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8.01. Issuing goods to a customer (customer
invoices)

Creating a new invoice

Choose Customer > New invoice. A window like this will open:

[ L] Custamer invoibce
g Mo L Confirm date  0O/00,/00 Colou | Black
] =
Their ref nvoice: [
Commen [ Category  Mone a Entry date: 187812023
_ Coods recerved:
Truck No. ’
Status: mw
b - | L] " Eniered by: mSuppdy Supgport
Wew line Dhelete Brie(s) aCkorders Mestory Confrm
Stare: Main wafehouse
m Summary by Item  Spsenary by Batch  Transporl detaili  Oocwsents Lo
Motes Line  Locamion i civid i Nami Program  CQuan  Pag Ratch Exp date  Sall Price  Pri
T ‘_: Eil=a Other charges  llem Amount =11
Subsotal asd
0% fax [=Loi]
Total .00
Hcld
Expaet Bacch: 0
o octren oo (SN ©
Authonised

User defined fields are displayed in the above screenshot. To show or hide user defined fields go to
File> Preferences> Invoices 2.

Information to enter in the main window
Name

Type as much of a customer name here as you know and then press Tab. If there is only one name
that matches your choice, it will be entered automatically for you, otherwise you will be presented
with a list of available choices. Once you have entered a valid name, the New line button will be

enabled. If you can not find the name you are looking for, you can add a new name by clicking the

person icon (EJ) to the left of 'Name'.
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way preventing a user selecting a name when it can't be deleted or hidden in a store -

i- i By default, names with their code starting with a tilde (~) are not shown. This is a great
put a tilde character at the beginning of its code.

The downward pointing arrow to the right of the Name field takes you directly to the Edit
Customer/Supplier window, giving access to all the information relating to the name entered

Their ref
Enter the customer's order number if there is one
Comment

Click on the downward pointing arrow to the right of the Comment field to display a window where
any comment relating to this invoice can be noted.

Camment 1 |

Category

If you are using the category feature, and have defined them, the appropriate category is selected
from the drop-down list.

User-defined transaction fields

If you are using the user-defined transaction fields, they will appear and can be filled in here. Should
you wish to use them, they have to be activated in Preferences>Invoices 2, refer Show customer
transaction fields.

Read-only information on the invoice

There is some information on the top of the invoice that is read-only and cannot be edited:

e Confirm date: The date the invoice was confirmed. “00/00/00" if the invoice has not been
confirmed.

Note: this date can be made editable from preferences.
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& Preferances...
General All vodces
MisC

Purchase arder defaults
Purchase order 2
Invoices 2

itern

Price

Quates

Reports

Names

Tender
Reminders
Parient Medication
Drug Interactions
Drug régistration
Printing

OK and print
LT

Dispensary mode
WIS

Log

Backup

Backup 2

Email

Server
Synchronise

Customization

B} Allow ediming tax rate & amount an invaices
B Allow entry of dates on imvolces
Export imvosces to disk when Hnalizing
"1 Afer deleting lines, redo the numbering
Activare budger module

Split periods into O equal parts

Supplier Imvoices

B Allow editing margins on Supplier invoice lines
Hide batch number and expény date entry

B ttem mangin overrides supplier margin on Suppller Invoices

Activate suppiier payment module

B Activate Ad hoc items

Round cost, sell price, cash payment

and cash receipt 1o 6 degimal places

Show inmer and outer pack felds
Huold nwoice by default
B Allow tracking of received stock by donor

Warn if expiry less than 0 days

Disallow remeve hold status if pero sell price

B Sell price changes affect un-finalised customer invoices

Cancal

e [nvoice: This is the invoice number. The number is automatically incremented and assigned
when the invoice is first saved (which actually occurs when the first line is added to it) and is
unique within a store. Note that customer invoices in different stores could have the same
invoice number.

e Entry date: The date the invoice was created.

e Goods received ID: If the customer invoice is linked to a goods received note then its ID will
appear here in blue, indicating that it is a link and, if clicked, will open the goods received note.

e Status: The current status of the customer invoice:

o nw = new (just created, can still be edited, stock not yet removed from mSupply)

o sg = suggested (has been opened since first creation, still editable, stock not yet
removed from mSupply)

o ¢cn = confirmed (stock has been removed from mSupply but invoice is still editable)

o fn = finalised (stock has been removed from mSupply and the invoice is no longer

editable)

e Entered by: The user name of the user who created the customer invoice
e Store: The name of the store the customer invoice belongs to.

Buttons at the top of the customer invoice window

At the top of the Customer invoice window, there are a series of buttons:

)

Mew line

|'_— IA
J =2

Crelete line(s) Backorders

ald =

History Confirm
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New line

Will add a line to the invoice. This command can be used on any invoice that is not finalised. Clicking
the button will present you with the window for adding a line from stock. See the Adding lines to an
invoice section below for more details. To select a line to edit, simply double-click on it. Note that new
line and edit line are disabled on finalised invoices.

Delete line(s)

Will delete a line which has been selected, and appears highlighted. Multiple lines, which do not need
to be sequential, may also be selected and deleted using this button.

Backorders

This icon is displayed only if "We run a backorder system' is checked in the Preferences > invoices 2
options - refer We run a backorder system. Clicking this button shows you a list of items that are on
backorder for the customer you have chosen. To view the backorder list of items, you must first
confirm the transaction.

4 Backorders.. - o IEN
iy —_— 4 x
| | — B -
— . — T
Mew backorder Delete backorder Modify line Add lines to invoics
Item Digke Stock an Hend  Quantity on back ardeér
Ok

@ Refer to Issuing Goods - Managing Customer backorders for a
full coverage of the backorder topic.
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History

Clicking on this icon will display a record of all that this customer has purchased in the past. This may
produce a very long list! The list appears in chronological order, but clicking on any of the column
headers will sort the list according to that parameter.

Confirm

When this button is clicked, the status of the order changes from nw (new) or sg (suggested) to cn
(confirmed).

