using a physical cash
register, the Current register
balance should reflect what you
have in your till.
(O] ——— - =

Step 2: Lets look at other areas of Cash register transactions.

1. Adding or removing cash

Adding or removing cash
You can use this cash register functionality to manually add cash in or take cash out from
A the cash register, without it being attached to another transaction. For example, this may be
(2 /‘ necessary for depositing cash in the bank.
Note: individual permissions need to be activated in order to make cash transactions within
1. this module.
N
[ 3)
L Click on the Add transaction button.
& View cash mnsaction =R <
ey
from frowizear 1[0 7o fiomzszz |5 Tiemicton tze | AlUsesacons = (=
PalienlFacity ¥ Eoooewoce | 480 FansacIon Print
Number MHame Type Defined Reason Comment Amount Confirm date
1 [Thombury Warehouse - (———— s ez
1 Chan, John L3 Receipt for invoice(s) 5 11 19/05/2021
2 |Thombury Warehouse P el -83.5

2. Add cash transaction details

1) - .
\_/ Add cash transaction details
&> Add cash transaction Ed
=] [ —
@ Enter the Name of the entity you are making a Cosy Do Entersd by fiarin
transaction to. o [
| hame 1
Select the Transaction type (Cash in or Cash out). e W
|‘/ '3"\. R
\ LT
o/ Enter the Amount. — >
Amaount 227]
Enter a Description. e —
A P
() Click OK. v ]
Click Finalise when asked to confirm. =
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3. New transaction recorded

New transaction recorded

The new transaction will now appear in your cash register and the Current register balance
will be updated.

2 oo =
s
o B e [ [ = =
Fumermr acmy = [ S—— -
— — = ot e e —
P — 4 R — T
HRivird : bodorumrt e
e — - i o e
: = by sl L
o —— ¢
e o s s T

Printing transactions

You can export a record of these transactions to Excel. Simply enter any filters you require,

A then click on the Print button.
(2)
N/ = .
2 View cash tnnsaction
erur by
From [iGmizia | To [amiez |G Transacton type  Aliransactions. ~ &1 &
b 5 [ e — k) L
Humber Hame Troe Ocfined Reason Comenent mount Comfrm dote
1 Thombury Wasehouse 3 Paymant of imvoice(s) 3,4 16005 1852021
1 Chan, John e Receipt for invoice(s) 5 11 19/05/2021
2 Thombury Wasehause v Payment o invoice(s) & 55 19052021
2 Chn, Johe © Fecept for invoice(s} 8 53 1sj0s/2021
3 Finsace Department © Rembursemest for suppler payments 2000 100172022
3 Central Bank " Vieeidy bank deposit ) 1wjoyf202
A e g 0 3 | F &
1 Cash transactions: All transactions, Confirmed 10/01/2021 - 10/01/2022, Search term: @
2 store: Kerang Haspital
3
a 1 Name | Twee | optien | Amount | confirmdate | Comment
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Session 4.19: Ad hoc Iltems

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 | 15 minutes
demonstration

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

@ Open Ad hoc items
Navigate to the Item tab.

\ 2 J Click on Ad hoc items.

& mSupply Nevigator
3

® & b E &
(+) S4® Ep® =.. ®
= a Iy =
‘f AT 5] 1 = (= -] - \e=
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2. Show Ad hoc Iltems window

Ad hoc item management

\_ Show Ad hoc items window
The following window is displayed. From this window you can view Ad Hoc items, add new

items, delete items and edit existing items.

The Show drop-down list allows you to view Ad Hoc items by their status. Ad Hoc items can
N have the following status codes:

¢ un - Unassigned: The item has not yet been assigned to a supplier.

N as - Assigned but not ordered: This item has been assigned to a supplier, but has not
[ 4) been placed on a Purchase Order.

~
S
.

po - On purchase orders: This item has been added to a purchase order, but the goods
have not arrived.

/

'..\5 i + fn - Completed: The item has arrived from a supplier and been invoiced to the
customer.

I-"’;'\I The Name field can be used to search for a customer or supplier to whom an item is

N/ allnratar

3. Enter item details

Ad hoc item management

4
/ \
| |

Enter item details

{ known), and Units. Add a Comment if desired.

