2026/03/03 00:21 1/15 4.06. Stock locations and location types

4.06. Stock locations and location types

Keeping track of where stock is in your store is an important part of good warehouse practice. You
don't want to have to go hunting through your whole store for stock, wasting time and energy when
mSupply can tell you exactly where it is!

Locations in mSupply are the places you store stock. Locations can have types (e.g. normal, cold,
bulk...) to help you categorise them or to make sure that items are put away in the right type of
location (e.g. cold or secure storage, or a particular section of the warehouse).

If you use location types it will help you if they are defined before the locations that
/1. belong to them otherwise they won't be available to select when defining a location - and
% you'll have to go back later and edit the locations. What a waste of time! So this section

explains location types first and then goes on to explain about locations.

Location types

Location types give you the ability to categorise your locations.

They can be used for reporting on a group of locations, but also to restrict the locations that can be
used for a particular item.

If you want to restrict items to being put away in locations with a certain type, you need to assign
items the matching location type. For details on doing that see the 4.01.02. Items - Storage tab page.

Choose Item > Show location types to define or show a list of available location types.
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i Show Location type...
|
- —
— —
Mew Delete

Description

Cocl Room Max 20
Medicine

Room Temp

Double-click an item to edit details

SR —

The window that appears allows you to define the criteria for the various types of location in your
store - e.g. the permitted temperature range, whether location must be dark, etc.

Adding a location type

Click on New , and the window that appears allows you to enter a name for the storage type, and the
permitted conditions pertaining to that storage type.:

o
[

Edit Location type...

Description Refrigerator
Minimum Temperatura 2

Maximum Temperature 8

Cancel |

In the above example, a storage type “Refrigerator” has been defined, the permitted range of
temperature being 2° C - 8° C.

Having defined your storage types, the Show location types window might look like this:
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&7 Show Location type...
-- [—
em— em—
MNew Delete

Deszcription

Cocl Room Max 20
Medicine
Refrigerator

Room Temp
Secure Cabinet
Open Shelf

Double-click an item to edit details

R, S—

It is worth emphasising that the list does not show the actual store locations, but the types of
locations.

Editing a location type

Should you wish to edit the details of any location type, double click on it in the list and change the
details in the window which appears.

Locations

Viewing locations

To view the locations you have defined choose Item > Show locations and you will see a list of
location codes and descriptions:
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Show locations...

Search location

= (=
—_— —
Wew location Print
Code Description Location type Rtpltx;:mt"t Priorivy Jﬁl‘:‘le ml;lls:rﬁt A:;;i:?::
A A Mone [i] 20 o 0
B B Hone [1] a 0
Bl Bl Mone [i] 2 o 0
B2 B2 Hone [i] 10 o [i]
474 '

From this window you can view, edit and remove locations and their details - this is the 'location
management' window. Here are the various functions of the window:

New location button: Click this to add a location (see 'Adding a location' below).

Print button: Click this to print the list of locations displayed in the window (see 'Printing the
locations list' below).

Search location: Enter some text in the text field and the list is updated as you type to show only
the locations whose code or description starts with the text you have entered.

view and edit a location's details: Double click on a location in the list - see 'Viewing and editing a
location' below. All the details are editable. See the 'Adding a location' section below for the meaning
of the individual details.

Adding a location

Before you can associate an item with a specific location (e.g. Shelf D4, Refrigerator 2, etc.) you must
define the locations in mSupply. To add a new location, click on the New location icon in the View
locations window shown above. You will be shown the following window, where you can enter the
details of the new location:
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[} [ ] Add location
Code |A.0LA]L Description (Adsle A, shelf 01, position Al
Location Type  Mone H Aszef this bocation is part of
Replenishment location type  Wone _u
Parent  Mone H

SuEnmary

Comment

Tatal Vool s 0 m3
Voluene uped a m3
Priadicy a

Haold

Gance o LoKaNen

Code: This is how you refer to the location in mSupply and, for example, what you will select when
you set an item's location. Any non-printable characters entered before or after the code will be
removed. Any entered in the code (including spaces) will be replaced with an underscore (_).

Description: This is a description of the location e.g. “Top shelf of refrigerator 3” or “3rd shelf up in
rack E” to help you identify it or remember something important about it. You will only see this in the
list of locations shown above. Any non-printable characters entered before or after the description will
be removed. Any entered in the description will be replaced with an underscore ().

General tab
Under this tab, you enter the location's main details:

Location Type

Select one from the location types you have already entered (see the Location types section above).

e Each item can have a Restricted to Location type set, and then you will only be able to store
that item in a location with that type.