~If you have “confirm invoices automatically” set in the
@ Preferences, the Confirm button will not be visible. The
invoice will be confirmed as soon as you click on the OK
button. Read below to see what confirmation does.

e The confirm button is only available for invoices with status sg (suggested).

e Confirming an invoice should be done when the goods have been removed from the shelves
and have left the store or have been packed ready for dispatch). Most importantly, as far as
mSupply is concerned, this stock is no longer in the store and a stocktake will not find it!

More detail around confirming a Customer Invoice:

e Each item line records two stock levels- the quantity is
the total stock on the premises. the available amount
is what can be issued on an invoice.

e For example:

o You have 10 bottles of Paediatric Paracetamol
Elixir in stock.

o You get an order for 3 bottles from Fred, and
create an invoice for Fred. The quantity in stock
is still 10, but quantity available drops to 7, as
these 3 bottles are 'reserved' for Fred and can't
be issued to anybody else.

o You are about to dispatch the order. At this point
you confirm the order. The quantity in stock also
drops to 7.

¢ In summary, the Confirm button does the following:

o Each line has its quantity in stock reduced by the
amount issued on that line

o The Customer Invoice status changes to cn

e If you are running a backorder system, confirming a Customer Invoices also deletes any
placeholder lines (those with a batch entry of “none”) and adds them to that customer's
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backorder file.

Modifications may still be made to the invoice (and those
changes therefore directly affect the stock in mSupply). See
Confirming an invoice.

e )
—

__Ifyou have the store preferences set to force customer
@ invoice authorisation, you will not be able to confirm
customer invoices until they have been authorised. See here
for details.

Buttons and checkboxes at the bottom of the Customer invoice window
At the bottom of the Customer invoice window, there are a series of controls.

Hold

Checking the Hold checkbox prevents the Customer Invoice from being confirmed or finalized.
Finalize

Checking the Finalize checkbox allows you to finalize an invoice when you click the OK button. Only
users with Can finalize individual invoices checked in their user permissions can check this box. Other
users will be warned if they try to turn it on, and the Finalize checkbox will automatically uncheck.

If the Finalize checkbox is checked and you click the Confirm

button, the invoice will be confirmed as well as finalised

I when the OK button is clicked, so be very careful! A finalised
invoice may be viewed and/or printed, but it can not be
edited.

. Ifthe Finalize checkbox is checked but dimmed out, it means
@ that File>Preferences>Invoices 2>Finalize customer invoices
automatically is checked and all confirmed invoices will be
finalised whether you like it or not!
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OK & Next

The OK & Next button saves the changes you have made and exits the window. You are given the
opportunity to print if the Print checkbox is ticked.

Delete

The Delete button allows the deletion of an invoice. If the invoice has a status of 'nw' you can delete
the invoice even if has lines added. If the status is 'cn' or 'sg' you will have to delete the lines
manually first - refer Deleting line(s). When an invoice has been deleted the invoice number that it
was assigned will be reused.

OK

The OK button saves the changes you have made and exits the window. You are given the
opportunity to print if the Print checkbox is ticked.

Printing the invoice
If the Print checkbox is ticked then print options will be presented when the OK or OK & Next buttons
are clicked.

If the invoice status is 'nw' (new) or 'sg' (suggested), pick list options will be printable.

If the invoice status is 'cn' (confirmed) or ' fn' (finalized), invoice options will be printable.

__Ifthe option to turn on the print check box has been set
“ under File>Preferences>O0OK and print, you can override the
printing process by holding down the Shift key as you click
OK, and no invoice will be printed.

Instead of an invoice, should you wish to print a pick list for
vy an invoice whose status is ‘cn' or ' fn', hold down the Alt
© key (Windows) or the Option key (Mac) while clicking OK.

Tabs in the customer invoice window

The three tabs allow the invoice to be viewed in three different formats, but note that the lower area
of the window remains the same and is available for appropriate input in all views.
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General tab

Once an invoice has been created, a detailed view of the items on it may be seen by selecting this
tab; where the supply of a single item is made up of different batch numbers, they will be displayed
as separate lines:

1. Hame |H|gh|and Health Centre l l, Confirm date |D0AO0MD Coalaur: - Black
Their ref H{4 Irwoice = 30,045
Comment | 1 Categary | Mong - Eritry date : 3000672015
User defined 1 User defined 2 Goods receim [D 2 0
Uzer defined 3 User defined 4 Status 50
|+ E] |ﬂ — Eritered by : Sussel
Hews line Dielete linefs History Confirm Staore : Genaral
Genersl Sumenary by tem | Summary by Batch | Transport details | Log | Manesiorks
N... Li.. Liocation I Hame: Ouan PackSie Batch Ewpdabe  Pricalc  Price fcest Sell Pice Price exban
E 1 Al Faracetamol 500mg tab 17 1000 BMHEI0 314077200 4206 508 E44 10848
2 MMM |Amowplin S0mg cap | saon 1 M3 30M0/201 024 1305445 003 1.998.41
3 TAH Cipoflowacin 250mg 1ab a0 1 07| 2702420 026 Z3151 04 360
4 T8 | berdazole 400mg tabs [ 5B 1 K90461 [ oo ooo oo oo
5 IMJ Dexamethazone dmg'ml amp &E 1 DFDFOR200) 28024201 1293 85355 1.98 TI06E
E AMA | beliordazole 20mg teb | 68 om0 evzavoesm|  ES3 a5 100 66100
T Ad Matioridazole 200mg Lab 1 200 B113] 30006520 Qoo Qoo Qoo Qoo
| | | | |
E E, @ E-, Cthercharges  Tem: | Amount: 0.00
Currency  SBD - Subtaokalk: 231047
Currency rate I 0.1531 0% tac o.oo
Foreign currency total  15,090.78 Tatak: 23047
[ Hold
[] Fimalize Export batch: 0 -—
D] Autharised oK & et Delete ok O

Buttons in the General tab

There are a row of small icon buttons at the bottom left of the window. Hovering the mouse over each
button gives a description of what it does.

ey

Process button (grinder icon)

Clicking this button shows a menu with the following choices:

1. Renumber lines: will re-assign line numbers to all lines on the invoice according to their
current order (you can move lines around by dragging and dropping to a new position.
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2. Issue stock for all placeholder lines: This option will go through each placeholder line on
the invoice and attempt to issue stock.

e There are several factors that affect the success of the
Issue stock for all placeholder lines operation, so
you should review the automatic choices mSupply
makes to ensure it is appropriate.

e mSupply will issue the oldest expiry stock first. There
are good reasons why you might not want this to

@ happen, including:
o Availability of sufficient stock of the line in

question

o Pack sizes that fit with the quantity/pack on the
placeholder line. mSupply will happily issue parts
of a pack. In reality, you may wish to choose
from a different stock line with different pack
sizes!