1
N

l Enter the details of the new Ad hoc item, including Customer, Supplier, Quantity, Price (if
TN

2

R

Note: a supplier must be input before you are able to add this item to a purchase order so if
you don't know the supplier now, you can add it in later.

It's important to add the Customer name who you are ordering the item for so they can be
contacted and charged for the item when it arrives.

When you are finished, click OK.

[ 5 ":. 2+ Edit Ad hoc item.. X
\ 5 )
- Details Comment
Order date ﬁmﬂ Status
I'/ 6 \‘-I Rem [Specialist laboratory equipment
N/ Pstamar B ainraine:

4. Viewing, editing and deleting Ad hoc items

Ad hoc item management

(1) S— P : F
W, Viewing, editing and deleting Ad Hoc items

I Your new item will appear in the list. Note that the status is "as" = assigned, which means it
|-'/2 N still needs to be ordered.

I To edit the item, double dlick it and you will be directed to the previous window where you
/”3“\., can make changes.
| ]
R

To delete an item, select it from the list, and click the Delete Ad hoc button.

@ & Show Ad hoc items m] 2
i~
/

5
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5. Adding Ad hoc items to purchase orders

Ad hoc item management

Adding Ad hoc items to purchase orders

\

(o —{ o~ —{ ~ ]

J

N

Once you've added an Ad hoc item, you will eventually create a purchase order for this item.

.

To do so, create a new purchase order as you usually would, entering the Supplier chosen for
the item.

\

J

Click on the Ad Hoc Items tah.

M

Select the Ad Hoc item(s) you wish to order, then click Add selected line to order.

-

~r Bl it Purchase cader T e
Pres— Jromm [viiis=s | ek
csntmome  fimonn Tomer | Brterence [ suna 3y
Feuesied devery. o900 o Nasora ks
e T el st T ol e |
&) = ]

New adrocten  Deise ad hactem | asa wescia e e sriar

TN oot dace e s qumy Cotumer

| 6 | [ —— pme— |

6. Viewing ad hoc item in purchase order

Ad hoc item management

Viewing ad hoc item in purchase order

/

S,

You will then see your Ad Hoc item added onto the purchase order on the General tab.

A

Continue with your purchase order as you ordinarily would.

\

& G Purchane ceder i )

TN
f \
| ] Orer num : 81 Name [izal iedcs .
N S Cantem e [ORER ] ] [ — L
e dabvery £00600 Stare. Matan Veses

Goods Aecewed Supplermvaces Loj Locelen Cushin dain Dcamenis ad Hac tem

™ - H
N ] B & @ L
| | Wewine  Deeieines  UpdsieEDD vl Contem Categary  FSee » o
\ !
S’ S sl e = Coneney BB S e[ 1
e oo Moo Pek O b Tet ek ot Rmquesied  Expecied
e ke e pads  sae Ot Gy reoswed oahand 0O po  PREER il sy
3| mEl | speceet oy aquigrent Vs ' 3 L o o seme e

J

[ — n — W — 0 — o)

7
M-

7. Receiving ad hoc items

Ad hoc item management

( ) Receiving ad hoc items

'

When your supplier sends you the ad hac item, you process it as you ordinarily would - by
creating a goods receipt and supplier invoice.

—

™
L

\

Once you finalise the supplier invoice, mSupply will automatically create a customer invoice
for you to send the item on to the customer. View and process it as you would any other

—_—r W

( ) . .
N v, customer invoice.
1 NI
N 0] ) o — Y [ Conne [N Mok
(5 ) e —") —— S
L T ] congy Vo - ety do: i
Doner
)
— o
.’/ N Entered by Marte
| 6 ) Se . Hason Wsdoa ebrercs
2/ o
- Linetac There cade Tiem hasre Do oy Pack Bk Dapiy  Cost Price Sl Puce. Price estescien
V| Spccatsbrsr caspennt | [P — o
P
i e el Rt e
f Qe i
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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

report

No. Activity Facilitation Time Allotted
Method

1. Purchase order report options Lecturette/ group | 15 minutes
demonstration

2. | Ordered Item Report Lecturette/ group | 15 minutes
demonstration

3. | Outstanding purchase order line report | Lecturette/ group | 20 minutes
demonstration

4. Purchase order vs goods received | Lecturette/ group | 15 minutes

demonstration

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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Introduction

Navigate to the Reports tab and click on Purchase orders.

