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6.04. Ordering from one store to another

If you run mSupply using virtual stores then you can place an order for goods with another store
within mSupply.

There are two ways you can do this:

e Create purchase orders (internal requisitions) where the supplier is another store. In versions of
mSupply prior to v4.01, these generated a single customer invoice in the supplying store, but in
newer versions there is an extra intermediate step to generate a response requisition first. This
allows you to create multiple customer invoices from the same order (e.g. when all of the
requested order cannot be supplied at the same time):

1. create purchase order to supplying store in requesting store

2. when the purchase order is confirmed, a response requisition is automatically created in
the supplying store

3. in the supplying store, multiple customer invoices can be created from the response
requisition

4. when each customer invoice is finalised, a goods received record is automatically created
in the requesting store

5. when each goods received record is finalised, the received quantities for the purchase
order are updated and a supplier invoice is automatically created

¢ |n versions of mSupply newer than v4.01, internal orders are the desktop equivalent of supplier
requisitions in mSupply mobile. If you aren't already using purchase orders and goods received
records in your workflow, this is a simpler and easier way to place orders in another store:
1. create internal order to supplying store in requesting store
2. when the internal order is finalised, a response requisition is automatically created in the
supplying store
3. in the supplying store, multiple customer invoices can be created from the response
requisition
4. when each customer invoice is finalised, a supplier invoice is automatically created in the
requesting store

Internal Requisitions

Using a Purchase Order to order from another store

For the most part, the process is the same as for creating a normal purchase order. There are,
however, a few significant differences:

¢ In the Name field of the purchase order, enter the name of the store which will supply your
goods.

/& . The names of suppliers which are stores will appear in RED in
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the choice list of suppliers. If the name of the store you
select as a supplier is BLACK, then you have not chosen

& another store as a supplier, and the instructions in the
remainder of this section do not apply.

e The Internal requisition label will appear after the name to indicate that this is going to be an

internal requisition.

Mew Purchase order...

Crdar num ;424 Mame [Yirtual stove 2 ¥IRZ Internal requisition B  Black
Cerdirm date  [D0f00/0D Requested defvery  [EENTEl Status 59
Store Ganearal
General |Detsis | Ad Moo ibems | Goods Received | Supplier Invoices | Log | Locstion
H = ® @ (& =]
Catagory  |NONE b
Newiline  Delste lines  Update EDD Infa Frirk Purchass Order  Confirm
anow al s w Currancy | AUD w  Farex rate | 1
Line  ltem code Item Omg iy Pack Ady Qby Totreces. Stockon.. OnDrder Custblods FPeceEst R
L1 *
Supplier decount Estmated subtotal 0,000
¢ Percentage 0 Dicount smount 0.000 Estinnated cost after discount 0.000
[ Locked [ Awite cale usage [T|Finaiize crder [ Prink long description [ Print my signature
| oxemesr | [ oelee | [ o

Enter the purchase order lines as normal and when you're finished, confirm the purchase order (at
this point you may be prompted to enter budget and/or category information, depending on your

preferences):
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Edit Purchase arder...

order num 24 Pams [Frbusl stone 2 VIRZ Internal requesition |- Bk
Corfrmdate  [18/0472011 Requested debvery  [1870472011 St
Shore General
General |Detads | id Hoc kems | Soods Becerved | Supplier Invoices | Log | Locabon
® @ @ .
Cabegory
Update EDD Info Prink: Purchasse Order )
show o lines L Curency Forex rate | L
Lire  Item cods Ibarn OngQty Pack Adp Oty Tot rece Siock on OnOndes  Custboodis PriceExt Flegueste.. Sioes
1 EF¥G00  |Efaviterc tablst BO0mg M 1 20 0 0 &0 il 000 1804201 | G eneral
2 Fomism  Formaldehpde solutson 20% 5L 150 5 150 o 178 a a 00| 18042011 | General
Suppler dscount i Estimated s.btota 0.000
Percantsge 0 Demount smount 0.000 Estimated cost ster discount 0.000
|| auto ook usage [ Pinalize order ] Peind; long description [ Prink vy signatun
ckbbet | [ Debke | [ e ]

Once confirmed, it will no longer be possible to modify the purchase order lines, except for updating
the expected data of delivery (EDD).

Processing the order (supplying store)

For versions of mSupply newer than v4.01, confirming the purchase order will create a response
requisition in the supplying store (with your store's name in the Name field). This allows the supplying
store to create multiple customer invoices to supply the order (and hence to better handle partially
fulfilled orders). For older versions of mSupply, it will create only a single customer invoice.

