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Introduction

Thank you for choosing mSupply.
Before you launch in (if you haven't already!), we suggest you plan to take
the following steps.

® Read the rest of this introduction.

® Read the setup, tutorial and licence chapters in this manual.
Please note that installation requires basic computer skills

® You need to be able to locate a file using the "open" and "save" win-

dows.

® If you are not sure, why not try, and email us if you get stuck.

mSupply is designed to handle the following tasks

® Recording quotations received from various suppliers in a way that

makes for easy comparison of true cost prices.
® Create tenders for suppliers to respond to.
Ordering (Purchasing) of items from a particular supplier, using actual
usage figures to calculate the required quantities.
Entering of incoming goods into inventory.
® Manufacturing items. That is, building new items from raw materials in
your stock.
® Tracking Accounts Payable and Accounts Receivable
Issuing of invoices for customers, and recording the transaction against
inventory.
® Customers are able to order on-line via the internet, and can view stock
status and the status of their orders.
Exporting purchase and invoice data for import into an accounting pro-
gram.
® Reporting on transactions and other data in almost any manner you
want!
If you need help with installing mSupply please feel free to email us at
<info@msupply.org.nz>

About this user guide

This user guide is designed for either printing or viewing within Acrobat
Reader or another PDF viewer. If the images do not show properly, please
upgrade to Acrobat Reader 6 or later, as we use JPEG2000 compression to
keep the download size reasonable..

If you are using Acrobat Reader, choose show bookmarks from the window
menu. You can then easily navigate through the sections and chapters by
clicking on a bookmark. You can also use the find command to find words
and topics which interest you.

About us

Sustainable Solutions was established in 2001 with the primary aim of supply-
ing and supporting mSupply software in developing countries. We are com-
mitted to producing software that enables excellence in health care delivery.
We take pride in looking after people who choose to use our services.

We are based in Kathmandu, Nepal

We can be contacted at:
email:<info@msuppy.org.nz> or <info@sussol.net>
phone: 977 1 5548 021, fax: 1 (815)572-9431
post: PO Box 8975, EPC 355, Kathmandu, Nepal

Please feel free to request more information.

Thanks

Juliet has always been encouraging and more, and has put up with me think-
ing about mSupply when | shouldn't have been.

This software grew out of necessity at the Medical Supply Department, Kath-
mandu, Nepal. We learnt a lot from Jaap Zijp's software "Bhandari", and
from the staff at MSD where mSupply was originally developed and tested.
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Ujwal Khatry has stuck with Sustainable Solutions for five years, including the
startup period where our company name could well have been a misnomer.
Jim Staples of 4D inc. http://www.4D.com kindly arranged an initial donation
of the superb development environment we use.

Thanks to those people in the 4D tech mailing list who have helped for no
benefit to themselves.

John Ross of Patan Hospital, Kathmandu, believed in the quality of mSupply
enough to use it long before it was fully ready.

David Adams kindly donated his superb texts on 4D.

The moderators of the E-Drug mailing list have been gracious in letting us use
that list for occasional announcements.

Copyright

mSupply software is copyright Sustainable Solutions, 2006, UMN/INF/Inters-
erve 1996 to 1999. You may only use the software in accordance with the
accompanying licence agreement.

Licence Agreement and Costs

Commercial users or any user wanting multi-user functionality enabled must
obtain a licence from Sustainable Solutions.

Please view our web site http://www.msupply.org.nz for up-to-date pricing.
Non-commercial use

® You may use mSupply software in single user mode for free as long as it
is used in an approved not-for-profit organization in a developing
country. All users must register with Sustainable Solutions to obtain a
registration code. Information supplied will not be used for any pur-
pose other than generation of registration code. Sustainable Solutions
shall be the sole arbiter of those qualifying for this offer.
® Users who have obtained a free licence number are not eligible for free
support.
Please contact us for quotes regarding customised versions and installation
and training packages.



v2 (very soon ... towards the end of May)

Changes in recent versions

v2 (very soon .... towards the end of May)

Most of the major changes in version 2 are listed under earlier beta versions.
Changes between v2b2 and v2 final include:

Features
® Inter-user messaging system - a simple system to see which other users
are logged in, and to send them messages.
® Security much improved for web itnerface- can't execute arbitary URLs
any more.
® Can now include Purchase Order lines with zero suggested quantity

when creating a purchase order (allows you to investigate lines that
mSupply considers have sufficient stock)

® Shipping labels (or "box/carton labels") from customer invoices (EPL
printing to Zebra printers only)

® Item labels for items manufactured from builds

® Order lines history now shows the goods received ID

® Change of nomenclature - items previously known as ‘Non-stock’ items

are now called ‘Ad Hoc' items to diferentiate from re-defined Non-
stock items.

® New, simplified Ad Hoc item handling (old system still in place, but we
recommend you don't use it)

® New section on ‘Non-stock’ items

® Logging of user log-in and log-out (can be turned on/off in the prefer-

ences)
[ ]

Bug fixes
® Checking for duplicate item codes now working
® Volumes now show m3 by default before a value is entered.

® Viewing goods received lines on a purchase order fixed.

® Other minor bug fixes

v2b2 (18th April 2008)

New Features

® New report: outstanding purchase order lines

® New report type for Stock on Date report that allows easy display on
spreadsheets

® Quote validity can be specified as a mandatory field

® Quote preferred checkbox can be turned off by mSupply when quote
validity date is reached.

® Extra fields available for item list view

Bug fixes
® Stock totals displayed were sometimes wrong
® Backorders created on invoice confirmation were not being assigned to
the correct store

® Ad Hoc items were showing total backorder quantity for all Ad Hoc
items.

v 2b1 (1st Feb 2008)

New Features

® Multiple store management. When you log into mSupply you can
choose a store. Until you log into a different store mSupply will only
show you the transactions, stock and report results related to the cur-
rent store. You can also log in as "supervisor mode" and report on stock
and transactions across all stores.



Changes in recent versions

® Patient information recording: you can now specify tests and values
and then keep a record of results of these values for each patient. This
enables mSupply to be used in simple clinic situations.

® Inter store transfers

® Handy calculator for days stock required.

® Duplication of multiple customer or supplier invoices

® French version completed (almost!)

® Purchase orders can now have split deliveries of a line or lines

® Automatic order calculations take into account forward commitments
due to existing split delivery requests
® Ad Hoc items can now be excluded from most reports

® Start of year stock can now be set retrospectively

Bug fixes
® Close box now works for item and invoice windows!

v 196r6 (24th Jan 2008)

New Features
® Prescriber report now includes prescription count as well as item count.

Bug Fixes
® Transaction report: “not equals to” filter for transaction categories.
now works correctly.

® Repeats can no longer be issued when the transaction type is “cc” (Cus-
tomer credit)

v 1.96r4 (31st Aug 2007)

New Features
® Allow new users to logged as store by default
® Set store as default mode if new database is created

® Checks for unique item code

® Import default location key of an item, now we search for location
code, if does not exist create location and assign location code for the
item

® Added a new method accesible from the quick report editor:
gr_get_loc_from_key_new_process that allows using an item's shelf
location in custom reports

® The duplicate item code check is only carried out if the item code is
changed.

® Internet version checking improvements.

v 196r3 (5th June 2007)

New Features
® Pack size shows when viewing details for a stock line
® Repacks: can now delete a repa ck if not finalized.

® Repacks: now record user id

Location management

Purchase order lines, Goods Received lines and Supplier invoice lines:
changing the pack size changes the volume based on the previous ratio.

Goods Receipts: new button to show volume availability at chosen loca-
tions (lines are coloured red/orange/green to indicate no space/tight
space/ enough space)

Same line colouring applied to purchase orders on the location tab to
show effect of receiving purchase order

Available volume is now shown when double-clicking a goods receipt
line
Bug Fixes
® Available volume is now shown when double-clicking a goods receipt
line
® Occasional error when choosing an item to issue with a long supplier
code fixed (non-critical)
® Repacks: bug when saving a repack with status “sg” fixed (critical)



v 196 (24th April 2007)

® Purchase Orders now correctly ignore the current purchase orders’ stock
volumes when calculating volume on order.

® Purchase Orders: volume for this order now excludes lines already
received.

® Labels on the item usage tab were wrong.

® Negative numbers in location management windows (indication over-
full locations) now display their units correctly

® Each name has an option to determine if invoices are printed with items
in alphabetical order or line number order

® The New Goods Receipt input form has two new line buttons, allowing
entry of a line from the purchase order, or entry of a line not on the
purchase order

® The Show Goods Received form has a “Find” button in the lower left
corner, allowing a rapid search for a particular line

Bug fixes

® The French localization has had many errors fixed.

v 196 (24th April 2007)

® Convert pack to one option for items is now respected when converting
New Features a goods receipt to a supplier invoice.
® Now certified with Windows Vista See the technical notes chapter for changes in earlier versions.

® If editing a supplier invoice line where stock has already been issued,

you have the option to view which customer invoices the stock was
issued on.

® Many new options for printing dispensary labels

® Mini invoiices can be printed on dispensary labels

® Location management now handles item volumes, including the ability
to determine whether a purchase order will result in more stock being

delivered than there is available volume. This is especially relevant for
cold chain items.

® New form of transaction report

® Backorders button on Customer invoice now has “New” and “Modify”
buttons

® In Preferences > Invoices 1, there is a new option “Activate budget
module”

® A budget period can now be set for both Customer and Supplier
invoices

® In Preferences > Printing, the option “Don’t print placeholder lines on
pick slips” may be toggled on or off

® Customer invoices: the $ icon at lower left has a new option to print a
Proforma invoice in place of a pick slip.



Conventions used in this manual

Conventions used in this manual

If you aren't familiar with using a computer, you should read this chapter, and
also work through the tutorial.

Menus

Choose new item from the item menu (sometime also written as Choose
Items ) New item means.... Click on the word jitem in the menu bar, then
choose new item from the menu that drops down.

Field
An area where you can make an entry, either text or numbers - usually a
white coloured box.

Check box

is a box that changes from having an "X" in it to being blank each time you
click in it. To "check" a check box means to click it so that an "X" appears (if
there is not one already present). Check boxes have text beside them explain-
ing what the box is for.

Tab & Shift

You can move from field to field by using the TAB key. Holding down the
SHIFT key while pressing the TAB key will move you from field to field in the
reverse order to normal. (Note that on Windows, some buttons are "taba-
ble"- that is, pressing the tab key moves the "focus" (the active area) to a
button. Pressing the "return" key then activates that button.)

Highlight button

Pressing the ENTER key will operate the highlighted button in a window,
which is usually the OK button.

Double-click

In lists (e.g. of Names or of Items), double click the left mouse button on a
line to edit or view more details.

Insertion point

is the blinking line in a field that indicates which field is currently accepting
typed input.
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OK button
The OK button can be operated by pressing the "Enter" key,.

Cancel button

The cancel button can be controlled by holding down "CONTROL" ("COM-
MAND" on Macs), and pressing the period key (full stop).

Path to a file

(Or to a document) is a way of describing where a document is stored on your
hard disk. It is written as "hard disk:folder 1: folder 2:document", which is the
same as "C\folder 1\folder 2\document".

Modifier keys

Windows and Macs have different modifier keys. We've tried to list both in
the manual, but sometimes one might slip through, so

The Windows "CONTROL" key does the same as the "COMMAND" (cmd) key
on Macs

The Windows "ALT" key does the same as the "OPTION" (opt) key on Macs.

Column headings

in mSupply can be clicked to sort the list by that item. Columns that can be

clicked for sorting have blue text. (In future this will be true of all columns).
Stock

Also called "inventory"- an entry in mSupply that represents physical stock

(inventory) in your store.

Item

An "item" in mSupply is a particular product. An item may or may not have
stock lines at any given time. For example: In the example data file provided
with mSupply, "Amoxycillin 250mg tab/cap"” is an item. When you first start
to use the example data file it has 2 stock lines. (You can view them under the
"stock" tab of the item details window (more on that later!).

Item lines

(or "stock lines") represent different batches of a particular item in your
store.
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Negative values

In general, there is no need to enter negative values in mSupply. Even when
you are entering returned goods from customers, or returned goods to sup-
pliers, you must enter positive values. mSupply automatically converts the
invoice total to a negative amount when it is a credit to a supplier or from a
customer.

Supplier invoice
A supplier invoice is the same as a "bill" or a "purchase"

Build

A transaction that records the manufacturing of an item by turning raw
materials into a finished product.
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Setting up mSupply

Hardware requirements:

Windows

Hardware requirements vary widely depending on what you want to use
mSupply for

Here’s a rough guide.

Absolute minimum Windows 2000 or XP computer with
a 500 Mhz Pentium processor or
equivalent.

Suggested single user Win 2000 or later, 800 Mhz or faster
or Client machine for Pentium processor or equivalent,
use with server. 256Mb RAM

Suggested server Win 2000 or later, 1.4Ghz Pentium 4
or equivalent, 512Mb or more RAM.
2 Hard disks. Attached to Uniterrupt-
ible power supply with software to
shut down server if battery power is
about to run out.

If you have an older operating system, please contact us for an old version of
mSupply that runs on Windows 98 or later.

Macintosh
Mac OS X 10.3 or later.
50Mb hard disk space.

Backup system

Once you start using mSupply, it is of crucial importance that you have a
method of backing up your data. mSupply stores all it's data in a couple of
files that rapidly become too large to fit on diskettes. You need, therefore, to
have a high capacity removable storage device. We strongly recommend the
use of an external hard disk using either firewire (IEEE 1394) or USB2 to facili-
tate off-site storage of backups.
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® Synchronize is a good backup program for Macintosh.
® Backup Magic is a similar program available for Windows.
® If you are looking for an industrial strength backup solution, you should

use Retrospect (Available for Mac & Windows), and a tape backup
device.

® You need to be able to store backed up data off-site to prevent the risk
of loss by fire, theft, etc.

® Note! Sustainable Solutions will not be able to help you if you have
hardware failures and you do not have a backup.

Hardware recommendations:

® A connected printer is not absolutely necessary in every situation, but
for most situations it is a requirement. A dot-matrix printer may be
used, but an ink-jet or laser is preferable.

® Buy hardware for which you are able to obtain good support.

® Buy brands with a reputation for quality (even if it means buying a
slower/older machine).

® We have clients running mSupply on a wide range of hardware. We are
happy to discuss hardware options further via email or phone.

Upgrading from previous versions

If you open a data file that was created with a previous version, it will auto-
matically be updated to the new format. Please note that this process may
take some time.

IMPORTANT! Always make a backup of your data file before upgrading. \We
will not be able to help you in the event of some unexpected disaster if you
haven't followed this advice.
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Installation

We are assuming you have obtained mSupply either via the Internet or on a
CD.

If you have downloaded the file you need, and you have saved it to your
desktop, it is important that you saved the file with an ".exe" extension or it
will not run (You can rename a file by right-clicking on it). The default name
for the file is "mSupply_installer.exe"

If you are using the CD, it should automatically run when inserted. Otherwise,
locate the file "mSupply.....exe" on the CD using Windows Explorer.

It is strongly recommended that users who are not familiar with program
installation adhere to these directions.

® Double-click "mSupply_installer..exe", and it will automatically run the
mSupply installer.

® The installer will do the following:

® Create a folder on your chosen drive called "mSupply"

® Create in the mSupply folder a sub folder called "example folder"
containing an example data file. You can use this data file for prac-
tice. (Or use the tutorial at the start of the manual to learn the
basics quickly)
Install the "mSupply.exe" application and associated files. Double-
clicking this file will do the same as double-clicking the "start mSup-
ply" icon on your desktop.
Install "readme.txt" - information on licensing and using mSupply.
Install "mSupply manual....pdf" -this document.
Create two shortcuts on your desktop: "start mSupply" and
"mSupply manual"
Create a "mSupply folder" entry in the "programs" section of your
"start" menu.

Now you are ready to begin! Proceed to the section below on starting the
example database.

Example Data file

The mSupply installer treats example data files in a special way. Re-installing
mSupply on a previous installation will replace all the files except the exam-
ple data file. This is to prevent valuable data from being deleted as users may
have started entering actual stock into the example data file.

To install a fresh copy of the example data file on windows you can carry out

one of the options mentioned below :

® Un-install mSupply using the Windows menu Start > Program Files >
mSupply > Uninstall mSupply . This will remove all installed files of
mSupply which inculdes the example data files. Re-installing mSupply
now will install a fresh copy of the example data file.

® You can manually delete the example data file and re-install mSupply.
The mSupply installer will install a fresh copy of the example database
as the previous file does not exist.

On Macintosh machines, simply replace the example folder from the mSupply
installer image.

Notes for Windows users

® In the regional settings in control panel, make sure the short date for-
mat is set to display only 2 digits for the year (YY, not YYYY). mSupply
lists are set up to allow only enough space for 2 digits. Having the
wrong seting here will only affect display, not the actual data. It does
not matter if you use DD/MM/YY or MM/DD/YY or YY/MM/DD

® If the display of lists in mSupply overlaps the separator lines, turn off
large font in the display control panel.

Starting mSupply for the first time
To start mSupply, either
® double-click the start mSupply icon on your desktop, or

® choose the start mSupply item from the mSupply menu in the programs
section of the Start menu (on Windows). If this is the first time mSupply
has been started after installation, then an example data file will be
opened allowing you to follow the mSupply tutorial. mSupply will
present you with a log in window.
Note that mSupply will “remember” the last data file used, and automatically
present the log-in window for that file unless you move or rename your data

file. If you do this, mSupply will show you a standard open/save window for
you to choose the new name/location of your data.

Creating a new data file

If you would like to create a new data file now, then log in to the example
data file and from the mSupply menu do the following.
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Setting up mSupply

® File > New Data File...Navigate to a convenient location. Assign a name

to your data file and click the save button. mSupply will now start creat-
ing a new data file.

® You will be presented with a login window. See next page for instru-
cions

4D Log-in ‘E|E‘E|

1. Click on your name in the lst 2. Enter your passward
user T [pass= usi
user2
userd
3 Chooss store if avalable
General

<

4. Choose login mode if available
store

<

5, Check any messages

Using data file C:\Documents and SettingshS0
\DesktophmSupply jshn 1osshthiow away. 40D

E. Click the OK button to proceed ]

® Start entering your data.
Alternative method for creating a new date file
Here is an another way to create a new data file.
® Quit mSupply if it is running.

® Start mSupply and then immediately hold down the “alt” key (You will
now be shown the window to choose a data file. This window has a
“New” button allowing you to create a new data file if you wish.
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Open @
Look in ‘_)examplaln\dar vl O 2 > E
_ |[g example._data 4pD
e
.
dhop_bor on
Mac 05 X (G
mSupply Master
Client Server
executable
My Documents
(T hE [ v [Cgen ]
Desktop | Files of type: | DataFile (*4dd) vl [ cancel ]
Hew

® Click on the “New” button in the bottom right coner of the window.
Another window will open where you can choose the location and
name of your new data.
Once mSupply has opened up a particular data file, that file becomes the
default file which is opened automatically on restarting mSupply. To use a dif-
ferent file, it must be chosen, as described later. If the default data file is
renamed or moved to a different location, it must be openedusing its new
name or location.

Log-in to mSupply

The first time you use mSupply, you will be presented with the log-in window
like this:



Preparing mSupply for actual use

1. Click on your name in the list 2, Enter yow passward
user 1 [passus

user2

user3

3. Choose store if available

General hd

4. Choose login mode if available
store -

5. Check any messages

Using data fie C:\Documents and SetfingshS0
\DesktophmSupply john rosshihiow awiay 4DD

E. Click the OK button to proceed i

User name
You should select “user 1(pass=user1)”from the list

Password

At 2., enter the password “user1” (without the quotes). When different users
with their own level of access have been set up, you will then log-in by selecti-
ing your user name and typing your own password.

Store

At 3. select from the drop down list the store with which you are working.
Most mSupply users will be operating with a single store, but for users oper-
ating with more than one store, the login screen allows you to select any of
the stores to which you have access. After selecting the desired store, all
transactions will relate to that store until you return to the login screen and
select a different store from the drop down menu.

Supervisors and other Level 1 users will have an additional menu item, Super-
visor mode. In this mode, all stores are accessible, and you would use this
mode, for instance, when placing an order for supplies which will be distrib-
uted to a number of stores.

For further information see Show stores on page 225.

Mode

At 4. "Choose login mode ....", you have the option to select Store mode or
Dispensary mode; the default can be set in your Preferences

Finally, click “OK" to login

Preparing mSupply for actual use

The following 2 steps are necessary to start mSupply for the first time.

® Create a new data file
® Prepare the new data file for use

1. Create a new data file

In order to create a new data file, see Starting mSupply for the first time on
page 13

Save the data file in a location that you can easily find for doing backups. We
suggest you create a folder called "mSupply data" inside the “My Docu-
ments” on windows PC to store your data file. The documents folder on a
MAC could be used in a similiar manner.

2. Prepare the new data file for use

1. Give a name to your home currency. After you save the file, mSupply
will create one currency with a rate of “one” and a name of “Hom".
Choose Special > Currencies and double click the one line in the win-
dow. Enter a two or three letter code to represent the currency you
will use to operate your database (eg "ICr" for Indian Rupees, or
"Rnd" for Rands, or "USD" for US dollars). This currency will have a
"rate" of "1". Currencies are used when you are calculating cost prices
for orders in other currencies, and when you are comparing quota-
tions from suppliers.

2. Enter your preferences. Choose Special > Preferences to do this. Read
the chapter of the manual on the File Menu - Preferences to learn-
what the different Preference settings do.

3. Enter your Suppliers and Customers (If you like you can also do this as
you go along by simply entering a customer or supplier the first time
you create an invoice or order from them)

4. Enter the items you keep in stock. There are a number of ways you
can do this:
® You can skip this step if you want to just enter items as you enter

your actual stock in the next step by clicking the "new item" button

when you come to enter a stock line for which there is no item.

You can import a file of tab-delimited item data, which you can cre-

ate, for example, in MS Excel. See the Import... command in the

"File menu" chapter. A file containing the WHO essential drug list is

available from the download page of the mSupply web site. We

recommend you use this file.
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Setting up mSupply

® You can enter each item using the New item Command from the
item menu.

5. If you intend to record the location of each item, you should define
the locations that your store contains.For further information see
Location - Defining locations on page 73.

6.  About Dispensary Mode

mSupply allows you to log in in two different modes, Store or Dispensary.
Each user can have his/her permissions set to allow or disallow each mode.
The modes present the user with a different menu bar and different win-
dows, depending on whether you are issuing stock to an organisation or an
individual

For further information see Dispensary Mode on page 103.
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Tutorial

If some of the terms used below are not clear, please read the Conventions
chapter earlier in this manual.

Only mSupply’s basic features are covered in the Tutorial; its many enhanced
features are covered in depth in appropriate chapters in the User Guide.

mSupply Explained

The chart (right) shows the common steps in most pharmaceutical supply
processes. (Of course, the manufacturing step only applies to manufacturers!)

mSupply work flow diagram

The two most common transaction types in mSupply are the supplier invoice
(si) and the customer invoice (ci). These transactions record stock purchases
from suppliers, and stock supply to customers. mSupply records a full audit
trail by only allowing stock adjustments by way of a transaction. Therefore,
given an opening balance of stock for the year, mSupply can show a series of
transactions that result in the recorded closing stock.

Of course, there is much more to it than that, but these two transactions are
the core of the system.

Note that mSupply has dozens of preference settings which change the
behaviour of many aspects of the software. If you have customized prefer-
ences from their default settings, some aspects of this tutorial may not be as
stated below. We recommend you start with a fresh copy of the example
data to ensure the preferences are set correctly.

Before starting the tutorial, you will need to have installed mSupply, and
opened the example database. If you haven't done so, read the setup chap-
ters in the manual to do this

Note - mSupply runs best with a screen resolution of 1024 or 768 or greater. If
you have your screen set to 800 x 600 or lower, some windows will not fit on
the screen. To change screen resolution:

® Windows: Right click anywhere on the desktop, select Properties, then
Settings, and make the necessary changes.

® Macintosh: Choose Apple > System Preferences... then click on the “Dis-
plays” icon and set a new resolution

~  mSupply

Work flow diagram
mlwﬂl;D;:' s S
f ! N
Goods Recelpt
Tender management 3
process enter goods into
stock
Requirements Supplier involce:
Smeiaion o sppler
1

otc..)

e
-
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Opening the example data file

You will have two icons on your desktop- double-click the start mSupply icon.

If you are opening mSupply for the first time, the the program should auto-
matically open the example data file.

If you have already been using mSupply and have another data file open, but
would like to open the example data file for use with this tutorial, then you
can use the mSupply menu File > Open data File... to open the example data
file.. By default the example data folder is stored inside “c:/jprogram files/
mSupplylexample folder/”; navigate to the location and open the data file.

Look in: | @9 ¥ BEOQ & E

_J [l example_dats.400

single

Win

ald_v191
My Documents

?!‘T

Desklop

Fils name: v [Copn

Files of typs: | Custom documert (*4dd) v [ Cancel |

Note: If you have chosen a different location from the one suggested by the
installer, the example folder will be in your chosen location.

A password entry window is presented as mSupply opens up a data file. The
message panel informs the user that the example data base is in use.

18

D Log n CE&

1. Click on vour name in the list 2. Enter your password
Liser 1 [pass= us
user?
ugerd

3. Choose store if available

General .
4. Choose login mode if available

5. Check any messages

Using data file C:\Documents and SettingshS0
\DesktophmSupply john rosshthron away 400

E. Click the OK button ta proceed )

The "User 1" (pass= "user1") entry should be highlighted, but if it is not, it
should be selected. Enter "user1" (without the quotes) in the password area
).

The ‘Choose store ....." drop-down list will display ‘General’, and the ‘Choose
login mode ...." drop-down list will display “store”- these should not be
changed. Click the OK button. After you have logged on, the Navigator
screen appears:



The Navigator

The Navigator

= mSupply navigator
£ Mode: Stae

@ Store: General

Data Fle: example_data 4DD

X

X oot fpass=

0,

Customers

Ty

Suppliers

PP

O N

Reports

Special

Admin

Show customer
invoices

Show transaction
categories

i

Hew customer

invoice

Show
customers

o,

Hew
customer

ACME

ing on the icon of your choice with the mouse, or by advancing through the
icons with the right or left arrow keys and pressing the Enter key. You will be
using the /tems panel of the Navigator in the next step in the tutorial, and as
the same procedures are common to all panels, you will quickly become
familiar with using them.

The bottom right area of the Navigator screen is available for displaying your
own logo - the logo of “Acme Medical Supplies” is displayed in our example.
The placing of your logo is performed by choosing File > Preferences > Logo.

Adding and viewing items

Adding a new item to the database

For this section of the tutorial, we are going to add two new items to our
mSupply database.

From the Navigator’s opening screen, click on “ltems”, the 3rd of the large
icons near the top of the screen

& Mode: Store

@ Store: General L sert (pass= usert)

st File: example_data.4DD

0,

A0,

? mSupply help

0§0 Medical
Supplies

Customers Suppliers

=
P

B % @

Reports

Special

Admin

Overview

The mSupply Navigator provides access to most of the functions you will be
using regularly in mSupply. You will learn that many of these functions may
also be opened with shortcut key sequences from the various Menu items,
and once you have gained some experience, you may find it quicker to use
the shortcuts.

The Navigator always opens at the Customers screen, shown above.
Displayed along the top of the screen are four items of information: [1.]the
mode selected at logon (store or dispensary), [2.]the store in which you are
working - for most users this will be ‘General”, [3.] active data file, and [3.]the
user currently logged on. Keep the pointer on the datafile name, and after a
few seconds the full path to the data file will be displayed.

Immediately below this, there are six large icons, “ Customers, Suppliers .......
Admin.” Click on the icon appropriate to the task you are performing, and
you will be presented with a panel displaying annotated icons listing the
available functions and procedures; these are in turn selected either by click-

and the following screen appears:
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+ mSupply navigator =
& Mode: Stare @ Store: General Data File: evample_data4DD &y user 1 (pass=user!)
Customers Suppliers ttem Reports Special Admin

@ kg

g g
Show New Show New
items item repacks repack

Hon-stock Show inventory Inventory adjust Inventory adjust
items adjustments: add stock reduce stock

E
Show Hew Show item Show location
builds build categories

ACME
Qio Medical
Supplies

' mSupply help

® Click on the “New item” icon
® You are presented with a window with a number of fields to enter:

add item...

Type [ normal ]

Item code ||

Item name

Uit (Nore 13) Essential drug | Yes

Prics list ] Yes ATC Category
Shelf o DD value [T

Preferred pack size 1 DoD factor 1

Category [ none =]
( cancet ) ok ) oKames)

5

Below is a list of fields and the text to be entered into each field. Use the tab
key to advance from field to field or click on the field you want to edit with
the mouse.

20

Type

The default entry “normal” appears, and should not be changed.
Item code

Enter "amo500c". Press the Tab key to advance to the next field.

Item name

Enter "Amoxycillin 500mg tab/cap". Press the Tab key to advance to the next
field

Note: Continue to use the Tab key for the rest of the tutorial when you need
to advance to the next field.

Units

“None” is displayed by default. The alternative is "ea" for "each".

Price list

Click on the square so a check appears in it. This means that when we export
a price list, the price for this item will be included.

Shelf location

Enter "a3". Amoxycillin is stored on shelf 3 in the "a" section of our imagi-
nary store. Note that "A" is interpreted differently from "a", so it is good to
use either all upper case or all lower case letters for entering shelf locations.

Preferred pack size

Enter "100". This means we want a 100 unit pack to be our standard for com-
paring prices of this item.

Category

If a list of categories has been defined, this field allows the item which is
being added to be placed in its appropriate category.

ATC code, DDD factor, Essential drug
For this tutorial, ignore these fields and leave them blank.

Click the "OK & next" button to add this item to mSupply. The window will
now go blank allowing you to add a further item.

Note: If you had no more items to add, you could click the OK button to add
only the item you wanted, and then to exit. If you accidentally click "OK &
next" and then want to exit, just click the cancel button. The Amoxycillin
500mg tab/cap would still be entered, as it was saved when you pressed the



Adding and viewing items

"OK & next" button.
Proceed to add a further item with the following details:
Note that if you make a mistake, you can click in a field and edit the value.

Fird iterres whose name: or code starts with

[ Cornples find ] [ Cancel ] [ Fird 1
Item code "amo125s"
ltem name 5An|10xyC|I!'|n 125mg/ ® Type "a" into the text entry area, then click the Find button.
ml syrup”.
Units "mL" (double-click the ® You will be presented with a list of all the items whose name or code
entry in the window starts with "a
that appears to + ltem ist... =
choose it. s & a e & =
F’I’ice Ilst Check the CheCk bOX. New item Report Set flags Order by Pririt Modify Customise list )
- - - Item Code Item name: Default pack. User1 Flags ~
Shelf location enter "a7". antd250i Anti-d immunogiobulin (ruman] 250meg in 100
- — amp500; Arnpicilin sad 500mg inj. 100
Preferred pack size enter "60". ampSDi Amphoteriin b S0mg i 100
amoS00c Amopcilin S00mg/cap 100
amol25s Amaxpcilin 125mg/Sml sprup 60
) . . ) . amoS00n Amosicilin 500mg tab/cap 100
Click OK now that you have added the item, then click cancel to exit the win- D o0 |z
dow. SmacSnt Amnasicillin + clavularic ac S00mg tab 100
. . . ] Amiloride hpdrochloride S b 100!
Congratulations! You have now added 2 items to our example data file. Let's S TS e
H &uS00s Aluminium hydroxide 320ma/Sml oral susp) 100
go and see hOW to flnd them alu13s Aluminium diacetate solution, 13% 100!
alinoot Allopurinal 100mg tab 100!
H 1 11 1 H aleild Alcuronium chl 10mg/2ml inj 100
VIeWIng or Edltlng Item detalls abl5i Albumin, human injectable sol, 5% 100!
Click on"Show items" from the Navigator ‘s Item screen. ol e LT =
aci2s0t Aciclovir sodium 250mg inj 0
ace300t Acetylsalicylic acid 300mg tab 100!
E Mode: Store @ Store: General Data File: example_data4DD .'. user 1 [pass= userl) acel 00 A:al;\sah::hc acid 1EIEIm§ tab 100
ace250t Acetazolamide 250mg tab 100! v
MM @ B K @ —
Customers Suppliers tem Reports Special Admin i3
Lo ]
’ @ ® We will choose the Amoxycillin 250mg tabs/caps - an item that was
Show Hew Show tew already in the example data file. To choose the item, double-click any-
items item repacks repacl R . . R
where on its line in the window.