% = —1
& Sapply wsgetor a7
y
n Sto
Cuslemel Suppiens m Aamn ®
S0 a3 Mms Warazemen Cthars
@ Show 13ty! shsck abie @ ABC arss @ Custasen surmmary
@ Curmant shock a Managenvnm sun ey @ Traspen epent
(DE @ vser sy toass [ 1w s @ swsestenzsietaoms
@ Grage: Yok shack @ Pamew iipad Ritatotiors @ Upsats pice et
@ QU Stock by e @ Custzm epert E R @ L
@ e List @ e e Destremt @ Cibg ey Aadpies
@ e uzage | @ Deators @ Aarm bacger
@ ners 3haw movers _Eqiring ﬁ Aged dozhary a Uwars epsr
@ Lecwan tepar @ Bxpieng s @ Custmer statumarts ﬁ Sogtast el flenttes:
@ Eapivy Mo ¥s cove @ Creatzs W) castacas

Step 2: Lets look at how to generate reports using Purchase order report options as
show be low.

1. Type of report slide

Purchase order report options

J s Purchase order report options x

o« of repert
tem Report ~

7

Type of Report S

Select the Type of Report from the
dropdown menu. There aresevento |« |
choose from. These include:

1

El - &
' Dot Care ~
i Dent Care -
- Dont Care -

;Gm received date vs Order date

|Goods Received date vs Order date—Show ftems

| Outstanding purchase order ines L -

|{Goods Recetved date vs Order date—Show Delivery Days

|Purchase order vs good received broken down by batches i

|Purchase order Cash Flow Planning | |
|Outstanding Purchase Order LinesiExcel] ]

y—— e )
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2. Find Multiple or Find Single tab

Purchase order report options

| 2s Purchase onder report aptions x

pe of repert
tem Repart -

nd Wubsis Find Singie

j-/nm-unye
- P o

Todsy -
Find Multiple or Find
Single tab E~
If you would like to generate a =2
report across multiple purchase - -
orders, select the Find Multiple tab. |  [smcae -
| ] DontCare ~

If you only want information about a
single purchase order, select the
Find Single tab. £ |

| U'lwml‘rml (=) E\—/

3. Date range

| M Purchase order report aptions s
o of repert
tem Report -
P Muble Find Single
Date ranpe:

Sairch by date fype | CTESDOTDASE |

\_/ Frem ET01ZE22 To BTN Today =

&

Date range

Enter the date range for your | 2 &
Don't Care -
desired reporting period. ' — -
-t Dont Care -
S Calegory m Al cabegories =
Seatun m AR -

cul_purchase_feks  Squals - ]
cust purchase_fewl equals = |

| ¥ Open report n Exce Cancal oK
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4. Report on names whose....

Purchase order report options

j 2 Purchase onder report options

mn'vw«\
W-—w
@muuu Fina Sngie

Date ranpe
Search by dete type  CYSStSILASE |

Y From R7/012022 To RT0i2022 Todey

“Report or names whose
\r/__ | c—

—— el

| S5l

Report on names whose... e
. 5 \ Dont Care
You can filter by Suppliers here. e

5. Report on items whose....

Purchase order report options

Report on items whose...

Status » AR v

cunt_purchase_fisic [oquais ~
cust_purchase_fec2 |equals -

I‘,mn"nm repoet aptions

...
P SU—

Date range

@ Search by dte type  EvSSESHISE ]
\./ From EF0172522 - ETo12022 Tosey

@ Report on names whose
e ~ | [contans

e oot on sema whose

tem code | staets wen <
anz «| [Casegory 1 e
v Dont Cace
] Dont Cace
=t Tont Carw

You can add your typical item filters E

here.
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6. Report on Purchase Orders whose

Purchase order report options

Report on Purchase Orders

whose... |
Here you can filter by Purchase [ sy -
Order Category (if set up), Status :
and any other customized fields
that have been set up. [
Bls &
Don't Care -~
‘Den't Care -
I ‘“ A = on Waster List Dont Care -
et ton Purchase Orsers whols
Catngery ' AN SSEgIES g
Status . AJ ~
cuse_purchase_fieid [equais = ]
cust_purchase_Reid? equss - ]

7. Open report is Excel

o

| s Purchase order report aptians x

() o oot — %

Purchase order report options

‘ s Purchase order report aptions x

) o o s o

Open report in Excel
Tick the Open report in Excel

checkbox.

