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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.

There are two ways you can do this:

1. Create Purchase orders where the supplier is another store.

2. Use the “Internal Order” function. In newer versions of mSupply, internal orders are the desktop
equivalent of supplier requisitions in mSupply mobile and are an easier way to place orders in
another store, without having to submit a purchase order and process goods received records.

Internal Requisitions

Using a Purchase Order to order from another store

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

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

The names of Virtual Store suppliers will appear in RED in the
choice list of suppliers. If the name of the store you select as
a 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.

40 )
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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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Hew Purchase order...

rdar um ;424 Name Firtual stoe 2 WIRZ Internal requisition B  Black
Corfirm date  |D0f00/00 Requested delvery  [TEOENTH Skatus sg
Store Ganeral
General |Detais | Ad Hoc ibems | Goods Received | Supplier Invoices | Log| Location
5 5 B @ &8 & e .
Newiline  Delste lines  Update EDD Info Frirk Purchase Order  Canfirm
g al limes W Currency | AUD = Fores rate | 1
Line  Item code Item Omg ey Pack Ady Qby Tot reces. Stockon .. OnDrder  Custblods PecsEst R
€ *
¢ Supplier discourt Estmated subtotal 0.000
¢ porcsatage | 0 Discount amourk 0.000 Estimated cost after discount 0.000
[ Locked [ tusto cale usage [ Finaliz= order ] Prink long description [ Print my signature
| oeamer | | pelete | [ o |

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

preferences):

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 |
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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, except for updating the expected data of delivery (EDD).

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 m|
L riame [Genera [ Confirm date  [D0/00/00 Colour : (I Black
Their ref [P0 numbar: 424 GEN Irevodca = 56,874
Correrenk |[r'ﬂ:|icr fram internal requisition ﬂ- Cateqory | Mane w Entry daba = 150472001
Goods recetve ID: 0
Skabus :
5l [ & Y -
Newine  Delteire(s) Internal requisition Hstery  Confim Entered by : Sussol
Store @ Virbuad store 2
General | Summary by Ttem | Summary by Bakch | Transport details
...... Location Item Mame Quan  PackSie | Batch  Expdate  Sall Price Price: axten
1 EF arvirenez bablat 600mg 20 I 0.00 0.00
1 Farmaldehyde solution 20%: 5L 30 g 0.00 0.00
G = Other charges  Theen: | ALt 0.00
& @ = &
Subtotal 0.00
0% Lax 0,00
Tokal: 0.00
[ JHold -
I Enalze Expart batch: 0 [ okawet | [ oekte || oK | OF

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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Customer inwoice [Read Only] E|
Hame [General [ Conifirm date  [L&f04[2011 Colour ; (I ®lack
Theer ref [P0 numbsar: 424 FEN Irvvcics ¢ 56,874
Commert [Troecice From internal requisiion X Category 7] Eniry date : 13/04/2011
Goods receive ID: 0
Status @ fn
Internal requisition Entered by : Sussol
Skare : ¥irbusl skore 2
izarErel | Summary by Them | Summary by Batch | Transport detals
...... Lacation Ttem Mams Quan  PackSize Batch  Expdate  Sel Price Price axhan
1 |Many Formaldehyde solukion 20% 5L 150 1 SW3E0 0.00 0.00
1 Efairenz tablet G00mg il 1| ABC1Z34 01j01)201 0.00 0.0a
= G ] Othar charges | Ameunk: 0.00
e 0 Ttem
— Subtokal; 0.00
0%k bax: 0.00
Tokal: 0.00
Expart batch: 0 [ otemet | [ Delee | [ o | O

When the Customer Invoice is ready, rather than just
confirming the invoice (click on the button in the upper
middle of the Customer Invoice window) Finalize the
Customer Invoice by clicking the tick box on the bottom left

/i\ of the Customer Invoice window, and then click on the OK
£ putton.