Financial summary

Clicking this button shows you a summary of the cost and selling price information for the invoice.

L profit. - oIEN

Whaole invoice.

cost: 2,317
profit: 0
Selling price 2311.22
S mark-up: 1]
Margin: 0
Selected line
cost: 109
profit: ]
selling price 105.43
¢ mark-up: 1]
Margin: 0

(o4

If you check the Print as Pro-forma invoice checkbox in this window, rather than printing a pick slip, a
pro-forma invoice will be printed, allowing you to give a paying client a form showing expected
charges.
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Transaction note

Allows you to make a note relating to this invoice.
Copy to clipboard

Copies the entire invoice to the clipboard.
Summary by item tab

The Summary by Item tab displays the items on the invoice, consolidating different batch numbers
and displaying the total quantities for each item only; the invoice above appears in the following
format when the Summary by Item tab is selected.

1 Hame |H|gh|and Health Centre l, Confirm date [00y00M0 Colour : | Black
Their ref HC4 Irwaice = 30,045
comment | 1 Categany | hone - Eritry dlibs = 30062015
User defined 1 User defined 2 Goods recefe ID = 0
User defined 3 User defined 4 Status = 59
Ertered by = Suziol
Store : General
General Summary by lem Summary by Batch | Transport details | Log | Maneyorks
Line  Mtem Hame Batch Quantity Selling p.. Price extension
1 Faracetamal S00mg b nia roog o.on 10543
2 Amopdilin SH0mg cap '] 54011 0.03 199341
3 Clprofloxacin 230mg tab nfa m 0.04 3.60
4 Albendapole 400mg tabs nfa 58 o.00 f.on
5 Deamethasone dma'ml amg nfa 113 1.98 130.68
& Metronidazole 200mg tab nfa 13600 o.on 63.00
OF & Hext Delete =T &

Summary by batch tab

The Summary by Batch tab displays the items differentiating between batches, and showing a
breakdown where more than one batch has been supplied on the order. The above invoice appears in
the following format when the Summary by Batch tab is selected; note that two different batches of
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metronidazole tablets were supplied.

Hame [Highland Health Centre

Their ref HC4

Camment |

1/man
2 maa
3748
4148
5 1N

5 AAA
7 A

User defined 1
User defined 3

Lime  Location  Ikem Mame

Paracetamol 500mg tab

|mm-w|||n 500mg cap

Clproflozadn 250mg tab

|Albendaznle 400mg tabs

Dexamethasone 4mgdml amp

|Memmluunle Z00mg tak

fetronidazole 200mg tab

Transport details tab

Confirm date (00,0000

Categary | hone

User defined 2
User defined 4

| Generat| Summary by tem | Summary by Batch Transport details | Log | Moneswiorks

Eatch

8MH1D
Mn123
070l
k30461
oToPn2
E112
E113

Selecting this tab displays the following window:

Quantity  Pack Size Selling p...

17
54011
an

58

L]

&8

1

QK & Mext

6,44
.03
o.n4
o.oa
138
Loa
oo

Deelete

colour: |l Black
Trwaice = 30,045
Eritry dske = 300062015
Goods Fecehe 0D : 0
Status @ sg
Ertered by = Suzinl

Store 2 General

Prioe extension

103.48
L993.41
3.60
0.oo
130.68
63.00
o.on

ok O &
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1 Customer invaice | = |
|:; Hame [Highland Health Centre 1 { Confirm date [00/00,00 Colour : | EBlack
Their ref HCa Irwaice = 30,045
Comment | 1_ Cetegary |Mone - Eritry dske = 30/06,/2015
Uzer defined 1 User defined 2 Goods recein ID = 0
User defined 3 | User defined 4 | Status = 5g

Ertered by = Suzinl

Store 2 General

General Summary by lem | Summary by Batch Transport detaili Lag | Moneyorks

Order written date [EETGEIREE Order received date [30/04/25 Ship date [$1,/05/15 Ship methad Mone v
Expected armwal dake [30/06,15 Actual arrival date |3L0T1S Rerponsible afficer Mone i
Manage boxes B selected Unboe
Lne Locahon |bem Hame Quan Fack Sze Halch \Wimght Exp date Cell Prce Bokes
1ty Paracetamal S00mg 1aby 17 1000 BMH10 o NMFAN2 .44
2 Abk Amaspcilin 500mg cap 540 1 M7l 23 0 3oA0s2mo nao3
3 TAE Ciprofloxacin 250mg tab a0 1 O7e 0 Zraoesamo n.o4
4 TakB Albendazale 400mg tabs o8 1 ES0451 o 0.00
B I Dakamalhasans dmgdml amp 53 1 O07FDPD2m 0 2e0eramo 1.98
B oAb Wetioradazole 200mg Lab BB 200 B112 0 30eSN2 1.00
E Wetioridazole 200mg tab 1 200 B113 0 3v0es2m2 0.00

Total kem Waight 0

|-'='J Print labels
= K & Wt Delete QK OF

Here you can add information about the method of transportation and other related information. You
can then report on performance of your transport operations in various ways using the Transport
Report.

