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4.17. Stocktakes

Updated: Version 4.10

General

There are two main types of stocktakes.
Partial stocktake

A partial stocktake means counting a part of your stock at a time. This may be a good way of splitting
up counting all your stock, part of a system for counting all your stock in sections over a longer period
of time or carrying out smaller periodic checks. You may select the stock to go in a stocktake by
different locations, stock groups, types of items etc.

Full stocktake

All items are counted at one time.

Traditionally, during a full stocktake, the store is closed, and no transactions may take place until the
exercise is completed.

The inconvenience caused by closure of the store varies from minor to significant. The benefit of
using mSupply's stocktake module, while requiring that the store is closed while the physical stock
check is in progress, is that the store may be opened immediately after the physical count is
completed. Entry of the adjusted figures into mSupply® may be made at any convenient time over
the next few days.

Having said that normal operation can occur immediately after the stocktake, it is
important to note that:

e mSupply will not allow stock that is on a Customer Invoice with status = “sg” to be
y taken out of stock by any other transaction process, including an inventory
0 adjustment flowing from a stocktake - refer Creating inventory adjustments.

e |t is therefore highly recommended to process (take the stock off the shelves) and
confirm any Customer Invoices with status = “sg” before doing a stocktake - refer
Issuing Goods to a Customer (Customer Invoices), Confirming an invoice, and

e Process the inventory adjustments from the stocktake as soon as possible after the
physical count - refer Creating inventory adjustments

A stocktake makes a list of your stock, providing you with a 'snapshot' of your stock at a point in time.
mSupply® enables you to automatically create custom printed lists of your stock items from which
you and your staff can do the physical stocktake. The items included can be customised to focus on
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particular location(s), particular items, or your entire store.
The default list produced (i.e. the one where you don't change any settings) will:

¢ be in alphabetical order
e omit items whose stock level is zero

A user can only create a stocktake or edit the lines on a stocktake if they have the appropriate
permissions. See the 25.15. Managing users section for details.

As of version 3.1 mSupply also has a web stocktake module, that allows entering
&3 stocktake results from a laptop or tablet on the warehouse floor.

Displaying stocktakes already performed

Select Show Stocktakes... from the Items menu to display any stocktakes already created or
performed. This displays the following screen:

[ Shockiake list
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The Show: filter allows you to choose which stocktakes are displayed in the list. Options are:

e All: shows all stocktakes in the current store with any status for all time. Could be many of
them!

e Current: selected by default when the window is displayed and shows all stocktakes with a
status of Suggested (sg).

* This year: shows all stocktakes of any status that have been created in the current year.

e Last year: shows all stocktakes of any status that were created in the year before the current
one.

Note: there will be an additional Program column in the table if you have program based master lists
created (see 4.05. Programs) so that you can easily see if amny of your stocktakes are program
based.
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There is little point in keeping old stocktakes with status =
“sg”, especially if you are about to create a new stocktake
containing the same items. If time has passed since the

ol stocktake was created, then the snapshot and actual

© guantities are almost certainly incorrect. For good
housekeeping reasons, it is good to delete old “suggested”
stocktakes (status = “sg”).

Creating a new stocktake

After viewing the current stocktakes, click on the New stock take button, and the following window
will appear:

A+ Select items to stock take... W |

ftem filter..

Saarch for tems whose. .

WERESHE T | [stars wn v
and w | |Cotegory1  ~ | i _""\
and w | WEN category is Don't Care '
and w Department is Dwon't Care \
And iz on Master Liat Don't Care -
and Stock location |eguals £
And Expiry date |18 on or before v | oo
And Donor | equals e

Randomiy select 0 gems from returned list

canc

You can produce a stocktake for all items in your store by clicking OK without entering any filtering
criteria. However, it will often be helpful to filter the stock that will be included in a number of ways.

Filtering the stock to be included

You can filter by:

e ltem properties Item name, code etc. as shown in this screenshot:

mSupply documentation wiki - https://docs.msupply.org.nz/


https://docs.msupply.org.nz/items:item_basics:tab_general

Last update: 2020/06/21 21:39 items:stocktakes https://docs.msupply.org.nz/items:stocktakes?rev=1592775567

Search for item whose

<UL %
Item name starts with
ABC category contains
Shelf location is not equal to
Flag does not start with
user_field_1 ;
user_field_2
Fifuser_field_3 )
user_field_4
Essential Drug List equals -
Critical stock
Narmal stock

Cai

e ltem categories

e VEN categories

e Department

e Master list If you organise your items using master lists this can be a very powerful way of
including items on particular master lists only in a stocktake e.g. for programmes

e Donor This filter is only displayed if the donor tracking preference is turned on (see Using the
donor module)

e Locations. This is recommended when you are doing a full stocktake of a large warehouse
where you can have several stocktake teams working simultaneously - see the Filtering by
location section below.