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.

https://docs.msupply.org.nz/ Printed on 2025/12/29 17:24



2025/12/29 17:24

5/10

6.04. Ordering from one store to another

Note that you can also create a invoice that is linked to the original purchase order at any time by

using the "Duplicate" button on the toolbar of the customer invoice list.

Receiving the goods (requesting store)

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

1

Order fum : 424

Canlrim date 18

Goods 1ecer

—_—

2011

Name [Virtual stors 2 VIRZ

Reguested delwery  [18/04/2011

General| Detals | Ad Hot bems Goods Recerred | Suppler Invoices | Log| Locstion

v I Slahus Supples 1efarence

PO rasrber 424

Erliy date
18Mm4/20m

« Edit goods receive. ..

Internal requisition | BIR  Black

Recere dabe

A=)

Satus «<n
Store Ganeral

1E/D452011

Bl il rtual store 3 Hore
Received date  |18/04[11 Goods received 1D : B&S
Suppher reference  |PO rumber: Created by :  Sussol Entry date : 1804711
Madified by Stabue ;29
. N - B ]
Pl From purchase order B an uneordered kem Doadieton e Check spasce Frint goods receipt
Line  Locakion [tem name Batch Exp date Pack Size Cuan
1 Hua Formaldadyde Jolution 200 5L SV a0 1 150
2 Ef avirenz tablet 600mg ABC1Z34 Dijo1fz012 1 20
03 Fnee Loxetes J[ paee J[ ok ]

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 su

pplier invoice confirmed.

Internal Orders (a.k.a. Request Requisitions)
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Entering an internal order

To begin the process, choose Supplier > Show internal orders, and the list of any historic internal
orders is displayed:

& Internal order st = Eo @
|'5" { | Show:(Bugaesied |
M mtermal Delete -
i Confirmed
Finalized
I MHame Drate: enbered Order date Shatus E :rr:::gtre:m;
13652 | Central Medical Sioees 18A0/2mE 1870/208 5 requlr ardsr Lo

Double click an row to adit details

I

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

ur
iLar
]

wE By -

Marthi  Cadulaled -
Li.  Them code hem rams Ukt mankhl requeested omm et
¥ pictedk  quantity . =

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

See Soit order

[ hraiize Canel O & Mext | =

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

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

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

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

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

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

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

e The Max MOS field will default to the store's default days to supply (but converted to months).
This can be edited, but doing so will recalculate the Calculated quantity and reset the User
requested quantity to the new calculated quantity.

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



Last

update: ) ) . .
2818/12/21 purchasing:ordering_from_one_store_to_another https://docs.msupply.org.nz/purchasing:ordering_from_one_store_to_another?rev=1545368621
05:03
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Warst [Ceniral Medical stares fa ¥ Reference fref [— sk ID: 13857
Cuder date [[H1076 Comment reguiar arder tatus; 5g
Mo BITE k_ Ty - régquesi
F Thewinold 805 B Hide stock sver thiechald [ Irtry date i 181013
+ |,"‘|'- ) | Erasisdiy: Advin
M e &dd from master lisf  Defetelinefs)  Fater itemi Prmt Stowe OO Test Store
Dty emiry Leg
G
BT Lher
L. Eemoode ftem name wrat  CERE oy MEnERs Ciduted Comment
g, DTRSE quantty CoRC
hand
1 |mMenoTy Amasydillin 250mg tak @ 43867  1T&SL 1 M5 55
I|MCDEZ | Paracetamol S00mg leD @ 173 0355 1 Wm0 1030
3 | HFMED Dreapiytling 100mg 1ab [T 1.3 o] 3 Lyl 3T
4 MFrc0 Bandege 5o s m 8 378 11? i h o
5\MDOGE] | Eskees vacdne = 12 L 1 0 0
il
Sawe SO order
[l Feaiize Cancsd O & Hest ::m:

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

Mame [Cenbrad Medical Stores

Crdar dale 53.10,13

@

Hew ling

Dl enbry Log

Li Hem code

1 NoaTL
2 NOEd
T R0

&) (=)