Order tracking data

The five date boxes enable you to track your order from it being generated (written) to the customer
confirming receipt of it (actual arrival date):. The five date fields are:

e Order written date: The date the customer wrote the order (this will usually be on their
requisition form).

e Order received date: The date the customer's order was received by you

e Order shipped date: The date the order left your store

* Expected arrival date: Given the shipping method you're using, when you expect the goods
to arrive at the customer's premises.

e Actual arrival date: The date the goods reached the customer you are supplying. Obviously
you will only know this if they report the information back to you (e.g. via SMS message)

If you use these date fields, it allows reporting using the Transaction Report using the report form
Order Processing time. Sometimes it is necessary to edit these dates after finalisation of a customer
invoice so there is a special permission for users to allow them to do this (on the User details page,
Permissions 2 tab - see Managing users, the Permissions tabs for details.
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~ = You can make the Order written date and Order received
@ date fields compulsory in File > Preferences, Invoices 2 tab
as explained in Invoices preferences

contact for transport details in File > Preferences, Invoices 2

i i You can add a Shipped to contact name if you select Choose
tab as explained in Invoices preferences

Shipping method

The list of options in the Ship method drop down list is set by choosing Customer > Show
shipping methods..., when you are shown a window with a list of existing shipping methods:

2> Show Shipping method... - olEM
= | —
M Delete
Descnpbon
A
Lend-oad
Land-tran

Ship

Double-click an item ta edit details

To enter a new method, click the New button. To edit an existing method, double-click the item in the
list and edit its details. To delete a method, click on it in the list to select it then click on the Delete
button. You will not be able to delete a shipping method if it is being used by a customer invoice.

Responsible officer

The choice list for Responsible officers is a list of mSupply users for whom the “Can be responsible
officer” check box has been checked. Choose File>Edit users..., then double-click a User Name to set
up each user as a responsible officer (or remove them from the responsible officer list)
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Box management and label printing

The Box Management feature is used to tell mSupply which items were put in which 'box' or container
for transporting to your customer. This has a few advantages:

¢ You can print labels from mSupply to stick on each box (either from a label printer or a normal
A4 paper printer - see the Printing an invoice: Picking slips and delivery notes section below for

details).
e You can create (automatically or manually) weight and volume information which can be printed

on the packing list or passed to your freight handlers.
e |t tells the customer what's in each box to help their goods-inwards processing.

For details about how to use this feature, please see Box management.

This is an example of a box label printed from a normal A4 paper printer:

Highland Medical Hospital

Package Label

Highland Medical Haspital
Pacity: Highland Health Centre
To b recetved byt David
Tila: Dirncior of Pharmacy
Ermail:
Phone:
Name of Seiy Reciplent:
Additional information (if needed):

BOX NO: Carton A (1 of 1)
Irvcioe Mumber1 30046 Weight (kg):| 0 Volume (m3): 0

PHARMACEUTICAL & OTHER ITEMS

Store the product sccording b Manufacturer Storage irstructions

Log tab

Added: version 3.1

The log tab displays changes to the invoice that have been logged. Details of all logged activities are
record in the mSupply Log.

MoneyWorks tab

If you are using the Moneyworks accounting software then the link between mSupply and
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Moneyworks will need to be enabled in File>Preferences>Moneyworks - refer General Preferences -
Moneyworks. If this option has not been enabled, then the Moneyworks tab will not be visible.

The Moneyworks tab will show the status of the invoices inside Moneyworks accounting software once
mSupply has carried out an export.

il Name [Highland Health Certre 3 Confirm date  D0/00,00 colour: [ Elack
Their nef HC4 Irnmice 30,045
Comment | I,l,‘ Category  Mane x Entry date : 30/06/2015
User defined 1 User defined 2 Goods recefve ID 1 0
Uier defined 3 User defined 4 Status: sg

Entered b Sussol

Store 1 General

_th:nl: Summalyh:ummj Summary by Batch |'I'nnspultd-rtaili Lag| Moneywiorks

Stabus  Mak exported yet Export Mow

OF & Mext Delete oK mg=

Custom data tab
This tab shows the custom fields that have been set up for customer invoices (see the Custom fields
section for details).

All custom data will be saved with the invoice (i.e. when you click the OK or OK & Next button).

Adding lines to an invoice

Clicking New line will bring up the Add Item... window:

Bulk/Outer pack size

Cancel | | OF & Next |

Finding the item you want

The first thing to enter is the Item Name or Item Code in the Item field. Type as much of the Item
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Name as you know, then press Tab. mSupply searches for all tems whose Name or Code starts with
the text you have typed.

By default Items with a Code starting with a tilde (~) are not
~ . shown. This is a great way preventing a user selecting an
@ item that shouldn't be used when it can't be deleted or
hidden in a store - put a tilde character at the beginning of
its code.

If no entries match the request, the Item field will read 'try again'. You can try as many times as
you like! If you conclude that the Item you want does not exist in your system, click New item to add

the Item.

Caution should be exercised before adding a new Item to
your mSupply system. Duplicate items cause problems.
Ensure that the item you are looking for does not already
exist in your system and is hidden in the store you are
logged into or is under a different Item Name and Item Code.

AF 1 1
[

If only one Item matches your request, it will be chosen automatically and you will be returned to the
Add item... window with that Item already selected.

If your mSupply system has been set up with unique ltem
Codes for each Item, then the experienced user will find that

& typing in the full ltem Code here will save mouse clicks
and/or key presses.

If more than one Item matches your request, all of them will be displayed.
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Item name Item code Stock an Hand

Amoxycillin 125mg/Sml susp [100ml] Amosyr Erln
Amoxycillin 250mg cap Amo250 221747
Amaxcillin S00mg cap Amasnn 61421
Amozycillind Clavulanate 25+6.25mg/Sml susp [L00mL) UG T 0
Amoxyclin+: Clavulanate S00mg+125ma tab Aaniclay 6452

Double-Click the item you want.

If the wanted Item is visible, double-click on it or click on it once and then click Use.

If the wanted Item is not visible, click Cancel to try again to find it.

