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6.04. 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:

e Create Purchase Orders.

e In versions of mSupply newer than v4.01, Internal Orders are the desktop equivalent of supplier
requisitions in mSupply mobile. If you're already using purchase orders and goods received
records in your workflow, this is a simpler and easier way to place orders in another store:

1. create internal order to supplying store in requesting store

2. when the internal order is finalised, a response requisition is automatically created in the
supplying store

3. in the supplying store, multiple customer invoices can be created from a single response
requisition

4. when each customer invoice is finalised, a supplier invoice is automatically created in the
requesting store

Internal Orders

Internal Orders are also known as request requisitions.
Entering an internal order

To begin the process, choose Supplier > Show internal orders or click on the Internal orders icon on
the Suppliers tab of the Navigator. The following window will open, showing you a list of all historic
internal orders:
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Double dick an row to edit details

Click on the Show drop down list to filter the list.

Either double-click on an existing order to edit it, or click the New internal order button to create a
new one.

If you have activate programs in mSupply see the Programs heading below

The example below has a few lines already entered:
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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 The Order date defaults to the current date. You can change it.

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

o If adding a single item, the cursor will go into the User requested quantity cell for that
item.

e For each item,
o mSupply already knows Our stock on hand
o mSupply calculates the Average monthly consumption based on what the
store has issued over the last 12 months (or less if the store hasn't been
operating that long).
o mSupply calculates the Months of stock from Our current stock on hand and
— the Average monthly consumption, assuming that continues.

@ o The Calculated quantity is then worked out by multiplying the Average
monthly consumption by the Max MOS (maximum months of stock), and then
subtracting Our stock on hand. If the resulting value is negative, a value of
will be displayed.

e The Max MOS is critical to this calculation, and you can change it.
o There is an industry rule of thumb that the Max MOS should be set to 3
times the ordering cycle.
o The default Max MOS is 3.0, which is based on an a monthly ordering cycle.
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: o If, for example the ordering cycle was every two months, then Max MOS
0 should be setto3x2 =6.0.

e 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.
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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:

https://docs.msupply.org.nz/ Printed on 2024/05/04 12:08



6.04. Ordering from one store to another

2024/05/04 12:08 5/10
K Edit meemal cader == .E
Mazme [Cenbrad Medical Stores EMS Reference [ref [ wiack ID: 13852
Cicer cald ?‘Iﬂ"l.l:l 15 C aira il .|-ru|.Il- rgdir Stabus: ag
MaMOS 3 Type: requect
’ - " & . Erfry date © ER/100
G (= == hireshold MOS D Hide stock aver treeshald [] =
LE | b | e Erffeed by . Admin
Wew line  Add fram mester Wit Celete Wnelsl  Fifter iems [nd i Pt Showe OO Test Store
Dl enbry Log
._:“"h Average Lo esicul Usex
L. Hemeode fem name k! PE monthey  SOTC AR g ected Comment
i comiunp,., O 0CC QUIRERY ol
fard
1/ NOo0T1 Ampepciin IF0mg tabs ] 43,87 1765 i B593 9,000
2/ NC0EQ Paracetnmol S00mg tabs (3] II3m 938 | 241 1000
T HOMa0 DS amdhiad f bre Wil 5 740 ) 5 a SO0

bl
(=

Sarve Sout ordes

O Fnaiize Cancef OK & Mest ok

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.
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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.
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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.

Programs

Activating programs turns on a complex system of managing orders and supplies by program Here is
an example configured for Cote d'lvoire:

@ Mew internal order
Drder type
Program O General
Order details
Program CONSOMMABLES DE SERVI <)
Requisition type Commande Urgente ou Exc... =
Supplier NPSP ACGENCE D'ABIDJIAN
Period 17 SEPT /23 OCT. 2019 B
Start date 17/9/19
End date 23/10/19
Cancel |

Normal or Emergency Orders: When creating an order type for a program, you can indicate that
the order type is for a normal or an emergency order. If you choose normal order the ordering rules
will be applied, and the order will be calculated for you. You will usually only be able to place one
normal order per period.

If you choose emergency order this will assign a maximum number of lines amount to the order type
as specified when you set up emergency orders for the program.

Purchase orders

This method is deprecated: We suggest you use Internal Orders (above)

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

The names of suppliers which are stores 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
another 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.

Hew Purchase order...

Crdar rum ;424 Nama [Virtual stova 2 WIRZ Internal requisition | BI  Black
Confirm date 00,0000 Requeshed defvery  [EENTEI Stahus 59
Store Ganeral
General |Detais| Ad Hoc ibems | Goods Received | Supplier Invoic=s | Log | Location
H = @ @ (# =
- Cabagory | NONE L
Newiline  Delste lines  Update EDD Infa Frirk Purchiage Order  Canfirm
ghow al lines w Currency | AUD ¥ Forex rate | 1
Line  |tem code Item Omg Oty Pack Adj Qbp Tot reces.. Stockon ... OnDOnder Custbiodss FrceEst | R
L1 ¥
Supplier decount Estmated subtotal 0,000
¢ Percantage 0 DEcount amount 0.000 Estimated cost after discount 0000
[ Locked [ uite cale usags [ |Finalize crder [ Prink long description [ Print my signature
| oxamesr | [ oelete | [ 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):
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Once confirmed, it will no longer be possible to modify the purchase order lines, except for updating
the expected data of delivery (EDD).

Processing the order (supplying store)

For versions of mSupply newer than v4.01, confirming the purchase order will create a response
requisition in the supplying store (with your store's name in the Name field). This allows the supplying
store to create multiple customer invoices to supply the order (and hence to better handle partially
fulfilled orders). For older versions of mSupply, it will create only a single customer invoice.

Once each 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 another 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)
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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 AaE=3)
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Notice that on the goods received note the lines from the customer invoice will have been filled in
automatically. 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. Note that, from
mSupply v3.85, the original purchase order lines will only be updated with the stock received when
the goods received note has been finalised.
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