You will be presented with a window to find items:

You will now be presented with a window that displays a lot of infor-

mation about "Amoxycillin 250mg tab/caps". From this window you
can see stock on hand, view and edit supplier quotations, view usage
for this item for the last 24 months, view backorders, view, add and edit
notes for this item. Phew!
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= ltem details... @

TS Gl Item name  Amoaicillin 250mg tab/cap Store
Uisage General, Pricing
Stock & '7 ’7
oo Item code [ama250t Default margin []
Quotes & Urits | == [ 1
ke L | Dafaul sell price:
[rone ]
Notet i Debaliient | Price editatle when isuing []
Bill of materials Hold: do not issue []
Orders
Order options Issue in builds only [ Full description
Dispensing I
Reporting Category | 6.2.1 Betalactamm.. v
Interaction group | none: v
Convert pack to 1 when receiving [ ]
Item flag
Shelf locations Custom fields.
Shelf location [None user_field_1
Bulk shel lncation [None user_fiekd_2 [05.21
Prefenred pack size 00 user_field_3 user_field 4 []
Volume perpack sze [0 Milliter Genhadis] 0
Outer pack size 0
Outer pack volume O Milliker
T |

® At this stage, we only want to know how to view the information. For
an explanation of all the information displayed, and for further infor-
mation see ftem Edit - General options on page 45.

® When you are finished viewing the information, click the OK button to
return to the list of items.

® If you want to view a different item, you can double-click it's line. Oth-
erwise click the OK button to exit to the mSupply start up screen.

Customers, Suppliers, and Contacts

Adding a Customer or Supplier

For this tutorial example, we will first add a new supplier, then add a new
customer.

Adding a Supplier

From the Navigator’s opening screen, click on the 2nd of the large icons, Sup-
pliers, near the top of the screen, and then click on "New Supplier" from the
Navigator screen that appears. You will be presented with this window to
enter the details:

22

New Supplier

| General
| Name Contact Supplier details
| G Code emall Currency | SBD  |%

Charge to ebsite Margin| 0

Phane

I ﬁ Marme Freight 1
1 T factor

Category Restriction Other

=] B
Supplier =

Manufacturer O,

Address -
Address

Pr_u:e Category

[ Print invoices alphabetically comment

Postal address

Address1

Address2

Country

Delete name

( OK&Next ) ( cancel ) E—-—&l&-%

You can now enter the details for your new Supplier.

Code

Enter "Acmep" to identify the Supplier (Acme
Pharmaceuticals). You need to choose a unique
code for each name. Try to choose a logical sys-
tem, as the code is used to look up the Supplier
(or Customer) when you are entering invoice
data. (for example, try to start the code with at
least the first three letters of the Supplier name)

Charge to

Enter "Acmep" again. This field is only used when
exporting data to an accounting program - this
code must match the code you use for the sup-
plier in your accounting program.

Name

Enter "Acme Pharmaceuticals" - the name of our
supplier.

Customer check
box

Leave this box unchecked, as we are entering a
new Supplier.

Supplier check
box

As you chose "new supplier" this box will already
be checked.




Customers, Suppliers, and Contacts

Hold checkbox

If this box is checked for supplier or customer,
that particular supplier or customer cannot supply
or be supplied with items.

Price Category

This applies to customers. It is possible to assign
multiple sell prices to customers. Leave it set to
“pn

Print invoices
alphabetically

This is only for customer invoices at the moment.

Address, Postal
address, Con-
tact.

You can complete these with appropriate values.

Currency The field is automatically filled in with "Nrs" (which
stands for Nepali rupees - the default currency in
our example data). This is the currency that this
supplier will use to bill us.

Margin Enter "10". ltems purchased from this supplier will
have a 10% margin added to them to calculate
the selling price.

Freight factor Enter "0". Acme pharmaceuticals does not
charge any freight to us - their prices are "CIF".
This field is only used for comparing quotations
from suppliers - it is not used for actual invoices.

Category & Ignore these for now

Analysis

Comment You can enter a brief note here (Ignore it for now)

If you are happy with the details, click OK. You will be returned to the mSup-
ply startup screen.

Enter a new customer.

From the Navigator’s opening screen, click on the 1st of the large icons, Cus-
tomers, near the top of the screen, and then click on "New Customer" from
the Navigator screen that appears. You will be presented with a window simi-
lar to the New Supplier one above to enter the details:

Fill in the fields as follows:

| Code | Enter "bluec”

Charge to Enter "bluec”

Name Enter "Blue Cross Hospital" - the
name of our customer.

Leave this box unchecked, as we are
entering a new customer.

As you chose "new customer" this
box will already be checked.

Address and Contact You can fill these in with appro-
fields proiate values

Currency, Freight fac- These fields will not be visible, as
tor, and Margin fields they only apply to suppliers.

Category & Analysis Ignore these for the time being
Fields

Comment field

Supplier check box

Customer check box

If applicable, a note or comment may
be entered.

Click the OK button to save the details and exit the window.

Editing a Customer or Supplier
Let's now look up "Acme Pharmaceuticals"

® Choose "Show suppliers..." from the Navigator’s "Supplier" screen. You

are presented with a window to enter as much of the Supplier name or
the code as you know. For this tutorial, just click the OK button- you will
get a full list of all suppliers.
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= Names list
Code  Chagelo MName Address] Addiess Flags
4omep Acmep  Acme Phamaceuticals
abuck  abuck  Arbuckle distribution Begnas Tal Pokhara
bionze  bronze  Branze Age supplies
Dism diam Dismond tiaders
aold goid Giold medicl supplies
leaf leal Leaf Sugical supplies
peail pearl Pearl diug supplies
pulo pulo Pulo World Medicine Supp 12 Widget lane Cluevile
8i22 Labels  |[ Setflags || Print il Find J [ onderty ] | 0K

® Double-click the "Acme pharmaceuticals" entry in the list. You will be
shown a window the same as you used to enter "Acme pharmaceuti-

cals" as a new supplier.

« Edit Customer{Supplier E
General | Invoices| Backorders| Quotes| Motes | Contacts| Emails| Group | Purchase Orders| Website login
Mame Contact Supplier details
@ Code |acmep email Currency | MNrs hd
Charge to [EEEE wEbEls targin 10
= Phone
Name |Acme Phamaceuticals Freight ’71
Fax factor
Tupe Restriction Other
Customer [ ] Haold [] Catega [none B Anagss]
Supplier [
HRRLSr Price Category Comment
Marufacturer [] n =
Address
Address Postal address
Address1 | |
Address? | [
Country
OkaNet | [ Canesl | [ DK

® Note the window has "Tabs" along the top edge, “Gen-
eral”,"Invoices", "Backorders", "Quotes" and "Notes", etc. Let's add a

note for Acme pharmaceuticals:

® Click on the "Notes" tab.

and highlighted. Click on the Note Entry field.

Click on the "New Note" button. Today's date is entered automatically

® Enter "This is a test note" then click the OK button.

The first line of your note text will appear in the list of notes.

® Click OK to exit viewing/editing the supplier, then click OK again to exit
the list of suppliers.

L

Enter incoming goods (a supplier invoice)

In some countries an invoice for incoming goods is referred to as a "bill"- we
use "supplier invoice" to mean the same thing.

Let's suppose we have just received a shipment containing two items from
Acme Pharmaceuticals, and we want to enter these goods into stock. The
invoice looks like this:

From: Acme pharmaceuticals
Bill no.:A939
Item Quan [Pack |Batch Expiry_ |Price |Extension
Amoxycillin Caps 1000 [100 |b93333 |31/12/ 344 |344,000.0
250mg 2010 0
Amoxycillin syrup |65 60 |bb23d |31/12/ 21 |1,365.00
125mg/5ml 2009
Amoxycillin syrup  |100 60 |bb22d |15/12/ 21 |2,100.00
125mg/5ml 2010
Total: 347465.00

Choose new invoice... from the "Supplier" menu.



Enter incoming goods (a supplier invoice)

&ﬁ‘ PR T .E]
i Mame [a Irwvoice nurber: 0
Bill na. Confir ShonE S ame
Comment | ~
MName Code

Newline  Delete e Category [Mone | | cme phamaceuticals pe

General | Price: | Arbuckle distibution arbuck.

Line | Location Jtem Name oy | Pacl ‘
Re-numbering line |
Transaction note

opy to clipboard
Double-click a name to choose it
Other charges [ Hew Cancel | [ Tee ] .
Itern(s): [ T tan 0.00
Amaunt: a Total o
[IHeld Moy
ain 0.00 OK & Next
FlErace [ et | [ Do [0 JOF

The cursor will be positioned in the "name" field. Type in "a" and then press
the tab key. If there is only one supplier whose name starts with "a", the
details will automatically be filled in. In our case the supplier " Arbuckle distri-
bution" was already present, so you are presented with a window listing the
suppliers starting with "a". Double-click the line containing "Acme Pharma-
ceuticals" to choose them for this invoice. The insertion point will jump to the
"bill no." field.

Type "A939" into the “bill no.” field. Press the tab key to advance to the
“"Comment” field.

In the Comment field you can type a comment or information to identify the
invoice.

Note that the margin is showing as 10 percent (the percentage that will be
added to your cost price to obtain the selling price).

Click the new line button to add the first invoice line. You will be presented
with the window for adding invoice lines.

add supplier inv line...

Item |

Quaniy g Losaion [ ¢
Pack size 1 Violume per pack size "3 (]
Tatal quantity 0
Batch
Expiy [00/00/00 Price adfjusted ocal .
e % mangin Sel prce
Invoieeline cost [~ 0 0 [wom [0
& [ Cencel [ ok ][ OKE&New
Fack to one
Date Supplier Pack  Piice

Frevious
purchases |

® The cursor will be positioned in the "Item" field. Type "a", then press
the Tab key. You will be presented with a window listing all items
whose name starts with "a". Double-click the "Amoxycillin 250mg tab/
cap" entry to choose it. The cursor will now be positioned in the "Quan-
tity" field.

Enter the number of units received: "1000" (Note that this is the num-
ber of packs, not the total quantity of capsules). Press tab to advance to
the next field.

Enter the pack size: "100." Press tab to advance to the next field.

® Enter the batch number: "b93333." Press tab to advance to the next
field.

Enter the expiry date: "31/12/2010" (Presuming you have dates set up to
enter as dd/mm/yy. If your dates are set to the USA's mm/dd/yy format,
enter "12/31/10"). You only have to enter 2 digits for the year, as long as
the year is in the range 1961 to 2060. Dates outside this range must
have the year entered as four digits. Press tab to advance to the next
field.

® In the “Invoice line cost” field enter the cost price: "344"

As we have another line to add, click the OK and Next button. The entry is
recorded, and the window is now blank to accept your second invoice line.
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® Enter "a" into the item name field and press tab. In the list of items
showing, you will find " Amoxycillin syrup 125mg/5ml". Double-click the
entry.

® Enter the remaining invoice details for " Amoxycillin syrup 125mg/5ml*":

® num units: "65"

® pack size: "60" (Note that it is better to record the actual volume of
most packs, unless the volume is not important- for example with an
eye-drop, where you could record the pack as "1")

® batch: "bb23d"

® expiry: "31/10/2010"

® price: "21.00" (You can just enter "21")
Click the "OK & next" button to save the details and start to enter another
item.

Now enter the third item on the supplier invoice from the example invoice
from Acme Pharmaceuticals example invoice above.

When you have finished, click the OK button to take you back to the main list
of invoices.

Our invoice will now have 3 items added to it. The invoice total should read
"347,465"
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= Supplier invoice @

e [&:cme Phamaceuticals ple acmep Irwoice number - 12

Bilno. [A533 Canfim date [11/09/2007 Date: 11/09/2007

Emme‘,ﬂ I Status: cn

Gioods receive |0 0

Mewlre Deldle ne Category [Hene ] Entered by user 1 [pass=1
General | Prica Store name: General

|l to. Item Name Oy Pack Batch Evpiy  CostPiice Sel Price Price sstension

| 1|62 | smosicilin 250mg tab/oap 1000) 100 B93333 31/12/2010 344 78 o |

| 2 D4 np 125

Sl 65 60 BB23d 3141

60| B825D| 3140

21

21 1365 |
21 23

A e R Sublotsl 347 465

ek | 0 i 00
fmount 0 Total 347,465
[Hold
DlFinaiae s s [(okaNest | [ melte [ 0K O

If you have made a mistake, click on the line you wish to edit, which will now
be highlighted; double-clicking on it allows you to edit it. You will be shown
the line details again, and you can then make corrections and click the OK
button to save your changes.

Now click the OK button. As long as you have left the "print" check box
checked, you will be asked if you want to print the invoice (you may do so).
Note that when you print, you are shown two windows. The first window is
the page setup for your printer, the second window allows you to specify
how many copies to print, etc. (The second window also has "preview" check
box, where you can preview the print job)

As this invoice is a "supplier invoice" it has been "confirmed" when you
clicked the OK button in the invoice entry window. You can still view and edit
the invoice details until the invoice is finalized. Note that if you issue some of
the stock you have just entered to a customer, some fields relating to that
stock will no longer be edit-able.

NOTE - As of mSupply v190, a more precise alternative for logging received
goods has been implemented. for further information see Viewing and edit-
ing supplier invoices created via Goods Receipts on page 138.



Enter outgoing goods (a customer invoice)

Enter outgoing goods (a customer invoice)

Now let's suppose we have just received an order as follows:

From: Blue Cross Hospital
Order number: PO882
Delivery: Express courier please

Item Quan
Amoxycillin 250mg tab/caps 10000
amoxycillin 125mg/5ml syrup 120

Choose New Invoice from the Customer menu, and the following window
appears:

Customer invoice @
X ane Confitm date [00/00/00 Invoice 0
T — Perod [Uncorfimedorrane ] Entry date : 03/10/2007
Purchase order 0
Cornment [ Category [ Hone _§ Status: nw
= it = Ertered by Sussdl
Mewline  Delate linefs) Carfirm Store name = General
| General | Summary | Transport details|
Line  Location Item Name Quan  PackSize Batch  Ewpdate SellPrice  Price exten
| | |
Amount: [ [
R E Other charges ltem: |
¢ € Sublotal 000
0 0.00
Total [l
[IHald Export batch: 0
[ Finalize [ oKiNew J[ Deete [k @S

Type "b" into the "Name" field, and press the tab key. You will be presented
with a list of customers whose name starts with "b". Double-click the "Blue
Cross Hospital" entry to select it.

In the "Their ref" field enter "PO882".

In the comment field enter "This afternoon by courier"

click the "New line" button to add a line to the invoice. You are presented
with the "new invoice line" window.

o |
Line 0
Quan 0 ofD
Pl ﬁ. Bulk/Outer pack size a
[ Cancsl ] [ 0K ] [ 0K & next

Enter the following details:

® Type "a" into the "name" field then press the tab key. In the list you are
presented with, double-click the "Amoxycillin 250mg tab/cap" entry.

Item list... |Z\E|rz‘
Item name  temecode (A
Alurinium hpdrovide 320mad5ml oral susp alus00s
Alurinium hpdroxide 500mg tab alus00r
Lmiloride hydrochlaride Smg tab anniSt
Lmazicilin + clavulanic ac 500mg tab amocS00
Amaxicilin 125mg Tab amal25tab

A 2500 tabcap
Amazicilin 500mg tabdcap arnaS00t
Lmaxpcillin 125mgd Sl syrup amal25s
Lmaxpcilin 500mgdcap amos00c
Amphatericin b S0mg inj ampa0i
Ampicilin zod S00mg inj. ampa00i —
Anti-d immunoglobulin [human) 250meg inj antd250i
Antiscorpion sera inj antsi
Antitetanus immunoglob (human] 5001U inj antts00i
Antivenom serum antvi v

Double-Click the item you wart

[ Cancel ] [ Use 1

® You will see that a list of available stock has appeared in the window,
and the cursor has moved to the "line number" field. Enter "2" to
choose line 2. (The list is sorted so batches with the shortest expiry date
are at the top - usually you would choose the shortest expiry batch, but
today we're being different!).
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Item [Amosicilin Z50mg tab/cap amo250t
Line 7
Quan 0 o 190
Bulk/Outer pack size 0
Pack 00 ea £
4dd Placs halder
Line lssue  Avalable Tolinstore Pack Hold Batch | Ewpdate | Suppler  Location CostPrice Selprice |
1 o 190 200 100 539399 O1/01/2008  arbuck @ M3 43
2 o 1000 1000 100 B9333T NA2/2010 Aomep a3 a4 78
Tetal quantity issued 0
Total quantity avaiable 115000 [ E5rical ] [ 0K, ] [ 0K & net ]

® Quantity field - the line we have chosen has a pack size of "100", so we
need to enter a quantity of "100" to make a total of 10,000
Click the OK & next button to add the second line of the order.

Once again enter "a" and press the tab key. Double-click the "Amoxycillin
125mg/5ml syrup” entry. The window will close and the list of available Avail-
able batches will be filled out.

Itern [Rmoxpcillin 1 25mar Sl sprup amal25:
Line 7
Quan 0 of 65
Buik/Cluter pack sizs i
Pack &0
Add Place holder
Line lssus  Avalsbls Totinstors Pack Hold  Batch | Espdste  Supplier | Locstion  CostPrics  Gellpics |
i 0 & 8 6D b623d 31412/2005  Acmep o 21 2
2 o100 100 60 b622d 15/12/201€  Acmep o7 21 23
Total quantiy issued i
Total quantity available 3300 o ] [ o% ] [okemen ]

Note that in the list of available stock, the second line we entered from

" Acme pharmaceuticals” is now at the top of the list - this is because the list is
sorted so that the item with the shortest expiry date comes to the top of the
list.

Line 1 is selected, despite the fact that there is insufficient stock of line 1 to
meet the order of 120. Nevertheless, you should enter “120” in the Quantity
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field, and the following message will appear:

There is not enough stock of line 1. Would you like to try
again or treat the amount as the total quantity to be

g distributed over multiple batches?
[

i Crovsgan ) (Eomwbwed) |

For this tutorial, choose “Distribute” (which is likely to be your normal
choice), and the necessary stock to complete the order will be drawn from
another batch/other batches, starting with the batch which will be the first to
expire. There will be occasions, however, when you wish to override this auto-
matic means of distribution, and in this event you would select “Try Again”
and manually select the batches from which you wish to meet the order.

Click the OK & next button

Because the invoice has not been confirmed, the "available" amount for the
line has been reduced, but the "total stc" (total stock) is still showing as
"100". mSupply includes these lines in the list so you can see stock that has
been allocated to an invoice but has not yet left your store. You can then edit
the other invoice if stock is urgently needed on the current invoice.

Click OK as we are finished entering lines. You will be returned to the main
supplier invoice window.

For the purposes of the tutorial, ignore the Period and Category fields.



Enter outgoing goods (a customer invoice)

+ Customer invoice @

X None [Blue Crass General Hospital Corfirm date [00/00/00 Invoice : 15,733
Their ef [FO882 bluss Paiiod | Uncanfimed of none Eniry date:: 09/10/2007
Purchase order 01
Comment [Courier - this aftenoon Categary |None
& Status: nw
= il = Entered by: Sussol
Mewline  Delete fins(z) Canfim Store name : General
General | Summany| Transpon detsits
| Line| Location ltem Name Duan | PackSize Baich  Ewpdate | SellPiice  Price exten
1 |Amosicilin 250ma tab/cap | 100 100| B93333| 314127200 a8 37.840
2 |moneilin S yrup 125mg/Sml &5 60|  BEZ3d 3110/201 2 1,365
3 | maxpeilin Syrup 125mg/SmL 55 60 BE25D 31/01/201 P<] 1270
= Other charges  Item: |Courier charge Amount: | 200
¥ E
¢ = Sublctat  40E75.00
0 oz 000
Tetst 4057500
[JHaid Export batch i}
[ Finglize [ okanew |[  Deete || 0K | @@

At the bottom right of the invoice you will see the invoice total.

® As the customer has requested an express courier, we will charge them
Rs200 for the service (Rs = "rupees" the currency in our tutorial). At the
bottom of the window you will see the Other charges field:

® There, enter "Courier charge" and press the Tab key

® Inthe "amount" field enter "200" and press the Tab key. The new total
should be "40,675.00"
Now we are ready to print a packing slip. Click OK (make sure that "print" is
checked). Print out your packing slip. You will notice the packing slip has a
column where you can write down the actual quantity packed.

Confirming the invoice:

Let's suppose the order was successfully packed according to the packing slip,
and you now want to confirm the order and print an invoice to pack with the
goods. (We're in a hurry - the express courier is on her way!)

Firstly, we need to look up the invoice. Here's an easy way to look up the last
invoice you have entered:

® Chose show invoices.. from the customer menu.

® If you know the invoice number (printed on the packing slip) you can
enter it. To bring a list of the most recent invoices, you enter the num-
ber of invoices to view. As we know the invoice we want is the last one
to be entered, we just type "1" and click OK - you will be taken straight
to the invoice.
Click the "confirm" truck icon. Click OK to confirm you want to proceed.

The invoice is confirmed, and you are given the opportunity to print an
invoice.

Entering Quotations

mSupply allows you to keep a record of prices that suppliers have quoted to
you. Let’s assume that you have just received 2 quotations for Amoxycillin
250mg capsules; one of the companies has used US dollars for their quota-
tion, and the other has used British pounds, so before entering the details of
the quotations, it is necessary that both of these currencies are recognised. To
achieve this, choose the menu item Special > Currencies , and this window
appears:

Currencies

Currency Rate
Nrs

Double-click a currency to edit

Click on the New button, and a window appears which allows you to enter
another currency:

New currency

Currency |

Rate 0

Delete ) (_Cancel ) (RGN
——

Enter “USD" in the Currency field; in the Rate field you should enter the
number of units of the default currency - in this case Nepali rupees - equiva-
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lent to 1 US dollar; at the time of compiling this tutorial, the rate was 66 N Rs 11.  Click “OK"” when you are done.
to US $1, s0 71 is entered in the Rate field. Click on the OK button, and Now we can see the list of quotes. If you have done it correctly, it should look
repeat the exercise for British pounds, the rate presently being 133. like this:
Once you have performed this the Currencies window should lookfe this:
< Item details... #
Fened Item name  Amosicillin 250mg tab/cap Store 3
Usage
Stock
Ledger
Bockoders
Eifjmi.e Date Suppler Cur  Rale  Price Pack Freight Stip  Cost  Adjcost i re'i’;:ment
Bill of materials 11/09/200 arbuck  USD 66.00 350 100 1.00[] 23 231 ]
g;g:?ﬁmim 11/09/200 gold  GEP 13300 2000 1000 100[] 2860 266 []

Dispensing
Feporting

We're now ready to proceed.

To enter the quotations:

1. Choose ltems > Show items...

2. Type “Amox” then press enter. Locuhos JL oo JI OC

3. Double-click the “Amoxycillin 250mg caps” entry from the list.

4. The item view window, on the left, has vertical content list (General, Notice how the adjusted price takes into account differences in pack size and
Usage, Quotes). Click the “Quotes” line. currency, so you can easily compare suppliers.

5. Click the “New Quote” button.

6.  Note that the item is entered for us. We need to choose a supplier and

enter their price details. Thanks for doing the tutorial. We hope you learnt something useful.

7. Enter “Arb” in the supplier field and press tab. Arbuckle distribution is
automatically chosen. They have quoted in US dollars, so choose »
“USD" from the currency menu. Where to now?

8. Their price is US $3.50 per 100 capsules, so enter “3.5” in the price ® Continue with the "getting started" chapters in the User Guide..
field and “100” in the pack size field.

. Click "OK" to save the entry
10. Now click “new quote” again and enter the following details:

® Use the example database to experiment with different commands as
you read about them in the manual.

® Have a "dummy run" at starting a new data file and using it.

Supplier Gold Medical Supplies.
Currency Sterling [GBP]

Price £20.00

Pack size 1000
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Working with lists

Whenever you do a search in mSupply that finds more than one item, you
will be presented with a list of records (be they items, names, contacts or
another list) that matches the criteria you entered.

mSupply uses two types of list display. Shorter lists, such as those you see
when you view an invoice, or view the stock for an item use a list with a
striped background. These lists have resizable and movebale columns, and
have an indicator to show the sorted column. Their use is discussed in the
next chapter. In this chapter we are concerned with tools for handling lists of
names and items and transactions, which run into hundred of thousands or
millions of records.

When these lists are displayed, a series of buttons are present along the bot-
tom of the window. The following graphic shows the item list window

< ftem list... 3]i=]
302/902 &l ’Q & & & g e
Newitem Repot  Setflags Find Order by Pt Modiy Customize [t
Ilem Code Item name Default pack Cetegory Stockonhand 4|

2588 FOVIDONE |ODINE (BETADINE ) SOLN 10% BOT/S00ML 11, ANAESTHETICS 0
n ACETAZOLAMIDE TABS 250G 10 21.4 Miotics and anliglauoma medicines 14420
an ACRIFLAVINE 0.2% IN SPIRIT 70% BOT/S0ML 1 %69
pluli ACRIFLAVINE IN SFIRIT BOT/I5ML 1 0
il ACRYLIC TEETH 1 dental 0
12 ACTINDMYCIN 1N 182 Cytolosic medicines 0
w3 ACYCLOVIR OPHTHALMIC DINTMENT TUB/456 1 B.4.1 Antherpes medicines 0
10 ADRENALINE N TMG IN TML 11122 Aniianthythimic mecicines 9253
e ADRIAMYCIN INJ VI 1 0
1025 AIRY/AY, GUEDEL, ADULT LGE 1 medical 0
4024 AIRY/AY, GUEDEL, ADULT MED 1 medical 0
1023 AIR/AY, GUEDEL, CHILD LGE 1 medical 0
102 AIRWAY, GUEDEL, CHILD MED 1 medical 0
4021 AIR/AY, GUEDEL, CHILD SML 1 medical 0
4020 AIRWAY, GUEDEL, INFANT 1 medical 0
539 ALBENDAZOLE TAB 200G 1/B.1.1 Intestinal antheininthics 0100
i ALBENDAZOLE TABS 100MG 1/B.1.1 Intestinal anthelminthics 0
9827 ALBUMIN4B362 1 leboratory 0
115 ALCURDNIUM N TOME IN 2ML 120 MUSCLE RELAXANTS (PERIPHERALLY AC 0
£52 ALGINATE IMPRESIOM MATERIAL (NORMAL SETTING] S00MGS 1 dental 0
3330 ALKALINE PHOSFHATASE AF311 1 leboratory 0
w ALLOPURINDL TABS 100MG 1123 Medlcines used to treal gout 57700 ¥
¢ >

Customising the columns viewed
Click the customise list button in the toolbar will display a window like this:

“D Customise columns...

Available Chosen
user_tield_2 ltem recard number
user_lield_3 ltem Code

S5l ltem name

user_field_5 Default pack

Stock on hand User 1

Categary Flags

On the right is a list of columns you are using.

On the left is a list of available columns you are not using. To add a column to
the view, click on the item in the left-hand list, then click the right--pointing
button in between the lists. You can control-click to add multiple columns at
the same time.

To remove a column select the column(s) to remove from the right-hand list,
and click the left-pointing button to move the columns back to the available
list. You can not remove the first column in chosen list, as it is a hidden key
column to uniquely identify each row.

Rennaming columns

By clicking twice on a field name in the right hand list you can change the
column title.

Column widths

The easiest way to set column widths is to drag the dividers between the col-
umns in the list view..
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Working with lists

Note that if the total column width is too wide for the window, a horizontal
scroll bar is added to the list allowing you to view columns to the right of
those displayed.

Choosing the column order

To change the order of column in a list, drag the column header to a new
location. (This is done when viewing the list, not in the customise list view
window.

Viewing or editing a particular record

To view or edit a record, double-click the row in the list you wish to view. A
new window will open showing the details of the record you clicked.

Ordering (Sorting) lists

Ordering a list is the same as sorting it. We will use “ordering” from now on.

Any column that has a blue heading can be ordered by clicking on the blue
column heading. The column will be sorted in ascending order. Ascending
means:

® A >Z (upper and lowercase are not considered different)
® 1> 2> 3 for numbers
® earlier dates to later dates

Descending means the opposite of Ascending.

Note that ordering a list does not add or remove any records from the list. It
only changes the order in which the records are displayed.

Clicking the Order by button shows the order by window:
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Order by

| g\ ‘_./ Available Fields Ordered by Fields/Formulas
ok A key i
| / At item_name v
A include_on_price_list
02 opening_stock_this_y...
| 07 default_pack_size
| 28 minimum_stock
| A atc_category
07 report_guantity
02 stock_on_hand
A supplier
A flags
A ddd_value
/X code
07 prev_open_stock S
M ype v Addrormua. ) wodry

EEH

|" Cancel ) Order by
The Available Fields list will change depending on which type of records you

are viewing. The list shown is for items. To order by a particular field, double-
click it in the left-hand list.

If we double-click on the “stock_on_hand” field the window will look like
this:

| Order by

| {;‘;‘_‘/ Available Fields Ordered by Fields/Formulas

| _--\} A key - [items]stock_on_hand A
| / /% item_name v

03 opening_stock_this._y...
| 02 default_pack_size
| 2% minimum_stock
| /A arc_category
| 02 report_quantity
07 stock_on_hand
A supplier
A flags
/% ddd_value
X code
07 prev_open_stock e

f“‘”’e v (" Add Formula... [ Modify...

& include_on_price_list m

B

Cancel ) ( Orderby )

I A

(You can also drag fields to the right, or click the right-pointing arrow after
highlighting the field on the left)

You can order by multiple fields by adding further fields to the right-hand
list.



Finding records

To change to ascending/descending ordering

Each item in the “Ordered by Fields” list has a small triangle to the right. If
the triangle is pointing up, the ordering will be ascending. If pointing down,
it will be descending.

To change the direction, click on the triangle.

To remove a field

Highlight the field in the left-hand column, then click the red left-pointing
arrow between the two lists. The double left-pointing arrow will clear the
"Ordered by Fields"” list

Using formulae

If you wanting to order by a formula, click the Add formula button. In the
following graphic the formul window is shown, and the formula
“Length([items]code)” has been entered.

Formula Editor

Formula Editor
Cheose below the elements which will enable you to build your formula

Master Table [%)| [ String Operators ['#)| [ Commands by Themes 3]
2% minimum_stock 4 | = Assignment i
A atc_category T | + Concatenation b
2 report_quantity # Repetition

35 stock_on_hand 1o [l Indexes 0

A¢ supplier *** Empty string

2 flags

A ddd_value

A code

03 prev_open_stock

Length([items]code)

( toad.. ) ( save.. ) ( cancel ) (0K

A

Using this formula would allow you to identify items whose item code is
shorter than your organisational specifications.