Once each customer invoice has been finalised, a goods received note for the purchase order will be
created back in the store where you created the purchase order which started this whole process off
(called the customer or receiving store).

Handling partially fulfilled orders

If you have unfilled lines on the customer invoice (i.e. red placeholder lines), when you finalise the
customer invoice you will be asked if you want to create a new invoice with the unfilled lines. This
new invoice retains the link to the purchase order that created the original customer invoice, and can
be used to issue further goods to the customer.

Note that you can also create another invoice that is linked to the original purchase order at any time
by using the "Duplicate" button on the toolbar of the customer invoice list.

Receiving the goods (requesting store)
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Now, back in your store, where you created the purchase order which started this whole process off,
you can view the goods received record via the Suppliers tab on the Navigator or via the File >
Supplier > Show goods received menu item (or via the File > Supplier > Show purchase
orders > Goods received tab)

1 AaE=3)
Cirder num : 424 Name [ietud store 2 VIRZ Internal requisition | Black
Confrm date  [18)04/2011 Requested debvery | 16/04/2011 Satus «n
Store Ganaral
General| Detalls | Ad Hoo ibems Goods Recerved | Supplier Invoices | Log| Location
Geods iecened ID St Supples ieference Erliy date Recere date
865 g PO ramrber. 424 1042001 102001
+ Edit goods receive...
Suppler [TNEEETEE Sore
Racaived date  |18/04[11 . & o 1 Goods receieed 1D : BES
Suppher reference  |PO rumber: Creabed by : Sussol Eniry date :  1804]11
Madified by : Stakie 1 4
o e s . Pt
Bl From purchase order B an uneordered bem Doedieto e Check spasce Frink goods receipt
Line  Location [tem name Batch Exp date Pack Sipe Cuan
1 Ml Formaidedyde solution 200 3L S350 1 150
2 Ef svirenz tablet 600Mmg ABC1234 Oijo1f2012 1 20
¢
[ Frakee O i et I | (] J l O J
R ——

Notice that on the goods received note the lines from the customer invoice will have been filled in
automatically. Process the goods received note in the normal way and note that, as with all other
goods received, the goods are not added to your store's stock and available for issue until the goods
received note has been finalised and the resulting supplier invoice confirmed. Note that, from
mSupply v3.85, the original purchase order lines will only be updated with the stock received when
the goods received note has been finalised.

Internal Orders (also known as Request Requisitions)

Entering an internal order

To begin the process, choose Supplier > Show internal orders or click on the Internal orders icon on
the Suppliers tab of the Navigator. The following window will open, showing you a list of all historic
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internal orders:

4 \nternal order st

&) =

Mesy internal

fee

Show:(Bugaesied | v |
Delete
ander Confirmed
Finalised
x Completed
D Hame Date entered  Crder dobe Status Ertrred i
V52| Central Medical Stores 18710/2018 1810/208 5 requiar oider LAl

Double dick an row to edit details

Click on the Show drop down list to filter the list.

Either double-click on an existing order to edit it, or click the New internal order button to create a
new one. The example below has a few lines already entered:
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B¢ Eclit intmmal cadhsi = = E
Heme [Cantis Medical Stores i Rlerenie ol C_ o 13852
Order date l3T018 Comment frgusar ordes ) Sttus: 5
Mae 1005 B Type | sequeit
= = Theeihoid 05 B Hide ikiick dser thoechold |_| T Entry date | 1EA0/1E
s = = (= Entreay: Admin
Wewling  AddTrom master st Delebe broefs]  Filier #ems | Frint Stare: OO Test Sore
Dats 2ntry Log

ur B
REIROE .
ik ol il Ciddudi
I. i mankhly Marths ddudlaled

reguessted Comment
i of slagic  quantity . =

u Hem code e m rayms Lt

h‘;"q CONSUmE. querdity
1! NCDOT1 Amoepiilin J50mg tabs L F] 43567 17651 2 B3 9000
3 WD0E] Parageimsal 500G labi [E] 733 0350 1 E41 1,000
3! MRS Daxycpchng J0mg lab A i b i i 0 1%
4 MHILDS Bandage 1%m x Sm (1] s 117 1 n b
3 NDO0GD Rabies waoome 2] iz 2 i} n Q
6 MFDOSD Witamin & 100,000 LA caps ] 1 @ b o Q
T NOD010 ORS snonet (1 kel ] 5,780 1124 3 ] )