* Expiry date. Search for items whose expiry is before a particular date. This allows you to easily
remove all expired items from stock.

* Randomly selected. Select a number of items randomly chosen by mSupply. This is handy for
the purposes of doing an audit.

’fl\ Whatever filters you use, ad-hoc or non-stock items will

= never be included in a stocktake

Filtering by location

Filtering by location is an especially useful way of breaking up a large stocktake in to a series of
smaller stocktakes. This also allows different teams to undertake different smaller stocktakes
simultaneously.

Of course, it is not possible to filter by stock locations if
locations have not been defined, and stock placed in to those

locations!

e The “Shelf location” in the top left Item properties
drop-down list is the default shelf location of the
item, which is where stock of a particular item might
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usually stored. This is not a recommended way of
organising a warehouse, and is included here only due
AR
[ I
to customer request ¥
e To filter the stock take by shelf location to include what
stock is actually stored there (according to mSupply

records!), use the Stock location filter.

In this example, the location filter has been set to equals (the default), and the entry in the box has
been typed in as A. Only stock in shelf locations called A will be included in the stocktake.

Select itams to stock take...

Item filter...

Search for items whose...

ltem code ki starts with | <]
and E Caregory is (&
and H WEM categary is Don't Care H
and E Department is Dan't care E
And Donor | equals E
And Stock location  equals E N
And Expiry date | is on or before B |00/00/00 i

Randomly select 0 items from returned list,

cancel (KD

Preparing the stocktake

The stocktake list shown below, with items listed in alphabetical order is the result.

At this point the status of the stocktake is sg (suggested i.e. it is still being worked on and has not
affected stock in any way yet):
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[ ) ] Stock take sheat
Description | 187012023 Stocktake Stock take number 9
Comment Stock take entered date 18/01/2023
Stock take date | 18/01/2023 Stock take status g
— — g
-.H. . —I I ‘. o FE
Mew lire Dhelete linels Frint Create imeniory  Girder by
adjustments |
[ General JEU
Lin..  Lecation  hem code REm Aame Batch Expiry  Seapsh.. PackSize  Unit  Enter Quamticy Commant
1(Al Q30063 A{erylsaboylic ACid 100eng tabs L5635 78 FLLEfE020 15 100 Tablet 15
2|2 030062 Acetylsalicylic Acid 300mg tabs d7aTE 310372020 & 1006| Tablet 4
3|B1 30453 Arnoxicillin 250mg Tabs 17D 3 30/ I03T 15 500 Tab 15
4|B1 30453 Amoxicillin 250mg tabs KS68ET2 310772020 40 10040| Tab L L]
582 030453 Amoxicillin 250mig tabs fghfdgh5546 30/ 3024 17 1000 Tab 17
&(C1 030453 Amaxicillin 250mg tabs B292% L2020 2MTE 1000| Tab 22076
T B3 030453 Amoxicillin 250mg tabs fghfdgh5546 50/04) 2024 50 109 Tab 50
E| B3 030453 Amaxicillin 250mg tabs vEukyls 73 30/ 04/2028 2 1000| Tab F
4Bl aS045T Amoxicillin Bry Powed. .. Smgy/Smil Bot/ 100ml vbnm.. mEST BR/OT X027 ¥ 1 Bottle 3
10/B1 050457 Amaaicillin Dry Poved. . Seg/Sml Bat/ 100wl B4564 30/0s5/2020 iz 10| Bottle iz
11|81 4101l Artesunate Injection Ampoule /B0 meg cebnmETSE /0B 2028 50 10 ial L1x]
11 Al 041011 Amesunate injection Ampoube 60 mg b3i F1/BB/I01A {e] 50 ial 100
13|Al 41011 Artesunabe Injection Ampoule /B0 mg SEDTETGE 0/ E2021 10 50| vial i}
14 F15 41011 Aresunats bnjection Ampoube /B0 mg asdfTRISET 29102/ 2038 200 50 Vial 200
15/Al 201116 Bandage WOO.W. 15cm wide x Sm rall O+ 56486 30/ 0472021 346 12| Roll 346
16| Al 201118 Bandage W.O.W. 15cm wide x Sm rall 14 12 Roll 14
17|83 047208 Benzyl penicilin Injection 1000000 Linit ESG574 3032023 17 50| Vial 17
1B A2 SaTIa0 Benzyl penicilin Imjec.. 0000 Unit { 300 mg b BTHEFDEE B0/ 08, 2020 | 50| vial 1
o
~
Locked Save Sart order 0K OK & Mext