8. Ok

@

Purchase order report options

‘ ‘Sl Porchosc crder report 0pions %

P of repart

e Mutcle Fing Singie

Date range.

\-/ FromEimmz | Te[Tmimz | [Todey ~

Pepert on names whose.

‘j_/‘ hame

Flrport on dems whoss

—
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e Repart v

Searce by dute type  CTEINONDNSE |

| contans =l

a7 tem code | mtarts wih ST
ana | [Cmemary 1] -
and ~ vEN g
s o me QK
ana ~ = o0 b

st on Purchans Orears whors. Click OK when you have entered

Siatus i (AN

cuesy s ML || your filters.

cunt_purchase_fisid [oauls

cust_purchase_fecz |squsls

P p—_
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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.

Ordersd tem Report

——tm i i d—T

- = - P
Report Title 1 = AL e p—
1 Reporttitle including filters : 1 - i ]
and date range applied

o ltem -
= = e [EL o |, Thisishows the Item Code P E -
— - + and Item Name F [
b= T ‘ |
e

e Pack Size

General details

) Dormrr————ey
This shows your store name, | — | ==

PO number and status,
and Supplier !

Dates

These columns tell you the date
the PO was confirmed and sent,
he Requested Delivery Date and
Estimated Delivery Date

Packs and Qty Ordered
(Orig)

This is the Pack Size on order

Packs and Qty Ordered
(Adj)

If the purchase order has been
edited after it was confirmed,
this will show you the number
of packs and total quantity on
the current (or adjusted) order

These columns tell you the
number of packs ordered and
total quantity ordered
(number of packs x pack size)
on the original Purchase Order

Packs and Quantities
Received and Outstanding

These columns tell you how much

stock has already been received,
and the quantity outstanding k
(yet to be recelved)

Orderd tam Roport

Pricing columns part 1
These columns give you information
about the pricing of the purchase
order in the selected currency.

Pricing columns part 2

These are the final prices of the

The currency and exchange rate

purchase order and value of

are displayed In the Cur'y column.

Goods Recsived Date v Delivery Date Reports

Delivery Method

This column tells you the
Delivery Method, If
documented.

1970872021

Aechie Disributon

Mettormin soomytan It

crum~-r-oBAR

Trainers Guide Legacy mSupply

outstanding stock in the
local currency Mo

Goods Received Date vs Delivery Date Reports

Lead Time (Days)

This is the time between
confirmation of the purchase order

and the Goods Receipt. 1
. a
a
a
— 2
:
= i i
= 1
s
s
- 5
G e IO Speca evoratoy evvomar T o
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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.

Org and Adj quan order

The Original and Adjusted quantity
order columns display the total

| quantity ordered on the Original and
Adjusted purchase order (number of
packs by pack size)

Exp unit price and exp
price extension

£

m wwa  wwn wem 1 1

Activity 4: Purchase order vs goods received report

wouz wovs wwr e mw wmwo 9w

Cuntaraing purcnsssseder e

Quan received and
Outstanding

4 The Outstanding column shows you

The quan received column displays
the quantity received already.

i how much you are yet to receive.

Crention e 2401/3631 10 INI/2032 S

o

W w3

Price ext (local)

This s the total cost of that line in s od
the local currency,

Step 1: Let participants know we will be looking at the excel report showing both
purchase order vs goods received report.

1. Purchase order

Purchase order vs goods received report

Furchase order vs good recei

Code Iterm

amo500t  Amaxicillin 500m arrive.

amo500t  Amaxicillin 500m

par500t  Paracetamol 5001

met500t  Metformin S00mg tab a4

met500t  Metfarmin 500mg tab 5

ibuz00t  Ibuprofen 200mg tab 5
312 amoxicillin 250mg/Sml suspension  mlL 29
313 paracetamol 250mg/SmL suspension mL 29

NS Specialist laboratory equipment Ea 61

ibu200t  Ibuprofen 200mg tab Tab 60

amo500t  Amaxicillin 500mg tablet Tab 59

met500t  Metfarmin 500mg tab Tab 59

Trainers Guide Legacy mSupply

1
100
100
100

100
100

Remaining Incl. Pack

This is the remaining quantity still to

100 20/05/2021

500 26/07/2021
50 26/07/2021
10 19/10/2021

100 19/10/2021

1 11/01/2022
20 6/01/2022
50 5/01/2022

10 5/01/2022

Remaining | Received Received Received Received Received
4| Incl. Pack | Date Bateh Expiry Pack Oty