¢ See the details about allocating items to particular location types on the 4.01.02. Iltems -
Storage tab page. When you do this is done, the item will only be allowed to be placed in
locations that have the matching location type when they are received or moved in the
warehouse.

| In a synchronised system, this must be done on the Primary
£2% . server and will restrict items to the same location type in all
stores in the system. Introduction of this in an already
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established system therefore needs to be carefully managed.

Replenishment location type

If you are using the pickface replenishment functionality, this is where you tell mSupply if this shelf
location is a Pickface or a Bulk location (or neither, if you neave it set at None).

For details about what these settings mean and how to use the replenishment functionality, please
see the 4.22. Pickfaces and Replenishments setup and 4.23. Pickfaces and Replenishments pages.

Parent

Select one from the locations already entered in mSupply form the drop down list. This is the location
to which the location you are adding belongs. You cannot set the current location's child location to be
the parent (i.e. circular relationships cannot be created).

This is for descriptive purposes and does not have any functional effect in mSupply at the moment (it
was used when viewing the warehouse layout but this is currently disabled awaiting upgraded
functionality).

Summary

Checking this means that the location is a summary location only and cannot be used for storing
items. This is normally checked for all locations that are parents of others.

Comment

You can note anything you need to remember or indicate to others in here. It is only visible if you view
the location's details (ltem > Show locations, double click on the item in the list) later.

Total volume

The total volume of goods that you can store at the location. Volumes are stored in cubic metres [m’]
but other volumes e.qg. litres (I) may also be entered, provided the appropriate unit is entered
following the number e.g. 51 for 5 litres. See the entry Volume per pack in Item edit - General
options. Note that whatever you enter will be converted to and displayed in m’.

Knowing the volume of a location is important if, for example, you are replenishing your stock of
vaccines, and you need to know if there is enough space available in the refrigerator in which you
store vaccines to accommodate a new order (obviously, you would also need to know the volume of
the vaccines that you are ordering).
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Priority

The Location priorities are used for two different purposes:

e When printing a picking slip:

o By default a picking slip is printed with the lines ordered according to the alphabetical
order of shelf locations. This helps the pickers to progress systematically through the
store rather than walking a random marathon! However, it is sometimes useful to get
mSupply to put certain items, e.g. bulk fluids or fridge items first or last on the picking
slip. This is achieved by setting a priority for a location. The priority will override the
default alphabetical ordering.

o A location with a lower priority number will be printed before a location with a higher
priority number.

o All locations with 0 priority are counted as having no priority and will be printed, in
alphabetical order, after all locations with a priority.

e When suggesting stock lines for selection - when the expiry dates are the same:

o For an item with several stock lines having the same expiry date, mSupply will use
location priority to decide which stock line should be suggested first (at the top of the
stock line selection list).

o Locations with a lower priority number will be selected before a location with a higher
priority number.

o If multiple locations have the same priority number, then mSupply will suggest them in
alphabetical order of location name.

When location are first set up, their priorities default to 0,
which is the 'highest' priority. If you are going to use

& priorities, you will need to set this number to something
besides the default.

An example of using location priorities to direct selection of stock lines

Let's say we have 7 stock lines of the first expiring batch in the following

locations:
Line Location Location Priority
1 M02.04.3B 1
2 M04.02.2A 1
3 M02.06.1A 2
4 M02.04.4A 3
5 BO1 4

e mSupply will suggest the stock lines in this order, sorted firstly by location
priority number, and then by alphabetical order of location name.

e Line 1 is before Line 2 because, alphabetically, M02.04.3B sorts before
M04.02.2A.
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Hold

If this is checked then goods in this location cannot be selected for issue to customers. Goods can be
moved in to, and out of, the location but they cannot be issued from that location.

Putting a location on hold can be useful if:

» The stock needs to be kept from being issued until some inspection / approval (e.g.
quarantine or under bond).

e The stock is a bulk quantity with the same expiry date as another stock line in
another location from which you want stock issued. You can use this feature to
force mSupply to always suggest issuing stock of this item from the 'issue' location
rather than this 'bulk’ location. When you have finished issuing stock from the
'issue’ location, and you want to issue the stock that is in the 'bulk' location, you
will need to either take the 'bulk' location off hold, or, move all, or some of it (split),
the stock from the 'bulk’ location. Location priorities (above) is a more elegant way
of managing issue of stock of an item with the same expiry date from multiple
locations.

Asset this location is part of

If this location is part of an asset that is recorded in mSupply you can connect the location to that
asset here. Type the first few characters of the asset's description in the field and press the Tab key
on the keyboard to select the asset from a list of those that belong to the current store and have a
description starting with what you typed.