Selecting from item lines

Once the item you want has been selected, the Add item... window will display a list of available Item
Lines (if any). Each Item Line may be a different pack size, batch, expiry, or price. The Item Lines are
sorted by expiry date; first expiry at the top.

Tem [Metranidazole 200mg tab E]
Line 3 Mewy ibem
Quian T of %8

Pack 200 each Bulk/Outer pack size

Add Place holder

lzsue  Available Totmstore Pack Hold Batch  Espdate Suppher  Donoe Location  CosPrice  Sellpnce Sel

53m 1 MOTHOE 2702200 irvead TaB .00 0.a0
28 1000 Hﬂ'Hlﬂq 28402/ irnead 000 0.00
468| 200 B112| 30064200 irnead 1.00 1.00
01| 200 B11 3| 30/06/2M irvad 0.oo ooo

>
Tatal quantity isiued 13800

Total guantity swailable 147581 | Cancel | | OF & Nedt

The lines are numbered in the left hand column and sorted according to:

e Firstly, FEFO (first expiring at the top)
e Then, for all stock lines with identical expiry date, by Location Priority - refer Items > General
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tab
e Then, for all stock lines in locations with identical Location Priority, by Location Name,
alphabetically.

The first line is selected by default but you can choose another line in one of three ways:

e Type the line number into the Line field and press Tab. The cursor moves to the Quan field.

e Double-click on the line in the list. That line number is displayed in the Line field and the cursor
moves to the Quan field.

e Single-click on the line in the list. Clicking again in the Issue column will allow you to directly
edit the issue amount in the list - see following.

Once you have chosen your line, the number of packs available will be shown to the right of the Quan
field, the Pack size will be shown in the Pack field, and the total quantity to be issued will be shown
below the list of lines.

In the Quan field, you can enter any number greater than zero.

If you need to see the full details of the item itself, click on

g3 the down arrow icon (U'_J) to the right of the item name field
and you will be taken to the item's details window.

The number entered in the Quan field is the number of
| packs. The pack size of the currently selected line will be
£.% . used to calculate the total quantity of units issued - which is
shown below the list of lines as Total quantity issued.

Issuing from a single line

If the number entered in the Quan field is less than or equal to the number available for the selected
line, then that value will be shown in the Issue column in the list.

Click OK to return to the main invoice screen, or OK & Next to add another Item.

Please note: If the Allow editing selling price on customer invoice lines store preference is
turned on (see Virtual store preferences) and the Price editable when issuing checkbox on the
General tab of an item's details page (see Item basics - General tab) is turned on then there will be an
extra Sell price field for the user to enter the desired selling price for this customer invoice line:
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Add item. ..
Item Amodiaguine 150 mg + Sulfadoxine /Pyrimethamine 25 /500 mg Dispersible Tabdets L | AQSPISD 'l'
=)
Line 1 MNew item
Quan 0 of 3000 Sell price 2.00
Pack 1 Plaguems Bulk /Duter pack size a
Add Mace holder
Ling |ssue Available Totimst.. Pack Hold Batch Expdate Supplier Location  Codr Price &l price Sta
1 a 3000 3000 1 Myutrtry,  31/01/2026 Pal 2.00 2.00
Todal guantity issued o
Tatal quantity available 3000 Cancel OK _

Issuing from multiple lines

If the amount to be issued is greater than what the top line can issue, then you can issue from
multiple lines without leaving the window. There is an automatic and a manual way of doing this.

Manually issuing from multiple lines

For each item line that stock is to be issued from:

1. Click once on the list to select the line
2. Click again in the Issue column
3. Enter/ edit the issue amount in the Issue column

The Tab / Shift-Tab keys move the focus up and down the Issue column.

The Total quantity issued is updated at the bottom of the Add Item... window.

Automatically issuing from multiple lines

If the amount to be issued is greater than what the top line can issue, mSupply can automatically
select stock from multiple lines on a FEFO basis. To allow mSupply to do this, simply enter the total
quantity you wish to issue into the Quan field.
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Teem |Para-:el:amu:|| S00mg tab

Lirne 2
Quan W of 77

Pack 1000 each Bulk/Cuter pack sixe 0

Add Place holder Re-lookup Sell Price

Li.. lssue  Awailable Totindloe Pack Hold  Balkeh Ewpdate  Suppler  Dono Location  Cost Price  Sell price Sell

1 0 BE1740 E01540 1 BMH10 ZD/07.s201 2 ida TAR 0. 0.0
2 17 v 77| 1000 EMH10 317077201 2 da Alsh, E.44 644

Total quantity issued 17000
Total quantity sailable 658740

If the quantity typed in the Quan field is more than there is available for the selected line, and the Tab
key is pressed to leave the Quan field, this message is displayed:

There is not enough stack of line 1, Would yvou like to try
again or treat the amount as the total quantity to be
distributed over multiple batches?

| Distribute | | Try again |

If you accidentally entered more than you intended, click Try again, otherwise click the Distribute
button.

Issuing when there is not enough stock

If the amount to be issued is greater than the total stock available from all of the available lines, then
a placeholder line may be used, if your mSupply preferences allow.

Placeholder lines

If there are no lines available, or none of the lines are suitable (for example, this order needed strip
packaged stock, and the available lines are all bulk packs), then you can add a placeholder line that
will record the desired quantity and pack size until either you get stock, or go to confirm the order, at
which time the item will be either moved to backorder or deleted (depending on how you have set
your Preferences).
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A Placeholder line can be added manually or automatically.

Manually adding a placeholder line

A Placeholder line can be added by clicking the Add Place holder button.

As shown in the window displayed below, placeholder lines are coloured in red and have a batch of
“none” so you can easily identify them.