0 19/05/2021 AS111 31/01/2022 1 500
0 1/07/2021 54222 28/02/2022 100 5
0 20/05/2021 AAZ2 28/02/2023 1 500
20/05/2021  AAZR 2B/02/2023 i L)
0 1/07/2021 54111 31/01/2023 1 50
1/07/2021 B5111 31/01/2022 1 50
300 28/01/2022 BMA32 29/02/2024 1 200

S000
0 20/10/2021 AM312 28/02/2023 100 b1
0 20/10/2021 ACE2411 471172022 100 92
20/10/2021 BAZ5A4 31/01/2023 100 8
0 11/01/2022 00/00/00 1 1

2000
0 10/01/2022 AS532 31/01/2024 100 30
10/01/2022 MF245 31/08/2024 100 20
010/01/2022  WE213 28/02/2025 500 10
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2. Goods received

Purchase order vs good received broken de

Code

Item

amo500t
amo500t
par500t

met5001

met500t
ibu200t

312 amoxicillin 250mg/SmL suspension

Amoxcillin 500mg tablet
Amoxicillin 500mg tablet
Paracetamol 500mg tab

Metformin 500mg tab

Metformin 500mg tab
Ibuprofen 200mg tab

Received columns

These columns show you the date of
receipt and break down individual
stock lines by batch, expiry, pack size
and quantity.

mL

313 paracetamol 250mg/SmL suspension mL

NSI
1bu200t
amo500t

metS00t

Step 2: End this session by appreciating everyone.

Trainers Guide Legacy mSupply

Specialist laboratory equipment

Ibuprofen 200mg tab
Amoxicillin 500mg tablet

Metiormin 500mg tab

Ea
Tab
Tab

Tab

100
100
100

500 25/07/2021
50 25/07/2021
10 13/10/2021

100 13/10/2021

1 11/01/2022
20 6/01/2022
50 501/2022

10 5/01/2022

18 | Received Received  Received Received Received
Date Bateh Expiry Pack Qty

0 19/05/2021 AS111 31/01/2022 1 500

0 1/07/2021 sA222 28/02/2022 100 5

0 20/05/2021 AA22 28/02/2023 1 500

20/05/2021  AA22 28/02/2023 1 500

0 1/07/2021 5a111 31/01/2023 1 50

1/07/2021 BS111 31/01/2022 1 50

300 28/01/2022  BMA32 29/02/2024 1 200
5000

0 20/10/2021 AM312 28/02/2023 100 10

0 20/10/2021 ACE2411 4/11/2022 100 92

20/10/2021  BA2544  31/01/2023 100 8

0 11/01/2022 00/00/00 1 1
2000

010/01/2022  AS532 31/01/2024 100 30

10/01/2022 MF246 31/08/2024 100 20

010/01/2022  WE213 28/02/2025 500 10
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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 Time Allotted
Method

1. | Purchase report Lecturette/ group | 10 minutes
demonstration

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

Purchases Report
Navigate to the Reports tab.

Click on Purchases.

n o & o
off . 10
Manzgement

5 actions Oers.
@ ABC analysis El Transactions ﬁ Quotaton summary
ﬁ Management summary E PUlChass oioers " ort

e

ﬁ Backarder repart Requisibons
& cwonsen [ — @ pocess
ﬁ Nanage reports Debivcredt E] Catagory Anaiysis

a Dabtors E] e leciger

2. Select date range and filters
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Purchases Report

T,
{ A
"-\1_/' Select date range and filters
Enter your desired Date Range.
Add the following three filters as necessary (or leave them blank to see all purchases within
the date range):
» Report on names whose...: you can filter for certain suppliers
N - . !
(3) ¢ Report on items whose...: you can add any of the usual item filters
N

« Value greater than...: enter a minimum value so the report generates all purchases
which cost more than the entered amount

After you've entered all your filters, click OK.

When prompted, select the Open in Excel option and click OK.