Now fill in the information at the top of the stocktake:

* Description: A default description is filled in for you. We recommend that edit this to make it
more meaningful while processing and for when you look back at your records later. This
description is what is visible when you see a list of stocktakes. For example, you could add
Annual stocktake orMonthly check. And/ or, if you are filtering by anything such as
stock location, it is worth including that here, e.g. M02.12. 2A.

e Comment: Put any other information you need to record about the stocktake in here.

* Stock take date: This is the date you performed the stocktake and is set to the date the
stocktake was created by default. Users will only be able to edit this if they have the Can edit
stocktake dates permission set (see Managing users for more information). They will also be
able to set the confirmation date of the inventory adjustments created from the stocktake when
it has been finalised (but you can never change the date to before the Stock take date set in
this field).

New line button: You can add new lines to the stocktake by clicking on this button (see the Adding
items not in the stocktake section below)

Delete lines(s) button: Click on this to remove lines you have already selected in the list from the
stocktake (you can use the usual Shift and Ctrl/Cmd clicking to select lines as usual).

Just a quick word about the read-only (non-editable) information displayed at the top of the stocktake:

e Stock take key: The stock take number. This is an automatically generated number which
increments by 1 for each new stocktake. It is unique within a store only so it is possible for
stocktakes from different stores to have the same number.

e Stock take entered date: The date the stocktake was created in mSupply.
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e Stock take status: The current status is the stocktake:
o sg = suggested, the stocktake is still being worked on and is editable - new lines can be
added or deleted and values can be edited etc.
o fn = finalised, the stocktake is complete and cannot be edited (inventory adjustments
have been created form it)

Example for a large warehouse

A large warehouse can have thousands of locations. A full stocktake would run to tens or even
hundreds of pages. This is a challenge to manage. In cases like this, it is recommended to create
stocktakes broken down according to locations.

In large warehouses, stock locations are often labeled in a systematic pattern something like this:
A##.$%$.%%, where,

e A = 'Room’, for example, M -» Main store room

o ## = aisle numbers, 01, 02, 03, etc.

e $$ = bay number, 01, 02, 03, etc. noting that a common convention is for even nhumbered
aisles to have only even numbered bays, and similarly, odd numbered aisles to have only odd
numbered bays.

* %% = shelf number, 1A, 1B, 1C, etc.

For example, M20.02.4E would be the location name for the location in the Main store room, Aisle
20, Bay 02, Shelf 4E

To create stocktakes
for each

Aisle Starts with M01, Starts with M02, Starts with M03, etc.
Bay Starts with M01.01, Starts with MO1. 03, Starts with M01. 05, etc.

Shelf Starts with M01.01. 1A, Starts with M01.01. 1B, Starts with
MO1.01.2A, Starts with M01.01. 2B, etc.

Filter Stock location by

To speed things up and ensure that you have described your stocktakes correctly according to the

stock locations filter, you can copy the text of your filter (before clicking OK) and then paste it at the

end of the stocktake description. After clicking on the Stocktakes button on the Items navigator this
A 4

can be done entirely with the keyboard! ™ For example, if you want to create a stocktake for all

location in Bay M01.01:

Firstly, click on the Stocktakes button on the Items navigator
The Stocktake list... window appears. Then:

1. Type Ctrl+N to start a New stock take

2. Type Tab Tab Tab Tab Tab Tab Tab Tab (Tab x 8) to get to the Stock location equals pull-
down button

Type Down-arrow to get to the starts with option

Type Tab to move the focus to the text entry field

Type MO1.01

Type Ctrl+A to select all text

Type Ctrl+C to copy the selection to the clipboard

NouvsWw

mSupply documentation wiki - https://docs.msupply.org.nz/



Last update: 2020/06/21 21:39 items:stocktakes https://docs.msupply.org.nz/items:stocktakes?rev=1592775567

8. Type Enter (same as clicking OK button).
The Stock take sheet... window appears.
9. Type Tab Tab Tab (Tab x 3) to highlight all text in the Description field
10. Type End to move the cursor to the end of the existing text
11. Type , Location =
12. Type Ctrl+V (Pastes the clipboard)
13. Type Enter (same as clicking OK & Next button).
The Stocktake list... window appears.