When you have selected the asset by double-clicking on it, its description will appear in the field and
its code (if it has one) will appear just underneath (Note: if only one asset matches what you typed, it
will be selected for you and the fields appropriately populated):

https://docs.msupply.org.nz/ Printed on 2026/03/03 00:21


https://docs.msupply.org.nz/items:splitting_a_stock_line#splitting_a_stock_line

2026/03/03 00:21 9/15 4.06. Stock locations and location types

L [ ] Add location
Code |A.0LAL Description Aisle &, shelf 01, position Al
L.l.u.l.l_.

I
Location bype  Wone [ <] Asset this location is part of Fridge 01 :
D4 567 i

Replenishment location bype  Wane “

Paresl  KWone H

Summary

Commeent

Total Vaolume 0| m3
Wolumse used 0 m3
Priority a

Hald

Carcs o« Sk

This would be a very useful thing to do for cold chain equipment, for example, so that you can link
temperature variations to maintenance schedules and repair requirements etc.

Layout tab

This tab is only of interest for those of you with older versions of mSupply! This tab has
been removed in more recent versions because its functionality wasn't particularly
helpful. Look out for Open mSupply coming soon, which is planned to have expanded
functionality in this area.

Under this tab you can create a graphical plan view of the location in your store. This is useful for
helping people to quickly locate any given location and presenting a graphical layout of your whole
store. Locations are drawn as either rectangles (for which you enter the top left coordinate and the
lengths of the 2 sides) or polygons (for which you enter a number of sequential coordinates which are
connected with straight lines). Here's what the various input items mean for a rectangle, the rest we'll
show you by the way of an example:
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Object type  |Rectangls W T
Draw *

., ™ < X —>» A
N -]
¥Llen [ 300 y-len
v-Len | 2s0]
<——xlen ——— >
Y

So, as an example, the coordinates are entered as above in the appropriate boxes, then the Draw
button is clicked to produce the following display under the layout tab:

Add Lecathn, ...

Cosde [Hen | Desariphion [Seore stone
[

et bype | Fosdanghs »
=
[

T m

= X

W-Lan 300

v-Len [ 50

[ | * T

This has created a picture of location mainl. This is the whole store or warehouse. You can't see the

settings but this location will have no parent and will have its Summary checkbox checked (no items
can be located here - it's just a summary location for descriptive purposes).

In our imaginary warehouse we have a set of open racking which is 'L'-shaped. We want to draw it in
the warehouse so we create the location, call it 'subl' and set its parent as Mainl. If this set of
shelves also has other locations in it we would also check its Summary checkbox.
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Add Location....

Code |subl Dimscription |5hshlas

zeneral | Layout

Lacation type | Mone v

Parert | [Masin 1 W

Summary [

Commenk

Tokal Valume 35 m3

Walume used 0 m3

To draw this location we click on the Layout tab and select Polygon as the object type. Click on the
Add button to add a coordinate and then overwrite the zeros in the X and Y columns to give the
correct coordinates. If you make a mistake, click on the set of coordinates in the list that is wrong and
click on the Delete button to delete it. When all six co-ordinates have been entered, click on the Draw
button to produce the layout displayed below:

Ahdd Location. .. - [EE
Code bl Description [Sheives
Garmral| Layul
Oyt g |PObeDan w
) () @
sidd [ Draw
Fortno Pont¥ | Port Y
1 10 0
2 10 4
3 200 340
4 200 300
S B0 300
] 60 1
[ cad | [ o | [ wakes |

You can do this same thing for all locations so that anyone can easily locate them in your store.

Viewing and editing a location

As you already know from above, to view all the locations you have defined select Iitem > Show
locations. To view and edit the details of a particular location, double click on that location in this list.
You will be shown the following window:
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Edil location E|E|E|
Codm 21 Daxngtion [Fafrigaator
Gerersl | Layout| Stock
Lisabion bpps  Refrgerahor -
Parent | ons -
Sumnary [
Commank
Tkl iokume 15 m3
ko uzed o oma
[ colstn | [ camd || o [ oranes |

General tab

This is the same as the General tab for adding a location (see the 'Adding a location' section above)
except that its details are filled in with the details of the location you selected. To edit the details
simply overwrite the current value with a new value or select another option as appropriate.

Layout tab

This is the same as the Layout tab for adding a location (see the 'Adding a location' section above)
except that the current graphical representation of the location is displayed (if you've already created
one). You can edit the plan view of the location if required by changing, adding or deleting co-
ordinates.