3. View report

Purchases Report

v N\
(1 ) -
\ View report
| The report will look like this. It tells you the total cost of each line of the purchase order, as
Ll well as the grand total of all the purchase orders made.
{ \
L 2.3
/
\' Purchase report from :28/01/2021 to 28/01/2022, Goods Price=> D Store: National Medical Warehouse, for store(s) National Medical Warehouse
Invoice Num Name Code  Item Name Quan  Pack Size Cost Price Price Exten
3 Monty Meds MonM  Paracetamol 500mg tab 200 1 1 200
4 Montana Supplies MON  Amoxicilin 500mg tablet 100 1 1] 100
5 Azul Medica AZU Amoxicillin 500mg tablet 2 100 20, 40
6 Montana Supplies MON  Amoxicillin 500mg tablet 500 1 1 500
6 Montana Supplies MON  Metformin 500mg tab 2000 1 05 1000
14 Archie Distribution ARC Amaoxicilin S00mg tablet 5 100 0.3 15
23 Archie Distribution ARC amaxicilin 250mg/SmL suspension 10 100 6| 60
23 Archie Distribution ARC 250mg/5mlL i 92 100 7| 644
23 Archie Distribution ARC 250mg/SmL B 100 7| 56
27 Archie Distribution ARC Amoxicillin 500mg tablet 30 100 3| 9%
27 Archie Distribution ARC Amoxicilin 500mg tablet 20 100 3 60
27 Archie Distribution ARC Metformin 500mg tab 10 500 10 100
il i m 1 Lq ﬁ
ran ot rice Exten B
misnsims |

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 Time Allotted
Method

1. Debit/ credit report Lecturette/ group | 20 minutes
demonstration

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

Introduction
Mavigate to the Reports tab.

Select one of the Debit/credit reports you wish to create,

then follow the prompts - always select Export to Excel to
view the report.
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2. Debtors Report (Outstanding invoice) Debtors Report (Debt summary)

A Debtors Report shows a list of all outstanding payments owed to you by customers.
When creating a Debtors Report, you can choose between two formats:

1. Outstanding invoice - where the Debtor’s individual invoices and outstanding payments are
listed, followed by a grand total at the bottom.

Debtors listing report National Medical Warehouse

Name Code Overpayment Invoice Num Confirm Date Amount Outstanding
Thornbury Warehouse TWH 0 10 20/05/2021 30
Thornbury Warehouse TWH [+] 11 20/05/2021 10
Thornbury Warehouse TWH 0 12 20/05/2021 10
Thornbury Warehouse TWH 0 13 19/10/2021 25
Thornbury Warehouse TWH o 14 19/10/2021 78
Thornbury Warehouse TWH 0 15 19/10/2021 400
Thornbury Warehouse TWH 0 16 03/11/2021 30
Thornbury Warehouse TWH 0 17 05/01/2022 210
Thornbury Warehouse TWH 0 22 24/01/2022 250
1043

Debtor Report (Debt summary)

2. Debt summary - where all Debtor(s) and their outstanding amounts are shown, followed by a
grand total at the bottom.

Debtors listing report National Medical Warehouse
Name Code Amount Outstanding

Thornbury Warehouse TWH 1043
1043

3. Aged Debtors Report

Debit/Credit Reports

The Aged Debtors Report shows you the total value of the amount owed to you by a customer,
while also showing you how long ago a certain debt was accrued.

Days since customer invoice (and debt) was created

<45 45-60 61-90 |91-120 121-180 |>180
Debtor days days days days days days |total

Thornbury Warehouse 460 0 30 503 0 50, 1043

Value of invoice generated and yet to be paid broken down by age of invoice
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4. Customer Statements

DebiCroditReports

~ Customer Statements
Thombury Warehcate

A Customer Statement shows every transaction for that customer and associated value of each Date Invum  Their ref Comment. Invoice total Outstanding
transaction.
20057201 » E E)
It will show you how much of that invoice has been paid, how much is outstanding and the total m 5 :3 :
amount outstanding. 1910201 13 From request requiston 26 Invoice Fomequsiion 113 From equest requisoon 26 5 5
15/20/2021 " » »
Statement 19/20/2021 15 © ~
Natonsi wieacal warehause P4
e 3o 2022 yiwmn 7 » »
Sovon n 20 20
i ] B — /000 18 from imvolice pumber: 22 Stock ranse (Retur crated rom upalie veice 0] % %
00000 15 5 woics 4] E) 0
o n wounn 2 u I3 n =) %
iy n
200202 u
Py % v 1 Total outstanding 657.0)
e u

1902021 1
s z

5. Creditors Report

A Creditors Report shows all the amounts YOUR store owes to creditors (or suppliers).
You can use this to keep track of any outstanding invoices requiring payment.