Click the OK button to close the window.

Once the details are entered, click the Order by button to order the list.

Finding records

In this user guide the terms find and query are used interchangeably

In the item list shown above there is a Find button.

This button shows a simple find window where you can enter the start of the
item name or code.

find item....

Find items whose name or code starts with |

( complextna ) ( cancel ) E—H

Complex finds

The window shown above has a Complex find button. This allows you to per-
form a find using multiple criteria. Clicking this button shows the query edi-
tor

Query
r Query Editor
| save.. (toads )
Available Fields: Comparisons:
Related Tables %) | isequalto
= is not equal to
A key 4 is greater than
A item_name b is greater than or equal to
[ include_on_price_list m is less than
|]§ opening_stock_this_year is less than or equal to
09 default_pack_size - ;ontam;
23 minimum_stock . loes not contain
atr rarannns
Value
[and | or [except] ( Clearall ) ( Deltine ) ( insertline ) ( AddLline )
{ Cancel ) Query in selection Query

Z

Within this window there are three areas from which you have to choose or
set a value for each line of a query.

1. Available fields

2.  Comparisons

3. Value
For example, if you want to find all items whose default pack size is greater
than one and whose code starts with “A” we would undertake the following
steps
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LuhwN=~

6.
7.
8.

Click on “default_pack_size" in the available fields list. is very small.
Click on “is greater than” in the Comparisons list

Enter “10” (no quotes) in the value field.

Click the Add line button

Scroll down the available fields lists then click on “code” in the avail-
able fields list.

Click on "is equal to” in the Comparisons list

Enter “a@" (no quotes) in the value field.

Click the Query button to perform the query.

When a blank query window is first shown, you can re-use a previously saved
query by clicking the Load... button and locating the query file.

Before step 8, the window would look like this

Query

Query Editor

% default_pack_size is greater than 10

 save.. Y ( toad.. )
Available Fields: Comparisons:
Related Tables ¥ 5! Is equal to
e = - = == is not equal to
0° stock_on_hand 4 is greater than
A supplier v is greater than or equal to
A flags m is less than
A ddd_value is less than or equal to
A code \ contains
|]§ prev_open_stock a does not contain
v
nuna
Value
2@
[and | or Texcept]  clearal ) ( Deitine ) ( insertline ) ( AddLine )
L‘ Cancel ) ( Query in selection 9 ( Query )

Fa

The top area of the query editor shows a summary of the query that is about
to be performed.

Note that we have used the wildcard character “@" to match all items whose
code starts with “a”

If you wanted to find items that matched either one of the criteria we
entered, we would click on the second line in the top list and then click on
the “or” button at the bottom left of the window.

Saving and Using saved queries

If you think you will use a complex query again, click the Save... button. You
will be asked to choose a name and location to save the query. The saved file
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Names: using, adding and editing

About names

In mSupply a "name" can be a customer, a supplier, a manufacturer, plus all
or none of the above. (Note that a "customer" can be anyone you supply
goods to- e.g. another organization, or a ward in your hospital, or a patient)

Adding a Customer, Supplier or Manufacturer

To add a new customer, choose Customer > new customer from the menu.

New customer

General
Mame Co‘nlac[ =
| ﬁ Code | email
|
| Charge ta rEbaile
| Phane
: ﬁ MName
| Fax
Satsgory —————Raetnition———=_ Other
il B f
Customer Hald 2 Category }gl Analysis
Suppli 5
upplier B Pric Lakapeiy (] Print invoices alphabetically camment
| Manufacturer O, A el
Address
Address Postal address Shipping address
Address |
Address2
Country
Delete name ( OK & Next ) ( Cancel ) G—QH

To add a new supplier, choose Supplier > New supplier from the menu.
(Makes sense really!)

Edit Customer/Supplier EHE| X

|Ger\era\ Irwvaices| Backorders| Quotes| Nates| Cantacts | Emalks | Group | Purchase Diders| web log-n

Address? [FUADALCANAL [ I
Address? [HONIARA I I

Country

Wame Cortact
Code [NRHF emi
Chargs ta [NRRP b sie
_ Phene [
Mame [AH MED /PARA - PHARMACY
Fa
Cateony Restiction Miher
Custamer Hod [ Cotegar [FOSF B el
Sopeptn (] (e i [#] Piink invaices alphabstically (Ermet
Marufactrer (]
Adehess
belhess Fastal address Shipping address

[ okenes | [ cacs | [__OK

To add a new manufacturer, choose Supplier > New manufacturer from the

menu:

New manufacturer

Name Contact
| @ codell email
 E— web site
| Chargero
Phone
B Name
Fax
Type = Restriction Other
Customer [} Hold (1. e B Anasi
Supplier [
e Price Category Comment
Manufacturer A
| Address
| Address Postal address
Address]
| Address2
|
Country
| [ Delete name (okanext ) ( cancel ) (0K
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Items in the names entry window

Name: Code
The unique code to identify this customer, supplier or manufacturer.

Charge to

mSupply is made to work in tandem with an accounting program (Although
it will also function just fine by itself). The "charge to" is the code that is
exported with each invoice. Generally you should make the charge code and
name code the same (If you want, there is an option in the preferences to
make sure this is the case). For example:

® If you have for example, 3 hospitals you supply, but you send the bills to
the one place for payment, you may want to enter each hospital with
its own name code, and all of them with the same charge code. In your
accounting program you would just enter one debtor (customer) with a
code the same as the charge code. eg

Hosp name code charge code
Fred H Hosp fhhosp bluehos
Mary P Hosp mphosp bluehos
Sam Q Hosp sghosp bluehos

® In your accounting program you would enter "Blue Hospitals Assoc"
with the code "bluehos"

® For a supplier, if you have entered a default currency and margin these
will be entered, but you can override them. Every supplier should have
a currency entered against it (The currency it uses for you invoice(s). If
the currency isn't yet in your system, close the name entry window and
choose "currencies" from the "special” menu to add a currency.

® Note that if you do not wish to use different name codes and charge
codes, check the "supplier name code and charge must match" and
"customer name code and charge must match" check boxes in the
mSupply preferences. If you do this, the charge code will be automati-
cally synchronized with the name code.
The "customer" or "supplier" check boxes will be checked as appropriate,
depending on whether you have chosen "new supplier" or "new customer"
from the menus to produce this window. However, you can still alter things
here without upsetting mSupply.
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Name

The customer/supplier name. (Remember you can use the Tab key to move
from field to field)

Type:
In the main entry screen, there are 3 check boxes to mark each entry as a cus-
tomer, a supplier or a manufacturer.

Restriction: Hold checkbox
If this is checked this name can not be used for receving or issuing goods.

Price Category

Selection of any of the categories will fix a certain price for that Supplier or
Customer.The price category value is entered in File >Preferences > Prices.
When goods are being issued to this customer, the selling price increased/
decreased by the percentage specified in the preferences for this price cate-
gory.

Eg: If customer XYZ is in category B and in the prefernces category B is
assigned value of 50. If an item is issued to customer XYZ that has a normal
selling price of $10, the selling price on this invoice will be $15.

Address and contact details

These are fairly self-explanatory (we think....)
For customers, you can enter separate delivery and billing addresses.

Category

This drop-down list shows a list of categories that you have assigned using
Supplier > Show categories or Customer > Show categories.

Analysis

You can use this field to group together certain types of customers or suppli-
ers. You can filter the report by selecting the group in the “Analysis” field.
Postal address

Here you can enter a postal address if it is different to the physical address of
the supplier.

Print invoices alphabetically

If you check this button for a particular customer as in the above “New cus-
tomer window”, item lines will be alphabetically sorted in printed customer
invoice for that customer. This will override the “Sort by line number” and
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"“Sort by shelf location” set in Preferences > Printing.

Extra information for customers only.

Shipping address
If the name is a customer, shipping address fields will be shown.

Extra information for suppliers only:

Supplier Details: Currency
Enter the currency code of the currency this supplier uses for invoicing you.

Margin
Enter the percentage margin to apply to items received from this supplier.

Freight factor

Enter the amount to add to quotations from this supplier to adjust quoted
prices for freight. Note that if suppliers quote you "CIF" prices, then you
should enter "0" here. An example: by looking back on invoices from IDA, we
see that freight to Nepal generally amounts to about 15% of the net value of
the invoice. There we enter "1.15" in this field for IDA.

About Manufacturers

When you are receiving goods, you can optionally specify the manufacturer
of each item. Manufacturers can be chosen from a list that is made up of
names who have the “manufacturer” checkbox checked.

For the manufacturer field to be shown, the option must be turned on by
marking the “show manufacturer field on supplier invoices” option on the
"invoices 1" page of the mSupply preferences.

Editing a Customer, Supplier or Manufacturer

For this example we will edit a customer. Editing a supplier is just the same,
except that you can start by choosing Show supplier from the supplier menu.
Choose Customer > Show Customer. You are presented with a window to
enter as much of the Customer name or codeas you know:

If you leave the name/code field empty, youcan also click the OK button to
get a full list of all customers. Note that the window has a series of radio but-
tons on the left to change the target of your search to customers, suppliers,
manufacturers or all names.

\=4| names list E@\X\
Code Charge bo Wame Address] Address? e
REYW Revenue  Accounts/ Revenue Office | |
4B Aeute Acute Black

ADM Adrir Admiristration MGH
aus QUAR Agriculture/Quaranting

AHI AHI AusHealth Educator
BEL B/Clnic  Baby Clinic

BET BET1  Betaia Inpatient Dressing
CLE Cleaners  Caretakers/Cleaners
CAT Catering  Catering! Kitchen

COM COM Community Health

oo o1 Cuban Doctars

DENT  Densl  Dental
DIAL  Dislysis  Dialysis Unit

bis Dis Dispensary
DRI DRIC  Driver/Courer

£R Emergency Emergency Unit

/4063 Labcke | pin | fid | Ddderhy. | oK

Al 1]

If the text you entered matches more than one customer, a list of matching
names is shown.

Buttons in the names list window

Labels

Clicking this button allows you to print address labels for the names in the
list. The label editor is displayed.

Print
Clicking this button will print a list similar to the one displayed on screen.
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Find
This button shows the same find window as choosing the menu item did so
you can find a different group of names.

Order by

This button allows you to sort the displayed list by the criteria you choose.
The Labels and Print buttons will use the order that is displayed. By default
names are displayed alphabetically based on the name column.

Flags

This button allows you to mark certain names with a flag.

Firstly, highlight the names you wish to flag by holding down the control key
(command on Mac) and clicking the names in the list you wish to use. Then
click the Flags button to show a window where you can enter the flag you
wish to add, and decide whether to replace any existing flags or append the
new flag to the old one.

Editing or viewing a name

To edit/view a particular name, double-click the entry you want from the list.
You will be shown a window where you can view the customer details. Dou-
ble-click a line to view details for that customer or supplier.Note the window
displayed has "tabs" (buttons) along the top edge called "Invoices", "Backo-
rders”, "Quotes" ;"notes";”contacts”;”Emails”;"” Group”;"Purchase order”
and “Website login”.

If you want a list of all customers or suppliers, click the find button without
entering anything in the search field.

The Invoices tab

Here you can view the invoices for a customer or supplier.
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\=i| Edit CustomerfSupplier.

Gensral Invoices | Backorders | Quotes | Notes| Contacts | Emails| Group | Purchase Orders | wiebsite login |
Aceourts/ Revenue Dffice Overpaymants 0.00
Piint range Aging Dates [l dates v
Type/stat Entry dt - Confirm dt Irw rum T heir ref Comment Batch Tatal DOutstanding
o cn OF/09/04 07/09/04 2IEREV1 0 000 0op ~
ci on 14/08/04 14/09/04 E14 REV-2 WKENDING 17.8C 0 5300 000
ci on 01A10/04 01/10/04 1647 REV-3 i} a4.80 000
ci on 12410/04 12410404 2044 REY-4 i} 320 oo
o on 12A0/04 12A10/04 2077 REW-5 i} 5300 oo
o on 25/10/04 25:10/04 2738 DMS whkending 19100 0 0oo oo
o cn 25A10/04 2510404 27BT REW-E ‘Wwhending 29.10.0 0 EED oo
ci cn 29/10/04 29/10/04 2997 REW-7 ‘whending 29.10.0 0 0og oog
o con 03/11/04 03/11/04 3323REV-E 0 12266 000
o con 10/11/04 10/11/04 3EIBREV-D Wwhkending 1211.0 0 110 000
ci on 10411/04 10/11/04 3622 REV-10 Inw 26 i} 1368 000
o on 17/11/04 17/11/04 3395 REV-11 Irv#27 i} 2120 oo
o on 01A2/04 0112/04 4663 REY Irevit28 0 14560 I]I][Ij
Coned

You are now able to edit an invoice directly from this window. To do so, dou-
ble-click the invoice you wish to edit. A new window will open with the
invoice details displayed.

E Customer Invoice
B’ﬁ Name [8vVUSWURHC 010207 Invoice: 121
Their ref[GPCOS Confitm date|16/03/05 Entiy date : 10/03/03
Purchase order: 0
Comment[MAINORDER Category ~ e
i E Entered by: HIRDLEGUM
New e Deldle line Transport detals  Backorders
Lin  Location Item Name Quan |PackSize  Batch | Ewpda SellPrics | Priceesten &)
1 G.OLAZ  |ALBENDAZOLE TABS 200MG BO” 2 1 591 ez |
2 HOLC2 | CO-TRIMOXAZOLE TABS 430MG k) 1 45.00 1.350.00| =
3 E.0ZAT FANSIDAR TABS [Equivalent) BOT 10 1 232 5230
4 |LO0AT FERROUS SULP/FOLIC ACID BO1 10 1 710 71.00
5 G.O2BZ  |MULTIITAMIN TABS BOT/100 2 1| PPOS02023 | 01/06: 223 445
& H.0281 PARACETAMOL TABS 100MG BO 10 1 6.25 6250
7 JL0zB2 PARACETAMOL TABS S00MG BO 15 1 1818 27240
8 E04C1 PROMETHAZINE TABS 10MG BO 0 1 207 00
9 koaz PENICILLIN PROCAINE. FORT., 4 300 1 1.68 504,00
10 IN/SD/F | G.V.PAINT BOT/S00 or GOOML 10 1 0ot 010
11 FLOOR ORAL REHYDRATION SALTS STI 300 1 1.00 300.00
12 M01.42  |DISINFECTANT S&VLON HOSPIT. 10 1 1853 185,30 [/
T EE W Subtotal 721130
= ltem: | 0 %tax 0.00
Amowrt: [ 000 Totah 721130
[] Finglize: Expart batch: 0 &g

Options for the invoices tab:
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Print Range

Click this button to print a range of invoices for a customer. You will be asked
to enter the first and last invoice numbers to be printed.

Aging

Clicking this button displays a list of aging categories and the outstanding
unpaid balance for each invoice in each category.

[} =1/

Cut off daps Dutstanding tatals
less than 30 days 0
30 to 60 days 0
£0 to 90 days 0
50te 120 daps 0
12010 160 days 0
over 180 days 0

Dates

Choose a date range from this menu to quickly show recent invoices, or to
revert to showing all invoices

The Backorders tab

] Edit Customer/Supplier g@ *
General | Invoices| Backorders | Quotes | Notes| Contacts | Emais| Group| Purchase Orders| Website lagin
Himalayan Medicals
New Backorder | [DeleteBackorde] [ Copy | [ Pt | Al [
Code Item Drder Date| Quantiy | Stock Comment
dalt10000in Daakeparin i 10,000urits D095 00| 520 deadine: 05/10/05
acel200ini Acelyicysteine inf 200mg/ml, 10| 04/04/05 450 40| Priorly date: 05/05/05
acetl%d | Acatic Acid [AFF) ear driop 12 16ml ODRO3ME 500 200 Paymen has been made:
283 Piperacilin [+ Tazohactsm) in 20/250mg 130705 1000 0| High priorty
261 Oral Pehyeration Sals sachels TGS EE0 0 Responsible officer: Mis. Sunish.
metrondizzol 400mg tab T ] 1| Norrstack item
Blucose Simlinj DROSME 1000 520 Monstock em
[ oksNew | [ Coneet | [ Ok |

Here you can view, add and edit the backorders for a customer name. mSup-
ply allows entry of backorders against suppliers as well, but we are not sure
why you would want to do this!

Buttons on the backorders tab:

New backorder

Clicking this button presents you with a window where you can add a backo-
rder line for this customer.

Add backorder line...

tem |
Order date  09/08/05

Quantny )

Comment

® Type at least a portion of the item code or item name, then press the
tab key.

® Today's date is automatically entered. You can change the date if you
like

® Enter the total quantity owing.
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® Enter a comment (e.g. an expected arrival date)

® (Click OK to save changes and exit the window.

Delete backorder

Click a backorder line to highlight it, then click this button to delete the line.

Copy
This command copies the backorder to the clipboard, allowing you to paste

the report into an email message, word processor or spreadsheet document.

Print
The list of backordered items for the customer is printed.

Double-click a backorder line to edit the line. You will be shown the backo-
rder entry window, where you can change any details you wish.

Show:
This drop-down list allows you to choose which backorders to display.

Al “
Al

Backorder(z)
Monstock lbems

® Backorders are normal items that have not been supplied to customers.

® Ad Hoc items are items that customers have ordered that you do not
want to add to your stock list, but would rather make a special order
just for that customer.
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The Quotes tab

13| Edit: Customer/Supplier @

General| Invaices | Backorders Ouotss | Motes| Contacts| Emails| Group| Purchase Drders | 'wisbsite login |
Glabal Medical Stores
Newouote | Deletequote | Strip pack
Prefened
liem code Item name Date Fice UnitQty Hetcost  Adicost |
acic200t_Aciclovir tab 200mg 07/09/04 162 100 16.20 0T6C o~
acicd.05c Aciclovir cream 0.0 07/03/04 3 1 300 00 ™
acicD.030 Aciclovir eye oint 0.03 07/03/04 3 1 300 00
adrelin]  Adrenalin inf Tmg/ml (1:1000) 07/05/04 1 1 1.00 100
allo1001 Allopuinol tsb 100mg 06/10/04 iz 500 1200 [l
amox250 Amowyeilin cap 250ma 06/10/04 3% 1000 35.00 [l
amak00 Amowyeilin cap 500mg 06/10/04 ¥’ 5m /.00 [l
amox! 255 Amowpcilin powder for oralli_06/10/04 208 1 208 2050 ™
augm500t Ameryeilin (+ Clavulanic Acid 0610404 4w 7.40 [Einl
ampilgingAmpicilin powder for i 1950 06/10/04 ECL] 50.00 [E
aspil00L_Aspiin tab 100mg 06/10/04 g2 1000 820 [l
aspidl0t Aspirin tab 300mg 0610704 15 1000 15,00 00 -
Cancel

Here you can view the quotations you have entered in mSupply for this sup-
plier.

The Notes tab

\=i] Edit: Customer/Supplier @

General | Invoices | Backorders| Quotes Motes | Contacts | Emails| Group| Purchase Orders | ‘websits login |

Global Medical Stores

MNew note Delete note

date nate
22/03/05 Sam to collect pagmert. =]
22/02/05  Nead torecheck invoice H234

&

Cancel
B —
Here you can view, add and edit notes.
A list of the first line of current notes is shown.
The text of a note can be up to 32,000 characters.
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To add a new note, click the "new note" button, enter the details, then click
the OK button.

To edit or view a note, double-click on it.
To Delete a note, click on it, then click the "delete note" button.

The Contacts tab

|3 new supplien

General| Inwaices | Backorders | Quates | Motes Contacts | Emaits | Group | Purchase Orders | 'eebsite login|

Asthma self management clinic

ddcontact | Delete cantact |
ftle fst Jest posiion yesin
Udaya Shama Supervioor Fves -
Arupama Barachaya Manager T s

=

To add a contact for this contact or supplier, first click once in the list of con-
tacts. The Add contact button will be highlighted. Click the button, then
enter the details in the window that is shown.

edit contact

last [Drawn

first [Eraig

positon  [Directar

comment [
userfield [~ s

Infa if refated to @ customer or supplier. ..

hame [Pharmacy Department

Delete | Concel | i

Note: mSupply is not designed to function as your main source of all contact
information- it is only designed to keep simple information about customers
and suppliers, and people within those organizations.

If you want more complete contact management there are many software

programs available. The free Palm Desktop (for Mac & Windows) can be
download from http:/lwww.palm.com

The yes/no check box on the right is a way of marking contacts. You can then
use this field to find a sub-set of your contacts (e.g. those to whom you want
to send a price list or newsletter).

To delete a contact, click on the contact you wish to delete, then click the
"delete contact" button.

The Email tab

=] new supplier

General| Invoices | Backorders | Quates | Mates | Contacts Emaits | Group | Purchase Orders | 'eebsite login |
Boucher & Muir
new email delete email

This tab displays all the emails that have been associated with this name.
You can use the “New Email” button to compose a new email to this name.

To delete an email, click on its line to highlight it, then click the “Delete
email” button.
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The Group tab

1= new supplier E|@ %

General | Invoices | Backorders | Quotes | Mates | Contacts | Emals Group | Purchase Orders | Weebsite login |

Boucher & Muir
Customer group

Jtem depariments which can be supplied to this group.

El

Waning: sefting a customer group can affect which ilems can be supplied to them

This tab displays the group information for the current customer. Groups are
only relevant to customers, not suppliers.

Here you can select the group of which a customer is a member. When you
choose a group, you will be shown a list of item departments which are
linked to the chosen group. Once the group system is activated in the prefer-
ences, only items belonging to one of the listed departments (or items with
no department) will be able to be supplied to that customer.
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The Purchase Orders tab

14| new supplier

General| Invaices | Backorders | Buates | Notes | Contacts | Emails | Group Purchase Orders | websie lagin|

Eoucher & Muir

Ordno  Status Date Lock Targetdays Lnes  Comment
290 = 03/01/05 r 300 184 ﬂ
295 = 20/01/08 | 365 244
292 =g 17401408 O 360 23

2]

This tab shows a view of purchase orders for the current name. If you are
viewing a customer the list will (hopefully) be empty!

The Website login tab

1=4] Edit Customer/Supplier E

General| Invoices | Backorders | Quates | Notes | Cantacts | Emails | Group | Purchase Orders 'Website login |

Customer / Supplier login web id
Reset customer password [ ]

If you are allowing customers to access their order information using the
mSupply web server, this is the window where you assign a logon name and
password to a customer.



Items

An item in mSupply is usually a product that you purchase and supply. How-
ever, there are also other types of items

® A service item has no stock, but can still be added to customer invoices
and charged for. Examples of a service item might be a freight charge
or a consultation fee.
® A cross reference item points to another item, so that when it is chosen
in a list, it is substituted with the item it refers to. This allows you to
have items in your system that are referred to by trade name, but are
only issued according to their generic name.
Managing items is mostly done from the Item menu. This menu also contains
commands for managing lists related to items such as accounts, drug interac-
tions and units.

The Item Menu

E sucplier Customer Report Sgecial Help
Show items... Cerl+1
Hew item. ..

Shaw repacks. .
Hew repack...

Show bulds....
Mew build. .. Ctrl+8

ad Hoc ikems...
Ad Hoc Ttem history...

Show Invenkory adjustments
Inwentory adjust- add stock
Inwentory adjust- reduce stack

merge kwo items. .. Ctrl+Shift+M

show departments. .
manage item acress...

Manage drug interaction groups.
Show urits...

Show accounts...

Show ikem categaries. ..

Show locations
Show location types...
Merge bwo Iocations. .

Check stock is carract...,

Show items....

Use this command for editing or viewing just about any information about
an item

Firstly you are presented with a window asking you to enter either as much
of the item code or name as you know:

Click the “Find” button or press "return" when you want to proceed. If only
one item was found you will be taken straight to the item details, otherwise
you will be shown a list of matching choices. An item is considered to have
been matched if its name or item code starts with the characters entered.
The Complex find button gives you access to a more powerful query editor
where you can find a very specific set of items. See the custom report section
of the Report menu chapter for a more detailed description of the query edi-
tor.

(Tip: to do a “contains” search, enter an "@" sign before the text. E.g. enter-
ing “@250" will find all items with “250” anywhere in their name.

If you want a list of all items, click the find button without entering anything
in the search field.
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. .
O]
137211372 = Q E+ g L
Repot  Setflags Find i Pint Moy Customise it
Item Code Item hame Default pack User 1 Flags [~

adRelp A4 ihite Rieflex paper 1 =

acet2500 Acetazolamide tab 250mg 1 &a

acetl%d Acetic Acid (8PF) ear drop 1% 15ml 1|E ea

Decokia Acetone Decolourizer 25%: Lab supply 1 -

acet200ini Acelyloysteine ini 200ma/ml, 10ml 14 -

acicl.05er Aciclowir cream 0.05 1C Ba

acicl.03a Aciclovir eye oint 0.03 1|C Ba

acica5ini Aciciovit powder for inj 250mg 18 &

aciczlt Acicloi tab 200mg 18 7

adenini Adencsine inj Bmg/2ml 14 ca

adhesivelabel Adhesive label for dispensing 1 ea

adeling Advenalin inj 1ma/ml (1:1000] 14 s

i TR R b 1 -

ading Adult Diptheria Tetanus i 0.5ml 18 =

predicr dvantan prechislone Tmo/o 1% g 1 B

adfive AGFA Fiver G354 251 1 ea

aafsal AGFA Solution G153 2.5L 1 &a

adhplast75 Ahesive plaster 75mmySm 1 oa

e Ainswarth Cald motid seal (G sparating Me 1 =

albe200t Albendazole 200mg tabs 1 ea

aberdilt Abendazole 400mg lab 1 & -

Double-click the item in the list that you want to view.
Other Buttons in the item list view

Report

Click this button to open a report editor window where you can design a
report. The report will use the currently displayed records (not the high-
lighted records).

Set flags
A flag is a quick way of identifying a group of items for use in a report.

You can set and remove flags for multiple items at the same time. To do so,
hold down the control key (command key on Mac) and click on the lines you
wish to flag. They will become highlighted. Then click the “set flags” button.
You will be shown a window like this:

4

We reccommend you use a single character (or two) as the flag.

If you choose “Append to existing flags, any items with existing flags will
have the new flag added to the end of the flag. If you choose “Replace exist-
ing flags”, then the selected items will have their flags cleared. Note that you
can clear all flags for all items by selecting all items (control - A) then leaving
the “Set flag to..” field blank, clicking “Replace existing flags”, and then click-
ing the OK button.

Order by

Clicking this button will bring up the standard Order by window, where you
can choose fields to sort the displayed items by.

Print
Click this button to print the currently displayed items in a list.

Find
Clicking this button displays the Find window, the same as if you had chosen
Items > Show items.

Modify

Click this button to show details for the first record that is highlighted. Click-
ing the “OK and next” button in the item details window will jump to the
next highlighted record. To highlight multiple records, hold down the control
key (command on Mac) while you click on the records you wish to highlight.

Customise list

Clicking this button will show a window where you can choose which fields
from the items table are shown in the list view. For further information see
Working with lists on page 31.

The Item Details Window

The item details are presented with a vertical list along the left side. Click on
the appropriate item to view detailed information about an item.

If you make changes that you don't want to save, you can click cancel. Note
however that changes you have made to quotes, notes and backorders will
be saved, even if you click Cancel.
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Item Edit - General options

« Item details... @
W‘- Item name  Zidovudine 100mg cap Store
isc
lssne General. Pricing Categary
e Ieeen ol [ic1 00 Dsfault margin o Nommal stock []
Bioes Units Defauit il pice: 0 Cikical stock []
Eifima Department | R ¥ Price editable when issuing [
Bl of materisls Hold: da notissue [
Orders Full deseription
Order options Issue in buids only []
Dispersing .
Repatting Catsgory | 5421 Mucleoside r.. »
Interaction group | none -
Convert pack to 1 when receiving [
Jtem flag
Custom fields
Shelf locations e
Shelf lacation [Mane -
user_field_2
Bulk shelf location [Fone T
user_field_3 user_field 4 [
Prefened pack sice 700
? user_field_5 a
Volume per pack 0 Militer
Outer pack size 1} Catalogue code |2
Duter pack wolume 0 Willliter
T e |
Item name

You cannot edit the item name directly. Rather, click on the lock icon next to
the item name, and enter a new name in the window that appears. Note that
you should never change the name of an item to a completely different item
here. As of version 1.5 of mSupply, historical records will still record the cor-
rect name, but invoices in process will pick up the new name when you edit
an invoice line.

Item code

This is the code assigned to the item.

To change an item code, you must click on the lock icon first, and then enter
the new code in the field.

Units

Choose the unit you use for this item. It is useful to distinguish items you issue
by pack (eg eye drops) from items you issue by volume (eg oral liquids)

What are those lock icons?

Before you can edit an item’s name, code or units, you need to click the small
padlock icon to the left of the field. If you have sufficient user permissions to

edit the field, you will then be able to change the field contents. If not, you
will be alerted. You assign user permissions for each user by choosing
File>Edit users and groups

Department

You can assign each item to a department by choosing from the list of
departments here. To set up departments, use the show departments... com-
mand in the item menu.

Hold: do not issue

If this box is checked, the item will not be available to be issued on invoices. It
will still appear in lists, but you will get a warning if you choose it when issu-
ing stock, and will be required to choose a different item. Note that this
applies to all batches of the item; should you wish to hold selected batches
only, you should choose Stock from the options list on the left, and in the
Hold column, check the box for the particular batch/batches to be held.

Issue in builds only

Checking this box will mean that the item cannot be issued on customer
invoices- it may only be used in manufacturing. This is to stop someone acci-
dentally issuing a raw material on a customer invoice (for example, items
which by law can not be sold in an unprocessed state).

Category

The item category should be selected using the drop down list. Item catego-
ries are explained in detail later in this chapter. For further information see
Show item categories... on page 71.

Interaction group

Here you can choose the interaction group for the item. We recommend you
base interaction groups on ATC code groupings available from <www.dru-
gref.org>

You can set up interaction groups by choosing file > manage drug interaction
groups. For further information see Manage Drug interaction groups on page
68.

Convert pack to one when receiving

If this box is checked, when you receive items the pack size will automatically
be converted to “1”. This is primarily for use in dispensary mode, but may be
useful in other situations too.

For example: say you receive 50 x 100 boxes of Paracetamol, but you issue var-
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iable amounts of paracetmol on invoices. If this option is checked, as you
receive the stock on a supplier invoice, it will be converted to 5000 (quantity)
x 1 (pack size). You will now be able to issue any quantity you like. The cost
and sell price are automatically adjusted for the new quantity.

Shelf Location

Type as much of the location (ie the first few characters) or code as you know,
then press the Tab key. If only one location code matches your entry it will be
filled in automatically, otherwise you will be shown a standard choice list like
this:

Select the location you want by double-clicking a line or by clicking once on
the line and then clicking OK

Note that each batch of stock can have its own shelf location. When you
receive items into stock, they will be given the shelf location you enter here
unless a different location is chosen.

Volume per pack

If you are using available volume tracking in your warehouse, then fill in the
default volume for one pack of the item here.

Note that mSupply always stores volumes as m3 (cubic metres), but you can
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enter a volume as millilitres (ml), litres (L) or cubic metres (m3)

You enter Value displayed mSupply stores
30ml 30ml 0.00003 m3
1500L 1.5m3 1.5m3

600 L 600 L 0.6 m3

1500 ml 15L 0.0015 m3

Bulk shelf location

Similar to shelf location but it is used to store bulk quantities of goods/items.
You can enter a code here (up to 20 characters) to identify the place where
the item is stored.