Repeat the above steps for each stocktake.
Print sheets to do the stocktake

Before printing you need to ensure that the order in which items are displayed is appropriate. By
default the list is alphabetical, but for stocktaking purposes, it may be more appropriate to sort the
list by location and then by item name; this is achieved by clicking on the Order by button and
choosing Sort by location then item name

Y ltem name/code Search by item nai

Order sornt by location then item name

Custom sort

A name Batch Snapsh... Pack size

If you want another sort order, click a column heading for a simple sort, or choose the Custom sort
option from the Order by button.

You can filter a stock list by entering the item name - or the first few characters of the name - or the
item code in the box Item name/code in the top right area of the window, then clicking the Find
button

Clicking on the Print icon displays the available options:

=, —

Pt General sh
Inventory adjustments

Inventory adjustments-all item

[ |

e General: contains several options. Click on it and you are presented with a further window:
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[ ] L Printing options
TPV o/ Stock take line Remember this chosce
Stock take lime discovered Items
stock Eake line wath space
Message .
: stock take line wi gry stinaticn

stock take line wt gty big font : Printer

Stock take limes with signamure .

stock variance Preview

Stock varlance all lines PDF file on disk
Email PDF
Enpart 1o Exce!

The Form to use drop down list contains these options:
o Stock take line - prints out all the lines on the stocktake, including their quantity, with a
space to write the actual counted quantity. It looks like this:

Stock take sheet :2/06/17 Stock take Stock take number :8151

Page 1 of 40
Lacation Code Iterm Name Batch Expiry Date Pack Quan  Actual Stock
1331 27_8091 Gloves Examination powdered latex small 1502910315  31/03/20 100 i | RS —
RM3 2-2-1 10_7885 Abacavir 60mag tabs PAS1540 30/04/17 1 360
RM3-C 10 9899 Abacavir/Lamivudine 600mg/300mg tablets PABD718 31/01/18 1 96 ..
RM3 2-2-2 10_7BB7 Abacavir+Lamivudine 60mg+30myg Tablets for PB51459 07f06/17 1 224 ..
RM3 2-1-4  10_7B87 Abacavir+Lamivudine 60mg+30mg Tablets for PBEO83E 30/06/18 1 120 ..

10-2-4 20_2056 Absorbable Gelatin Sponge 0715002  30/06f18 1 50
OXY 0ZRM 03_0050 Acetazolamide 250mg tabs T-5150 31/10/19 1 1,000 ...cocovmreneernens

o Stock take line with space - is the same as the one above but with no quantity and 5 lines
of space under each line. Useful if you know there's a lot of stock in the warehouse that
isn't in mSupply.

o Stock take line wt quantity - is the same as Stock take line but with no quantity. This is
the one we recommend you normally use to give to the people carrying out the physical
count. This helps to ensure that the quantity of stock on the shelves is actually counted
and not just guessed!

o Stock take line wt quantity big font - is the same as the one above but printed in
landscape with a bigger font. This is particularly helpful in warehouses with poor lighting

o0
(powercuts, etc. = )
o Stock take lines with signature - same as Stock take line wt quantity but the stocktake
signature entered in the printing preferences is printed at the end.
o Stock variance - this shows the items that were adjusted after the stocktake was finalised.
Similar to the Inventory adjustments option below but a slightly different format.

¢ Inventory adjustments: prints information about all the items that had their quantities
adjusted because of the stocktake after the stocktake has been finalised (see finalise section
below).

¢ Inventory adjustments-all items: prints information about inventory adjustments made after
finalisation but includes all items, not just those which have had their quantities adjusted.

There is, of course, a further option - you may provide the staff performing the stocktake with blank
sheets, requiring them to list the items, batches, expiry dates, locations, pack sizes and quantities
=

-

manually. We don't recommend you use this option unless your printer is broken
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Perform the stocktake

Allocate staff to perform the stocktake, instruct them in the process you wish to follow, and issue the
sheets to them.