Stock tab

The Stock tab shows a list of existing stock lines stored in that particular location. A lot of information
regarding the stock is displayed in the list and, as with most mSupply lists, it can be sorted on any
column by clicking on the column heading:
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Edlif location r._||E|E
Code JFR1 Description: [Refrger shoe
Ganaral | Layout| Shode
Line Eemcode  Tem hare Aominble  Tobd TotslWoane Puck  Hold  Bwch  Mandfac .. Espdse  Suppker | Location Cost Price
1 Irvikia Iiviudes licdare {Protast 51 E o 1 Lsb2d SEMEEOE  wad I GBS
Z irvincl Trvudery wolubis [Actragid] | T4 b ] [ ] WAL S E0G v Fal [N
% [remnl Treudr solubie [Actraged] | 17 [+ [+] [ vatdITz| 1 eELznIn AT FRI I
4 Panorg Sanprord s Bromids: 4ng 5 5 [ 0 W watra JOMCOLETIO Ansp FRI WO
T Panory  Fenouronm Bromids 4ngl W W o 1 e whonjzoln Anp FRI 1M
& e Tresars e TOF0 (Mot 4150 0 WIEIEH now [JNDRIZOND  Mowo FRAI  G7E
7 Tubs Tuberculn, purified prober 1| 158 o 231148 s HLEOLD Anep FRI 3
& Coeptinl  [Coeptodn SIL swp 13 13 0 = SO rare | MOS0 Mk I G
4 »
[ omee [ cmes [ ok | [[oemmest

If you want to know more information about any particular batch in the list, simply double click it and
you'll be shown another window with lots of information about the batch, arranged in four tabs:

Itern stock line detalls. .. E'
Item codie  Panding Item name  Pancuroniom Bromide 4ngy 2ml amp
General |Ledger | Status| Reference documents
Quiantity acconding ko stock
Totsl Quankiy 5 fursiable S
ot price L] Hod [ wakame per pack g m3
Sl price 192 Location |FRl
Epiry date  [30/052000 Packsze 50 Seart ol pear quan 0
Bstch  [304948 uan per Inner 1} Iritial quarkky 0
Suppher  Arepsc Py Lid Inners per Cuker 1]
Hata
W L5 [ comeel | [ o= |

Deleting a location

To delete location you select Item > Show locations to view the list of locations, double click on the
location you want to delete (as if you wanted to view all its details) and then click on the Delete
button at the bottom of the window. If you confirm the deletion, the location is removed.

Merging two locations

If you want to remove a location from further use in mSupply (for example, you might have
accidentally double-entered a location) this command can be used.
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When you Choose Item > Merge two locations , this window is shown:

Merge two locations... Kk .fﬁ@_

Merge two locations into one - use with cation!

Location bo keep
Location bo mesge = vl be deleted
[Enter lncation

Mate : merging locations will sffect all histaric records, This process cannat be un-
dore, Pleass canry out & backup of your data and consult the mSupply manual if
TOU SN UNSUre,

[ concel || o |

Use extreme caution! This operation will affect all
historical records of the location you delete. They will be

0 moved to the location you are keeping. The operation can
only be undone by reverting to a backup copy of your data
file.

In the window displayed enter the location to keep, and then the location to merge. When you have
checked that the information is correct, click the OK button.

Managing stock in locations

mSupply allows stock in locations to be managed according to the volume of stock in those locations
provided that:

¢ Volumes of locations have been defined
e All stock has volumes assigned to it. Volumes can be assigned:
o When the Purchase Order was created
o When entering the Goods Receipt
o When entering the Supplier Invoice
o At any other time by editing the stock line

Whenever stock is being allocated to a location, mSupply allows the user to identify those locations
that are either completely empty, or where there is volume available for the selected stock line:
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B0 o Location list
@ Show empty
| (Qm ) | Show available &‘
Y Shaw all Mew location
Description Location type
| 0 U
| | Main-4-3-1 Main-4-3-1 0 0.8
Main-4-4-1 Maif-4-4-1 0 0.8
Main -5-1-3 M 0 0
main-12-4-3 main 0 0
Main-13-4-4 main 0 0
Main-11-4-1 main 0 0
Main-14-1-2 main 0 0
| {an-3-8-3 main o 0
Main-3-9-4 main 0 0
Main-4-11-2 main o 0
| | Main-5-3-2 main 0 0
| |Main-5-5-3 main o 0
Main-6-10-3 main 0 0
blmics @ 7 0 — m n

Item Axsym Probe
1 Volume ©

Restricted to Cancel E oK |

The Show empty radio button is selected here. This is appropriate when trying to find a location for a
whole pallet of stock, as pallets can only go in empty locations. The Show available radio button
shows locations that have enough spare capacity to take the volume of the line we are allocating.

Previous: 4.05. Programs | | Next: 4.07. Building (manufacturing) items|
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