Outer pack size
This field is for entering the number of items present in one pack (outer).

Outer pack volume

Here you can enter a volume for a standard outer pack. This may be different
to an exact multiple of the volume per pack you entered above, as outer
packs may have their own packing. (For example, vaccine packs may come in
an insulated container.)

Store

The store which you are using is displayed here; most users will be using a sin-
gle store and this paragraph is not relevant. For users managing more than
one store, the desired store may be selected from the drop down menu. For
users having access to all stores, and wishing to work with the cumulative
data from them all, the display will show “Supervisor mode”. Such users may
also access a single store should they so wish.

Pricing option: default margin

This is the margin that will be applied to this item on supplier invoices to cal-
culate the sell price. Note that if a supplier margin is also set, there is a setting
in the preferences ( file | preferences) that determines which margin will be
used. Note also that if a default selling price is set, this price will be used
rather than the margin.

default sell price

Only enter a price here if you want a fixed selling price for this item. Enter
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the price for one unit (eg 1 capsule or 1 gm). A price entered here will over-
ride an margins you have specified for either the supplier or the item.

User fields 1, 2 and 3 & 4

You can use these fields for your own data. You can (query) search for items
with a particular value or range of values in this field when producing a cus-
tom report

To set the names of the user fields, choose File > Preferences and click on the
“Misc” option in the left hand list.

Catalogue code

Frequently organisations may apply a second code to an item - e.g. one for
auditing purposes, in addition to one for general use. This field allows the
entry of such a code.. Provided the Include catalogue code for each item box
is checked under Preferences > Misc, a report on Catalogue codes may be pro-
duced.

Buttons in the item details window

Cancel

Exits the window without saving changes. (Note that changes to other infor-
mation you have made such as editing a backorder, adding a quote etc. will
be saved).

(0] ¢
Saves changes then exits the window.

OK & Next

Saves changes, exits the window, then brings up the next item in the item list.
If you did not have an item list open, or if you have reached the last item in
the list, you will be returned to the list or the initial menus, depending on
your starting point.

Delete Item

If an item has no transactions, quotes, order lines or backorder lines, it can be
deleted using this button.

In other words, once you have received stock for the item, you can’t delete it.
You can delete an item immediately after you have created it or imported it.
Note that if you have imported an item and stock, you can delete it, and it's
associated stock will be deleted too (but not once it has been used in a trans-
action such as an invoice or build).

Item Edit- Misc options

This window currently has settings for cautionary warnings used when dis-
pensing medicines and accounts used when exporting transaction informa-
tion.

=

General
Misc
Usags
Stock

[ item name ACYCLOVIR OPHTHLMIC DINTMENT TUB/4.5G

Ledger Warnings

Quotes

Brackoiders =l :

Notes

Reconcile Add - Delets

Bill of materials Code W arhing test Priority

Orders
Order options

Accaunt codes for exparting

Expense account when buping : [BRUGS OPHTH

Income acsaunt when seling - [income (1000)

Assat account for stock : | (53621)

OK&Nest | [ Cancel | [ DK

Warnings
Warnings are chosen from a standard list. This list is set up using the Special >
Warnings menu.

Use the “New” button to add a warning for the item.

EAdd new warning... @
T —

warning

To delete a warning, double-click on its line then click the “Delete” button.

When an item has more than one warning, the warning that has priority will
be automatically printed on the label. You can add other warnings as part of
the label directions if required.

4
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To set a warning's priority, double-click its line in the list

Edil warnings... - @
code 2

Waming - [MakE SURE THE PRICE FOR THE CHEAPER UNITS 1S
\WLTERED WHEN THE GOODS ARE ISSUED

[ Dekte | [ Caced ][ 0K

Accounts

You can set the general ledger account to be used for exporting purchase and
supply transactions involving this item here.

To set each account enter a portion of the account description or code and
press the Tab key. You will be shown a standard choice list if more than one
account matches what you typed.

Item Edit- "Usage"

hohgd item nams AIRWAY, GUEDEL, ADULT MED

Usage

Stock

[ edder Jast 12 marths _previcus 12 manths

Juotes this month ol

Backorders last month o o

Hotes 3 manths ago [ i

Risconcie 4 morths ago i i

Bil of materisls 5 morths ago q i

iders & months ago i i

Order options 7 months ago 0 0
& months ago i i
3 mrths a0 i i
10 moriths a0 i o
11 moriths a0 i i
12 morths ag0 i i

wonths  mesn usane stardard dev
5w 0 ]
[ Showgaph | [ Reteshusage | [[]Include buids
Comie] [Cow] [

The Usage tab allows you to view the item usage per month for the previous
24 montbhs. This information is very useful for quickly spotting a trend in
usage for a particular item.

Show Graph button
Clicking this button shows the same information in a graphical format.
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B #rmname  Amorpuiie 230mg b e

ot
A i g

e
P

e Retresh nage ) | Inchude tute

Duine e 0K 8 e Cancel | (DN

Below the list of usage for each month there is a popup menu to choose from
1 to 24 months. After choosing a value the average usage and the standard
deviation for the period in question will be shown.

Refresh usage button

This button allows you to update the usage with transactions that were
added since you opened the window (this applies to multi-user mode). It also
allows you to show the usage with or without build transctions included in
the totals, depending on whether or not the “include builds” checkbox is
checked or not.
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Item Edit- Stock options

« ltem details. ..
bened i ltem name  ACETAZOLAMIDE TABS 250MG Store: [ Core v
Usage
& =] =3
Ledger g
Drotee Show zemw lines Print sp.m -
aafkovders Line | Available | Total Pack Hold Batch | Manufsctuer | Expdate  TotalVolume Supplier | Location Cost |
i S | i 5 o zmooot
Bil of materials | 2 2 2w 0 20m30
Diders
Ot oo | 3 3 3 10 0 200002
Dispersing 4 2 ERTi 0 200002
Flepaiting | 5 19 19 100 PPO4D4024 010842001 0 invad FOSET
| 8 7474 00 PPOSDERX 01/09/200¢ 0 invad FOSET
| 7 5 5 1000 21221 01/09/200¢ 0 invad FO3E2 2
),

Stack Price st

Minimum stock T Total stock value 15315 Onprice fist [

Stock on hand 14.420.00 Awerage unit cost 010 Indicative price 1]

Stack on oider 200 Total Volume 000 Report pack 0
167 [ oKtMew ][ Cameel | [ DK

&

The "Stock" tab shows the lines of stock for this item.

Editing a stock line

To edit the cost price and selling price for an item line, double-click the line
you wish to edit. Note that only users in the level 1 or level 2 access groups
are permitted to edit stock lines.

Item stock line details... El
Stack | Ledger
(Quantity according to stock
Total Quantity 10000 Awailable 10000
Costprie [ [ Hod [
Sell price B9z Location  [4.07.87
Expiry date  [00/00/00 Pack size 1
Eatch [diopl

Wolume per pack. 0 Milliter
Start of year quan Quantity in o

i}
Supplier key  SOUTH AUSTRAL P/L

The Stock tab

This tab shows the details of a stock line.It also gives you total and available
quantity of a stock line.

Hold batches

To hold a batch check the hold check-box. Once an item is held, it cannot be
issued. It will still appear in the available stock window, but held lines will
have a check box in the hold column, and if a user attempts to issue the line
they will be informed that the line is on hold. Note that the Hold: do not
issue option in the General options takes precedence, and if that option is
checked, then no stock may be issued, regardless of batch.

The Ledger tab

This tab shows a list of supplier and customer invoices for the item batch
being viewed. You can use this window to view immediately the list of cus-
tomers who have been supplied with this particular batch.

Item stock line details... E]

Stock| Ledger
Quanity according to stock
Total Quanity 5 Awalable 5
Date Invoice Name  TYp  Stst Ewpiy  Batch  Quan  Pack Cost Sel  Esten
29/01/2007 1551 repsck s fn  O0/00/00 band2 5 10 ap0 12670 4500

Item stack line ledger

Total Quantity 5 Available 5

Show zero lines

This button will show all the lines that are still in your data file, but which
have no stock on hand. If you can think of a use for this information, please
let us know! When you click the button the button title changes to "hide
zero lines", which allows you to get back to the info you really wanted.

Other information on the stock options page
Minimum stock

The minimum stock you wish to keep on hand. Note that you do not need to
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enter a quantity here for mSupply's ordering system to work. In fact, it is bet-
ter in most cases to leave this number set to zero. This field should only be
filled in if you absolutely must keep a minimum on hand. For example, if you
stock naloxone for narcotic over dosage reduction, and even if you only use 1
vial every year, you have decided you need to keep five vials on hand, you
would enter "5" as the minimum quantity for naloxone.

Stock on hand

The total stock of this item on hand.

Stock on order
The total quantity of stock of this item on order from suppliers

Analysis

This is the value of the last item ranking analysis. The figure represents the
value of sales for the item for the last analysis period.

Qualifying quantity

The minimum quantity to be supplied before bonus stock is given.

Bonus quantity

The quantity of bonus stock to be given when the qualifying quantity is
reached.

Bonus price

If your bonus stock is totally free, leave this field as "0". If you charge a sur-
charge on bonus stock of (say) 5% of the original price, enter "5" here.

For example, if you enter a qualifying quantity of 10 and a bonus quantity of
2 the following bonus stock will be given:

Order quantity Bonus quantity
9 0
10 2
15 2
20 4

Price List

On Price list
If this box is checked, this item will be included when a price list is produced.
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Indicative price
The price for the item that will be used when you produce a price list

Report pack
The pack size for the item that will be used when you produce a price list

Item Edit - Ledger options

+ ltem details... EI
ltem name  ACRIFLAVINE 0.2% IN SPIRIT 70% BOT/S0ML Stors:
_ : - 3§
St | ol transastions ¥ Dales: [al dates ~
L it
Juotes
pockodks Qusn Pack
R_acunci\a_ > A o 3 & 7
£l o e DR12/2005 521 MULTICHEMLAB si con  DTI/2008 226404 3998 1 660 001 2241679
Dl options 22122005 1646 MATAMKOUMC < i O01/2008 208404 10 1 BB 817 ELFD
Dispsrsing TEN2/2005 1632 HELENAGOLDIE o OTI/Z008 228408 120 1 561 617 74040
et IEA2/2005 1633 GROVEAHC o P OTI/200E 228404 10 1 BB B17 EL7D
DR/INAZ006 1636 KILLUFIHOSPIT o o OR/01/2008 226404 400 1 G&1 617 246800
UVIA2006 1705 MBOKDMALME «f i DT1/008 226404 10 1 KRl B17  EIED
18122005 163 LATAMOSPITAL «f i DDI/00B 226404 2 1 BRI BIT 123
BN2/2005 1652 TNGDAAHC o M OMTI/Z008 228408 60 1 BB B17 24680
FA205 1655 TANGORARERH o 0012008 228404 10 1 BB B17  EL7D
W22005 1631 KUKUMUMG o o 09712008 226404 5 1 B& BIT 3085
DI/O22006 1694 ATOIFTHOSPITAL o 03012008 226404 20 1 56 BIT 12340
UVNA2006 1687 VURAUMC o P DDIEO0R 226404 10 1 BEL BT BIED
/01/2005 1691 BUBLNUHUMAP ¢ i O/T/2008 228404 10 1 BB B17  EL7D
03/01/2006 169 LAMBIAHC o M OTI/Z008 28408 1 1 BB BT 817
D406 1695 POINTCRUZCHE i o OG/0IZ008 226404 50 1 BE 925 48275 w0
[CoksNesw | [ cancel | [__OK

The item "Ledger" tab lists all the transactions for the item in question.

Drop-down lists

Shiow: |aII tranzactions ﬂ Dates: |a|| dates ﬂ

You can use the "Show...." menu to show:
® Only supplier transactions
® Only customer transactions

® Transactions for just one name (click on a transaction line for the name
you are interested in)
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® Transactions for one particular item line. This will show the supplier
invoice on which the item line was received, and all subsequent issues
of that item line to customers. This can be useful for tracing a particular
batch of medicines.
Tip: Clicking on the column headings of the transaction list will sort the list by
the information in that column. The column header will be underlined to
show by which column the list is sorted.
Note: If the cost price column is blank, this is because the current user does not
have permission to view cost prices. (This option can be turned on or off for
each user from the “File > edit users...” menu item).

If you want to view an invoice for one of the displayed lines, simply double-
click the line you are interested in. The invoice (or payment, as the case may
be) will be shown in a new window.

Print

Clicking this button will give you the choice of printing either the information
currently displayed in the window or a complete ledger from the start of your
year (along with the current stock and a running total of stock on hand)

Item Edit- Quotes options
D @

General
Misc
Usage
Stock.
Ledger

i item name  Paracetamal 500mg Tab

B ackorders [ Hewaute ] [ Deltequote

iz prefenied
Reconcie Date  Suppier Cur  Rate  Pice Pack FreightStp  Cot  Adjcest | comment
Bil of materials

iclers

et options

OKENewt | [ Cancel | [ 0K

A quotation is a record of a price you have been given by a supplier. For each
item you can have multiple quotes recorded, reflecting different prices you

have been quoted from different suppliers, or even different prices from the
one supplier for different pack sizes.

When you come to compare quotes, there are several factors that need to be
taken into account. By entering the information in mSupply you are able to
find the best price once these factors have been taken into account, and you
build a history of quotations from each supplier.

Cost
Cost is the price for that pack size in your local currency, taking into account
the freight factor and the exchange rate.

Adjusted cost

Adjusted cost is the price for your "preferred pack size" you have entered for
that item. This second price allows for a direct comparison between suppliers.
Note that if you change the "preferred pack" for an item, all your quotes will
be updated to reflect the new pack size.

Comparing quotes:

Click "Adj cost" heading in the list of quotes to bring the cheapest quote to
the top of the list.

Add a new quote
Click the "new quote" button. The quotes input window will open
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« ltem details. .. E]
P! filtem name  ACRIFLAVINE 0.2% IN SPIRIT 70% BOT/50ML Stors

Usage

Stock. :

Ledger Bl i}

m‘mkm ey Newquele  Delete quole

Hotes preferted

Reconcie Dale  Suppler Cur  Rale Pice Pack FieightStp  Cost  Adicost | comment

Bil of materials

iders

Dt options

Dispensing

Reporting

OKiNed | [ Concel | [ DK

® Type as much of the supplier code as you know, then press the Tab key-
you will be presented with a list of suppliers if there is more than one to
choose from.

® Enter the price and the pack size in the currency you have been quoted.

® Note that the currency and freight factor are filled in with the informa-
tion you have entered for the supplier.

® If the supplier has quoted in a different currency to the supplier’s
default currency, you can change the currency for this quotation from
the drop-down list on the right.

® The freight factor is the factor you need to add to the supplier's prices
to account for delivery costs. If your supplier includes these costs in the
quoted price (i.e. prices are "CIF"), the freight factor for the supplier
should be set to "1". If your supplier adds freight that amounts to
about 15% of the invoice price, set the freight factor to 1.15.

Strip pack

This check box allows easy identification of quotes that are for strip/blister
packed items (as opposed to "loose" items).
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Preferred

This check box allows you to identify one (or more) suppliers as the preferred
supplier for the item. One of the ordering methods uses the "preferred"
check box to indicate which items should be considered for ordering from a
particular supplier. See the Ordering chapter for more details.

Supplier code
If you are using electronic invoice transfer, you must use this field to record
the code for the item that this supplier uses on their electronic invoices.

Supplier bar code
Here you can record the bar code identifier for this product.

Price Break

Enter the quantity that generates a price break along with the percentage
discount that will apply once this quantity is reached.

Freight

Enter the value for the preferred pack (outer pack) and the freight for that
pack provided by the supplier.

Click OK to accept the details, or cancel if you decide not to add a quote for
this item.
To modify a quote:

Double-click the line you want to edit.

In the window that appears you can change the date, the supplier, the price,
the pack size, the "strip" check box, or the "preferred" check box.

To delete a quote
® Click on the quote line you wish to delete
® Click the "Delete quote" button.

® Confirm that you want to proceed.
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Item Edit- Backorders options

D X
afsf'a' Item name  AMOXYCILLIN TABS 250MG BOT/1000

Usage

Stock,

Ledger

Quates

] New backarder | [ Delete backorder

otes

Reconcie

Bil of materials Name Code  OrderDate Duantiy Comment

e HIV/STI PROGRAM 101306|01/08/2005| 400 |Needitin a 7 days time

e HOMI&RA DISPENSARY 500029 05/08/2005, 900 Urgent - Micheal Phaned

Stock on Backarder rom custorers i
[ OK&New | [ Cameel | [__DK

You can view the backorders for an item here. To edit a backorder, double-
click the line you wish to edit.

To add a new backorder for this item, click the New backorder button. This
window will be shown:

New Backorder... = @

tem Arelic Acid [APF) ear drop 1% 15wl

Customer [Himalapan Medicals HMD

Dider date [03/03/05
Quaniity 500

Comment [Faymen has been made.

® Enter part of the customer name, then press Tab to search for the cus-
tomer.

® Enter the order date, quantity and any comment, then click OK the save
the new backorder entry.

To delete a backorder, click the line you wish to delete, then click the Delete
backorder button.

The total stock on backorder is shown below the list.

Item Edit - "Notes"

Item details...

az”:’a' i Item name  ACRIFLAVINE 0.2% IN SPIRIT 70% BOT/S0ML Store: [Gereal ]

Usage
Stock

Ladﬁel El i}

aciordare New quate Delete quote
Hotes preferied
Fieconcile Date Supplier  Cur Rate  Price  Pack Freight Stip  Cost Adicost | comment
Bil of materials
iders

Order options
Disperising
Reparing

[ okuNet | [ Caeel | [__OK

You can add and edit notes for an item here.
Click the new note button to add a note. A note can be up to 32,000 charac-

ters.

Date [EIENE
Note
S
O —

To edit a note, double-click the note in the list you want to edit.

Notice that in the lower left corner of the note editing window with “Dis-
play” label, there is a drop-down list:
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Use this list to set the text of the note to display as an alert when this item is
issued on a customer invoice, received on a supplier invoice, or choose “all” to
have the message display for both customer and supplier invoices.

Item Edit - Reconcile options

= Item details... @

ened Item name  ACRIFLAVINE 0.2% IN SPIRIT 70% BOT/S0ML Store: | Cererel /]
|usace
Stack
Ledger Stock & ledger reconciliation
Duotes
Backorders Opening stock 0 =
Motes
’M Plus Recsived sincs open 0 Caloulate now
Bill of materials
Oiders o
DIl e Totalstock in = 0
Dispensing Mirus stock issued o
Reporting
Stock (by ledger] = 0.00 On pack sips (ledger) 0
Stack an hand [stock] 286300 O pack s (st2ck) 0
OK&MNet | [ Cancel | [ 0K

Clicking the "reconcile" button will give a summary of usage.

It is useful for checking mSupply is working like we claim it does! If you get an
error here it is most likely due to your using mSupply when a power failure
occured. In multi-user versions we are able to provide you with a log file that
will allow you to incorporate transactions entered even if a power failure has
occured. In normal use ,with a UPS, mSupply will automatically save data and
you will not see an error here.

Item Edit - “Bill of Materials” options

(This option may not be showing if you do not have a registration for mSup-
ply that enables manufacturing, or the buttons may be dimmed so you can
not make entries if your user permissions do not allow you to view Bills of
Materials.)
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Note too that if your user permissions do not allow you to add and edit Bills
of Materials, this option may not be available.

« Item details... Ig|
General - 5 T

il ltem name  ACRIFLAVINE 0.2% IN SPIRIT 70% BOT/50ML e |

Usage

Stack ;

Ledger El @ (<]

e New Ingredient  Delets Ingredient Pint Use a bill o materials to manufacture this tem [

otes -
Reconcile Line Itemn Units: Buantity

Order aptions

Dispensing
Reporting
Quantity of finished product this bill of materiaks s for T
Tip: Drag and diop line to
re-order the bill of quantiies
T e -

Here you can specify a Bill of Materials for the item if it is a manufactured
item. Once you have done so, and have checked the “Use a Bill of Materials
to manufacture this item” check box, when you enter a new build, it can be
automatically filled out with the correct materials (ingredients) and the cor-
rect quantities for the total to be manufactured.

Items on the Bill of Materials Options page:

Use a bill of materials to manufacture this item

If this check box is not checked the bill of materials (if one has been entered)
will not be used when manufacturing builds.

New ingredient
This button allows you to add items to the bill of materials.
You will be shown a window like this:

Item name [Needie, Butierl, 19

Item code sneb18

quantity [10C ea
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Enter the start of the item name or code then press the Tab key. If only one
matching entry is found, you can then enter the quantity. Otherwise you will
be shown a list of matching items. Double-click the item you wish to use.

Click the OK button when you have finished, and the item will be added to
the bill of materials for the item you are editing.

Note: Be careful to enter quantities corresponding to the units you have speci-
fied for the item.
Delete ingredient

To delete an ingredient, first click on the ingredient you wish to delete so
that it is highlighted, then click this button.

Print
This button allows you to print the bill of materials that is displayed.

Quantity of finished product this bill of materials is for

This is the total quantity of this item that will be produced by the bill of mate-
rials that is entered for the item. Be careful to set this quantity and the units
correctly.

Item Edit- Order options
o &

Lened f item name  Amonycillin 250mg tab/cap
Usage
Stock
Ledger
Ouotes
fcaiders order crestion delivery  oiiginal  adiusted received  pack size
Feconcie supplier number  status date date quantity  quantity  guantity ordered
Bill of materials 0 00/00/00  00/00/00 ] [ [] [
Order options

e O e -

The dropdown list beside “Show" is used to display all the orders or sug-
gested orders or confirmed orders or finalised orders for the particular item.

Item Edit - Order Options

o ®
Gererzl Item name  AIRWAY. GUEDEL. ADULT LGE
Usage
e Ordeiing
Ledger Supplier
Quotes
B ackorders Never order this item []
Notes
o et Hold: do not receive [
Bl of matersls Prefered pack size 7
Oiders
Dispencing
Reporting
OKiNew | [ Cancel | [__OK

Ordering: Supplier ref

Enter a code in this field, and then enter the same code when creating a new
supplier order only to evaluate the items with that code for ordering.

Never order this item

If you have items that are "one-offs" or have been discontinued, use this
check box to stop them appearing in orders.

Hold: do not receive

If this check-box is checked, you can not receive this item. This can be useful if
you have changed to using a different item, and you do not want people to
accidentally use the redundant item.
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Item edit - Dispensing options

G 1
i & ltem name Amoxicillin 250mg cap
Usage
Stack = i R
Ledger Add  Delete
Quotes . _
Backorders Priority Directions
QD‘ES i 11t tds
econcile
Bill of materials 2|2t
Orders
Order apticns

Drag Items up and down the list ta change priority.

Double-click  direction to edit it

Warn if user tries to issue more than: | [} |
(_ Deleteitem ) (okanext ) ( cancel ) (0K

Here you can set the default directions for an item that is being dispensed.
The priority one direction will be entered for the item automatically when
you dispense it.

If there are directions with a priority of 2 or more, they will be available from
a drop-down list when dispensing the item. Note that even if you set up
default directions, you can override these at the time of dispensing, either
with longhand text or by editing the abbreviation that has been entered.

Warning: If you choose to use this option be very careful to:
® Inform other users that default directions have been entered.
® Ensure the directions are appropriate.

® Check each prescription dispensed, and change the directions if the pre-
scription has different directions to the default set.

® Update the default directions if you change any of the abbreviations.

Add button

Click this button to show a window where you can add directions. You can
enter any combination of directions and text. (Abbreviations are managed by
choosing Speical > Abrreviations.)
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Delete button

Click a line, then click this button to delete directions you no longer need, or
if you have made an error.

Warn if user tries to issue more than field

You can enter a number here and have the user warned if they try to dis-
pense more than this quantity.

Item Edit- Reporting options

Gereial i ltem name  ALBENDAZOLE TABS 200MG BOT/1000
Ussae
Stock Fieporing.
Locloe
Quotes ;
i On essential dug fist (]
Motes ’7
i ATC Category
Bil of matesials e
Bilot D00 valie
Order options DOD factor 1]
Disgensin
T — B catenory
OKeNet | [ Cancel | [ 0K

Reporting: Essential drug list
If this box is checked, the item is on the WHO Essential Drugs List.

Category
This field should be used for an item categorization system such as ATC codes

DDD value

The DDD value is the defined daily dose of the item. For example, doxycy-
cline's DDD value is 100mg., while the DDD value for Amoxycillin is 1g. DDDs
give a way of calculating the quantity of treatments of a drug or class of
drugs given to a population.

DDD factor
Defined Daily Dose factor- this is the number of units of the item that make
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up the DDD value. For example, for amoxycillin 250mg capsules the DDD fac-
tor is 4. For Doxycycline 100mg tablets it is 1

ABC category

This option allows you to mark items that are commonly used and then
report on only those items. For further information see ABC analysis... on
page 179.

New item.

Use this command to add new items. (It is not for adding actual stock- just
details about an item)
You will be presented with a entry screen.

- Add item...” CEx

Type | normal v

Item code |724

Itemname: [Unabtanim 253 5ma glopsules

Units | None - Essential drug [ Yes
Pricelist []Yes ATCCatego |
Shelflocation [Mons DOD vale [T
Preferedpack size [ 1 DOD facter [ 1
Category | none v
Nomal stack  [] Mon stock item []
Ciioal stock [ Default customer [None
i [ Cameel [ Ok ] [ OKuNe |

Here are some suggestions for making things systematic. (You are at liberty to
ignore these suggestions, as you do not need to know or remember item
codes in order to use mSupply).
® The "code" field should start with the first three letters of the item
name
® The item name should not be the trade name of the item, and should
start with the most obvious and broadest description.
® eg a "brody forcep" should be entered as "forcep, brody". "aqueous
iodine" should be entered as "iodine, aqueous"
If you think the item should appear in the published price list, then check the
appropriate box.

Price list
If this box is checked, this item will be included when you produce price lists.

Reference pack

This is the standard pack size that you use for comparing quotes from suppli-
ers.

Category
Choose a category from the list.

Item categories are set up using the menu command Item > Show item cate-
gories... For further information see Show item categories... on page 71.

Shelf location

Type as much of the location (ie the first few text characters) or code as you
know, then press the Tab key. If only one location code matches your entry it
will be filled in automatically, otherwise you will be shown a standard choice
list like this:

Select the location you want by double-clicking a line or by clicking once on
the line and then clicking OK

Essential drug
Check this box if the item is on your Essential Drugs List
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ATC Category

Here you can enter category information. mSupply works best with the ATC
classification system, but other systems can also be used.

DDD value

The Defined Daily Dose for this item. This is a text field, so you can enter the
units as well (eg "1g" or "250mg")

DDD factor

The DDD for this item divided by the strength (eg if the "DDD" is 1000mg,
and the strength is "125mg", you would enter "8")

Pressing OK will accept the details and allow you to add another item.

If you don't want to add more items, press cancel. ltems previously added are
still saved- just the details showing on the screen are not saved.

Show builds...

You will be shown the standard find window to enter either the number of
recent builds to display, or a particular build number.

You will then be shown a list as in the picture below.
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00 Edit build...
Reference (| Comment [T, FIRST AID, STANDARD | — 2
Date  29/2/08
Category | None ‘;]
Store name General
Item to build 6
or to edit Print labels

Item to build (double-click to edit)

tem name Quan_ Pack_Units Bach  Expiry Price_Price Exten
[T, FIRST AID, STANDARD 5 00/00/00 0 2

Ingredients * Bill of materials

Bl (i}
New ingredient Delete line ] This is a projected build
Line tem name Qy | Pack | Batch | Expiry Price | Price Exten
1 |BANDAGE, GAUZE, 5CM X 5M 5 1 2.55 12.75
2 |BANDAGE,CALICO,90CM WIDE 10 1 2.47, 2470 m
3 | BANDAGE,CREPE,7.5CM 10 1 3.03 3030
4 |COTTON WOOL,ROL/S00GM 5 16901-0) 174112 8.94 4470
6 |PLASTER,ZINC OXIDE,7.5CM,ROL/SM 5 1/065023 4.52 22.60
7 |FORCEPS,DISSECTING,ROUND POINT, 140 5 1 7.02 35.10
8 |SCISSORS,SURGICAL,DRESSING,SA/SH, 11 5 1 15.68 78.40|a
9 | THERMOMETER,CLINICAL, 5 1 417 20.85|v
R Summary
Total ingredient cost 1,517.05
Total built item selling pri 0.00
Current status: cn Profit over ingredient cast -1,517.05
G S i @ Margin on ingredient cost -100.00
Delete Printing form | Manufactured summary |+] @ 0g

Here you can view a particular build by double-clicking on it.

New build...

A build is a way of recording items you have manufactured. That is, raw

materials that are in your stock are used (taken out of stock), and a new stock

item is created.

Note that you must have an mSupply version that allows use in manufactur-

ing for this feature to be enabled.

On choosing this menu item you are shown the build entry window:



New build...

Fieference | Comment | Inveice 0
Categoy [None v e
iz ! tore name  General
Item to buid &
S Piint labels
ltem to buld [double-cck to edi]
Item name 2 Quan  Pack Units Batch Expiry Price  Price Exten
0 0 00/00/00 0 0]
| Ingredients | Bl of materials
&l @
Mewingiedient  Delets line [ This is a prajected buid
Line Item name Oy  Pack  Batch  Espiy | Pice | PriceEsten
¥ Summary
Total ingredient cost 0
Total built tem seling price 0
Cuirent status: nw Frofit over ingredient cost 0
Change stalus to: | No change ~| HNGE e 0

Note: if you have restricted access to builds, you will not be able to see cost
prices or the profit summary window at the bottom of the window

*The build window has two parts: The top part of the window records the
details of the item to be built and the lower part lists ingredients that are
used in the manufacture of the product.

Adding ingredients manually

Note that ingredients can be added automatically from the bill of materials
tab. If you regularly build the same item, you should enter a Bill of Materials
for the item being built, and use the method outlined under the “Using a Bill
of Materials” heading below.

Firstly, if you are entering a projected build (one that you expect to perform
in the future), Check the This is a projected build check box. If this box is
checked, all items added will be placeholder lines rather than actual stock.
Doing this allows you to enter your manufacturing schedule in advance of
ordering raw materials. The schedule will be taken into account when order-
ing to ensure that you will have enough materials in stock when it comes
time to manufacture.

® To add a new ingredient, click the New ingredient button. You will be
shown the standard window for issuing goods from stock:

iem [ New tem
e [0
quan [ Gof O
pack [ tatal quantity: 0
place holder Concel | | ok ]

® Enter ingredients just as you would for entering a customer invoice.

® Once you have finished entering ingredient lines, click OK to return to
the main window.

® If you wish to edit a line, double-click it, and change the details.
® To delete a line, double-click it, set it's quantity to zero, then click the
OK button.
Adding the item to be built.

® To add the item to build, click “New item to build" button. You will be
shown the window below for receiving goods.

add supplier in¥ line...

Item [ACRIFLAVINE IN SPIRIT BOT/15ML 2010
Quantity T Location [Ban
Pack size 10 BOT alume per pack M m3
Total quantity 1000
Batch |biuui
Expiry [01/01/2003 Price adiusted g
o Local eoet 330 % maugin Sell price
et 58D) 100.00 100.00 93,30 (AT
=
[ cemee [ ok ][ oKuNew |

Pack to one

® The cost price for the item is automatically calculated for you. You may
enter the margin or the selling price as you prefer.

® Once you have entered the item to build, click OK to return to the main
window.