Creditors listing

Name Code Invoice Number  Confirm Date Amount Outstanding
Archie Distribution ARC 32 28/01/2022 300
Subtotal 300
Azul Medica AZU 28 11/01/2022 5000
Subtotal 5000
Montana Supplies MON 6 19/05/2021 1500
Subtotal 1500
Monty Meds MonM 3 19/05/2021 200
Subtotal 200
TOTAL 7000

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 Time Allotted
Method

1. | Quotation Summary Report Lecturette/ group | 15 minutes
demonstration

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

Introduction
Navigate to the Reports tab.

Click on Quotation summary.

2. Step by step of filling in the report

s
oot on Vs e

—— &) o !
W (O oo (Gy7, Group together by:

) Crpraterred usiatons Onem

Report On... o

Choose whether you want to report ~] w Costers 2 - oy
on All quetations or Preferred
quotations (will only show quotes
where a preferred supplier has been
chosen).
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‘Quotation Summary Report

Irs
feporton 300D wgetner by
%) el &Y @ supsaer e
O preterrea quotatons Otem vy
teport a0 supplers whose e
= < | [contans 2
o ] = Doricae = | [sninin
i~ < catagory 1 < emcars <
Report on suppliers I .
~ —
whose... - - ——
i — = \“_Jm oo = " s
Add any filters you wish to suppliers  teegory  DosiCars = - E— =i = ]
who will appear on the report. inment s oo Care v . Eatagory oo care 7
. Item filter... irenin Do Care -
losir Lat Do Care =
JanLat o care 5
Add any item filters required.
-y
ST T oo R
Fromfimi2022 | Tofiioi2022 | Thisyear - From (18172023 Yo FToTz022 i year. C

= Q=] i (QIE ]

S f
Lo
pecart o0 300up togecner by
- (*) vt o on pa—
\J@Mgum, s = gi':»« e i quotations N @ suppier
O Preterred ustatons Otem
Date filter... I ——
= > N are | coraia ~
Choose between the date the 3] « [oican 5
) e ) © | [camgory 1 o & vomcwe v
quotation was created or the validity
period of a quote. i | — i
i (e e cose [t i | E—
i 7] . (] ) | [category 1 <] . ]
Enter your date range. | O = — - g
vmens  [Comicare = = =
. B N : — S oK
e e (@)= Click OK.
N (® cresres or mostes cwe O Guctaton vad date N ® crosaornot
From [1912022 Top1w1/2022 This year v From [1012022 Ta

Cancel 3 =] o]

3. Quotation Summary Report

@ Quotation Summary Report

This is an example of a Quotation summary with all quotations selected and grouped by

item.
Quotation summary

Item code Item Name Supplier Name Code Edit Date Currency Price  Preferred  Unit Qty Adj Cost

AmoS00t Amonicillin 500mg tablet Monty Meds MonM :0')/)1/2] AUD 2 True 100 0.01
AamoSon Arul Medica arn 14/01/22 usn 05 False 1 os
amos0ot Archie Distribution  ABC  14/01/22  AUD 05 False 1 036
Amo 00t Azul Medica AZU '&/H/ll AUD 2 False 1 145
amoS00t Montana Supplies MON '09/"/21 AUD 1.5 False 20 005
cefx250 Ceftriaxone 250mg injection  Monty Meds MonM '05/11/21 AUD 5 False 10 364
cofx250 Montana Suppiies MON '06/12/21 AUD 0.46 True 1 334
cefx2504 Azl Medica AZU '06/11/21 AUD 6.85 False 10 498
ibu200t Ibuprofen 200mg tab Monty Meds MonM '03/1 uan AUD 4 False 100 29
ibu200t Montana Supplies MON 'Dﬁ/ll/?l AUD 038 False 10 582
bu200t Archie Distribution ARC ']4}01/12 AUD 1 False 1 ns
1bu200t Arul Medica AU '09/“/11 AUD 4 True 100 29
metS500t Metformin S00mg tab Archie Distribution ARC '09;’) v AUD 15 False 500 002
metS00t Al Medica AZU '09/1 21 AUD 2 False S50 002
metS00t Monty Meds. MonM ’09/)1/21 AUD 5 False %0 004
metSo0t Montana Supplies MON ’0?/11/21 AUD 0.8 False 1 058
metS00t Azul Medica AU '1)9/11121 AUD 3 False 20 01
Pparso0t Paracetamol 500mg tab Montana Supplies MON '09/!1/21 AuD 3 False 20 0.1