For a stocktake involving several staff, it is recommended to

require the staff members to write their name and date on

each stocktake sheet. This is especially helpful when trying
o0

A 4

to interpret difficult handwriting

Enter quantities into the system

Once the physical stocktake has been completed, you are ready to make entries to record any
differences in stock levels into the system. Remember that any item which mSupply calculates as
having zero stock will not appear on the stocktake sheet.

Filtering the list by item name or code

To help quickly find any item you want to make any adjustments to, you can enter the first few
characters of its name or its code in the Search by item name and code field. The displayed list of
items will be changed each time you enter a character to show only the items whose name or code
matches what you have entered so far. To return to the full list just delete everything in this field.

Making adjustments

If there are no differences between what was physically seen in the warehouse and what is shown in
the stocktake for a particular line then you can leave it alone - no changes are necessary.

If the only difference between what is in mSupply and what was physically seen in the warehouse is
the number of packs (the figure in Enter Quantity column) then click on the figure in the Enter
Quantity column and edit it to match what was physically counted in the warehouse. Handy tip: you
can press the Tab key on the keyboard to quickly move onto the next number to edit or Shift+Tab to
go to the previous number.

If there is more of a discrepancy between what mSupply says you have in stock and what was
phisically seen in the warehouse then double-click on the line. The line edit window will open:
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Xs Stock take line edit... X

Hem | t Bl Eiack

Total stock for this fem - 1000
Snapshot guantiy

Stock talbe gty

Pack size S0 Localion [None ,_-

Babch [BETD Coat price 16.21| [[] 12 month average
Expary date [31/10/2021 E Sel price 16.20
Commant
Danar |Wone
Cancel 0K

You can now edit more details:

Stock take qty: the number of packs you counted in the warehouse

Batch: the batch or lot number of the stock

Expiry date: the date the stock will expire

Location: where the stock is located in the warehouse (type the first few letters of the
location's code and press the Tab key on the keyboard to select the right location from a
matching list)

Cost price: the price one pack of this line of stock cost you. Check the 12 month average
checkbox if you want mSupply to calculate a weighted average pack price based on the
supplies of this item you have received in the last 12 months

Sell price: the price you sell a pack of this line of stock for

Comment: anything you want to remember that was notable about this line during the
stocktake

Donor: the donor of this line of stock (type the first few letters of the donor's code and press
the Tab key on the keyboard to select the right location from a matching list). Will only be
available if the Allow tracking of received stock by donor preference is turned on (see the
Invoice preferences page for details)

Notice that you cannot change the Pack size value. If you want to do that then you must set the
Stock take gty for this line to 0 and add a new line with the correct pack size (see the Adding items
not in the stocktake list section below for details).

Adding items not in the stocktake list

In the event of an item being physically present in the warehouse, but not on the list then it needs to
be added to the stocktake in mSupply:

1.

Click the New line button and this window will appear:
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& Add stocktake lines

Ieemi | Mew item 2 B Elack

Total stock for this item - 3199800
Existing stock lines

Batch Expiry Pack size Cost price Sell price Stock on hand
rtyu567 30/09/2022 1000 3.5 1.5 3000000
fghjk38 31/10/2020 100 . Fd 155800

Mew stock line

Stack take gty 0 |"[A:I

Pack size 1 Use details of line
selected above

Batch
Expiry date 0070000 [ Cost price 0.00 12 menth average
Location Mone | Sell price 0.00
Add mew
Canced

2. If you want to add a line of stock that already exists in mSupply then, in the Existing stock lines
table at the top, check the checkbox for the line you want to add and then click on the Add
selected button. You can add more than one line if you wish - just check all the lines you want
to add. If you check the checkbox in the header of the checkbox column this will check all the
boxes for you (and uncheck them again if you uncheck it).

3. If you want to add a new line of stock that doesn't exist in mSupply then enter its details in the
New stock line section at the bottom and click on the Add new button to add it.

o Stock take gty: the number of packs you found in the warehouse.

o Pack size: the number of items in each pack that you found in the warehouse.

o Batch: the batch number of the item you found.

o Expiry date: the expiry date of the item you found (click on the calendar icon to select it
or enter it manually).

o Location: the shelf location in the warehouse where you found the item (if you don't know
the exact location then type the first few characters of the location label, press the Tab
key on the keyboard and select the location from the list that appears).

o Cost price: if you know it, enter it in the currency you are using in your datafile. If you
don't know it, you could check the 12 month average checkbox and mSupply will enter a
weighted average price of all the stock of this item you received over the last 12 months.

o Sell price: if you know it, enter it in the currency you are using in your datafile.

o Use details of line selected above button: this is a shortcut to save typing values in all the
fields in this section. If the details are similar to a stock line that is shown in the Existing
stock lines table above then click on the line in the table to select it then click on this
button. mSupply will copy the details of thew line into the fields in this section and you
can then edit the ones that aren't quite right.