® If you wish to edit the item, simply double-click inside the “item to
build” rectangle.
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® At the bottom right of the window in “summary” section is a summary
of the cost, margin and selling prices for the build.

® Once you are satisfied with the details, click OK to enter the build into
the system. You will be asked if you want to enter the details into stock.
If you say yes, the newly created item will immediately be available for
issuing to customers. If you click /ater then the stock will not be avail-
able until you open the build window at a later date and enter it into
stock.

® Note that the ingredients used in a build are considered to have been
"sold" for re-ordering purposes, and will be counted in your usage.

Finishing build entry

® Understanding build status codes enables you to know what stage each
build is at. The codes are the same as for other transactions.
® Each build transaction has a status code:

Code Meaning
nw A new build is being entered, but has not been saved.
sg "Suggested". A build has been entered, but has not yet

been confirmed. If stock lines have been entered, raw
material stock is reduced so that it is no longer available
for other invoices, but the new item is not yet entered into
stock. You should leave builds with this status while manu-
factured items are "in process" , or if it is a projected build
for a future date.

cn "Confirmed." The item to build has been entered into
stock.
fn "Finalized." The build can no longer be edited

® When you click the OK button you may be asked if you want to enter
the build into stock. You should only do so once the manufacturing and
Quiality Assurance (QA) process is complete. You will not be asked this
question if there are any placeholder lines (those with a batch of
“none"”) entered as an ingredient. Such builds are presumed to be for
projected manufacturing, and are kept with status “sg” automatically.

® To finalize builds, choose File > Finalize builds.... when the splash screen
is showing.
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Converting projected builds into an actual build.

® Once your manufacturing of a projected build is about to take place,
choose ftem > Show builds... to locate the build you want to edit.

® For each line whose batch is equal to “none” (a placeholder line) you
will have to double-click it and choose an actual stock line from the
item issue window (either by entering the line number or double-click-
ing the line you wish to use). Once you have done this, the stock you
have chosen will be reserved, and manufacturing can take place.

® mSupply calculates the number of items that will result from your build,

and by clicking on the Print labels icon will print the correct number of
labels.

Using a Bill of Materials

A bill of materials can be thought of as a “recipe” or “formula” for building
an item. It records the ingredients, and the quantity of each required to make
the finished product.

When you click on the “Bill of materials” tab in the build window you will be
shown the following information:

Reference | Comment | Invoice 0
e[ rione 5 Date  20/12/200
Storename  General
El

Mewwitem to build
Itemm o build (doble-click to sdlt)
Item name quan Pack_Units Batch  Eupiy Price_Price Exten
[ [ 0 00/00/00 i 0]

Ingredients| Bill of materials
Bl &
Add Bill of Materials  Calculate Yields PFrint *rield Report

Line Item name Unitz  Target Quan Total used eild

Summnar)

"
Cost adjusted yield i
Thearetical yield 000

Current status: rw Actual amount built
Change status to: | No t_:har’_\gg_ ~|




Manage Ad Hoc items...

Add Bill of Materials Button:

This button will add a Bill of Materials according to the formula entered for
the item.

Before you click this button you should enter the item to be built including

the quantity of finished product.

Once you know the actual yeild of finished product you can adjust the final
quantity manufactured by double-clicking the item to build.

Print options

It's possible to print either a Pick list, detailing the ingredients and quantities,
or a summary of the manufactured product. To achieve this, the box along-
side the print icon in the lower right corner must be checked, and the appro-
priate form selected from the Printing form drop down box

Choosing stock after adding a bill of materials

Each item added is also added to the “ingredients” tab, but no stock is
attached to the item- it is a placeholder item. This is done as mSupply can not
take into account all the factors that go into choosing an appropriate batch
to use for each manufacturing run (The expiry, amount on hand, etc)
Actually to issue stock for use in the build you need to return to the ingredi-
ents Tab and double-click each line, then choose stock from the available
stock list. Note that there is a button displayed Re-distribute all. Clicking this
button will take the “total quantity issued” figure and re-distribute it over
the available batches, making it easy to move from using a placeholder line
to issuing actual stock.

[N L movicilin 250ma ca 2 New item
lne [ 1T

Quan| 100 of D

gy e Bulk/Duter pack size 0

[ AddPlace holder | [ Re-distribute al

[Line lssus  Awalable Totinstore| Pack Hod| Batch  Ewpdsts  Supplier  Locaton CostPice  Sellpice

1 100 0 ] 10 none 000 0o

2 [ 2 EI 1] 030 01/07/2005 RMIS 662 662

3 i 44 434 500 030/ 01/07/2007 BULKZ ~ BB2 662

4 0 L] 3 1000 GCKOT | 30/10/2007 ME RMIS 1210 1210

5 0 158 158 1000 GCKOT | 30/10/2007 MC|  BULKZ 1210 1210
Total quantity issued 1000

Total quantity availsble  E31000 [ el [ 0K | [oksres |

At this time (or later) you can adjust the amount issued to reflect actual

issued quantities and the actual batches of raw materials used, as opposed to
the theoretical quantities that are initially entered.

Calculate Yields button

This button compares the actual quantities issued and the actual final quan-
tity manufactured with the theoretical amounts that should have been used
and made. This allows you to monitor production efficiency. Use the Print
yield report button to print the yield information if required.

Manage Ad Hoc items...

Ad Hoc items are items that you don’t keep in stock. When a customer orders
an item that you decide will be a “one-off” purchase, you can enter it as an
Ad Hoc item.

The following diagram outlines the work flow for Ad Hoc items

61



ltems

Cost centre orders a
non-stock item

!

Item is
entered as a

Informing Cost Centre
When purchase requisibon is
printed, print a kst of non-stock

purchase
requisition

PReqis
Approved

The user is able to
generate a list of
non-stock items

awaiting additicn to
a purchase order

l

- ilems &t the bottom with the
message “thesa items will be
sourced from a supplier &
deliversd to you &t a later date®

Choose Supplier
These now need sourcing from suppliers- each
item has to be assigned to a particular supplier

Y

Purchase Order:

Items that have been assigned to a particular
supplier can be added to a purchase order.
‘When entering a purchase order, a list can be
shown of all non-stock items that have been
assigned to that supplier. [tems in this list can
be automatically added to the purchase order.

Goods Receipting:
Any non-stock items on a purchase order
automatically generate a list of non-stock items
for store staff when the goods are receipted.

Y

Reports
A report can be generated for a particular
customer showing all non-stock items in
the process of being supplisd
A report can be generated for intemal use
Enowing non-stock items:
« awating assignment 1o a supplier,
and thosz already assigned to a
supplisr
* aiready assigned but nat yet added
to A purchass order
« added to purchase orders but not
yet recelved.

Supply to Cost-centre:
When a supplier invoice is generated
from a purchase order, any nen-stock
items have comesponding customer

When you choose Items>Ad Hoc items, the following window is displayed:
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invoices generated. Pick slips are
printed which should match the list of
non-stock items that are being held in
the stora.

& Show non - stock items = @
Show | Assigned but not ordered [ve] Name |
Order Date tem Status | Quartity Customer Supplier
25/11/2005 as a EBOS GROUPLTD

05/12/2005 BARRETT 950 LOCAL CONTROL,  as
05/12/2005 SELECTIVE CALL.INCLUDES SE|  as

1 NRH MED/PARS - PHARMACY BARRETT COMMUNICATIONS f
1 NRH MED/PARA - PHARMACY BARRETT COMMUNICATIONS F

[ MNew | [Deltenonstock] [ Pin |

From this window you can view Ad Hoc items, add new items, delete items
and edit existing items.

The “Show” Drop-down list

This drop-down list allows you to view Ad Hoc items by their status. Ad Hoc
items can have the following status codes:

Status Meaning
code

The item has not yet been assigned to a sup-
plier- think of this as your “to-do” list

The item has been assigned to a supplier,
as but has not been placed on a purchase
order. These items also need action.

The item has been added to a purchase
order, but the goods have not arrived.

The item has arrived from a supplier and
been invoiced to the customer

un

po

fn

The “Name” field

Enter part of a customer or supplier name in this field and press Tab to show
a list of matching names. Choosing a supplier will show items assigned to that
supplier. Choosing a customer will show items supplied or to be supplied to
that customer.



Show repacks...

Once you have chosen a name you can fine-tune the list displayed for that
name.

The “New” button
Clicking the “new” button displays a window like this:

] LB
Accaunt codes for exporting Commnet
Ordder date [ status =]
e |
Bustomet |
Supplier ‘
Quantiy d
Price q
Units #

Account codes for expotting

Experise aceount when buying : [Cost of goods sold (3000]

Inceme accaunt when seling : lncame (1000]

Asset acoount for stack : [Stock (2000]

From this window you can add an item name, the name of the customer,
then name of the supplier, the quantity to order, and add a comment.

When the customer orders an item, you may not know who the supplier is.
You can just leave the supplier name blank.

You can edit the default accounting codes for the item or just leave them set
to the default values.

Editing an Ad Hoc item

To edit an item, double-click it in the list to display the item details:

rﬂ Edit Non stock item... @@‘

Account codes for expotting Comment

Order date |05/12/05 Status  as

Item [BARRETT 950 LOCAL CONTROL[DESKTOR) HF TR&

Customer |NRH MED/PARA - PHARMACY

Supplier [BARRETT COMMUNICATIONS FoL
Quantty [ 1

Price | 27345

Units [EACH

Account codes for exporting

Expense aceaunt when buying [

Income account when seling |

Asset account for stock. | Cancel 0K

Adding Ad Hoc items to a purchase order

When you are making a purchase order for a particular supplier, you can click
on the “Ad Hoc items” Tab to view a list of Ad Hoc items you have assigned
to that supplier, allowing you to add them to the purchase order. For further
information see The Ad Hoc items tab on page 131.

Show repacks...

Repacked items can be viewed in the normal transaction list window.

Note that repacks created with versions of mSupply prior to v1.4 will not
show up using the "recent transactions" section of the window- you will have
to enter the number directly.

New repack...

This command will display a window where you can re pack a particular item
into smaller packs.
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1, Choose Hemm 1o b repacked

2 Donie cick a ke chomme 3 hotch

Awalshls Totsl  Pack bod  Bwch  Dpirydse Siwoler  Locsion Compsce  Seloice

3 Bt Dby 1o b= repached
Do | U o o Pk, s 0 Tokal uartity umnd L}
4 Ervar deutuls of raws inesis] 1o be consied

Bl Tusn Pack Tois sl (=3 Locanion [ inee
[y

Cotmgory | Hone =
3 Lorremd
Dotz bzl
Tt Sl 0 Tolsiouty e 0 Chawestswin [Supededizl -
[ Concel [ O

There are 4 steps for creating a repack. The window is numbered from top to
bottom to help you follow the correct steps

1. Choose item to be repacked

At [1.] type the first characters or code of the item to be repacked, then press
the Tab key. If only one item text or code matches your entry, it will be filled
in automatically, otherwise you will be shown a standard choice list from
where you can select the item.

2 Choose a batch

At [2.] double click a line to choose the batch; for repacking, batches cannot
be mixed, and a single batch must be used.

3. Quantity to be repacked

At [3.] enter the quantity which is to be repacked; the pack size field is auto-
matically completed.

4 Details of new line(s) - i.e. the repacks

At [4.] click on Newline to bring up this window calling for the details of the
repacks, and enter the details as appropriate.
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Note that repacks of different sizes may be created at this stage - e.g. 5,000
Paracetamol tablets may be repacked into 40x50 and 30x100. The Sell price,
the Batch number and the New Location are automatically completed, but all
these fields may be edited as required.

Not infrequently, because some tablets may be broken, for example, the total
quantity of the item re-packed will be less than the quantity selected for re-
packing at [2.]. To maintain the accuracy of your stock record, an inventory
stock adjustment should be performed - see below.

Printing

While the status of the repacking transaction is suggested (sg), checking the
box beside the print icon will produce a picking slip of the number and size of
packs of the original item; once the status is finalised, the same operation will
produce a detailed record of the re-packs.

On clicking the OK button, a transaction is created showing the original line
taken out of stock, and the new line(s) put into stock. The total value of the
transaction is always zero.

Note: currently there is no way to edit a repack transaction after you have
clicked the "OK" button, so get it right the first time! (You can always “re-
repack” an item to adjust a mistake however!)

Deleting a repack

if you click on the Delete button, then the repack will be deleted. Only
repacks whose status is “sg” (suggested) or “nw" (new) repacks can be
deleted.

When to use inventory adjustments

ltems>Inventory adjustments. Inventory adjustments allow you to increase or



Inventory adjust - add stock...

decrease the stock of an item that is recorded in mSupply. You will need to
adjust the inventory if:

® Stock is discarded (due to damage or expiry)

® You do a stock take and find that physical stock is different to the stock
recorded in mSupply. In this case the first thing to do is to see if you can
find out where a mistake may have been made in issuing stock. For
example, you may be able to retrieve extra stock mistakenly given to a
client, or may need to ask a supplier for an order that has been entered
but never actually received.

® Stock has been stolen.

® As a general rule, consider using a regular invoice to account for any
transactions with a customer or supplier. Only use an inventory adjuste-
ment as a last resort.

Inventory adjust - add stock...

Use this function when you have done a stock take and find that the physical
stock of an item or items exceeds the amount recorded in mSupply.

&= Inventory adjust- add stock
LS Narme [Inventory adiust- add stack irvad Invaice nurber © 233
Bill no Confirm date |14/06/2006 Date . 14/06/2006
Camment | Margir; 000 Goodsreceive D2 O
Status: cn
Mew line Delete line Category | None M Enteredby: Trevar
General
Line! Ttem Mame Oty | Pack | Batch | Espiy | CostPrice| SellPrice | Price evtension |
1 Methyidopa tab 250mg 400 1 28/06/200 0.00 0.og 0.0g)
2 Metoclopramide tab 10mg 300 1 28A12/200 0.00 0o 0.00) =
3 Metronidazole tab 200mg 7000 1 28/07/200 0.00 000 000
4 Miconazole pessary 100mg 138 1 28/03/200 0.00 000 0.00
5 Mometasone furate Tma/g cintment “Elo 10 1 28/07/200 0.00 0oo 0.0o
B BNP Neomy/Polymys/Bacit cint 0.5%/50( =it} 1 28A12/200 0.00 0o 000
7 Nitrofurantain cap 100mg 210 1 28/06/201 0.00 000 0.00
8 Nitrofurantain cap 100mg 500 1 28/06/200 0.00 000 000
9 Omeprazole povder for inj 40mg 118 1 28/08/200 0.00 0oo 0.0o
10 | Permethiin cream 0.05 500 1 28117200 0.00 0o 000
11 | Phenosymethyl Penicilin tab 250mg 17000 1 284104200 0.00 000 000,
17 Phenaumethil Penieilin tah 5fima F0nn 1 SRANA AN N nn nnY
52 >
. Sl thales Subtatat 00
2 # - 0 ia 000
Amount: 0.00 Total 0.00
] Hold
0K & Newt Delet oK
[ Finaiize J [ Dee | | 0%

A transaction that is like a supplier invoice will be created. Enter the details in
just the same way you would as if you were receiving goods from a supplier,
except that mSupply fills in the name field for you automatically, and does
not allow you to edit it.

After a stock take, this can be used to adjust any stock lines where the stock
recorded in mSupply is less than the physical stock.

You will be asked to enter the margin when starting this transaction. For a
normal inventory adjustment, set this to zero. If you are entering stock when
starting to use mSupply for the first time, enter the percentage to apply here.

Inventory adjust- reduce stock

Use this function when you have done a stock take and find that the physical
stock of an item or items is less thanthe amount recorded in mSupply.A trans-
action that is just like a customer invoice will be created, except that you do
not choose the customer. See the section on entering customer invoices for a
description of the entry procedure.

X Inventory adjust- reduce stock
kS Mame [Inventory adjust- reduce stock invad Invoice number ;290
Bill . Confirmn date |13/08/2006 Date: 13/06/2006
Comment | Margin 52283 Goodsreceive D : O
Status: cn
Mewline Delets line Category  None | Entered by: Trevar
General
Line Jtem Marme Oty | Pack | Batch | Ewpiy | CostPrice | SellPrice | Piics estension |*|
1 Cyclosporin cap 100mg "Nearal” 210 1 4100 30/04/200 o.0n 0.00 o.an
2 | Cyclosporin cap 100mg "Meoral” 1 30 Cierldpr! 30/03/200 0.00 0.00 000
2 |Cyclosporin cap 25mg “Nearal” 90 1) £75700 30/03/200 0.00 0.00 0.0
4 |Cyclosporin cap 25ma “Neaoral” 8 30/ 43P628 304047200 45.00 45.00 -360.00
& |Cyclosporin cap 26mg "Nearal 3 B0/ Marship 30/08/200 6050 5050 -161.560
& |Dalteparin inj S000units 1510 1988644 30/05/200 0.00° 0.00 000
7 | Dalteparir inj S000unit: 2 10) angpec 30/05/200 50.00 50.00 -100.00
& |Dalteparin inj 7500units 210 1 3045 0.00° 0.00 0.an
9 | Dalteparin inj 7500units 2 10) anspec 30/01/200 7500 50.00 -150.00
10 | Dalteparin in 10,000units 520 1/96103¢! 30/04/200 0.00° 0.00 0.00
11 | Daltepariniinj 10,000urnits 2 10 Anspec F1A2/200 12500 10000 250,00
12 | Miawhece ind 5% Aol 2N 10 A0l Andnarann no1 1400 -2 inl™
< 2|
€ s e Sublotal: -45,287.98
B # Jtem(s]: | 0 Zitax 0.00
Aount: 0.00 Total -46,287.98
[IHold
OK & Next Delet 0K
[lFinslis { IO G 0@

Note: Inventory adjustments are treated by mSuppy as a kind of Supplier
invoice (or credit). To view or edit an inventory adjustment, Choose the "Show
inventry adjustments" option from the "ltem" menu.
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Merge two items....

If an item has inadvertently been added twice, with slightly different descrip-
tions, here is your safety line! Enter the item to keep and the item to be
merged.

=] Merge items... E‘

Merge two items into one- use with caution!

Item o keep

Item to merge- wil be: deleted

Enter item narme

Note: merging items wil affect all historical records

for the rrerged item. Orly items that have besn
mistakenly double-entered should be merged. Caez]

Important- if you merge two items that are in fact different, you will really
mess things up. There is no un-do for this operation.

Note that merging items affects all historical records except for item names on
finalized transactions, which will retain the original name for safety reasons.
Note: Items that either have a bill of materials or are used in a bill of materials
can not be used for the item to delete/merge. If you try to do so, you will be
warned.

Show departments...

ltems>Show departments. This item allows you to create and edit item
departments. Once you have created departments, each item can be assigned
to a department.

For example, a manufacturer might create departments for raw materials,
packinging materials, and quality control reagents.

66

You are shown a list of departments:

edit departments...

narcoics
Psycholiopic
medical supplies
manufacturing urit

double-click a department to edit details
Mew Dept f
To add a new department, click the New dept. button.

To edit a department, double-click the department you want to edit. You are
shown a window allowing you to edit the department name:

The radio buttons allow you to choose what will happen when you attempt
to issue an item to a customer who is not a member of a linked group. Either
the user can be warned or the issue can be disallowed. This only applies if you
have Activate restricted item access by customer group turned on in the pref-
erences - otherwise you can ignore this setting.

The Items tab displays a list of items that are members of the group you are
viewing:



Manage Item Access...

To delete a department

Double-click it to display the entry window, then click the delete button. Note
that you can not delete a department that has item members. You will be
warned if you try to do this. To delete a department with Items, click the
items tab and note the items that are members, then edit those items (using
the Items > Show items... menu command) and set their departments to
either none or a different department. You will then be able to delete the
department. See the Manage Item Access entry below for more details

Manage Item Access...

This menu item allows you to create and edit item departments.

Item departments are a bit complicated. Here’s what you need to remember
® Each customer is a member of one group

® Each item is a member of one department.

® Each group can have any number and combination of item groups in it.

® When you attempt to issue stock to a customer whose group does not
contain the department of the item you are issuing, either a warning
will be displayed or mSupply will refuse to issue the stock, depending
on the entry for that department in the “show departments” list.

14| edit customers groups...

Item department Customer groups

medicines = =]

consumables

Bl
Add a new
relationship

i}

Delete a
relationship

E

Link customer groups with item departments.

® The left hand list shows the available departments

® The right hand list shows the customer groups that are members of the
department which is highlighted on the right hand side.

® The icons at the right side allow you to add and remove groups from
the highlighted department. Clicking the “Add a new relationship”
button shows a list of groups you can add.

® Double-click (or click and then click OK) to add a group to the current
department. You will be given a warning if you try to add the same
group twice.

67



ltems

® Depending on how the item department options are configured,
attempting to issue an item to a customer whose group is not a mem-
ber of that department will either result in a warning message or in
mSupply refusing to issue the stock.

® Note that the option must be turned on in the preferences under the
Invoices2 tab before this option will have any effect.

® Here is a summary of how department groups affect whether an item
can be issued.

Are permissions

Is the item assigned to
a department?

|

Yes

Yes
Is the customer a
member of a group that N
is assigned to this o >
item's department?

Manage Drug interaction groups

ltems>Manage Drug Interaction. Drug interaction groups allow you to specify
groups of items that interact with each other, and then specify a warning if
these items from interacting groupsare issued to the same patient.

You can set up interactions in store mode, but warnings will only appear in
dispensary mode.
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Steps in setting up interactions:

1. Choose a way of defining interaction groups. We recommend you use
the system being developed at <http:/www.drugref.org> as in future,
mSupply will be able to check automatically interactions with the
drug interaction server that is in development there.

2. Define which items are in which groups.

3. Add interactions between groups.

Let's look at each of those steps in turn

Definining interaction groups
Choose Items> Manage Drug interaction groups... You will be shown a list of
groups:

I =1t

Diazepam
Flurazepam
Faracetamal

double-click a aroup to edit details

[

Click the new group button to add a new group, or double-click an entry to
edit it.




Manage Drug interaction groups

Here we have double-clicked on diazepam:

14| edit item department....

group [BEREET

ltems | Interactions |

Items that are members of this group

Dizepam 10mg Inj
Diszepam Emg Tab
Diszepam 2mg Tab

2 Delsts Concel | [_OK

The window has two tabs.
The “items” tab shows a list of items that have been assigned to the group.

You assign an item to a group by viewing the item details (Choose Items >
Show items), and setting interaction group from a drop-down list.

The “interactions” tab shows a list of groups that the current group interacts
with.

|1 edit item department....

PRy Diczopam

ltems  Interactions |

interacting dncal
groups action  significance SYidENce
Calfeine R T -

Paracetamol | 1 P "
new

interaction
delete

interaction

2 Delete | Cancel |[ K

This tab has two buttons either to add or delete a drug interaction. (To delete
an interaction click on the line you wish to delete before clicking the “delete
interaction” button).

To edit an interaction double-click on the interaction you wish to edit. You

will be shown a window like this:

ki L BEX

This group  Diazepam

is affected by |Paracetamol x5
Typeof interaction [ihibts =]
Clinical sigrificance  [minor hd

Quality of evidence  [pomr =~

Message to
display

Motes

IILI_ILL\_

(007000 |
This intetaction last modfied [0700/00 Cancel oK

You choose the group that affects the current group, and then enter details
about the interaction by choosing from the drop-down lists.

The choices available are:

® Type of interaction
® Inhibits
® Augments
® No effect
® Conflicting evidence
® Clinical Significane
® Minor
® Moderate
® Major
® Unkown
® Quality of evidence
® Poor
® Fair
® Good
® Unknown
You can enter a message to display when an interaction occurs, and any notes
you may want to record. These fields are optional.

When you are issuing items in dispensary mode, you will get a warning like
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this if the patient has been issued both the items in question:

Dispensing medicine and group

Item Paracetamol 100mg Tab :|
Group Paracetamol

The above drug aifects the diug belaws
Iter Diazepam 10ma Inj
Group Diszepam
Interaction details
Type of interaction inhiits

Clinical significance - minar

Duality of svidence poor -

Show units...
Items>Show units. Choosing this item shows a list of units:

I5] Show Units... (=[]

Record List L

MTF: [w]

New

L=4| Edit Units.. .

Uit [am

Comments [Grams

Dekte | Cancdl | [
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Note that you will need to have sufficient user permissions to use this func-
tion.

Warning: do not change the record for one unit into a different unit, as all
items using that unit will be updated.

Show Accounts...

ltems>Show accounts. This window allows you to manage the range of
accounts that can be assigned to items.

Shuw Accounts... = @
Code Description A
1000 Income E
2000 Stock
3000 Cost of goods sold
52620
53601
53602
53603
G3604
53606
53608
53610
53611
53512 [w]
Double-click an item to edit details

Account codes are used when exporting transaction data from mSupply to
integrate your information with external accounting software. Double-click a
line to edit its details. Changing an account code or description will affect all
items that are assinged to that account.

Click the “New” button to add a new account.



Show item categories...

eoe Add new Account...

Code

woounttype | Income |8

Description
|

| Items that use
this account
code

(" Delete ](; Cancel ]( oK }

%

Fill in the code, description field and select the account type. The field “items
that use this account code” itemline(s) will be displayed for each account
code. Account types are “Expense”, “Income” and “Asset”.Click on OK but-
ton to add and Delete button to delete new account.

Show item categories...

Using item categories

When viewing an item'’s details, a category can be assigned to that item, as
shown in the following graphic:

It is recommended that each item is placed in its appropriate category, but
there is the option to select <NONE>

Selecting this item opens the Show Item Catgories window, showing the list
of categories to which items may be allocated.

@ - [a]x]|

Item Categaries
PHARMACELTICALS

MEDICAL SUPPLIES

GEMERAL SUPPLIES

Lé8 SUPPLIES

CLINICAL EQUIPMENT

OFFICE SUPPLIES

%R SUPPLIES

FURNITURE & EQUIPMENT

COLD CHAIN EQUIPHENT
CLINEQPHED & SURG INSTRUMENTS

Now

Reordering the list

The Item Categories list appears initially inthe order in which the entries were
made, but reordering the list is very straightforward. Simply select (by single
clicking) the category name which you wish to reposition in the list and drag
it to its new position. In this example, the entry <CLINICAL EQUIPMENT> has
been repositioned from fifth place to second place.

Shuw tem categories... @

ltem Categaries
PHARMACELITICALS

CLINICAL EQUIPMENT

GENERAL SUPFLIES

MEDICAL SUPPLIES

L& SUFPLIES

OFFICE SUPPLIES

¥R SUPFLIES

FURNITURE & EQUIPMENT

COLD CHAIN EQUIPMENT
CLINEQPHED & SURG INSTRUMENTS

New

Adding a new category

To add a new category, click the New button and the following window
appears:
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8ene New item category...

Item categary |2.1 Insulins
|
(] summary category only
Summary categories are used for display in reports-
they can net be assigned to items.
| Items that are members of this category
Items
Insulin Soluble 100iu/ml,10mI(Actrapid) inj
Insulin Isophane 100w/ml,10ml inj
Insulin Mixtard 100iu/m,10ml (70:30) inj

Delete ) ( cancel ) SS0K)

A

The category name is entered in the “Item category” field, and the Items
panel remains blank; only after items have been assigned to the newly
defined category will they appear under “Items”; this is performed when
adding a new item, ltem> New item, or when editing an existing item.

You can report on the value of items issued according to their item category,
and if you use dot notation you can even produce summary reports that
group item categories together. For further information see The 2 period
comparison by item category report on page 176.

Editing a category name

To edit the name of an existing category, in the Show Item Categories win-
dow, double-click on the name of the category to be edited; the New item
category window appears with the selected category name already high-
lighted in the “Item category”field.

You can now change or edit the category name.

Note that all items in the selected category will now appear under the edited
name; the previous name of that category will no longer appear in the list.

Show Locations..

Defining location type

Note that it is better to define the location type before the location. This sec-
tion discusses location types first, then returns to explaining locations.
Location types

Choose Item > Show location types to define or show a list of available loca-
tion types.

12

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.

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.:

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:



Show Locations..

Show Location type... ‘;I‘Elg‘

Deseriptian
Dark placs
Freezer chest
Open shelf
Rehigerator

Secure cabinet

Double-click anitem to edit details

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

Should you wish to edit the details of any storage type,double click on it; you
can also add new location types when necessary.

Location - Defining locations

Before you can associate an item with a specific location (e.g. Shelf D4, Refrig-
erator 2, etc.), these locations must be defined and entered into mSupply.
From the menu, choose Item > Show locations, even if you have not yet
defined any locations, as the window which appears has a New location but-
ton for this very purpose .

Show locations. ..

= & Search lacation
00 o a
Hew localion Volume usage Fiint
Code. Description | Lacation type Total volume

Clicking on New location brings up this window:

Add Location....

| General |

Code [A0T Description [Unit &, shelf 1
Location type | None. ~
Summary [

Comment [Said oral dese preparations

Total Valume 0 Milllter

Wolume used o m3

[ Delee  J[ cance | ok ]

Here you can enter the code, description and appropriate comments, as
shown.

Location volumes

You can also enter the volume of the location you are defining. Volumes are
stored in cubic metres [m3], but smaller volumes - e.g. 5| - may also be
defined, provided the appropriate unit (“litres” = “I" in the example) is
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entered following the number. See also Volume per pack on page 46

This feature 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. (You
would also need to know the volume of the vaccines that you are ordering).

The Location type field initially has the entry ‘None”, and before using this
feature, you must, as discussed earlier, define the various location types - e.g.
Secure cabinet, refrigerator, etc.. [For further information see Defining loca-
tion type on page 72.]

Once the locations have been defined, you can associate each item in your
store with its location, but do remember that a location has to be defined
before an item can be associated with it.

To view the locations you have defined, choose Item > Show locations, and
you will see a list of location codes and descriptions. In the example shown,
two refrigerators are listed, one with a capacity of 25 litres, and one of 20
litres - with their volumes expressed as millilitres.

Show locations. .. E@
= Search location
L Bl 7 a,
Mewlocation  Volme usage Pint

Code < Location typs Total volme: =
PR Retigeratar 1 Refrigerator 25000
D0 Steel Cabinel Socure cabinet 0
AI3 Urit shelf 3 Dpsn shelf 0
a0t Unit, shelf 1 Dpen shelf 0
A02Unit, shelf2 Dpen shel 0
B3 UnitBshel3 Dpen shelf 0
B Urit B shsit Dpsn shelf 0

Clicking the Volume usage button will fill in the volume usage column with
the volume used at each location provided that the volume of the location
has been defined.

If you want to see a particular location, enter the first characters of the loca-
tion code or description into the Search location box and click the magnifying
glass icon to show matching locations.

4

Editing a shelf location
Double clicking on a line allows you to view and/or edit location details.
When you double-click on a line, the following window is displayed.

Edit location B@@

| Ger Sk

Code [D.01AT
Location Deciption |D lacation, section 01 and sub sectiob A1

Commert |100(

Valume [ 7000
Location tpe [DDA v

Sunmay []

General tab

The General tab shows code, location descripion, comment, volume, location
type and summary.

The Stock Tab
The Stock tab shows a list of existing stock linesfor that particular location.
Clicking on the “Stock” tab diplays the following window.

« Edit location E@E

Genwra Stock |

Code |D.01A1
Location Deciption |D lncation, section 01 and sub sectiob 41

} llemcode  ltem name Available  Total Pack Hold Batch Manufac. Espdate  Suppier Localion CostPr. SellPrice

Al
B DPT YACCINE VIALN0DOSES 5 5 EUE OO wed DOTAL 1680 1920

LT MANNITOL INJ 20% S00ML B 1 F13w 003200, 20004 DOVAT 4805 523

2
2110 ACETAZDLAMIDE TABS 250MG B 2 2 1 PPO404024 06/01/200;  invad| DOTAT 545 600
1

41540 MANNITOL INJ 20% S00ML 9 9 1 P13w/ 0/09/200 200024 DOLAT 48.05 5286

Double-click on a particular batch of interest to view further information.