Trem hmm:q.-tlllln S00mig cap

Line 1
Quan 45509 of 0

Pack W each Bulk/Outer pack size

Add Place holder Ree-distribiuke all

Li. lssue  Awvasilable Tobinstoee Pack Hold Balch  Ewpdate Supplier  Doror Locaton Cost Pice  Sel plice Sel

1) 45339 1] 1] 1 e 0.00 0o
2| 541 540M1 E1421 1 MF0123| 30104200 A 0.03 0o

>
Total quantity issued 100000

Totzl quantity svailable 54011 Cancel oK & Hext

The quantity to be issued in the placeholder line is entered in the same way as any other Item Line -
refer Manually issuing from multiple lines

Automatically adding a placeholder line

If the number entered in the Quan field is greater than the total stock available from all of the
available lines, then mSupply will prompt you with an Alert:

There was not enough stock to issue the remaining
balance : 45989, This will be added to the placeholder line,

After clicking OK, all existing stock lines will have the Issue column populated with the total quantity
available for each line, and a placeholder line will be created with the outstanding quantity inserted in
the Issue column.
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you choose an item that has no available stock, a

i i If you have allowed placeholder lines in the Preferences, and
placeholder line will be created automatically.

Confirming an invoice with placeholder lines

When confirming an invoice that has placeholder lines, the following actions will occur:

e If you have activated backorders, a backorder line will be created for each placeholder line.

* If you have set the Preferences to delete placeholder lines when confirming, they will be
deleted, otherwise they will remain on the invoice to show the client that their order was
received, but the goods were not supplied.

Issuing all available stock of a batch

Sometimes you might end up with an unusual available amount of a particular batch. Due to the fact
that mSupply rounds the available quantity, it may be hard to enter the exact amount to completely
issue the batch. In such situations you can issue the total amount available by holding down the shift
key while you double-click a line. This will issue the total available amount of that batch.

Lines on hold

Sometimes you will see that a stock line has a tick in the tick-box in the Hold column and the line
cannot be selected for issue, like the bottom one in this screenshot:

Add item...
tem [Albendazole 400mg tabs A Alpedon 1=
Uine I—1 Mews iEem
Quan | T of 358
Pack | 1 each Bulk/Outer pack size 0

Add Place holder

Li... lsswse  Awailsble Tobinstore Pack Hold Batch Ewpdste Supplier  Donor  Locstion  Cost Pice  Sell pice Sell

1 58 i B 1 k90451 rrvad TAR .00 000
2 o 100 100 1 30855 30/10/2011 — TAR .00 0.00
0 13650 1350 1 & 0440258 3071052012 UMICEF TAR .00 0.00
€ *
Total quantity issued 58
Total quantity available 14108 Cancel oK OF & Nexdt
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There are two possible reasons for this:

» The stock line itself is On Hold - see the Editing a stock line section for details.
e The location is On Hold - see the Locations and location types, Adding a location, General tab
section.

You can find out whether it is the stock line or location (or both!) that is On Hold by double clicking on
the line in question. If it is the location that is on hold then, in the window that has opened, the Hold
checkbox on the General tab will not be checked. If the item line itself is on hold then it will be
checked.

If there is insufficient stock in 'off-hold' stock lines to fulfill the invoice, a placeholder line can be
created.

Adding lines from a bill of materials

Added: version 3.72

If the “Show 'Add from BoM' button” preference is turned on (see here for details) there will be an
additional Add from BoM button on the customer invoice form:

o Cu

ﬂ Hame “' Coi

Their ref

Comment &J
& N (= b

Mew line Add from BoM Delete linels) Backe

.f’.'i'i B Summary by Item 9

.. L.. Location ltem Name Quan

When you click this button it shows you a list of all the Bills of Material that exist in mSupply. Select
one of those then mSupply will add all the items on that bill of materials (with the quantities they
have on the bill of materials) onto the customer invoice as placeholder lines. You can then assign
stock to the placeholder lines in the normal way (see, for example, Editing a placeholder line on an
invoice below).

See the Bill of materials section for details about creating and using bills of material.
Editing an invoice line

To edit an invoice line, double-click on it. You will be presented with the Edit line window, which is
identical to the New line... window, except that the item name is already chosen.
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In the Edit line window the quantity you have already chosen
is added back into the Available stock column. You are
viewing the stock records as if the line has not yet been

i i processed.
Similarly, any other invoice lines for the same item are also
shown in the same way; the Issue column is filled out with
the the amount being issued from each batch on the invoice
and the Available column includes the Issue amount.

For example, in the window below, there are three lines on the invoice for different batches of
paracetamol, and all three are shown when editing, irrespective of which of the three lines was
double-clicked.

edit line

em [Paracetamol S00mg tab 4| Pars
Line | 2
Quan 'E of 17
Pack 1000 =5ck Bulk/Ouber pack size (1]
Add Place holder Re-lookup Sell Price

Li.. lesue  Awailable Totin floie Pack Hold  Baleh Ewpdate  Suppler  Dono Lozationn  Co#t Price  Sell price Sell

1 0 BEF40 E01540 1 BMH10 30/077200 2 ida TA&B 0.m 0.01
2 17 7 77| 1000 EMH10 /07200 2 da Alsh, B.44 G.44
Lo >
Total quantity issued 17000

Total quantity svailable A5E740 Cancel oK OK & Mext

At this stage you can:

¢ Edit the Issue value for the selected line item, or change the value in the Quan field
e Select a different item line (that is, a different batch) and edit it's Quan or Issue value.
¢ Click in the item name field, and select an entirely different item!

Selecting a different item has the following effects

e If you proceed to issue the new item, all invoice lines
for item you were editing will be deleted, and invoice
lines will be added for batches being issued of the new
item.
e If you choose a new item for which there is already an
invoice line(s) on the invoice, the stock to be issued on
those lines will be shown in the “issue” column. If you

L]
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proceed you are effectively editing the quantities of
the item you have just selected, and you are deleting
[ all invoices lines of the item that was originally on the
invoice.

Changing the batch to be issued

If you want to choose a different batch for an existing invoice line:

e double-click the invoice line

» set the quantity of the batch you don't want to zero,

e double-click the batch you do want, and enter the quantity you want to issue.