4. You can also select a colour for the line in the stock take using the colour picker in the top right
hand corner (set to black by default, as shown in the screenshot).
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After clicking on either the Add checked or Add new button you are returned to the Stocktake sheet
window, where the new line entered will now appear in the colour selected; note that the new line(s)
appear at the bottom of the stocktake and they have a value of zero in the Snapshot column.

Note: If you add a new line to the stocktake that has the same details (pack size, batch, expiry,
location, cost and sell price) as one already on the stocktake, you will be asked to confirm if you really
want to add the line.

All details of a new line added may be edited, but only the quantity or the location of existing lines
on the sheet may be edited; this is performed by double clicking on the row you wish to edit.

The Delete item button will only work to delete lines which you have added yourself (i.e. lines with a
snapshot quantity of zero).

Adjustment reasons

If you have created at least one Positive inventory adjustment reason and one Negative inventory
adjustment reason in the system (see the 16.10. Options (standard reasons) section for details) and
at least one of each type is active, then an additional Adjustment reason column will be displayed in
the stocktake window:

lg Stock take sheet... |e=|| == E
Duscriphen DARS2000 Slociske Sieck ks ruster 1
Crerwrani Srock ake actired date  OBNSTIN
Saock lnke dite DARSDDD Saock laka wlales ag
- — "
5 & 8 8B @
Herw ing Deigte We|s) Frint  Createmwemary  Cwder by
TR Y
Geaersl |pg
Lin.. LocaSen  Bemcode BT Pame Baich Exgiry Srapsh.. PackSize Enter Cusaily ATl easan C
i DORAACT ., &0CLOYH, JDdmg dhmperaabe, bialer, as |SETE A 2 £l 2 -
2 DORSAL . SLUMHUN HYDRONIDE, S00mg, bhaler, e | 515 L Gt i 451 1030 413
3 DORAAN. . SANITRIFTYLME HvDROCHLORDE, 25mg AP ZE0IT IDSG0ID 40 530 40
& DORAAN. . SMONICLLM, 250myg, blsser, S persibe dab | SH150602 IHTEE0ID b e 130 3gE2
5 DORSAN.. SNOXICLLIM, 250mg, bister, S persibie fab (511144 MOTE0Z2 4547 100 4547
B DORSAN.. ANOXICLLM, 530mg, blsssr, S persabie, 15018 Mgz 51 100 530
T DRMSHAL.. SMPCLLN 1g, (M-N}, poeder, visl 1308113 MDAEZ i 50 48
B DOR&AL. . SSTEMETHER Zmyg = LUMEFAHTRME 12 Le: TR0 1680 1 &
8 DOR&AL . SATEMETHER Z0mg + LUMEFANTRIME 12, |DEZIT0 ISR i 1 2430
o DORAAL . SAATEMETHER I0mg « LUMEFANTRIME 12 QKBIZN Jmaanz L] 1 80
" DORAAS | ASCORSC ALK (vl C), 580mg, et TS MDA 5 1030 g
12 EMECEA,,, BAG, for AN & CHW [T 19 1 ]
13 EMECEA. . BAG, for ANV & CHW s il 1 -]
14 EMEDBA... BAG labiis, reseibie BlxiDlol 05am 8 1 8
5 SCTIEA BAD, wre, colecmng 2 res SR Z S8 AEES 111} i L]
L] EMECHID.. BASH, kdney, palyprapyisse, S75m [ BE0 1 ]
ir EHOEBA.. BASH, kdney, stainiess sbeel, E25mi [ 152 1 152
1B EMECBA... BASH, wash, shalve, 4 siainiess sheel EQ 1 ap
£l DEXTEEN.. BEMIYL BERZOATE, 2E%, kation, 11 bod 1E0188L3E IR 17ra 1 o o
< ¥
e
=
Diosss snesesos o

The column is read only but, if you edit the number in the Enter Quantity column then the line edit
window will be opened and you must select an Adjustment reason (one of those you set up in the
preferences - a Positive adjustment reason if you have increased the quantity compared to the
snapshot value, a Negative adjustment reason if you have reduced the value):
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R+ Stock take line edit., 4