Merge two Locations...

Merge 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.

When you Choose Supplier > Merge two locations, this window is shown

Use extreme caution: This operation will affect all historical records of the
location you delete. They will be 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 locationto
merge. When you have checked that the information is correct, click the OK
button.

Check stock is correct...

Item > Check stock is correct.

Note: This command is disabled in Version 2 and later versions, as this opera-
tion is performed ‘on the fly'.

Each item has a "stock on hand" figure which is kept up to date by mSupply.
However, we have left this command here in case you suspect your stock on
hand figures are wrong. If mSupply is doing it's job you should get an "all
stock records were already correct" message when choosing this item. (Please
report to us if you don't!)

Non-stock items

There are occasions when you need to order an item that is not on your stock
list, and you do not wish to add it to your stock list. Such an item is considered
a 'non-stock item'..

The procedure for dealing with non-stock items will be described.

Step 1
S W

Type |EE v
Item code Jaria10d

Item name  [Granufles 10 % 10 dressing

Units |88 [

Price list []¥es ATCCategoy [
Shelf location DOD wake T
Prefened pack szs [ 5 DODfactor [ 1
Categary | none |
Mormal stack [ ] Mo stock item
Ciitical stack [ Deefault customer [Wester Infimary

Essential drug []
449 [ cenca || i3 | [ okamest |

From the ftem menu, select New item, and enter the particularsas you nor-
mally do, only this time check the Non-stock item box. In the box immediately
below, select the customer from the list of customers held in mSupply. To
place an order for a non-stock item, a customer must be identified, and this
customer becomes the default customer for the item.

Should you need to order the same item for a different customer at a later
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date, the new customer is entered at the time the purchase order is being cre-

ated.
The example is for non-stock item Granuflex dressing.

Step 2
Create the Purchase order which will include the non-stock item,

= New order line...

[ Gieneral | Usage| Quotes| Fieceint istory | Ledger Stoe: | L ]
Itemn Location »
[Grarnlles 10 ¢ 10 dressing Folinepezpack 0l ¢
graOce Shelflocation Nore 0
Origina! order Pricin far this item
Humber of . Tolal  Units  Supplier item Price befars  dissount  Prics after

packs Pack size  Quantly  [eakgm]  code discount (% discount Extension
=z [ s [ =@ [ I 0 | g i ty
Requested delivery date [ 21/05/2008
Stock
O hand 10 On backorder 0 On order i Received on previous deliveries 0
Custorner [Westem Infitary
Comment (will print on purchase order]
[ cance | [ ok ][ OK&New |

You will observe that the Customer box already contains the default cus-
tomer, in our example, Western Infirmary. You are able to edit this box, and
select another customer - for example when a subsequent order for this item
is placed for a different customer.

Step 3

On receiving the order, proceed as usual to the New Goods receipt form.

In our example, we have ordered 2 items from Diamond Traders, one of
which is our non-stock item..

The Goods Received must be finalised in order to create the Supplier invoice:
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Supplicr imvoice
Irivekes pumter: 15
Contam dale 00000 Dl 2100208
Cormment [goods iecesved 10 21 MM
Goodi ieceive 1D 21
L 8
Wewine Dekts ine Calagory [Hore - Erteied by uses 1 jpasan s
Genedl | Pice Stour name: Bonossd
il L. e M Ol Pach Bach | Emay  CodPice SelPae  Pice slenson
1 Mitochups s bl 118 Lo w109 F e SA200 % 5% %0
2 Graradie: 105 10 g 2 8 Ghas o W17 0
@ e Mihes chorges . Yo
et [ 0 i 1
At [ Totat Lo
B e o [Cotanes ) oo ] o _JO@

Uncheck the Hold box ( bottom left corner) then click on OK, and an Alert
message is displayed, advising you that ‘Customer invoices have been created
for non stock items......": From the main menu, choosing Customer > Show
invoices allows us to select and process the invoice which has been created
automatically for the non stock item for our customer, Western Infirmary

o Confen dain [0AGT0 Invesca: 17
Thes ret weosied Eriry date . 210502008
TS Y e L - Puschue mde (1
Comord [Sugpher e D 15 Categray  None Pl
(51 o] o Ertpred by oe 1 [pase= s
Mewire  Dislete neft] Backoedars Condim Strename. Denersl
Gereial | Summary | Trananort detaly
Line  Location [ Ousn  PackSoe Daich  Epdse SelPice Price een
1 Grarniies 10 x 10 drosaryg 2 5 G0 S AN 175 )
Obwrchages  hem | o o o Bemort: | 0
" I
f" Laa Sublulad £
0 X a
[l Totst =
[ Finekee Eoon bkehs 1) | okanes | [ Dame | [ [T -]




Non-stock items
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Receiving Goods- a Supplier Invoice

All goods you receive should be entered into mSupply by entering a "Supplier
Invoice" or by using the purchase order system, which ends in the creation of
a supplier invoice. In some countries a supplier invoice is called a "bill"

Entering a supplier invoice puts the goods into stock ready for issue. It calcu-
lates the selling price based on the margin you have chosen for that supplier
or for that item, depending on how you have set your mSupply preferences.
You will notice there is a Prices tab in the supplier invoice window- this is for
use with invoices received in foreign currencies, which will usually be done via
the goods receipting system. For further information see Viewing and editing
supplier invoices created via Goods Receipts on page 138.

Choose Supplier > New invoice. The supplier invoice entry window will open.
The cursor will be in the Name field.

mSupply generates automafically both th e Invoice number and the Goods received ID, and if
you click on this latter number, the Goods Received transaction will open. See “Tips” on p.82

Click o add o _
new supplier x‘l _ o
| Ceatirm arle TOAGR/TD Date . 25/06/2007
Typeinitiallet | & o R
Y/ Mewline Dilean e Catpgary | Nomm ] Eniered by : Sensad
ters of the name =l el
(]nd preSS 1(][] | e Lotation e tame oy Pack Balch  Expry  Cost Frce) Sed Price Frice extermon
Resizable col- |
umn
Click to add a
note.
Oither chupet
Guttetal o
Memia) 0 ®ux o
prem (L5 Tatal (1]
Cick o copy (Corar) Cosere ) EEEH = @

the details of
the invoice to
the clipboard.

Information to enter in the main window

Name

Enter the first few characters of the supplier's name, and then press the Tab
key. Any name that has the "supplier" check box checked can be used. If only
one name matches the entry, the supplier name will be filled in. Otherwise, a
list will be displayed:

Resizable column

Pouble-cll(k 0 — — -
line to choose it. | aveiwate avel |
“\&nw Manufacturer am
Ace Phamaceuticals Ace
If the line you want is
Click the “New” highlighted, click the
button fo add a “use” button or press
new name. the “Enter” key.
Lé%\ma-:hck aname to chooss it %
[ Hew. ] [ cemes [ use ]

Double-click the appropriate entry, or click cancel to try again. You can also
use the up and down arrows or the “d” and “u” keys on the keyboard to
move the highlighted item down or up, and then use the"enter" key to
choose the highlighted item..

Bill no.
Enter the bill number- the serial number on the bill the supplier gave you.

Comment
Enter anything you like. Now you've run out of things to enter!

Category
Category for supplier transaction is created in File>Preferences>Invoices1 .
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Receiving Goods- a Supplier Invoice

The categories created are listed in this category field.

Buttons in the supplier invoice window

Mew line Delete ling

New line

Will add a line to the invoice. This command can be used on any invoice that
is not finalized. Clicking the button will present you with the window for
adding a line from stock.. See the Adding lines to an invoice section below for
more details. To select a line to edit, simply double-click on it. Note that new
line and edit line are disabled on finalized invoices

Delete line

Will delete a line whose batch is "none". To delete other lines, you must first
edit the line and set it's quantity to zero.

The Hold Check Box

Checking this box means that the invoice can not have it's status changed. If
it's status is “nw"” it can not become “cn” (confirmed). If it is “cn”, it can not
be changed to “fn” (finalized).

Note the “nw" status invoices do not have the stock entered into the system
yet, so this allows you to enter a supplier invoice, but to make sure the stock
is not available for issued until all the details have been checked.

The Finalize Check box

This check box allows you to finalize an invoice when you click the OK but-
ton. This will mean that it can no longer be edited, so be sure first that all the
details are correct. Note that only users with “Can finalize individual invoices”
checked in their user permissions can operate this check box. Other users will
be warned if they try to turn it on, and the check box will automatically
uncheck.

If this check box is not checked and OK button is clicked, it will display a con-
firm window with a message “Confirm invoice and enter into stock now?”If
you click on “Later”, the invoice will have a status “nw" (new). If you click on
“confirm”, the invoice will be confirmed.

If this check box is checked and if the invoice is not yet confirmed, it will dis-
play a confirm message.If you click on “Later”, the invoice will have a status
“nw"”(new) and will not be finalised.If you click on “confirm”, the invoice will
be confirmed as well as finalized.So be very careful! A finalised invoice may
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be viewed and/or printed but it can not be edited.

If “Confirm supplier invoices without asking” is checked in the “Invoices 1"
tab of the Preferences window, so all invoices will be finalized (whether you
like it or not!)

Copy button

This button copies the invoice details to the clipboard, allowing you to paste
them into a spreadsheet or email message.

Delete

Allows the deleting an invoice.

When you press delete button, it will leave no trace of your entry, and the
invoice number assigned will be reused.

Note:Unless the invoice has a status of “nw” if you have added lines to an
invoice, you must manually delete eachline using the “delete line” button
before deleting the invoice. This is intentional, to save the “oops, | just
deleted my invoice with 100 lines on it” feeling.

Invoice status Description

nw The invoice has just been created- clicking
cancel will delete the invoice and automati-
cally delete each line

sg The cancel button will only delete the invoice
if you have first deleted all lines using the
"delete line"” button

n Same as for status “sg”

fn No changes or deletions can be made

If the invoice has already been saved by previously clicking OK, cancel will be
disabled or not present.

OK

Saves the changes you have made and exits the window. You are given the
opportunity to print if you want to. If the invoice status is “sg” a packing slip
will be printed, otherwise an invoice will be printed. (Tip: you can bypass the
print messages by holding down the shift key as you click OK)



Adding new lines to a Supplier invoice

Adding new lines to a Supplier invoice

Click the new line button to add a line to the invoice. A window will appear
like this:

add supplier inv line...

Itemn [ACRIFLAYINE [N SPIRIT BOT/15MHL 2010
(Y - i | E

Pack size 1 Manufachuer [Search manufacturer
Total quantiy 58
Batch |b345
Expity [03/03/2009 Fiice adjusted .
o Local onst (38D) % magin Sellprice
nvoice ine
et (SED] 0ol 001 000 0ol
o
[ Cance ][ Ok | [_OK&Nest
Pack to one
Dats Supplier Pack | Price
Previous
purchases | 28/02/200€ SALO FISHING & SHIPPING SERVICE 1 0

The cursor will be in the field ready for you to enter the item name.

Item

Enter as much of the item name (or code) as you know, then press the tab
key. As usual, if only one entry matches, it will be filled in. More than one
matching entry will present you with a list from which to choose the item you
want to issue by double-clicking it: The text you type will be matched against
both the item name and the code. A match for either will display the item.

Note: To query for an item name or code that contains (rather than starts
with) “250mg” (for example), enter “@250mg” in the search field (without
the quotes).

Hint: you can use the "up" and "down" arrow keys to change the high-
lighted item (You can also press u to move up and d to move down!) . Press-
ing the enter key will choose the highlighted item.

D] X

Item code: |

Item Mame
ACETAZOLAMIDE TABS

amo250
. XYCILLIN TABLETS 250mg 6501
Resizable column 1 pygrercicm vass swis sornm | a0
MOYTILLIN TABS 250MG BOT/000| 41
CHLORAMPHENICOL CAPS Z50MG B0, 50
CHLORAMPHENICOL CAPS Z50MG B0 31
CIPRDFLOXACIN TABS 250MG BOT/IC 113

CLOXACILLIN TABS 250MG BOTA100 120
CLOXACILLIN TABS 250MG BOT.A1000 13
ERYTHROMYCIN TABS 250MG BOT/1( 175
ERYTHROMYCIN TABS 250MG BOT/L 176 [
< >

Dauble-Click the item pou want..

Cancel Use

Note: If you did wish to apply a different margin to the whole invoice, click
the cancel button, and edit the margin for that supplier by choosing Supplier
| Edit supplier and change the margin. If you wish to apply a different margin
to just some lines, you can do this as you enter the lines, as long as editing
margins is enabled in the preferences.

If you can't find the item you are entering, you can click new item to add the
item.

Note: it is a good idea to agree upon a standard form for entering items. For
example, will you enter an "infant feeding tube" as:

® "infant feeding tube"

® "feeding tube, infant"

® "tube, infant feeding"

Duplicated items can later be merged, but it is better to get it right in the first
place!

Now there are a series of fields to enter to fill in the basic information for the
line

Num units

How many did you receive?

Location
The location of the item has to be entered in this field.

Pack size
How many units in a pack
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Note: Say you receive 50 packs of 100 amoxycillin caps, you should enter "50"
in the quantity field and "100" in the pack size field. However, if you issue the
capsules in strips of 10 to customers (eg you allow them to order 20 or 30 cap-
sules), you should enter quantity " 500" and pack size "10"

Batch

The batch number or other identifying information. The batch appears on
the invoice, so you can use this field to differentiate between brands if you
need to (eg you operate using generic names, but occasionally want to give a
specific brand- you can put an abbreviation for the brand name here as well
as the batch).

Expiry

You can use "/" or "." to separate the day/month/year. Note: Use whichever
date format you have set in your computer (dd/mm/yy or mm/dd/yy or yy/mm/
dd). You can enter the year as 2 digits, which will be understood as a date
between 1961 and 2060. This should cover the expiry date on most things you
receive in the next 56 years!

Cost Price
Enter your cost price for one pack of whatever size pack you entered above.

Margin and Sell price

If you have allowed editing of these fields in the preferences, you can adjust
the margin (and the sell price will adjust automatically, or you can adjust the
sell price (and the margin will adjust automatically).

Click OK if you are finished, or OK & next to add another line. (The invoice
lines added will be displayed in ltems Display Field.)Click cancel to exit to the
main screen without saving any of the details.

Manufacturer

This field will only be shown if you have turned the option on in the prefer-
ences.

You enter a manufacturer just the same as entering an item or supplier- type
the first few letters of the manufacturer’s name or code, and press the tab
key. Choose the correct manufacturer from the list if more than one choice
matches what you typed.

If the manufacturer you want to choose is not in the list, you can click the
New button to add a new manufacturer.
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Editing lines on a supplier invoice

Supplier invoice lines can be edited at any time until the invoice is finalized.
To edit a line, simply double-click on the line you wish to edit.

Editing lines if stock has been issued

If you have already issued stock of this line to a customer, you will be warned
with a window like this:

Stock has been issued- you cannot changs the item or delete i,

{.g

View issued invaices | [ oK |

Clicking View issued invoices will show you a list of customer invoices that this
particular line was issed to:

s Issued invoices... EI

Name Invoice # Status | Tupe Quantity
ARARA CLINIC 372219 =] oo

Tatal quantity: 100

Clicking OK will take you to the item issue window, where certain fields will
not be able to be edited. Also, you will not be able to reduce the quantity
you received below the quantity already issued.

The item issue window

You will be presented with a window where you can edit the line details in
much the same way as if you are entering new details.
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add supplier inv line. ..

liem [ACETAZOLAMIDE TABS 250MG BOTA00 10
Quanlity Ml Urits fssued: 100 Location [F0RET
Pack size 1 BOT “Wolume per pack 0 Mililiter

Total quantiy 100
Batch |né7
Expiry [01/01/2003 Pzl % margin Sel pice
Invaice line cost 9.00 900 93.33 0.60
o
[ Cancd [ ok | [ oKaNem |

Pack to one

In the graphic above you will notice the “units issued: 100" text in blue to the
right of the Quantity field. This will only be present if stock has already be
issued to customers. You can click on that text to display a list of issued
invoices as described above with the View issued invoices button.

Note that the OK & Next button is very useful for editing a whole invoice.
Simply double-click the first line of the invoice, then use the OK & Next but-
ton to go from line to line.

Note also that many options for the window are set in the mSupply prefer-
ences. For example, whether or not line one is chosen automatically, and
whether you can use placeholder lines.

Working with the list of invoice lines

Resizing Columns

These columns are resizable. If any of the column data is cut-off or remains
hidden, the column width can be increased or decreased. It can be done by
positioning the mouse at the borders of the column. The cursor changes to a
cross with arrowheads on the horizontal bar. Click and drag the cursor to the
left or right.

Line Item Name Qty | Pack | Batch | Expiry | Price Price exten
1 |BOTILE, TABLEF iC, W/SCRE| 1000 1 0.54 545.90
Mouse (hu“ges TTLE, TABLET, PLASTIC, W/SCRE| 42678 1 045 19,475.25
to divider sign 3 [BOTTLE, TABLET, PLASTIC, W/SCRE| 94810 1 069 66,077.83
4 [BOTTLE, TABLET, PLASTIC, W/SCRE| 15408 1 105 16,291.65
5 [BOTTLE, LIQUID, PLASTIC, W/SCREW| 14800 1 169 25,100.80
6 |BOTTLE, LIQUID, PLASTIC, W/SCREW Bz 1 2.85 22,.275.14
7 |BOTTLE, LIQUID, PLASTIC, W/SCREW 864 1 8.42 7,280.93

Oty +b Pack = Batch
, W/SCRE 1000 1

, W/SCRE| 42678 1

Sorting Columns

Columns can also be sorted either in increasing order or decreasing order by
clicking on the header.

Increasing order ine | A Oty
5 |BOTTLE, LIQUID, PLASTIC, W/5CREW| 1480

Decreasing order ﬂL”M—F—DFI Oty

3 |BOTTLE, TABLET, PLASTIC, W/SCRE| 9481

The columns can be moved by clicking on the header and dragging it to the
new position.

Deleting a line on a supplier invoice

To delete a line, do one of the following:
® Click on the line you wish to delete, then click on the delete line button
(it's got a trash can icon)
® Double-click the line to edit it (see above) and set it's quantity to zero.

Click the OK button. You will be asked if you really want to delete the line.
Click OK to proceed.

Note: you can not delete a line from a supplier invoice that has been finalized.

Selling price calculations in mSupply

mSupply uses a number of pieces of information to calculate the selling price
of an item. This can be confusing, but it also gives you a lot of power to have
the price calculated just the way you like it.

Here's the logic mSupply uses:
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® Does the item have a selling price specified? If it does, this price will be
used no matter what other information is available. Note that the price
entered for the item is for one unit. The price will be multiplied by the
pack size to get the selling price for the line you are entering.

® |s either the margin specified for the supplier or the margin specified
for the item zero? If so, the other (non-zero) value will be used?

® |s there a margin specified for both the supplier and the item? If so, the
preference "item margin overides supplier margin" will be examined to
see if it is on or off. If it is set, the item margin will be used, otherwise
the supplier margin will be used.

For example:
cost pack Sup- item preference item price
price size plier mar- setfor item price used
mar- gin margin
gin overriding
supplier
margin
100 100 6 10 yes 1.15 115
100 100 6 10 no 1.15 115
100 100 6 10 yes 0 110
100 100 6 10 no 0 106
100 100 0 10 no 0 110
100 100 6 0 yes 0 106

Note that if you have turned on "allow editing margins and sell prices on sup-
plier invoices" in the preferences you will be able to over-ride the prices
mSupply calculates.

Applying a Discount to the whole invoice

If a supplier gives a discount at the bottom of the invoice rather than adjust-
ing the price of each invoice line, you can use the discount button. This win-
dow will be shown:
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1006 Apply discount...

Apply discount on Cast Price

Discount % [ ] Recalculate sell price

What will happen?

Enter a positve number to recduce the cost price of each line on the
invoice by the percentage you have entered.

Enter a negative number to increase prices.
Check the "Recalculate sell price” buttan to adjust the sell prices on the
basis of the new cost price.

If you enter “5" the cost price of each line will be reduced by 5%, and the
invoice total will be recalculated. It should then match the amount the sup-
plier is actually charging you.

If you want the sell price calculated based on the new cost price, check the
“Recalculate sell price” checkbox. The pricing rules as described above will still
apply.

Tip: Rapid access of Goods Received note from Supplier invoice,
and vice versa

Supplier invoices show the number of the Goods Received transaction in the
upper right area of the window. By clicking on the actual number, that partic-
ular Goods received transaction will be displayed. Similarly, the Edit goods
received list has a link Click here to open Supplier inv ....... which will display
the required invoice.



(reating a new Invoice

Issuing Goods to a Customer (Customer Invoices)

Creating a new Invoice

Choose new invoice from the customer menu. A window like this will open:

+ Customer invoice @

Xveme Confim date [00/00/00 Invaice : 0
Theirrel [ Pesiad | Unconfimed of none ¥ Enty date: 03/10/2007
Bl s Purchass crdsr 11

Status: nw
& &1 B Enteredby: Sussal
Newline  Delete finefs) B Store name : General

General | Summary | Transport details

[Line Location Item Mame: Ouan  Pack Size  Batch  Expdate Sell Price | Price exten

Re-number lines

Financial summary
Transaction note

Copy to clipboard

Other charges  Item: | Amaunt: | 0.00

Sublotal 00
0 ztax 0.00
Totak 00
[ Held Export batch: 0
[] Finalee OKtMew |[ Delete [ 0K @ F

Information to enter in the main window

Name

Type as much of a customer name here as you know and then press Tab. If
there is only one name that matches your choice, it will be entered automati-
cally for you, otherwise you will be presented with a list of available choices.
Once you have entered a valid name, the New line button will be enabled. If
you can not find the name you are looking for, you can add a new name by
clicking the icon to the left of ‘Name'.

Their ref
Enter the customer's order number if there is one

Comment
Enter any information you wish to record here

Buttons in the customer invoice window

New line

Will add a line to the invoice. This command can be used on any invoice that
is not finalized. Clicking the button will present you with the window for
adding a line from stock.. See the Adding lines to an invoice section below for
more details. To select a line to edit, simply double-click on it. Note that new
line and edit line are disabled on finalized invoices

Delete line(s)

Will delete a line which has been selected, and appears highlighted; multiple
lines, which do not need to be sequential, may also be selected and deleted
using this button.

Backorders

Note: This icon is displayed only if ‘We run a backorder system' is checked in
the Preferences>invoices 2 options. Clicking this button shows you a list of
items that are on backorder for the customer you have chosen. If you click the
button before choosing a name, you'll be told so!. For viewing the backorder
list of items, you must first confirm the transaction.

Confirm

When this button is clicked, the status of the order changes from new (nw) to
confirmed (cn0); modifications may still be made.

85



Issuing Goods to a Customer (Customer Invoices)

= Backorders... |;|@@

Bl E4
Disete backorder Modiy fine
[ ltem Stock on Hand Quantity o back order
|Acetone 3 100
|Bote mber, glass 20mm + choppers, gllas with caps 60rm, 2 i 100

Delete backorder

You can delete an item line or multiple item lines by selecting the line(s) and
clicking on Delete backorder button.

Modify line

This button is used to edit the item line. Select the desired line and click on
Modify line button to display the following window.

+ Edit backorder....

Item [DAPSONE TABS T00MG 145
arder date |28/03/07
quiantity 14

comment |b

[ Cance ] [k ]

Note: The Backorders button will be hidden if you have backorders turned off
in the Preferences.

Confirm

This button is only available for invoices with status "sg" (suggested). For fur-
ther information see Confirming an invoice on page 92.

Small icon buttons in the Customer invoice window
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There are a row of small icon buttons at the bottom left of the window. Hov-
ering the mouse over the button gives a description of what the button does.

Reorder lines

This button will re-assign line numbers to all lines on the invoice according to
their current order (you can move lines around by dragging and dropping to
a new position.

Financial summary
Clicking this button shows you a summary of the cost and selling price infor-

mation for the invoice.
D Profit... Ex

Whole invoice,
cost 74
proft 5
selling price 7322
% mark-up: 1
Margin 9
Selected line
cost o
proft
selling price: 0.00
% mark-up:
Margin: o
[TFiint s profoima invoice:

Print as Proforma invoice: If you check this checkbox rather than printing a
pick slip, a proforma invoice will be printed, allowing you to give a paying cli-
ent a form showing expected charges:

Transaction note

Allows you to make a note relating to this invoice.

Copy to clipboard
Copies the entire invoice to the clipboard

Tabs in the customer invoice window

The three tabs allow the invoice to be viewed in three different formats, but
note that the lower area of the window remains the same and is available for
appropriate input in all views.
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General

Once an invoice has been created, a detailed view of the items on it may be
seen by selecting this tab; where the supply of a single item is made up of dif-

ferent batch numbers, they will be displayed as separate lines:

* Customer invoice

Customer invoice

3

X viove [Bus Cross Hosptal Confirm date [10/10/2007 Inweice: 15,734
Their ref [POTT beh Period [01/07/2007 - 30/06/2008 Erity dates- 1010720017
Purchase oider 0
Comment [ Categary | None v S
= i Entered by: Sussol
Newlne  Delete finefs) Store name: Gerersl
| General| Summary | Transport details|
Item Name Quantity ordered  Quantity supplisd Selling price Price extension
Phenosymethyl penicilin 1 25ma/5ml.100ml sprup 200 200 1.72 4
moxicilin 250mg cap. blister pack 100000 100000 15,25 1525000
OKiNet |[  Delete || 0K lO%

X Home [Blue Cioss Hospital Confirm date [10710/2007 Invoice : 15,734
Thet ref [FOSTT beh Peiiad | 01/07/2007 - 30/08/2008 ] Glipe-tE el
Nee . FPucheoder D
one v
Comment | Calegory Mone & T
=8 B Entered by Sussal
Newlre  Delte finsfs) Store name : General
| General | Summary| Transport details 1
Line Lecation ltem Name Quan  PackSize| Batch | Expdale SellFiice Fiice exten
1 |[RM10 |Phencwmethyl pericilin 125mg/Sml 100w syrup 100 1) oskoos|3omgior 172 17200
2 |RM10 | Phenowmethyl periicilin 125mg/Smil 100w syrup 100 1| osKoO?|30/3200 172 17200
3 Amosicilin 250mg cap, bister pack 100 1000 GCKOT|30M0/20C 1525 152500
¥ E & s ) Aot o
Subtotal 1,863.00
0 e 0.00
Total 1,863.00
[ Hold Export batch: 0
[ Findlize OK&Nest [ Delete | 0. | O %
Summary

The Summary tab displays the items on the invoice, consolidating different

batch numbers and displaying the total quantities for each item only; the
invoice above appears in the following format when the Summary tab is

selected.

Transport Details
Selecting this tab displays the following window:
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= Customer invoice
X tewe Corfim date: [00/00/00 Inwoice: 0
Theinet Eniry date . 13/05/2008
. . — — Puchase order 0
ormment | ategory | Mon S
= i =) = Entered by user 1 [pass=1
Mewlne  Delete ling(s) Backarders Confim Store name General
General| Summary| Transport detais |
Expected arival date [00/00/00 Ship date [00/00/00 Ship method | None v
Actual arival date [00/00/00 Fiesponsble oificer | v
Line Location Item Name Qusn  PackSzs  Batch  Espdats  GellPrics B rumber
=
Piint labels
[ okaMNest | [ Dekte | [ Ok | OF

Here you can add information about the method of transportation and
related information related to shipping - e.g: Ship Date, Ship Method,
Responsible officer, box number.

The choice list for Ship methods is set by choosing Customer > Show shipping
methods.

The choice list for Responsible officers is a list of mSupply users for whom the
“Can be responsible officer” check box has been checked. Choose File > Edlit
users and groups, then double-click a user name to set up each user as a
responsible officer (or remove them from the responsible officer list)

If you enter information here, you can report on performance of your trans-
port operations in various ways using the “Transport Report” in the “Report”
menu.

You can enter a box number (or other reference) for each line by clicking on a
line in the list, and then clicking again in the “Box number” column. Once
you have started entering box numbers, you can use the “Tab” key to
advance to the next line.

If you are using the Box number feature, and having allocated a box number
to every item in the order, you may then print labels for each box by clicking
on the Print labels icon, when the requisite number of labels will be printed,
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and may be attached to the appropriate box. An example of a printed label is
shown:

(1o )

Gizo Hospital

Barrier Island

Gizo Provence

ph 2834298
attention: Fred Smith

This Carton:
Reference: A
Total cartons: 8

From:
National Medical Store
Ranadi
Honiara ph 283479

e *

Finalise

This check box, under the General tab, allows you to finalize an invoice when
you click the OK button. Only users with “Can finalize individual invoices”
checked in their user permissions can check this box. Other users will be
warned if they try to turn it on, and the check box will automatically uncheck.

If the invoice is not yet confirmed, it will be confirmed as well as finalized
when the OK button is clicked, so be very careful! A finalised invoice may be
viewed and/or printed, but it can not be edited.

If this check box is checked but dimmed out, it means that “Finalize customer
invoices automatically” is checked in the “Invoices 2" tab of the Preferences
window, so all invoices will be finalized (whether you like it or not!)

Delete

Allows the deletion of an invoice. If the invoice has a status of “nw" you can
delete the invoice even if has lines added. If the status is “cn”or “sg” you will
have to delete the lines manually first. When an invoice has been deleted the
invoice number assigned will be reused.

oK

Saves the changes you have made and exits the window. You are given the
opportunity to print if you want to. If the invoice status is “sg” a packing slip
will be printed, otherwise an invoice will be printed. (Tip: you can bypass the



Adding lines to an invoice

print messages by holding down the shift key as you click OK)

Adding lines to an invoice

Clicking New line will bring up this window:

Add item
Item [ Newitem |
M
Line 0
Quan Olof 0
— Bulk/Outer pack size 0 |
Pack 0 |
( Add Place holder )
cancel ) ok ) (fok&nea)

The first thing to enter is the item name or code. Enter as much of the item
name as you know, then press tab. All items whose name or code starts with
the text you have entered will be displayed.

X))
Item Name Item code
Amoxicillin 125mg/Sml,100ml syrup. 21
Amosxicillin 250mg cap 22
Amoxicillin 500mg cap 23
Amoxicilin& Clavulanic acid ﬂugm Double-click the

line you want.

Or click on the line
then click the
“use” button

Double-Click the item you want..

( cancel ) Use
A

Double click on the one you want, or click cancel to try again.

If no entries match the request, the text will read try again. You can try as
many times as you like! If you decide the line is not entered in the system,
click New item to add the line.

If only one entry matches the request, it will be chosen automatically, other-
wise you are presented with a list of matching entries.