¢ Note that if possible the new batch will be added to the invoice at the bottom of the other lines,
and the former invoice line will be deleted. You can use drag and drop to reorder invoice lines if
this is a problem.

Editing a placeholder line on an invoice

When you double-click a placeholder line, an extra button is displayed:

Add iterm...
hem [amozecilin S00mg cap L& AmoSon :_' |
Line | 1 My ibem
Quan 45509 of D
Pack I each BulkfOuter pack size 0
Add Place holder Roe-distribute all
Li. lssue Awvailable Tobinstoee Pack Hold Balch  Ewpdate Supplier  Doror Location  Cost Price  Sel piice Sell
1) 45339 1] [ 1 noe 0.00 000
2 541 540M E1421 1 M70123| 3041042000 AAA 0.03 0l
£ >
Total quantity issued 10poop
Tatal ﬂl.l-&ll"l'.'lt},l awnilable 54011 Cancel (5] 4 D & Next

The Redistribute all button takes the quantity on placeholder lines and re-assigns it to actual batches
in stock.

When you are not editing a placeholder line, the button is not visible.

Deleting a line from an invoice

e If the line is a placeholder line, you can simply click the line you wish to delete, then click the
delete line button.
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* If the line is a normal invoice line (with stock associated with it), double-click on the invoice line.
In the line details window that appears, press Tab to advance to the quantity field, enter 0
(zero), then click OK. You will be asked to confirm that you really want to delete the line.

Note : Once an invoice that has been finalised, you can not remove an item from it.

Reordering invoice lines

Invoice lines can also be reordered by drag-and-drop of a line to a new location. This can be useful to
group lines for the same item.

If the invoice lines are currently sorted by line number, the renumbering will happen, otherwise you
will be shown an alert message.

If you really want to reorder lines when sorted by a different column, hold down the shift key as you
drag-and-drop to override the message.

Note that reordering can not be undone, apart from you manually dragging lines back to their original
location.

e Lines in most mSupply forms can be sorted according
to any column by clicking on the heading of the
column that you want to sort by.

e To make any sort order 'stick' when it is printed, you
will need to renumber the lines - refer Issuing Goods to
a Customer (Customer Invoices), The Grinder button
above.

] e A common desired sort order for a pick slip is to sort

< lines by Location, so that when a pick slip is printed,
the picker can work their way through the store
systematically by Location. In fact, this is such a
popular feature, we have set a printing preference so
that it will happen automatically without needing to

\ A 4
manually sort the list - refer Printing Preferences ~ .

Currency settings

If you have customers that use a currency other than your own, mSupply can be configured to use
your customer's own currency. Firstly you need to make a selection in the Store's preferences to
enable issuing in a foreign currency.
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&) Edit store

Faleloa DHS

General UZEEECERY Logo Custem fields Master Lists

.S.t'ore Drétérence I Stalus
Sort available batches by WM Status rather than Expiry
Patients created in this store not visible in other store
Wames created in this store not visible in other stores
Allow users to enter total quantities to distribute
Round up the distributed quantity
Able to pack items into multicle boxes
Store : Able to issue in foreign currency |
AlloW eaiting Selling price on CUSTOMEr Inveoice [nes |
Purchase order must be autherised
Finalise customer invoices automatically
Customer invoices must be autharised

Confirm customer invoices automatically

Supplier inveices must be authorised

Confirm Supplier Invoices without asking

Goods received lines must be authorised. When finalising a Goods Receipt

Locations must be entered for goods received. - 3 i’ 5 . L
- — - T — o- Don't receive goods inte stock until Supplier Invoice is taken off hold
Able to specity manufacturer when receiving, ordering or guoting for items

Show item wnit column while issuing Receive goads into stock, and leave Supplier Inveice confirmed

Log transaction edit Receive goods into stock, and finalise Supplier Invoice immediately

For stock transfers, the Supplier Invoice in the receiving store should be:

Finalised ) On hold

Cancel |

Once you have done this, you can select a currency for a customer from the edit customer window.

Edit customer/supplier

Bereleu - |
Store: avea) |
Invoices Name Contact EUR L
Backorders
= ; Currency |+ USD
Quates Code AIL-310-1 email|
Notes Charge to AIL-310-1 web site
Contacts
f Name Bereleu Phene
Group
Purchase orders Type facility p=
ltem lists Status Price Category r
e 8 Master 1D o [l Custamer details =
Hold Supplying stare | "Alele’ut,
Store Master name A | ] pPplying ele'uta [ ]
Phata Printing
Print invoices alphabetically
Category Other
Customer 3 District AILEU L"‘_\I Payment TErms none d Custom 1 872
Supplier Sub-District  none d Category 5 none ﬁ Custom 2 Liguidoe
PEMAEERT Type | none < Category & none [ T Custom 3 Bereleu
Benchmark
Flag Comment
Donar
Main/Billing Address Postal address Shipping address

Address 1 |Bereleu, Liquidoe
Address 2 AILEU

Address 3

Address 4

Address 5

Past cade

Country East Timor

Delete name OK & Next Cancel “
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You can also select the customer's currency when entering an invoice.

Customer invoice

® Cenfirm date : |00/00/00
0 Name i onfirm date 0! Colour I Black
Their ref Invaice : O
Camment 1 Category  None | %] Entry date : 27/09/17
Contract R Goods received ID : 0
Status : nw
e e — v — Entered by : Sussal
Mew line  Add from BeM  Delete lina(s) History Confirm Store : General (Navea)
h, B Summary by ltem Summary by Batch Transpart details Log
.. L... Location Iterm Name Quan Pack Size Batch Exp date  Price fc  Price fc ext  Sell Price Price exten
i ‘i : i Other charges  Item: Amount: (.00000
Currency | USD | <] Subtotal: 0.00000
Currency rate 1 0% tax: 0.00000
Fareign currency total 0.00000 Total: 0.00000
Hold
Finalise Export batch: 0 OK & Next Delete SR o S— =

Currency: This is the currency your customer uses. It is set in the Customer Details window of the
Customer record and is displayed when you add your customer's name to the invoice.