#em ACICLOVIR, 200msg. dispersable, biister, tak | Il Elack
Tolal stock for this #em : 1000

Snapshol quantity ]

Stock fake gty 1| | Adjustment reason  Please selecta .. I
Pack size 500 Location [rln'l-: Ta
Batch ‘SETD Cost price 16 21: [] 12 month average
Expiry date 31102021 | [E Sall price 16.20|
Comment |
Donor [None

When you finalise the stocktake and create the inventory adjustments (see below), the individual lines
of the inventory adjustments will be given the same adjustment reasons you set for them in the
stocktake.

Create inventory adjustments

When all necessary adjustments have been entered, you are ready to create the inventory
adjustments.

Creating inventory adjustments (finalising the stocktake) is
not reversible, so you have to be quite certain you've
finished making all the changes you want to the stocktake
before you do it.

To do this, click on the Create inventory adjustments button and the following window will appear
to ask you to confirm this is what you want to do:

[a) @ Confirm

Are you SUre you want to create inventory adjustments?
None

Category for inventory adjustments [ alaul e IRl LT E T

Monthly stocktake

Before you click on the OK button to confirm, you can select a transaction category to give to the
inventory adjustments when they are created by clicking on the drop down list (these can be useful
when it comes to reporting later). This drop down list is populated with all the transaction categories
in your datafile that have a type of inventory adjustment (see section 22.07. Transaction categories
for information on creating transaction categories).

Once inventory adjustments have been created, the status of the stocktake changes from suggested
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(sg), to finalised (fn). You will now observe a change in the buttons appearing on the Stocktake sheet:

e in the upper area, only the Print button is present

e while at the bottom two new buttons are present; Show added adjustments and Show
reduced adjustments. Click on either button to display the related inventory adjustment
transaction. Note that if you have the Can edit stocktake dates permission (see Managing users)
then you will be able to edit the confirmation dates of the inventory adjustments to match the
stock take date.

0> o

Showy added adj Show reduced adj

If an item has limited stock and that stock is allocated to an invoice during stocktake, when you try to
adjust the stock the following window will display giving you two options to choose from:

@ Options

There are items whose available stock is too low to make the required
adjustments. Choose one of the opticns below :

@ Continue and allow m5upply te adjust the stock take to the current level of inventory

Open in excel with current text descriptian.

Continue  Cancel

For the excel option a spreadsheet will open allowing you to analyse the invoices to which the stock is
allocated. The highest invoice number is likely to be the one entered during stocktake.

A B C D E
Invoice Type Status Item Amount on invoice
2 of Amoxicillin Dry Powder for Suspension 125mg/5ml| Bot/100m! batch 1608-28-96 needed to complete stocktake, view ledger:
13121 |ci cn Amaoxicillin Dry Powder for Suspension 125mg/5ml Bot/100ml 17
| 13228 c cn Amaoxicillin Dry Powder for Suspension 125mg/5ml Bo:.’lClD-‘nIl k]|

$ of Amoxicillin Dry Powder for Suspension 125mg/5ml Bot/100ml batch 16204026 needed to complete stocktake, view ledger:

12928 ci fn Amaxicillin Dry Powder for Suspension 125mg/5ml Bot/100ml 240
12976 ci cn Amaxicillin Dry Powder for Suspension 125mg/5ml Bot/100ml 1120
12981 ci cn Amaxicillin Dry Powder for Suspension 125mg/5ml Bot/100ml 250
12982 ci cn Amaxicillin Dry Powder for Suspension 125mg/5ml Bot/100ml 1280
13095 ci cn Amaoxicillin Dry Powder for Suspension 125mg/5ml Bot/100ml 480
13121 |ci cn Amaoxicillin Dry Powder for Suspension 125mg/5ml Bot/100ml 450
13228 c cn Amaoxicillin Dry Powder for Suspension 125mg/5ml Bot/100ml 20

Of course, closing off transactions until a stocktake is complete and avoiding these kinds of issues is
by far the best practice.

in batch, expiry date or sell price only) will also result in stock in the system being
updated when you click on the Create inventory adjustments buttonn but it will not
reult in any lines being added to an inventory adjustment. You can see the changes in

i i Any changes to lines in a stocktake that don't include a change in quantity (e.g. a change
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the system by viewing the details of the individual stock lines and all such changes are
___» logged, on the stocktake (see the log tab when viewing the stocktake or 25.19. The
system log) and the stock line's log itself (see Stock line details window).