See Soit order

[ hraiize Canel O & Mext | =

e The Name will default to the supplying store for the current store, but any other store in the
data file can be selected in the usual way (i.e. enter the first key characters and hit the Tab key
to find matches).

e If necessary, update the Order date - this will default to the current date.

e Use either the New line button to manually add a single item, or Add from master list to add
any items in the current store's master list which are not there already.

o mSupply already knows the current stock, and will calculate the Average monthly
consumption and the Months of stock, based on the current stock on hand and assuming
the same average monthly consumption. The Calculated quantity is then worked out by
multiplying the average monthly consumption by the maximum months of stock, and
then subtracting the current stock on hand. If adding a single item, the cursor will go into
the User requested quantity cell. This will already been filled in with the Calculated
quantity as the default value, but can be edited as required.

o If adding from a master list, the cursor will instead go into the first new item's User
requested quantity cell.

o Either way, hitting the Tab key will move the cursor into the Comment cell and, if there's
another line below, hitting Tab again will move the cursor into the next User requested
quantity cell.

e If necessary, use the Delete line(s) button to remove selected item lines.

e The Max MOS field will default to the store's default days to supply (but converted to months).
This can be edited, but doing so will recalculate the Calculated quantity and reset the User
requested quantity to the new calculated quantity.
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Warse [Ceniral Medical Stores fat Reference el . sk ID: 13853
Cuder date [RI0A8 Comment reguiar arder tatus; 5g
Mae 8405 | Typs : requetsd
- Themmold MOS B Hide stock swer thiechald [ Irry date - 18/1018
(&) ) = B cvmctr: samn
Hewims  &ddfrom master list  Deletelinels  Fater ibemy Fre Shore: DO Test Stors
Dats ertry Lag
Sl Bier
STt War
L. Remoode ftem name Urit e manthly :’:ﬂ_’: ':I::““""" requested Comment
nand  TOTRINE.. ariity quantity

tlMEDOTY | Amasydilin 250mg tabe | ea a38s1| 1785 1 mps e

N |Paracetamol S00mg et [ o | mam wam 3 wzo s

!;Nm | Drzapiptting 100wy 1ab L] J.M: 3 3 ) i

AR | Bandege 150w G | e | 573 11%| 3 o a4/

5|MDDOB0 | Eskees vaccine 8 LH B LY ] ]

I I [ I |

I | [ |

| | [ | .

| | [ | ' !

| | [ I | |

| | | | |

Syee S0i% order
[l Finaise Canced OK & Nest E

If the order has a lot of item lines, you can filter them by typing into the Filter items field, which will
change to display the number of visible items out of the total number in the order:

Mame [Cenbrad Medical Stores M5 Refererce [rel |- Wlack 1D 13853
Ciraler dals ﬁ&‘tﬂ.{‘l;t Commen [reguias onder Stabur: ag
M MO 3 Trpe ! request
- Threshoid M5 B Hide stock aver trweshold [ g1 -Emin ek LAY
Et.! ['i'_l r:l E} Erteded by . Admin
Hew line  Add from masker Bat  Chelebe Wnels]  Fifter dems [nd Frrdt Stoee OO Teat Store
Dl enbry Log
AgErage User
Li.. Hemende fem mame unp ok e ’:"'":;"H:“ requested Commant
e camiamp... - guanifty
1] HCOTL Ampegcilin 250mg tabs e #3863 1755 2 8393 8,000/
2 NCED Paracetamal S00mg tabs w I73m 9,380 3| 41| 1,000/
e RS sachat (L Ebie ™ 5, T4l 11N 5 o 500,

Save Soat ordes

[ rnaiize

| o | [E ]
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Note that, while a filter is active, some of the other buttons are disabled e.g. you can't save the sort
order unless all lines are visible.

You can also filter item lines which have a lot of stock (and therefore don't need to be ordered) by
entering a value in the Threshold MOS field. This will automatically tick the Hide stock over threshold
checkbox, and hide any lines which have their Months of stock greater than or equal to Threshold

MOS.

A Edit interral onder
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Once you are satisfied, tick the Finalise checkbox. This will prevent further editing, and automatically

delete any lines which have a requested quantity of zero.
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When the order is then saved, it will automatically generate a corresponding response requisition in
the supplying store. From there, one or more customer invoices can be raised in the supplying store
which, when finalised, appear as supplier invoices back in the requesting store in the same way as

regular stock transfers.
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