Currency rate: Gives the exchange rate stored in mSupply.

Foreign currency total: Provides the invoice total in the currency the customer uses.

Printing an invoice: picking slips and delivery notes

You can print an invoice at any time when it is open in two ways:

1. by checking the print icon checkbox (next to the OK button) and clicking the OK button:
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1 Hame |H|gh|and Health Centre l, Confirm date  [D0y00M0 Colour - | Black
Their ref HC4 [waice = 30,045
comment [ I Categany | Mone - Ertry diske = 0/06/2015
User defined 1 User defined 2 Goods recefe Dz 0
User defined 3 User defined 4 Status = 59
|+ E o — Ertered by = Sussol
Mewy line Dielete linz)s) Histary Confinm hore = General
General Summary by Tem | Summary by Babch | Transport details | Log | Moneséorks
N.. Li. Location Ibem Mame Ouan PackSze Balch Espdabe  Pricefc  Pricebcest Sell Pice Price extan
E 1 AsA Faracetamol 300mg tab 17 1000 8MH10 31407201 42 0§ fsoe E44 108 48
2 And Amespelin S00mg cap | sam 1 MIMZ3 30N020|  024] 1305445 003 1386 41
3 TAB Ciwoflosacin 250mg 1ab 30 1 OFcin | 2702720 026 Zi51 004 360
4 188 herdazole 400mg tabs | 58 1 k30461 [ ool ooo|  ooo 0.0
5 INJ Dexamethazane dmgd'ml amp BB 1 0TDPOR20N 28024200 1293 #5355 198 13068
E Al Meticridazale 200mg Lab | &8 M0 B2 30/06/2N 653 4415 100 EE.00
T AA Mationidazole 200mg tab 1 200 B113 30406/20 oo ood oo 0o
| | | |
E E, @ E, Cther charges  Item: | Amant: 0.08
Currengy | SBD - Subtatal: 2,310.17
Currency rate I 0.1531 0%t o.on
Foreign currendy total 1509078 Takalk: 2.310.17
[ Hold
[ ] Finalize Export batch: 0 _—
[ Autherised K & Mext Delete oK O &

2. by holding down the Shift key on the keyboard and clicking the print icon instead of checking it.
Method 1 will close the invoice after printing, method 2 will leave it open after printing.
But note: you print different things depending on what status the invoice has:

e If the invoice is suggested (sg) then a picking slip is printed.
e |f the invoice is confirmed (cn) or finalised (fn) then a customer invoice or delivery note is
printed.

Whether you use method 1 or 2, you are shown the print options window:

[ ] [ ] Printing options...

Form to use | Delevery note with logo B Remember this choice
Pring dispatch labels

Message Destination

L) Printer
| Preview
FOF file on disk
Ermail PDF
Export ta Excel

—
coreo )
e

The Form to use drop down list contains all the options for the format of the print out you will get. All
the standard mSupply options will be here, as well as any custom forms we have created for you.

If the form you selected to use wasn't the one offered by default and you want to set it to be the
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default from now on (beware, this will set it for everyone!) then check the Remember this choice
checkbox before you click on the OK button.

If you want to print dispatch labels to go on each box then check the Print dispatch labels
checkbox. This will print labels on 100x150mm labels on a label printer, not the usual A4 paper printer
you print the picking slips and delivery notes with so you must have configured that in mSupply first -
see Printing preferences (setup) for details on how to do this. If you only want to print the dispatch
labels and not a delivery note then select the None option in the Form to use drop down list.

The print Destination options:

e Printer: the invoice will be printed out straight away.

* Preview: a preview of what the invoice will look like when it is printed will be displayed in your
installed PDF file reader. You might be able to print the invoice from the PDF reader, depending
on its features.

* PDF file on disk: the invoice will be saved to disk in PDF format.

¢ Email PDF: the invoice will be created as a PDF file and attached to an email for you to send.
You can double-click the email attachment to see a preview of the invoice. The email
preferences in File > Preferences should be setup correctly before using this feature.

e Export to Excel: the invoice will be exported as a spreadsheet file and opened for you
(provided you have a spreadsheet application installed).

The general process for distributing your goods should be this:

1. Create the customer invoice (new or suggested status).

2. Print the picking slip and give it to the staff who will pick the goods off the shelves.

3. As the goods are picked, note down any discrepancies between what was actually picked and
what was on the picking slip.

4. When the pick is complete, enter any changes into the customer invoice in mSupply (Note that
inventory adjustments or location adjustments of stock may be needed to correct issues found
by the pickers). This step is very important to make sure your stock remains accurate in
mSupply.

5. Confirm the customer invoice when it matches exactly what was picked.

Print the invoice again - this time a delivery note is printed.

7. Send off your goods with the delivery note!

S

A note about picking order on picking slips

~ . You can print picking slips by item name in alphabetical order (the default) or, if this does
@ not match the way goods are stored in your warehouse, you can change the order to
make the top-to-bottom picking order more efficient. Use location priority (see Locations
and location types) and the printing preferences (see Printing preferences) to achieve
almost any order you want to match the most efficient way of picking in your warehouse.
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Entering a service line on an invoice

All “normal” customer invoice lines represent the issue of stock lines to a customer. (These lines
appear in the large section in the middle of the “Customer invoice” window).

mSupply also allows you to charge a customer for “service” item(s) such as freight, or advice or a
refundable deposit on a cool box.

Enter the description and amount at any time until the invoice is finalised.

Note: the “subtotal” amount on the invoice includes any service charges, and tax (if any) will be
added to the amount you enter.

Editing tax on invoices

The tax rate on an invoice is determined by the “default tax rate” setting in the mSupply Preferences.

To edit the tax rate on an invoice, click on the tax rate box at the bottom of the invoice entry window.
You will be asked to enter a new percentage tax rate. Click the cancel button if you do not want to
change the tax rate.

Note: you can not change the tax rate on finalised invoices.
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