Once you have the line you want, the list at the bottom of the window will
display the available item lines (if any). Each item line may be a different pack

size, batch, expiry, price. The lines are numbered in the left hand column You
can choose the line you want in one of three ways:

® By typing the line number into the line number field
® By double-clicking on the line in the list

® By clicking once on the list to select the line you want, then clicking
again in the issue column to allow you to directly edit the issue amount

in the list
[ Add item
Item AMOXYCILLIN TABS 250MG BOT/1000 4 [ New item k‘l
| —
Line 1
{ Quan 0of [

| Bulk/Outer pack size 0
| Pack 1

(* Add Place holder )

ing Issue | Avallable ot in ston Pack |Hold| Batch Expdate | Supplier | Location |Cost Price| Sell price

1 o 6 7 L TGG27 1/6/07 invad F.08.E2 10477 11518 &
2 ] o 3 1 TGG27 1/6/07 G.0201| 10471 115.18]¥
3 0 4 4 1| TGE 27 1/6/07 G.01C| 10471 HEJEm
4 o 168 181 1 tgg29 1/6/07 invad G.02.D1| 10477 11518

5 0 742 742 1| |ANTBODOZ 30/9/08 200130 Ko2.01 74.76 115.18/4
[ n F79 29 1 R0z 30/9/08. zom13nl kozmil 7azel 1is1RY

Total quantity issued 0
Total quantity available 1583 = I\' = ) G“" ’

Once you have chosen your line, the number available will show to the right
of the quantity field, and the pack size and batch will be filled in. You can
enter any number greater than zero and less than or equal to the number
available. Once you have entered a quantity, the value will be entered in the
“issue” column in the list.

Click OK to return to the main invoice screen, or OK & next to add another
line.There are a number of situations that are more complicated

If the quantity ordered by the customer can not be totally filled, enter a place
holder line for the balance outstanding. For further information see Place-
holder lines on page 90.

Issuing from multiple lines

If the quantity you wish to issue can not be filled by the available quantity of
asingle line, you can issue from multiple lines without leaving the window.
There is an automatic and a manual way of doing this

Automatically issuing from multiple lines
To do so automatically, simply enter the total quantity you wish to issue into
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the “Quan” field. Note that this should be the number of packs. The pack size
of the currently selected line will be used to calculate the total quantity
required. In the example below, the user has entered 70.

edit line

Item [AMOXYEILLIN TABS 250MG BOT/100 40 New item
Line 1
Quan 70 of 58 Sell price: 1267
Bulk/Outer pack size 1}
Pack 1 i3
Add Place holder
Lin lssue | Avalable| Totinstor Pack  Hold  Batch | Espdate | Suppler | Location  CostPrice Sellprice
il 5 58 B2 1 PPOS0401 01/06/2007 invad H.0.B2 11.52 1267
2 7 a8 a0 1 PPOS0401 | 01/06/2007 iwad FO3E1 11.52 1267
3 1 78z a2 1 PPOS0E | 01/06/2007 invad H.O1A2 11.51 1267
bl 13
Total quantity available 928 ——— oK ] (0Kt ]

When the tab key is pressed to leave the field, if the quantity entered is more
than there is available for that line, this message is displayed.

There Is nat enough stock of line 1. Would you lks to try again of treat the
amaunt as the kotal quantity b be distributed over muliple batches?

[N

If you accidentally entered more than you intended, click “Try again”, other-
wise click the “Distribute” button. In the example above, all 58 available of
line 1 will be issued, and 12 will be issued from line 2.

Placeholder lines

If you have set “Allow placeholder lines” in the preferences, and if there are
no lines available, or none of the lines are suitable (for example, this order
needed strip packaged stock, and the available lines are all bulk packs), then
click the Placholder line button. You can now add a place holder line that will
record the quantity and pack size until you either get stock, or you confirm
the order, at which time the item will be moved to back order or deleted
(depending on how you have set your preferences).

As in the window displayed below, placeholder lines are coloured in red so
you can easilty identify them.
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edit line

liem [AMORYCILLIN TABS 250MG BOT/100 40 New tem

Line 1

Qusn|  7of 1 Sell price 1267

Bulk/Duter pack size 0

Pack 1 5
Add Place holder

Lin| lssus | Available| Totinstorl Pack |Hold Batch | Expdsts | Supplier | Location | CostPrice Sel price
1 1 0 o 1 none 0 1267
2 5 52 62 1 PPOSO4OT |O1/06/200G  invad  H.OTB2| 1152 1267
3 7 S 20 1 PPOSOSOT U1/06/200:  invad  F.OSE1| 1152 1267
4 1 782 782 1 PPOSOBOT D1/06/200:|  invad  H.OLAZ| 1151 1267

Total quantity issusd 13

Total quantty available 928 Come ] | oK ] [CoKenen

Note that if you have allowed placeholder lines in the preferences, and you
choose an item that has no available stock, a placeholder line will be created
automatically.

When confirming an invoice the following actions will occur:

® If you have activated backorders, a backorder line will be created for
each placeholder line.
® If you have set the preferences to delete placeholder lines when con-

firming, they will be deleted, otherwise they will remain on the invoice
to show the client that their order was received, but the goods were
not supplied.

Issuing all available stock of a batch

Sometimes you might end up with an unusual avilable amount of a particular
batch. Due the fact that mSupply rounds the available quantity, it may be
hard to enter the exact amount to completely issue the batch. In such situa-
tions you can issue the total amount available by holding down the shift key
while you double-click a line. This will issue the total amount available of that
batch.

Bonus Stock
® |f you have activated the bonus stock module in the preferences (on the

invoices 2 tab, then any items with bonus rates set will automatically
have a second line with the bonus stock amount:
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item Iﬁmox +C lo=a 200mg Cap I anne =
tine [ 1]
quan Of 62 Bonus: 2 free with 10

bonus 4

® The bonus details will be shown when the item is chosen, and the
bonus amount will be updated when the quantity is entered.
® Each time the quantity exceeds a multiple of the bonus qualifying

amount, the bonus amount will be increased by the amount specified
for the item. For example, given the "2 free with 10 example above:

Quantity Bonus
8
10
14
18
20
28
30

[e2] BE=N IF-N [ V] I \V] [ N e}

® The bonus amount for item item is set on the "stock" tab of the item
details window:

bonus qualifying quantity
bonus quantity
bonus price % Izl Center O for free stock)

See the manual section on File > Show items... for a description of entering
bonus amounts

Editing an invoice line

® To edit a line, double-click on it. You will be presented with the same
window as when you add a new line, except that the item name is
already chosen. Note that the quantity you have already chosen is
added back into stock- You are viewing the stock records as if the line
has not yet been processed.

® Note too that any other invoice lines for the same item are also taken
into account, and the issue column is filled out with the the amount of
each batch being issued on the invoice. In the window below, there are
three lines on the invoice for different batches of amoxycillin, and all
three are shown when editing, irrespective of which of the three lines
was double-clicked.

edit line
Item [AMOXYCILLIN TABS 250MG EOT/100 40 New item
Line 2
Quan 7o 8 Sell price 1267
Bulk/Outer pack size 0
Pack. 1 p
Add Place halder
Lin Issue | Availsble| Totinstor Pack |Hold| Batch | Ewpdate | Supplier | Location | Cost Price Sell price
1 b 58 62 1 PPO50401 | 0 /06,2007 invad H.m B2 1152 1267
Z 7 8 a0 1 PPOS0401 01./06/2007 inwad F.O3E1 11.52 1267
g 1 82 a2 1 PPOS0E0T |07 /0672007 invad Hm.A2 11.51 1267
Taokal quartity issusd 13
Total quantity avaiable 928 l Cancel ] ‘ 0K ] [ 0K, & nert 1

\t this stage you can alter the quantity, or choose a different item line (that
;, a different batch), or you can even click in the item name field, and select
in entirely different item. Note that selecting a different item has the follow-
g effects
® If you proceed to issue the new item, all invoice lines for item you were
editing will be deleted, and invoice lines will be added for batches
being issued of the new item.
® If you choose a new item for which there is already an invoice line(s) on
the invoice, the stock to be issued on those lines will be shown in the
"issue” column. If you proceed you are effectively editing the quantities
of the item you have just selected, and you are deleting all invoices lines
of the item that was originally on the invoice.
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Issuing Goods to a Customer (Customer Invoices)

Changing the batch to be issued
If you want to choose a different batch for an existing invoice line:
® double-click the invoice line
® set the quantity of the batch you don’t want to zero,
® double-click the batch you do want, and enter the quantity you want to
issue.

® Note that if possible the new batch will be added to the invoice at the
bottom of the other lines, and the former invoice line will be deleted.

You can use drag and drop to reorder invoice lines if this is a problem.
Editing a placeholder line on an invoice
When you double-click a placeholder line, an extra button is displayed:

[ edit line

Item [Gammexane 1% Lotion el New item ]
| RS RIEE: T
Line i
| Quan 0] of 0
| Bulk/Outer pack size 0
| Pack 1
(* AddPlacehalder | [ Re-distributeall )
Line| issuz | Available Totinstore Pack |Hok Batch | Expdate | Supplier | Location |CostPrice el price
1 z 0 0 1|E none 0.00 0.00
2 o 240 240 60| 02 1/6/07  RSPHA e 1120 11.65
Total quantity issued H
Total quantity available 14400 “aancel ) [ ok ) (oK &next )

The Redistribute all button takes the quantity on placeholder lines and re-
assigns it to actual batches in stock.

When you are not editing a placeholder line, the button is not visible.

Deleting a line from an invoice

® If the line is a placeholder line, you can simply click the line you wish to
delete, then click the delete line button.

® If the line is a normal invoice line (with stock associated with it), double-
click on the invoice line. In the line details window that appears, press

Tab to advance to the quantity field, enter 0 (zero), then click OK. You
will be asked to confirm that you really want to delete the line.
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Note :you can not remove an item from an invoice that has been finalized.

Reordering invoice lines

Invoice lines can be reordered by drag-and-drop of a line to a new location.
This can be useful to group lines for the same item.

If the invoice lines are currently sorted by line number the renumbering will
happen, otherwise you will be shown an alert mesage.

If you really want to reorder lines when sorted by a different column, hold
down the shift key as you drag-and-drop to override the message.

Note that reordering can not be undone, apart from you manually dragging
lines back to their original location.

Confirming an invoice

Note: if you have "confirm invoices automatically" set in the preferences, the
confirm invoice button will be hidden, and this option will not be applicable.
® Confirming an invoice should be done when the goods have left the
store (or have been packed ready for dispatch).
® The confirm button is only available for invoices with status "sg" (sug-
gested).
® Each item line records two stock levels- the quantity is the total stock
on the premises. the available amount is what can be issued on an
invoice. See the section below for a fuller explanation.
® For example:
® You get an order for 3 bottles from Fred, and create an invoice for
Fred. The quantity is still 10, but quantity available drops to 7, as
these 3 bottles can't be issued to someone else.
® You are about to dispatch the order. At this point you confirm the
order. The quantity and the available amounts are now both 7.
o In summary, the confirm button does the following:
® Each line has its quantity in stock redcuced by the amount issued on
that line
® It changes the order status to "cn"



Entering a service line on an invoice

® If you are running a backorder system, it deletes any place holder
lines (those with a batch entry of "none") and adds them to that
customer's backorder file. Otherwise the line is simply deleted.
Once an invoice is confirmed you will be asked if you now want to
print an invoice.

Entering a service line on an invoice

All "normal" customer invoice lines represent the issue of stock lines to a cus-
tomer. (These lines appear in the large section in the middle of the "Customer
invoice" window).

mSupply also allows you to charge a customer for "service" item(s) such as
freight, or advice or a refundable deposit on a cool box.

Enter the description and amount at any time until the invoice is finalized.
Note that the "subtotal" amount on the invoice includes any service charges,
and tax (if any) will be added to the amount you enter.

Editing tax on invoices

The tax rate on an invoice is determined by the "default tax rate" setting in
the mSupply preferences.

To edit the tax rate on an invoice, click on the tax rate box at the bottom of
the invoice entry window. You will be asked to enter a new percentage tax
rate. Click the cancel button if you do not want to change the tax rate.

Note: you can not change the tax rate on finalized invoices.
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Transferring goods to another Store

This feature is available only to those users who are managing more than one

store on their systems - e.g. if you have a General store for holding stock, and B Confim date 00700700 Invsice : 0
I Di ith their day to d d Their ef ban Period [01/01/2007 - 31/12/2007 Eilgyiein: TeRaETd
you supply a Dispensary wi eir day to day needs. e S o Pumeus o
This procedure follows closely the steps as described under ‘Issuing Goods to a 5 S = = Entored by SUSSOL
H ’ H ) 2w line elete linels] ackorders onfim Store name - General
Customer (Customer Invoices)’, and to avoid unnecessary repetition, please e e e ekt e '
make sure you are familiar with that procedure. L Location Item Name Gion | Pack oize ) Bach | Exp dote | &l Pree] Fe e

You must be logged in to the issuing store; the receiving store being the ‘cus-
tomer’, so you create a new invoice from the customer menu, and in the
Name field the name of the receiving store is selected in the normal way (i.e.
type the first few letters of the store’s name, press the TAB key, and *select
the store in red colored text from the list displayed). “Stock transfer” label
under comment field defines that the issuing goods is for a store. not for a

customer.

The procedure from this point is identical to that described under “Issuing ('.‘, P ﬁ Otherchaiges e | ' :\.2“: \ Egg

Goods to a Customer” above. 0 %ta 0w

It is necessary to finalise the transfer when you have finished entering the Ot e o
[ Finalize Export batch: 0 [ oK&New | [ Delete ][ 3 | O

items to be transferred. Only after finalising the transfer will the new invoice
appear on the system, as a Supplier Invoice in the receiving store, and as a
Customer invoice in the issuing store,



Overpayments

Receiving payment from Customers

A payment from a customer is usually referred to as a Cash Receipt (whether
the payment is by cash, cheque or transfer)

The system mSupply uses to record payments is the accounting standard
"open invoice" system, which means that the outstanding (that is, unpaid)
amount of each invoice is tracked by mSupply.

Note that the "activate customer payment module" checkbox on the
"invoices 2" tab of the preferences must be checked before you can use the
payment module. Once this option is checked, new invoices will have the out-
standing amount recorded. If this option is not checked, the outstanding
amount of invoices is set to zero.

When you choose Customer > New cash receipt... you are presented with a
window like this:

+ Cash receipt @
Narme || Entered by Sussol invoice #: 0

Cheque # Date: 29/03/07 Statuz ne
Note
Payment amount 0.on
Enty date | Carfimn date. Invoice Theit ref Comment Total  Outstanding  Payment
< E:
Double-click lines to enter payment amaunt Total oustanding 0.00
Hald down shift to allocate whale invaice amaunt Allocated 0.00
To dllocate 0.00
D ;

® Enter the customer name or code into the first field and press Tab. You
will be shown a list if there is more than one matching entry for what
you have typed.

® Once a customer is chosen all invoices that have unpaid amounts will be
listed.
® Note: only finalized invoices are shown. If you receive a payment for an
invoice that is not yet finalized, your options are:
® Record the amount as an overpayment (see below)
® Finalize the invocies that are being paid and restart the payment
process (If the customer is paying you it most likely means they
agree with the invoice and it is OK to finalize it!)
® Enter the cheque number and a note if you want to.
® Enter the total amount of the payment into the lower right hand field.

® To allocate the payment to invoices:
® Double-click an line in the list to be shown a box to enter the pay-
ment amount, or:
® Hold down the shift key while double-clicking an invoice to allocate
the full outstanding amount of that invoice.
Note:you can not click the "OK" button if you have allocated a greater
amount than the payment amount.
Note: customer credits should be entered as a negative amount. It is generally
good practice to allocate credits as soon as they show in the list.

Overpayments

® Sometimes a customer might pay you more than the amount owing
(not so likely, but it does happen to some nice organizations!), or the
customer might pay you for an invoice that is not yet finalized. If this
happens, allocate any amount that relates to invoices in the list. When
you click OK the you will be warned there is an overpayment and you
will be asked if you want to continue.
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1,000.00 has not been allocated to invoices.
The amount will be recorded for later allocation

Comea [ = )

® Click OK if you want to continue, or cancel if you want to allocate the
extra amount to invoices.
® The next time you enter a payment for that customer you will be pre-

sented with a window asking you if you want to use the overpayment
for this transaction:

A

customer 3 has overpaid S000 previously.
Do you want to use the overpayment?

v | T

® Click Use if you want to use the overpayment, or don't use if you want

to enter another payment (Some customers just keep sending in the
money...)
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Electronic invoices

mSupply has a system that allows users to send electronic invoices to other
users of mSupply.

Possible uses include:

® If you have a manufacturing unit and a separate warehouse, you can
run two copies of mSupply and move stock from one location to
another using electronic invoices.

® If you have customers using mSupply, they can import a 100 line invoice
in a few seconds, where entering manually might take thirty minutes to
an hour.

Setting up electronic invoices:

Supplier:

® In the preferences of the copy of mSupply that is sending invoices, enter
the supplier code that your customers will use for you.
® If your customer(s) have an email address and you want to send the

electronic invoices via email, then enter their email address in the cus-
tomer details window.

Customer

® For each item that will be received from a particular supplier, enter a
quotation for the item. This is most easily done from the quotes tab of
the supplier details window.

® For each quotation, enter the supplier code for that item. This means

your own code for the item does not need to match the supplier code.
(Note that you do not have to enter quotation prices for the electronic
invoice system- just the item code).

Steps to use electronic invoices

1. Supplier creates an invoice
2. Supplier chooses customer | export invoice to create an invoice

3. Supplier sends the invoice to the customer (If the customer has an e-
mail address entered, the invoice can be automatically attached to an
email, or, the file produced can be attached to an e-mail using your
normal e-mail client. Alternatively it may be transferred on removable
medium (floppy, Zip, CD etc..)

4.  Customer receives electronic invoice

5. Customer chooses Supplier | import invoice to import the invoice.

6. Customer checks the supplier invoice that is created against other doc-
umentation and against actual goods received.

Note:
® The invoice can still be edited after import
® The standard rules for calculating selling prices are used.

® If you want your suppliers to send you electronic invoices, persuade

them to buy mSupply! Alternatively, we can supply the mSupply invoice
format to their software vendor for inclusion in their own software.

® We recommend you perform a trial of the system on a backup data file
before using in a production situation.
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Restricting User Access

Restricting User Access

Applying restrictions

mSupply has a comprehensive system of restricting user access, allowing you
to manage who has access to which commands and what information within
your system. User access is managed by choosing file | edit users and groups .

You are presented with a list of current users.

— |
¥ I [=1 £
uzer] [pasze= "userl"] d
user2
uzerd

double-click a user to edit details

Mew Lser oK I
v

Double-click a user to edit their details or delete them. Click the "new user"
button to add a new user. Note: it is best not to create and delete users exces-
sively- it is better to edit the users in the system.

Double-clicking an entry gives you this window (same for a new user, but
entries are blank):
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| User [

General | Permissicns| Pemissions [cent'd)| Log-an modes| Detaiks|

Password

Confitn Password
Active
Can be respansible officer []

User Initiaks

Language |English v

|

Note also that "user 1" and "user 2" are the designer and administrator-
these two users have access that overrides the grouping scheme. You cannot
delete these users, and they always have level 1 access. If you only want one
person to have full access, set the administrator password to be the same as
the designer password.

When you enter a password you have to enter exactly the same text into the
second field, so that you don‘t mistakenly enter something you didn’t realize
you had typed. Be careful to make sure caps lock is not on when you type
your password. Passwords are case sensitive.

Note: ‘Access group’ was an option up to version 1.96 but has been removed
for version two, as users found the combination of access group and individ-
ual user permissions too confusing. Now all acess options are controlled by
user.

Active :

If “Active” checkbox is checked, then that user has access to use the system .
But the access ability changes with the Access Group level.

Can be responsible officer :

If this box is checked, the name of that user will appear in “Responsible



Applying restrictions

Officer” in “Transport Details” section.

Language:

4D Add new users...

User

General| Pemissions | Pemissions (contd)| Lag-on modes| Detaiks

Allows you to view mSupply according to the language selected. Curently,
mSupply is available in English and French version onlyus.

User initials should be entered in the User initial field.

The Permissions tabs
Here you can set access for certain functions on a user-by-user basis.

Let us know if there is a particular function in mSupply that you want
restricted in this way and we shall consider adding it to the next version of
mSupply.

Note that there are two tabs of permissions. Note also that newly created
users do not have their permissions turned on- you have to turn each permis-
sion on manually.

4D Add new users. ... @

User

Cideririg
[] view purchase orders

[] delate purchass orders

[ edit purchase orders

[] edit Purchase Order Pricing

[] manage tenders

[ finalize purchase orders

Items:

[ create new items

[ edit Irventory adjustments

[] create ispacks

[ edit repacks

[[] vigw priing infarmation for items
[ edititem units list

[[] merge two items...

[[] add / edit departments

[ create purchase orders
[] confim purchass orders
[] create & edit backorders
[ create new quates

[ edit & delete quates

[ duplicate purchase order...

[ enter inventory adjustments

[ wiew cost prices of stock

[ edit item names, codes and units
[] view DDD infarmation far items
[] manage item access.

[ manage drug interaction groups
[ manage locations

Goods receiving

[] view goods received

[] addtedit goods recsived

[ transler goods between stores
Special

[ add / edit users

[] add / edit currencies

[ add / edit reminders

[ add / edit misc labsls

[ add / edit abbreviations

[ add / edit warnings

[ add / edit prescribers

[] add / edit tansaction categories

[] add / edit contacts

[ merge prescribers

Tenders
[ create & edit tenders

Current user permissions:- you can use this table to record which user has-

General| Pemissions | Pemmissions (contd]| Lag-on modes| Datails|

Ordesing
[] wiew purchase orders

[] delete purchass ordsrs

[ edit puichase orders

[] edit Purchase Order Pricing

[] manage tenders

[ finalize purchase arders

ltems:

[Jcreate new tems

[] edit Inventory adiustments

[ create repacks

[] edit repacks

[[] wiew pricing infarmation for items
[] it item urits list

[[J merge twaitems...

[] add / edit departments

[Jereate purchase arders
[ sonfim purchass orders
[ create & edit backorders
[ ereate new quates

[ edit & delete quates

[ duplicate purchase order.

[ enter inventory adjustments

[ view cost prices of stock

[ edit item names, codes and units
[[] view DDD information for items
[ manage item access.

[ manage drug intetaction groups
[manage locations

Gonds recaiving

[] view goods received

[] add/edit gonds received

[ viamsfer goods between stores
Special

[ add # edit ussis

[ add / edit curencies

[] add / edit reminders

[] add / edit misc: labels

[ add # edit sbbrevistions

[ add ¢ edit warnings:

[ add # edit prescribers

[] add / edit transaction categories

[] add ¢ edit contacts

[ merge preseribers

Terders
[ create & edit tenders

which permissions in your organisation.

Permission

User name

Ordering

View purchase orders

Delete purchase orders

Edit purchase orders

Edit purchase order pricing

Manage tenders

Finalize purchase orders

Create purchse orders

Confirm purchase orders

Create & edit baclorders

Create new quotes

Edit & delete quotes

Duplicate purchse order

Goods receiving

View goods received
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Restricting User Access

Add/edit goods received

Transfer goods between stores

Tenders

Items

Create and edit tenders

Create new items

Names

Enter inventory adjustments

Create customer, supplier & manufacturer names

Edit inventory adjustments

Edit customer, supplier & manufacturer names

View cost prices of stock

Edit name codes

Create repacks

Edit name categories

Edit item names, codes and units

Create and edit patient event

Edit repacks

Edit patient details

View DDD information for items

Add/edit group

View pricing information for items

Reports

Manage item access

Manage reports

Edit item units list

Revert reports to original

Manage drug interaction groups

View all reports

Merge two items

Remote data

Manage locations

View remote data

Add/edit departments

Edit remote data

Goods receiving

Invoices

View goods received

Create customer invoices

Add/edit goods received

Edit customer invoices

Transfer goods between stores

Create supplier invoices

Special

Edit supplier invoices

Add/edit users

Finalise invoices individually

Add/edit currencies

Edit comments on finalised invoices.

Add/edit reminders

Import supplier invoice

Add/edit misc labels

Duplicate supplier & customer invoice

Add/edit abbreviations

Finalise multiple invoices

Add/edit warnings

Admin

Add/edit prescribers

Show e-mails

Add/edit transaction categories

Purge

Add/edit contacts

View log

Merge prescribers

Set start of year stock

Preferences
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Applying restrictions

UGS and bl of materias

View cost prices on builds User OSSO
Finalise builds | General| Pemissions | Pemissions [cantd)| Logron mades | Detaik|

Name Default store e[ m— Default mods
Store
Stare
Stare

View bill of materials Slieives vk ]

Edit bill of materials |General =
UK stare [

[<]
EEE

Build items

Edit build items

Cash transaction
Make cash payment
Receive cash payment
Web Interface

Edit web passwords &
Edit & create web messages Delete | [ Cancel J[ 0K
Printing

Print duplicate packing slips.
Print duplicate customer invoices The details tab

. . . . On this tab you can record information about users.
* - only applicable to the mSupply web services module. Installations without y

this module can safely ignore these options. user [Sussor

Note that the user group settings on the first tab still apply. For a user to have e foaailsnnanmns el
access to a command they must |’r‘;tnr:me -

a) be in an Access group of appropriate level, and =

b) have the appropriate permission check box checked. Date created 60700700 Date left (00760700

Commands and actions restricted by user group d;;"l“‘— e —

As of version 2 all user permissions are set on a per user basis as we found — . ——

many users were confused by the mix of individual and group permissions..

The Log-on modes tab

mSupply now has two “modes” to allow its use in a store or a dispensary

environment. For further information see Dispensary Mode on page 103.

At login, the window will reflect the settings checked under the “Log-on pelete ) ( Cancel ) (ORR)
modes"” tab; here the default store, and default mode may be set. The stores

and the modes accessible to individual users must be set here. Think of it as a mini address book for you staff, but well hidden away!
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Restricting User Access

Restricting Customer access to items

mSupply has a system of restricting access to certain items. For further infor-
mation see Manage Item Access... on page 67..
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Dispensary Mode

About Dispensary Mode

Store Mode

Store mode is the standard mSupply mode, and is the only mode available in
versions prior to 1.6.

It assumes that customers are organisations, rather than individuals.

Dispensary Mode

Dispensary mode allows you to use mSupply to supply medicines to patients.
It is more suited to use in pharmacies, clinics and hospital dispensaries.
Regardless of mode, each user can only use those functions for which they
have permission, according to the permissions set for that user.

Note that in client-server versions of mSupply, different users can be logged in
in different modes at the same time, allowing you to dispense to patients and
supply wards, stores, clients or cost centres simultaneously.

Activating Dispensary Mode

When you create a new data file or upgrade to version 1.6, dispensary mode
is on by default.

To turn dispensary mode off:
® Choose file > edit users and groups...
® Double-click on a user in the list
® Go to the “Log-on Modes" tab.

® Uncheck the boxes for the modes you do not want to make available
for that user.

Edit user...

User Dashbahasur

4 Store mode
4 Dispensary made

( pelere ) cancel ) (RSO

® Repeat for other users in the list
Note: If one mode or the other is dimmed out, it is because your mSupply reg-
istration does not allow you to use those modes. Contact Sustainable Solutions
if you wish to upgrade your registration.
® Choose File > Preferences > Invoices 2 then check the “show direction
entry in dispensary mode” box.

Once you have deactivated a mode for a user, it will not appear in the choices
when they log on.
What is a “name”?

In mSupply a "name" can be a customer, a supplier, both or neither. A "cus-
tomer" can be anyone you supply goods to- e.g. another organisation, or a
ward in your hospital, or a patient.
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Dispensary Mode

What changes in dispensary mode?

Different menus

The menus in dispensary mode have different names. For example, the cus-
tomer menu becomes the patient menu.

mﬁepﬂrt Special Help

sShow prescriptions... CtrH-E

New prescripkion. .. Chrl+m
Shows patients. .. Chrl+O
Mew patient... Chrh+P

Mew patient credit, .,

Patient events

Merge names. ..
In simple dispensary mode, there are a lot less choices in the menus. There
should be enough options to allow a user to dispense medicines, but not to
do much else.

Different windows

Prescription entry

In dispensary mode, we refer to entering a “prescription” for supply of items
rather than an “invoice” The prescription entry window looks like this:
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See below for permitted methods
of looking up existing patients

Click here to add new patient

4 Prescription entry

See below for
permitted methods of
entering prescriber

Click here to edit Id"ems fo :e
the details of the Ispense
shown here

current patient

Name | ﬁ
Hew )
Pationt L0

Presciiber |Search Presciiber E !

=N fil 15 ST

[ Hew nate ADelete note

¥ &K

K Sublotal ]

& Dagdibith: 00/00/00 e
Addizss
Copffm date [00/00/00
Category |Mone ~|
Reference | Invaice 0
Weie [ Enliewed 2471202007

Entered by SUSS0L

Quan | Pa. Batch  Expdate SellPrice  Price exten

Store name  General

Notes

[ Print receipt
O Amount:

[ Firglize Expotbatch: 0 Satus: nw

0 % Tax o.oo
Tatal 00n

[Cokanes N[ ek ][0k 1%@

If this box is checked,
receipts for patients are

printed on labels. patient note

How to look up a patient

Use these buttonsto  This is where any
add or delefe a

7
When this box is
entered nofes relating ~ checked, dispensary
to this patient are labels are printed

When you are entering a patient name, mSupply will treat anything entered
before a comma as a last name, and anything entered after a comma as a



What changes in dispensary mode?

first name.

For example, to find John Smith, enter “Smi,J” or “smith,joh"”

If the patient’s name code is known, enter a “*" (no quotes) and then the
name code or part of it. eg “*58298"

If there is more than one matching name, you are shown the name choices
window

= Choose patient... . |:‘@@

Name Code Bith Date
|72, Rosita 620 | 03/02/1976
|AARON, ALICE

|Aba, Calven

|42, JUDITH

484, MIKE

A4, ROSE

4B, TOMMY

|AB#E BILLY

ABAE, RACHAEL

A TOM

|ABAIAL, PAULINE

|ABANA, BETTY

ABANS, CONSTANCE

Abana, George 10/02/1387
|ABAN, JUDITH

| ABANA, MARY

ABANA, MATALITA

Address |

Double-click a name to choose it

Entering a new patient
To enter a new patient, you have two options:
® In the name choices window (above) click the New button. (Shortcut:
Ctl-Shift-P)
® In the Prescription Entry window, click the New Patient icon to the left
of the name entry area. This window will be shown (Shortcut: Ctl-Shift-

X Edit Patient
11309
General | Inveices| Backerders| Notes| Histow|
Name: Restriction
f@ Code [T1767 Hold- do nat issue []
Last [Beoy Contact

First |Kelly
Date of bith |00/00/00 Age

Emai
ieh site

O Female (3 Male Phore |

Frics Cateqary | & | Fax|
Address Other

addesst [ Category o2t

Addiess 2 Comment

Country

®1IP):

Editing patient details

Once you have chosen a patient, you can click the small down-arrow to the
right of the patient name to display a window where the patient details can
be edited.

Entering the prescriber

To enter a presciber, you can type either their code, their last or first name in
full or abbreviated, or “last comma first”. For example for the presciber Dr
Felix Brown (whose code is 123) any of the following are accetptable

® 123
® bro
® fel
® bro,fe

Press the tab key after making the entry to show a list of matching prescrib-
ers. If only one presciber matches, the name will be entered directly without
the list being shown.

Note that there is a setting on the “dipensing” page of the mSupply prefer-
ences that affects whether or not you can accept and print a prescription
without entering a prescriber.

Notes display
Any notes you enter in the notes tab will display each time you enter the
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Dispensary Mode

patient name in the Prescription entry window. These notes can be used to
remind you of patient preferences for certain dosage forms, or drug sensitivi-
ties.

« Edit Patient (L=
| Generall| Invices|| Backorders| Notes | History

Show

aa !
Event type | Mane. =

Bl (8

i [Mane ~|
Add event Delete event Fatientevents [Mone L

Date. Description Value Boolear Event type

Before you add an event for a patient, you need to make sure that patient
event s have been set up. To add patient event, choose Patient > Patient
events, then click the “New" buton. By default “Note” patient event of type
“Description” and code “NT" is provided. Youcan also have event of type
numeric and boolean.