If the inventory adjustment quantities look wrong

It is possible for the stock reduction inventory adjustments created by your stocktake to have smaller
quantities on them that you expect. They may even be zero like the example in this screenshot (and
you know there should definitely be a reduction in stock because the counted quantity was less than
the snapshot value in the stocktake):

- Ll reentory adjusl- reduce stock (Head only)
-

L} 10°p ded L Conflim date | 12006/ 11 Cobsr [ Black
Theis ref asd bt ¢ 134,720, 74
= E i L0 2|
Commest Stocciaks | 14718805 Redused sinik 1 Cafe gy ] bl .
=l e
Ertwend by (——
Stive

La Eem cade em Mame Oy Pk Ratch Expiry Conit Prce Sall P Frice exlenwon Adpan trrand rednon

2 505 | SEOTO0 Sunwre. Abparl, [hio . e, Taser Jemn & L] 150500 XE)O5/BE3N b L & el
] (505 |SEL500 Safturn, Mylos, maln. . B cic hodey Sendl B 15ps00| 3805 L

Susona £.03

DRt

[

=
(&

0k e ——— e

The quantity might not be zero but still less than the snapshot minus the counted quantity specified in
the stocktake.

This scenario is because stock was found on new or suggested status customer invoices. This stock is
reserved for customers by mSupply but not removed form your total stock (see 8.01. Issuing goods to
a customer (customer invoices)) and must be included in your count - if you don't include it in your
count, then mSupply will try to remove it from your stock again when you finalise the stocktake. And
if there's not enough stock, mSupply has to reduce the quantity on the reduction inventory
adjustment. Which is the discrepancy you see when you look at the stock reduction inventory
adjustment created by mSupply when you finalise the stocktake.

To avoid this scenario follow the golden stocktake rule:

Review and CONFIRM all Suggested (sg) or New (nw) status invoices before creating your
stocktake.

If you must leave some customer invoices unconfirmed before finalising the stocktake then include
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the stock on them in your stocktake count. If you confirm the invoices after creating the
stocktake but before finalising it you must reduce the count on your stocktake by the total amount of
that stock line on the invoices you confirmed. As you can see, it can be complicated so it's much
better to follow the golden rule. Trust us!

To understand further see the 28.04. How to remove stock lines that have ‘0" available page.

Print the report

Clicking on the Print button and clicking on Inventory adjustments will print this information:

Inventory Adjustment :2/08/17 Stock take Stock take number (8155

Ocode Item nam| category Count Add Reduce  Met Add Value Reduce Vi Net Value
10_7885 Abacavir 60mg tabs 1 ] 1 1 i) -5 -5
10 7887 Abacavir+Lamivudin 1 30 0 30 150 0 150
10 98599 AbacavirfLamivudine 1 ] 7 -7 i) -89.25 -89.25
27 _B0S91  Gloves Examination 1 ] 104a -100 i) -3.1 =3.1

Total 4 150 -97.35 52.65

In this example, three adjustments have been made:

e Magnesium carbonate: present at the physical check but not on the sheet, has been added
e Peppermint oil has had its stock increased
e Sodium bicarbonate has been reduced in stock

Items that weren't changed don't show in the report - if you want to see all items, including those that
weren't changed then click on the Print button and select the Inventory adjustments - all item
option.

Some points to note:

* When you have created the stocktake sheet, it's like “taking a snapshot'; the physical stock at
that location should not be removed until the stocktake has been performed; nor should stock
be added.

* New transactions can however, be entered into the system.

e the Log tab on the Stocktake sheet will list any anomalies. An anomaly may occur if a
transaction has been entered after the stocktake that issued more stock than you physically
counted. Obviously someone has made a mistake in such a situation.

e There is on the stocktake window (lower left corner) a checkbox Locked , which, if checked, will
allow neither deletion of the stocktake nor any changes to be made to it.

IE] Loas oae
14 DD Cod3 Codei

—
Save sort order

e Ok and Next - if you have no more stocktakes to add, click the 'OK" button, to add only the
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stocktake just completed. To add a further stocktake, click the 'OK & Next' button and proceed
to add your next stocktake.

OK K & Nex

Previous: 4.16. Splitting a stock line | | Next: 4.19. Inventory adjustments
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