Aghd Prom maabter Byt Delebe Bnefy]

Rem name

smoepciin Z50mg tabs
Paracetamol Hi0mg tabs
DES sachet [ i)

EME Reference ref

e

Commen |[reguias order
Wax MOS 3

Threshota M5 B Hide stoick awer thwesnald [

Fitter items nd
o Average Usex
Unit ":; maomthiy ::Dm: C‘;::_':ﬁ;d requasted
T camiamp... it fy
(] 4387 1TESL F B.993 9,000
(3] m3m 9,350 | 41 1000
L] 5,740 L ] & L] 505

] Finaalize

[ e o 13852
Skatur: ag
Trpe: request

r Eréry date - ER1008
& Erfleied by . Admin
rrd

Stowe: OO ekt Store

Commant

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

You can also filter item lines which have a lot of stock (and therefore don't need to be ordered) by
entering a value in the Threshold MOS field. This will automatically tick the Hide stock over threshold

checkbox, and hide any lines which have their Months of stock greater than or equal to Threshold
MOS.

A Edit interal onder

Ny
Hame [Cerfral Medicat Stores CM5S Referemos fiel N Eack D1 13852
Crder date [LER0/1E Commerd [lequins order Batui ;g
iax WS B Types ! reapest
Thrsshald MO I | Mode stodk ower threshosd ] Eriry dabe : 131018
s B3 —_— =
B | LE = ) Entered by: Sdmin
Wwe ing  ASd From maides Bal Daiete lineli]  Filber fems | Paini Store: CID Test Rore
Data srliy Log
O
- Avarage 5 Liser
. e ceds Eém hame unlt RO iy “:"'I"'hr' ':fl"“'l’lt_“j requiited Cammird
'1:::.1 mndump,.. O 1ERE FUNRT | quantiby
i |HEaH Amprprifin 24img taba ™ £5,043 1HEA F 988 T
1 N2 Fersoriamad M0mg tabs (] I am 9.5 2 L1 BiL
3 N FHED Dawpoydine 100mg tal &8 1,200 ki) 3 a a
4 NFI1DD Eanaige 15om i 5m (] s 117 3 ] a
5 | N DOEd FabiEs waccing (3] 33 E ] (] [}
ez
—
Saree: SOt orde
[IFinatse Cancel O B Mk T

Once you are satisfied, tick the Finalise checkbox. This will prevent further editing, and automatically
delete any lines which have a requested quantity of zero.

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



Last

;8?2;?2/21 purchasing:ordering_from_one_store_to_another https://docs.msupply.org.nz/purchasing:ordering_from_one_store_to_another?rev=1545368621

05:03
& Bt ntemal codes [Fe i
HMeme [Canbesd Medical Stores CHE Fefarenoe fret I ek B 13857
Orger date HAA0AE Comement [regular oidel Satua; In
Macmios @ Type ! request
- Trireshald MCS B Hidie rlock pwer ihreshaodd Entry dabe : 158008
= = = =
| )  Enbered by: Sdmin

—_ [ —

Hew line Add fiam madter it Delebe lneji| Filter Aems Painl Wore; G0 Test Slore
Dats anlrp Log

dxerage User

Li Hém code e rame un# stock mezarhily -::\:;ﬂrl: L.alrJI!:-il: requeifed Commerd
on condump. 07 BOC paanbEy s niy
Faangd
1| BTl Amonpoilin 230y tabs ] da552 17,851 pd 0 B S 28,545
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& WFDLDG Bandagi 1509 4 S (7] E71 T 3 0 9%
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=_J
Seeee 2oet grder
Earel (=" T | [T

When the order is then saved, it will automatically generate a corresponding response requisition in
the supplying store. From there, one or more customer invoices can be raised in the supplying store
which, when finalised, appear as supplier invoices back in the requesting store in the same way as
regular stock transfers.

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