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Ordering from one store to another

If you run mSupply using virtual stores then you can place an order for goods with another store
within mSupply. This is called making an “internal requisition” and this page describes the process.

Creating a purchase order (customer store)

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

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

The names of Virtual Store suppliers will appear in RED in the

pick list of suppliers. If the name of the store you select as a

I supplier is BLACK, then you have not chosen a Virtual Store
as a supplier, and the instructions in the remainder of this
section do not apply.

e The Internal requisition label will appear after the name to indicate that this is going to be an
internal requisition.
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Enter the purchase order lines as normal and when you're finished, confirm the purchase order (at
this point you may be prompted to enter budget and/or category information, depending on your

preferences):

Edit Purchase arder...

Order num ;24 Plams [Wirbusl shone 2 NIR2 Internal requesition |- Bk
Confirmdste  [18i0%72011 Requested delivery 1870452011 et
Shore General
General |Dwtads -Ih.dl'bl:tm_ Goods Becered | Suppher Invoices | Log | Locabon
®E @ (] :
Update EDD nfo Prirk: Purchasse Order
shioa ol linies - Lurency Forex rabe ]
Lire  Item cods Ibam Ong Oty Pack &4 Oty Tot rece Siockon_. OnOnde  Cusbiodis PiceEwt Fegueste . Sioee
1 EFYS0D | Efavitenz tablet G00ma 0 1 20 0 i} &0 1} 000 1870442011 | General
2 Foimiam | Formaldehyds solution 20% 5L 150 5 150 0 1798 o n 000 18042001 | G el
Soppher discount Estimated subtotal 0.000
Pertentags 0 Descount amourk 0.000 Eshireated nsl sher discout 0.000
] st ek g [ Pnaize prder "] Peink long description [T Print vy signatune
[ owonmt | [ Delee | | om |

https://docs.msupply.org.nz/

Printed on 2026/03/13 03:58



2026/03/13 03:58 3/6 6.04. Ordering from one store to another (internal orders)

Once confirmed, a customer invoice for the purchase order is created in the supplying store (with
your store's name in the Name field) and it will no longer be possible to modify the purchase order
lines.

Processing the customer invoice (supplying store)

Now, in the supplying store, the customer invoice can be viewed via the Customers tab on the
Navigator or via the Customer > Show invoices... menu item as usual. The new Customer Invoice
will have Status = sg (suggested), Their ref = PO number: XXXX, and Comment = Invoice from
internal requisition. Also, when it is opened, the customer invoice will have an Internal
requisition label to highlight that it has originated from another store.

Each purchase order line will have a corresponding placeholder line in the customer invoice:

Customer invoice ﬁ|
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500ds recetve ID: O
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Now assign stock to each placeholder line in the usual way by double clicking on the first line to start
the process.
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When the Customer Invoice is ready, rather than confirming
the invoice (click on the button in the upper middle of the
Customer Invoice window) Finalize the Customer Invoice
(click the tick box on the bottom left of the Customer Invoice
window).

This is important. If you only confirm the invoice then the
next part of the process (creating a goods received note in
the receiving store) will not happen.

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

Handling partially fulfilled orders

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

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

Receiving the goods (customer store)

Now, back in your store, where you created the purchase order which started this whole process off,
you can view the goods received record via the Suppliers tab on the Navigator or via the File >
Supplier > Show goods received menu item (or via the File > Supplier > Show purchase
orders > Goods received tab)
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Notice that on the goods received note the lines from the customer invoice will have been filled in
automatically (and the purchase order lines updated with the stock received). Process the goods
received note in the normal way and note that, as with all other goods received, the goods are not
added to your store's stock and available for issue until the goods received note has been finalised
and the resulting supplier invoice confirmed.

Previous: Purchase Order categories. Next: Receiving Goods - a Supplier Invoice
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