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 Time Allotted
Method

1. | Transport Report Lecturette/ group | 15 minutes
demonstration

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

Transport Report
Select Transport Report
Navigate to the Reports tab.
2 Click on Transport report.
& mSupply navigator

EEEEEEE |

2. Add filters
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(1

\_/ Add filters

Enter the Date range which you'd like applied to the report.

You can apply certain customer filters via the Report on names whose... dropdown boxes.
You can also filter by Responsible Officer and/or Ship Method.

™ When you are finished, click OK.

A+ Transport report x

Date range

From|o}i/01/2022 To 310172022 Today ~

Report on names whose..

Name ~w |  contains w

3. View Report

\) View Report

Here you can see a breakdown of the customer invoices, differences between estimated and
actual arrival date of orders, and shipping method.

Transpart repar 01/01/2022 5 31/01/2022

Estimated  Actual Arrival Arrival Day  Responsible

Code  Nome ConfirmDate  Inv Num, Ship Date  Arrival Date Date diff. Officer Shipmeth  Ship Address1
Lab  Laboratory 1oy nlvovzz ez vz -4 Martin Land - road
TWH  Thembury Warehouse 24/01/22 nuoyz oz oz 0 Martin ship

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 Time Allotted
Method

1. | Generating Price list Report Lecturette/ group | 15 minutes
demonstration

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

Introduction

You can generate a Price List for items if you have ticked the

On price list checkbox under the Misc tab for each item.

e @ Tarm rams Kmcaiclin Smeg st rorw Hufonsl Wesical 7
7] Bewends preteoi
o warragn Frica b
Stack [ -
- s price bt [
Ladgar = —J
Qazier a2 el el -
Tackorda WarTega currenlly lleched b B dew r—————
Hores Code Wiarring res Priaaty
Facparee Ore rares
Bl ! pamenia T
Faidhre 44
Order aees
Desprarmirg
Faporting
Lag
;;;;; i cocen: I eqarting
Faurii
Stares Tuzesae szzauT el barping : [Ceat o gasds mod (20EC
e, -
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Now let’s look at steps

1. Update Price List

Update Price List

Before you can generate a price list, first you need to Update Price List. This will tell mSupply
which price to put on the List.

N
I\ 2 ]
Sy’ Navigate to the Reports tab and click on Update price list.
[\ & mSugply navigator =
1 [/
® 4 0 o & o
Customer Suppliers em Spedal Adman ®
Slock and iterns Management Transactions Others
E Show total stock value ABC analysis | —— Quotation summary
Current stock Management summary Furchase orders E Transport report
E Slock on date User activity totals @ Purchesss E Suggest price list addins
@ Graph: total stock Backorder report ) Requistions I'E
ﬁ Graph: stock by flam custom reer E Requisiions IS Price bst
berm List Manage reports PR— E Categery Analysis
E Iterm usage Debtors tem ledger
| = — —— = = .
2. Select Price list Report
\ @ e [ J— 18 comrasmeens | | [ St
3 Select Price List Report R @ e B

Navigate to the Reports tab .
> o Select Open in Excel, then click OK.

Click on Price list.

&s Printing options X
P al Heacer
, g a 02 kb == ; : — \ -
[ [ Page v

" Chosse report type Detaut ~

1 EEDEDED EED ED @ ¢

e e ==
3. View Report
) View Report
View the Item Price List Report.
(/"2-"\':. It will display the Item name, Report Qty (i.e. Pack Size) and Indic(ative) Price (Price per
Sy’ pack).
Item Price List
item name Report Qty Indic Price
|amoxicillin 250mg/5mL suspension 100 2
|Amoxicillin 500mg tablet 500 5

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