Add and delete event

By clicking the “Add" button on the form you will be presented with the fol-
lowing window

+ Add Patient event.. ﬁ

Search event [
type [5EarCh Event lype
Date [24/12/07

Nt

Cancel | | oK |

Enter first few letters of the patient event you are looking for and select an
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event from the list. If the patient event you have selected is numeric then a
field where you can enter numeric value is displayed and if the patient event
selected is boolean field then a check-box is displayed.

You can delete the event by selecting the event you want to delete and click
the delete button.

Show

You can list events of a patient by selecting desired event type or patient
event from drop-down list on the form.

Entering prescribed items

On the Prescription entry window click on New line, and Add item window
appears.

| Add item

Itemn || (" New item )
Ling 0

—_— Total o
Quan @ ef 0 o ()
S —

Repeat

Pack 0 Bulk/uter pack size 0 Expirydete 73704707 | Quantities

Directions/Note

Abbrev e

| Expanded

( cancet ) ok ) Fokanea)

Once the item name and quantity have been entered, provided that the
Show direction entry in dispensary mode option has been selected in Prefer-
ences, directions on how to take the medicine should be entered.

Entering directions

For many commonly prescribed items, there are default directions already
present; in the example below, the item being dispensed is FRUSEMIDE 40mg
tablets, and the default directions are “Take ONEtablet in the morning”.
Alternative directions present may be displayed by clicking on the down
arrow to the right of the abbreviated direction field; directions not already
present may be typed in using either the Abbrev entry area, or the Expanded



Entering directions

entry area.
Note that you can mix abbreviations and text like this.

Directions/Nate |

Abbrey Ttom Ttom =

Expanded Take ONE tablet in the morning

( cancet ) ok ) (OK&next )

The drop-down list shows any standard abbreviations you have entered for
the chosen item. If a stand abbreviation exists, the highest priority abbrevia-
tion will be entered when you choose the item.

If you have entered more than one standard abbreviation, you can choose
one other than the default by choosing it from the drop-down list.

Note that mSupply stores the expanded text for each line, not the abbrevia-
tion. This means that there is a full audit trail of what was printed on the
label (unless you edit the directions after printing).

Default directions

The set up of default directions is done on the dispensing tab when editing
an item. For further information see /tem edit - Dispensing options on

page 56.

Printing Labels

mSupply currently is designed to work with the Zebra TLP 2844 label printer.

The Zebra is a very nice printer. It can use either thermal labels or a thermal
ribbon which gives non-fading results.

We currently support plain 90 x 40mm label stock as this is cheap and readily
available. The Zebra printer is auto-sensing of the ending of a label, so you
can most likely used labels longer than 40mm with no problems.

® Label spcifications:

® 90mm x 40mm high

® White Matt Thermal Transfer Paper
® Wide Edge Leading

® 1 Across on a roll

® Perforation between each label

® Produced on 1" core to suit TLP2844

We are happy to support other printers if you want to use a different brand.

Reprinting labels

If you need to print the labels for an item again, choose Patient > Show Pre-
scriptions to locate the prescription entry.

In the list of items dispensed, click on the line you wish to reprint, and then
click OK (with the printing checkbox checked)

If you wish to reprint labels for all the items on the prescription, first click in
the list of items below the last item so that now one item is highlighted. Then
all labels will be preinted when you click OK

Printing multiple labels

If you want to print more that one label for an item, hold down the Alt key
(Option on Mac) as you click the OK button. You will be asked for the number
of labels required as the label is about to print.

What if there is not sufficient stock of one batch?

As the quantity of a particular batch of an item gets used up, you will need to
issue stock from more than one batch to a patient. mSupply handles this
when printing labels, and combines the totals for any item on a prescription
so that only one label is printed for the total quantity.

The directions for the item with the first line number will be used, so enter
directions for the first batch you dispense, and leave the directions empty for
subsequent batches.

Note: if you have the rare situation where you need to issue the same item to
one patient with different directions you should either combine the direc-
tions onto the one label, or enter two prescriptions with the directions
entered differently on each prescription (That is enter the line, then print the
label(s), then choose Patient > New prescription and issue the item again with
the second set of directions).

View history

In the new prescription entry window, once you have entered a patient name
you can click the “history” button to view a patient’s history of what you
have dispensed.
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Dispensary Mode

Viewing patient details
Date Kumber Ttemn Quany Directions
17/08/2008 2109 CIMETIDINE TABS 400MG 28 Take DNE tablet TWICE & day unti ol taken . s . o
| 1770842008 2113 AMONYTILLIN TABS/CAPS 250MG 42/Take TWO capsules THREE times 3 day unti all taken You can view a patient’s details On-the-ﬂy as you enter a prescription as
17/08/2008 2113 PARACETAMOL S00MG + CODEINE f 20 Take TWO tablets FOUR times a day when necessa for pair described above. You can also view patients by choosing Patients > Show
‘ patients.
Patient details
Last
et
Code:
Search
: ) (& Allnames O Selection
[ ComplesFind | [ Cancel ] [ Find |

Duplicating a prescription

Once you have a history window open you can click to select a single entry or
control-click to select multiple entries, then click the “duplicate” button to
create new prescription line(s) with exactly the same details. Stock will be
issued for these lines automatically. - Edit Patient X

Enter the details you want to search for and click Find

You will be shown a list of matching entries, or taken directly to the detail
view if only one patient matches the values you entered.

General| Invoices| Backorders | Notes History

Repeats

mSupply allows for the recording of repeat prescription. This is achieved
when the prescription is first dispensed; in the Add item window, click on

Total field in Repeats box in the top right corner of the window, and enter e LI TE TR
the number of repeats that the prescriber has authorised. The Repeat Dis-

Smith, Fred

1 I
23/08/08 4168 AMOXYCILLIN TABS/CAPS 200MG 42 1 PPOST1008 01/09/2008 0.00

pensing procedure is described a little later. 23/08/06 2168 PARACETAMOL TABS SI0MG ] 1 PPO0G2604 O1/08/200¢ 040
- 23/08/06 4169 AMOXYTILLIN TABS/CAPS 250MG 10 1 PPO511008 01/09/200¢ 0.00
e0e Repeats... 23/08/06 4169 PARACETAMOL TABS SO0MG Ell 1 PROGOG2604 01/08/200¢ .40
Item Quantity| Total repeats Repeat left Expiry date
| | ABACAVIR TAES 300MG 20 4 3[13/4/07
|
[ Cre ] [k
1‘ E 3 alr
l Patient history tab

The details displayed are similar to displaying a customer in store mode. How-
ever there is also a history tab that shows each item dispensed. Double-click-
ing an item in the list will display the transaction in a new window.
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Repeat Dispensing

The Repeats panel (upper right of the window shown below) allows details

of repeat prescriptions to be recorded. Take the example of a patient present-

ing a precription for Frusemide 40mg tabs x 30 on 1st January 2007, with the
prescriber requesting “Repeat monthly x5”; in the Total field you should

enter “5", and in the Expiry Date field you have the option of entering (a) the

actual date on which the final repeat may be issued - in this example, “1 July
2007" (allowing the patient one month’s grace) - or (b) “6m" for 6 months.
Note that the characters “D"”,”W" & “M" in upper or lower case are inter-
preted in this particular field as the specified number of days, weeks or
months before the repeat instruction expires. mSupply defaults to an expiry
date two months later than the current date, but this may be edited as
appropriate. The system automatically updates the number of repeats
remaining as the patient makes further visits to have the repeats dispensed.
The window below is displayed when you click on the New line in “Prescrip-
tion window"

Add item
| - ~
Item [FRUSEMIDE TABS 40MG frta ( Newitem )
Line 1 Repeats
= Total 4
Quan 20 of 867.55 l’d
Len 4 Rapeat
Pack TEA Bulk/Duter pack size 0 Expirydsts 73704707 | Quantities
" Add Place holder )
Line Issue | Avalable Totinstore Pack Hold Batch  Expdate | Supplier  Location | CostPrice  Sell price
1 20| 867.55 B867.55 1| E014 4/7/10  TAIWAN 0.00 0.00
Total quantity issucd 20
Total qusntity available 86755
Directions/Note
abbrey [t om Ttom =

Expanded Take ONE tablet in the morning

( cancel ) ( ok ) (CoKanee)

The number of repeats is assigned in Total field in Repeats box, and as the
repeats are dispensed, the number remaining is displayed in the Left field.
When you click on the blue arrows on the upper right side ,the total repeat
number and total quantity for each repeat is shown. Clicking on the small

arrow displays the window below.

This window allows the user to alter the quantity of a particular repeat - e.g.
if there is insufficient stock on a particular visit of the patient; the quantity
can be edited by clicking on the quantity line, and again clicking on the quan-
tity, which may now be edited. The arrow on the left bottom corner enables
you to restore the default quantity setting.

Once you have filled repeat and other details on the Add item window prop-
erly, click on OK button to save details .

The Repeats icon shown on the left is contained in Prescription entry. You can

&l

Repeats

issue the repeat to a particular patient. Click ing on the Repeats icon displays
the window shown below.

80606 Repeats...

| .Item Quantity Total repeats Repeat left Expiry date

| | PARACETAMOL TABS 500MG 30 3 2|14/4/07
AMOXYCILLIN TABS/CAPS 250MG 20 4 3|14/4/07

| | Process repeats )

4

The repeat window shows items to be dispensed, quantity, total repeats,
repeats remaining and expiry date for a particular repeat. Process repeats and
OK button are described below.

0K
Click OK button to exit from the Repeats window
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Dispensary Mode

Process repeats

. . . . . . Craig Drown Kyan Ahdieh

This button is used to issue the repeat for a particular patient and for a partic- ;”V;l‘:“ Az e

. . . . . . . . em name rice

ular item line. For issuing the repeat, first select a desired item line and then T 21 Amoxicillin 250ms cap 0.27

) 3 2 20 Paracetamol 500mg tab ( 0.07

click on the Process repeats button. Now the system automatically manages Total 0.34
the repeats internally. Vaiola Hospital Pharmacy

p Y. Nuku ‘alofa, Tonga

Printing labels
Should you wish to use a different printer for receipts, this option can easily

Patient labels are printed when the Print labels option is checked in the Pre- be incorporated in mSupply if you advise us of your requirements

scription Entry window. Sample labels, produced by the Zebra TLP2844
printer are reproduced below:

Aveid alecohel while taking

21 Amoxicillin 25@mg cap
Folo taha fakahoua valu . Fele
kae ‘oleva Ke 'osi

Craig Droun

122731/1 25/04/07 ka (1139) (oup)
Vaiola Hospital Pharmacy
Keep out of the reach of children

_20 Paracetamol 500mg tab (panadol)
Fole ua fakahoua ono ‘oka teki
fiema 'u.

Craley Deoun.. . . &0 G5

122731/2 25/04/07 ka (1139) (oup)
Vaiola Hospital Pharmacy

Keep out of the reach of children

Printing receipts

When the Print Receipt option is checked in the Prescription Entry window,
the printer will, after printing the medicine labels, produce a patient receipt
as shown below.

110



The mSupply Web Server

About the mSupply Web Server

When mSupply’s web server is running, it allows you to access mSupply data
from any networked computer that has a web browser.

Security warning: The current version of mSupply does not include restricted
access system. It is designed for use on small intranets only. Do not start the
web server on computers that are accessible from the internet. Note however
that the current web interface provides read-only access to your data only, so
there is no danger of malicious editing or deleting of data.

The advantages of accessing mSupply in this way are:
® It's easy. Most people are familiar with using a web browser.
® It's low maintenance. You do not need to install any client software.

® It's cost effective. Once you have purchased a web server licence an
unlimited number of people can connect.

® It allows customer access to information. The web interface built into
mSupply can easily be customized to allow clients, supplier or other
interested parties to have restricted access to the mSupply information
you wish to show them. We are also able to include order submission by
customers, making it easy for them to place small orders, and have real
time information on stock availability.

® You can access mSupply from anywhere on the internet. Once we sup-
ply you with a password protected version of the web interface, you
can access mSupply data from any internet connected computer.

® It's fast over low bandwith connections. The mSupply web server allows
you to provide access to mSupply from locations that only have dial-up
acccess

Currently the mSupply web server allows you to view information about
names, items and transactions from any web browser on your network.

We are able to extend the web serving functionality of mSupply significantly
according to client requirements.

Activating the web server

Choose File > Preferences, then click on “Web server” in the list.

8] Preferences

General
Inwoicas 1
Inwoicss 2
Priiing

Misc

Log

Fonts Note:

£ -mail In single ussr mods. the web server will use port BIBD. In client-server mode. you can et the port
Backup rumber or the server.

Feminders Weh serving wil start on the maching that you are on when wou click this button. In deme made it will un
[Weh server for one hour. Contact Sustainable Solutions for a licence

Maneyworks

[]tart web sewver when mSupply starts:

Drug Interactions
Customization
Dispensary mode
Items

Purchase Orders

This Computer
0K and print

You can choose to start the web server or have it start automatically when
mSupply starts.

By default mSupply is set to use port 8080. This is because the default port
number for http access (80) on unix systems running mSupply can only be
used by applications that have root privileges, and we don’t want you to have
to run mSupply as root!

If this is a problem, we can supply you with an application that redirects traf-
fic on port 80 to port 8080.

Note that without a web server licence, mSupply’s web server will only run for
one hour. After this you will have to quit and start mSupply again to restore
web server functionality (or better still, buy a licence for using the web server
from us!)

Note: The web server functionality can easitly be extended from mSupply-
simply let us have your suggestions !
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The mSupply Web Server

Connecting to mSupply from a web browser

Once the mSupply web server is running, you can access it by typing http:/
ip_address_of_machine_running_msupply:8080

The link can be bookmarked if you use it frequently to save you typing it each
time.

Firstly you will be shown the mSupply introduction page.

@ mSupply Online - Mozilla Firefox |=x)
2]

Fle Edt Wew Go Bookmarks | Took  Help

<:ZI - Ep - @ {/l\[ || hetpefilacahost:a0s0] v| @ s [GL
|1 Customize Links | | Free Hotmail |} Windows Marketplace || Windows Media | ) Windaws

mSupply

“Simply Powerful Pharmaceutical
Inventory Control”

mSupply Web Interface

Customer / Supplier code,

Password:

Done

The suppliers and the customers are given a unique code and password. Enter
the code and password to login. The window as shown below is displayed.

112

@ mSupply Online - Mozilla Firefox M=
©

Fle Edt Yew Go Bookmarks Iods Help
<;ZI ~Ep - @ @ || http:/flacalhost:8080/4DACTION web_check_password | @ = [GL

[} customize Links [ Free Hotmal [] Windows Marketplace || Windows Media || Windows

mSupply

“Simply Powerful Pharmaceutical
Inventory Control”

mSupply Web Interface

Search for| Show recent confirmed invoices | v

Done

Choose whether you want to view confirmed invoices, invoices in process,
invoices by number, items, backorders or view and create order. Click the
“"OK" button

Search for i
Show recent confirmed invoices
Show invoices in process
Find an invaice by number
ltems
Backorders
“Wigw and create & Order

"

Show recent confirmed invoices

Select “Show recent confirmed invoices” . It will display the invoices that have
been confirmed.



Connecting to mSupply from a web browser

& mSupply- item list - Mozilla Firefox B==] & mSupply- item list - Mozilla Firefox L
Fle Edit View Go Bookmarks Took  Help Q Fle Edit View Go Bookmarks Tools  Help
o - - &1 ) [ retpoitocshostiEns0[DACTIONwsb chioss,ssarchs ¥l @ = [CL @ -0 - & ) G |1 repuMcahostie0s0H0aCTION meb_chosss_ssarchio Mo«

| | Custemize Links | | Free Hotmall | | windows Marketplace | | Windows Media | | ‘Windows || Customize Links | | Free Hotmail | | Windows Marketplace | | Windows Media | | Windows

+

mSupply mSupply

“Simply Powerful Pharmaceutical “Simply Powerful Pharmaceutical
"
Inventory Control Inventory Control”
At 4
s s
Sharssin iy Mame  Number Type Entry date | Confiim date

Mame  Number Type Entiy date Confirm date Amouni | s S22 RS AR JUOTE S R4
AFID AHC a8 o 22M2ME 230205 15216 Ll 2 o 0BOGM5 DO/00A0 573
AFIO AHC 84 ci 04/03/05 04/0305 46445
AFID AHC 105 ci 09/03/05 030305 74395
AFID AHC 262 ci 14/04/05 00/00/00 71831.44
AFIO AHC 22 ci 0B/05/05 000000 973 Done

Done.

On clicking the link, it will show the detail information about that particular
invoice.
Click on to go back to home.
Show invoices in process

It will display the list of invoices that have not been confirmed or finalised.
The invoices displayed have their status of suggested(sg).
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The mSupply Web Server

& mSupply- invoice details - Mozilla Firefox [: & Cash Counter Intranet Site - Mozilla Firefox g@i
Ele Edt Wew Go Bockmarks Togls Help Fle Edt Wew Go Dookmarks ool Help

<::| - Ep - 1_55:‘ f’l\r [} http:fflocalhost:2080/4DACkon web,_inwaice_jnput_show (525 ~| @ e [[GL <::| - B - f;—' @ [} hetp:y/localhost:B080{4DACTION web_chaose_searchas | @ e [[GL

{1 Customizz Links [] Free Hotmail || Windows Marketplace [} Windows Media || Windows [ Customize Links || Free Hotmail (| Windows Marketplace [ ] Windows Media || Windows

*  mSupply - mSupply

“Simply Powerful Pharmaceutical “Simply Powerful Pharmaceufical
Inventory Control

Inventory Control”

4t .
Home il
Name : AFIO AHC Gro to home
Invoice number : 272
Type - ci Search For Invoices
Status : sy
Line Item Quantity Pack Batch ] Uuit Extension Tnwoice number
 Price Or (make sure invoice number is blank
1 ACETAZOLAMIDE TABS 250MG BOTA00 50 1 & 300 Tovoiss:date range: From if searching by date)
2 SALBUTAMOL INHALERS 200M DOSE a0 1 13.46 673 Te
Sub total : 973
Other service : 0 @ @
Tax: 0 Daone
Total : 973
— Here you can search for invoice by invoice number or you may give a period
when the invoice transactions were entered. Click Find button.
Enter either an invoice number or an invoice date. The results you get will
. o depend on the data file you are using! Here we will find invoices issued from
Find an invoice by number

01/10/04 to 01/10/05.
Select “Find an invoice by number”. Click OK button. You will be shown the

invoice query page:
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& mSupply- item tist - Mozilla Firefox L—_JL_EIJW & mSupply- invoice details - Mozilla Firefox

File Edit Wiew o Bookmarks Tools  Help Fle Edt Wew Go Bookmarks Tooks Help

Qﬂ & L:‘, -8 O @ [E] hetplocalhast:B00/4ACTION web_query invoice \:} @ o [ICL | G- - ol x] @ || hitpsfflocalhost:B080/4DActionweb_invoice.input_show/293 ¥ ® e ICL
|} Customize Links || FreeHotmal | | Windows Marketplace | | Windows Media | | Windows % Free Hotmail || Windows Marketplace || Windows Media || Windows
‘G0 back one page
“Simply Powerful Phurmt'lr(eullml “Simply Powerful Pharmaceutical
Inventory Control Inventory Control”

=
=

=

om

5
R

3 transactions found e BHGARE
Invoice number : 105
__n_“_ Type ¢l
AFIO AHC ci 22/02/108 23/02/05 15216

Status @ cn

AFI0 AHC a4 ci 040305 0403405 4644 5
AFIO AHC 105 ci  03/0305 09/13/05 74395

1 COLOSTOMY EQUIRP (ADULT) 10KK 1 8.34 417
2 ENVELOPE (Plastic Dispensing Bags) 1000 2 1 35 70
zl SCALE BATHROOM ADULT 5 1 31.25 156.25
4 PROMETHAZINE TABS 25MG BOT/100 10 1 PPO502005 1.57 157
Done 5 PROMETHAZINE IMNJ S0MG WI22ML 100 1 0.85 85
Sub total - 74395
By clicking on a link we are able to view the invoice details. Here we have Other serice : 0
selected the third invoice in the list for viewing. e

Total : 743.95

Dane

Pricing
Pricing for web-enabled versions of mSupply is done on an individualized
basis. Please contact Sustainable Solutions for details.

Items

Select “Item” to make a search of invoices on the basis of items. It will display
the window as shown below.
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w mSupply items list - Mozilla Firefox um

Ble Edt UVew Go Dookmarks Tock  Help Q

Qﬂ - E:) - @ \z\ @ Iu hitp:4Jlocalhst:BUE0MBACTIONjweb_choose_search/sa M @ |

[} Customize Links || Free Hotmail || Windows Marketplace || Windows Media || Windows

o

mSupply

“Simply Powerful Pharmaceutical
Inventory Control”

Search For ltems

Itemn Name

(e ()

Dore.

Enter the name of the item which you want to search or leave it empty to list
all the items. Click Find button.
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@ mSupply- item Hist - Mozilla Firefox um

Ele Edt View Go Dockmarks Tooks Help Q
= — = —— ——
Qﬂ - - % (x| @ | [ hetpfocahost:3080/4DACTION web_query_tem M 0 « |G |

[} Customize Links || Free Hotmail || Windows Marketplace | | Windows Media | | Windows

+

mSupply

“Simply Powerful Pharmacevfical

Inventory Control”
2017 AMINOPHYLLINE SUPPOSITORY BOT/A2
25 AMINOPHYLLINE TABS 100MG BOT/100
30 AMITRIPTILINE TABS 50MG BOTADD
1120 AMINOPHYLLINE IMJ 250 MG VI10ML
26 AMINOPHYLLINE TABS 100MG BOTA000
31 AMITRIPTILINE TABS 50MG BOTA000

Dore.

On double clicking a link, it will display information about the item in the
window as shown below.
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& mSupply- item details - Mozilla Firefox

Fle Edit Wew Go Bookmarks Tooks  Help

<:ZI -1 . @ ?,:[ [} hetpejilocalhost:8080/4DACton/web_item_input_show/54 |v| ® e [[CL
|1 Customize Links | | Free Hotmal || Windows Marketplacs | | Windows Media [ | %indows

mSupply

“Simply Powerful Pharmaceutical
Inventory Control”

Ttem Name&nhsp:  AMINOPHYLLINE SUPPOSITORY BOT/12

General Information Pricing
Ttem code 2017 Default 0
Margin
TUnits BOT Default 2
Price

Shelflocation B.03.D 1
Stock on hand 33

Ordering User Defined Field
Supplier Ref Tser 1 DRUTGS-RESP
Do not order Mo User 2 ASTHMA
Do not receive 1o User 3
Preferred pack 1 Tser 4 Mo
Stock details
Available Pack size Batch Expiry Sell price
33 1 00/00/00 &
Dane
Backorders

Select “Backorders” to view the items on backorder. It will display a list of
items on backorder, quantity, comment.

& mSupply- item list - Mozilla Firefox {

File Edt Yiew G0 Bookmarks Tooks  Help

¢ 58

|| customize Lirks || Fres Hotmail || Windows Marketplace || windows Media ] Windows

ﬁﬁ [} Httpefjlocalhiost:B080{4DACTION web_choose_ssarchsa |#| @ & |[CL

mSupply

“Simply Powerful Pharmaceutical
Inventory Control”

ltems on Backorder Quantity Comment.

| ATENOLOL TABLETS 500G BOT/00 | 100 urgent

BANDAGE ELASTIC ADHESIVE 7.5CM 200 to be supplied by 15055
| CALAMINE LOTION BOT/A0ML 2000/ payment made, Urgent
TAPE AUTOCLAVE INDICATOR, ROLS 5500to e supplied by 12G/05

Dane

View and create order

Select “View or create order”. It will display a list of orders that have been
created. A user can create a new order by clicking on “Create a new Order”
Button.
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’U m;uppi\'fi'ﬁm tist - Mozilla Firefox

Fle Edt View Go Bookmarks Tooks Help

Qg & [&- &0 @ |1} httpi/locahost: B080MDACTION web_chaose_search/as ¥ @G

|| Customize Links | | Fres Hotmail | | Windows Marketplace | | Windaows Media | | Windows

&

mSupply

"Simply Powerful Pharmaceutical

Inventory Control”
Home
2 transactions found
AFIO AHC 0 o 120505 |oogooo 0
|AFID AHC |74 Jci [1zmsms |oooooo 2105 |

Creating a new order

Click on “Create a new order” button. It will display a window for placing
your order.
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Ele Edit View Go Bookmarks Tools  Help

Qﬁl - E:> - § \:él '@ |D http: flocalhost:B0B0/40ACTION web_order_input/s8 \il ® @ |[C

| Customize Links || Free Hotmal | | windows Marketplace | | Windows Media || Windows

mSupply

“Simply Powerful Pharmaceutical
Inventory Control”
i

Home
Please start adding items to your new order
Search For Items to add to the order

FinclAd item
Finalise Order Delete Order
The current status of your order :
Mame:  AFIOAHC Inwoice number ;- ]

Done

Enter the name or code of the item. Click on “Find/Add item” button. It will
display a list of the items meeting the specification of query. Here, we typed
“amo” in item name field, so a list of items beginning with “amo” are dis-
played.
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fle Edt Yew Go Bookmarks Tools Help

@ < E:} - @ I@I @ \D http:iflacalhost: B0B0MDACTION web_query_item _For_order/635 El ® co HQ,

[} Customize Links || Fres Hotmail || Windows Marketplace | | Windows Media || Windaws

mSupply

“Simply Powerful Pharmaceutical

Inventory Control”
amo125g Amoxycillin 125ma/sml eyrup 1 a T
4o MMOXY CILLIN TABS 2650MG BOTA00 1 1267, 0
41 AMOXYCILLIN TABS 250MG BOTA000 sl 11518 0
B501 MMOXY CILLIN TABLETS 250rmg 1 0 0
amo250 Amaxyeilin 250mg tablcap 1 a 0
Clear || Add item(s) to arder

Done

To set all the quantity to zero, click on “Clear” button. The quantity of items
to be ordered is entered in quantity field. After entering in the quantity field,
click on “Add item(s) to order” button.It will display the status of the order.

upply- e details - Moz efox Mm

Fle Edt View Go Bookmarks Took Help o
@ - g o @ | hitpficihost:a080/4DACTION web_srdsr lins_sdje3e/5 [v] @ s [IGL |
|1 Customize Links | | Free Hotmail || Windows Marketplace | | Windows Media | | Windows
r - 8]
“Simply Powerful Pharmaceutical
Inventory Control”

Inice number: 0
1 |AMOXYCILLIN TABS JA0MG BOTAOD 100, 1) 1287 1267
2 Amoscycillin 126meg/Bml syrup 200 1 0 [t}
el AORYCILLIN TABS 250MG BOT/1000 100 ) 115.18 11518

- 2]

Done

“Delete Order” button will delete the order you have created. You can click
on the item link to edit the quantity.
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Wity U Ve Lok
B L pe 0 Deeewts lek e o

& O ety =017 -8

e 1k || Pves il || o Wotorples 1] Moats Profes s s s | s

ﬁ' mSupply

“Simply Powerful Pharmateutical
Imventery Comtrol®

You can change the value and click OK. If you want to add some other items,
then find and add the item as discussed above. After the order is complete,
click “Finalise Order” button.”Finalize Order” button will finalize the order
that you have created.
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gOrdering Items From Suppliers

mSupply provides a way for you to generate a purchase order to send to a
supplier. Each organization tends to have unique requirements for their
ordering process, so we have tried to strike a balance between providing dif-
ferent methods, and making the ordering module so complex that it is of lit-
tle use to anyone.

Logic used for calculating quantities

mSupply attempts to calculate purchase order quantities based on your cur-
rent stock situation and hsitorical usage patterns.

A purchase order is generated using the following information:
® How much stock you wish to order (expressed as the number of days of
average usage you wish to order)
® The current stock level

® The average usage over the last X days (you choose X yourself when
you generate a purchase order). mSupply looks back at your actual sales
transactions and calculates your average daily usage for each line.

® The amount of stock on backorder from customers (if any)

® The amount of stock already on order from Suppliers, but that has not
yet arrived in your store.
Let's take a simple example of Amoxycillin 250mg capsules:

® You want to order enough stock to last the next 3 months.
® Your current stock is 35,000 capsules

® You ask mSupply to calculate your average usage by looking back over

the last 150 days. The result is that mSupply finds you have issued
225,000 capsules to customers in that period:

® 225000/150 = 1500 capsules per day

® We want 120 days stock:

b 1500 x 120 = 180,000 capsules needed.

® We already have 35,000:

® 180,000 — 35,000 = 145,000 capsules to order.

® mSupply will suggest you order 145,000 capsules. If you want to change

this quantity you can edit it, and will have full sales information avail-

able at that time.
Note: mSupply does not use "minimum" & "maximum" stock levels as its pri-
mary means of determining order quantities. They are not a very reliable, as
they take a lot of manual work to maintain. Be assured that the system that
mSupply uses will give you much better inventory control! (Minimum stock
levels are present to allow you to ensure a minimum quantity of rarely used
items. e.g. essential emergency supplies. They should not be used for most
items).

Creating a new purchase order

To Create a purchase order, Choose Supplier > New Purchase Order.
In most instances the following window will be displayed:

[ Gncer for all suppliers ~

ever item will be evaluated to see i it has enough stack,
Waming: this can fake a few minutes with a big data fle.

[]Separate aider for sach supplier

Dther info
Days stack required | 120

Usethe last | 150 daps usage to cdculate average usage

Comment [

Expected delivery [15/05/2008

[] Exclude transfers from usage caleulations

[ Inchude iems with suggested zera order quantity
Buids,
[JInchude planned buids
Make sure planned builds wil be covered | 1 times

[ Cancel | [ Create OrderNow |

However, if you are in Supervisor Mode, the window displayed will list all the
stores to which you have access, and you can select multiple stores, in which
case the new Purchase Order (PO) will cater for the stores you have selected,

121



gOrdering ltems From Suppliers

and when received by the Supplier, the PO will list the goods which should be
despatched to each store.

Period -
O for al suppliers -

every item will be evaluated to see if i has enough stack.
Warning- this can take a few minutes with  big data file

Store code. Stare hame:
GEN Gengral
normed Northem Medical
soumed Southern Medical

islmed Island Medical

Dther info
Daye stock required [ 120
Usethe last | 150 days usage to calculale average usage
Comment |
Expected delivery [15/05/2008
[ Evelude transfers from usage calculations

[ Include items with suggested zero arder quantiy

Builds
[Tinclude planned builds

Make sure planned builds will be covered 1 times

[ Cancel | [ Create OrderNow |

There are a number of choices available to generate the order in the way
that best suits you.

Clicking on the Calculate button brings up a window allowing you to enter
the necessary information from which mSupply will calculate the quantity to
be ordered.

You will need to take several factors into account when calculating how
many days stock is needed:

® the lead time between ordering and delivery.
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® how often you order from this supplier
® how much "buffer" stock you want on hand just before your next order
arrives.
® your cash flow situation
Here's an example:

® Orders take two months to arrive. from IDA (International Dispensary
Association) - (Lead time - 2*30=60
® You order every four months. (Ordering cycle - 4*30=120)

® We want a buffer stock of at least one month (30 days) when a pur-
chase order arrives. If you are about to place a purchase order with IDA,
you need to order enough stock to last until the following order arrives-
you will order again in four months time, and that order will take 2
months to arrive. When it does arrive, you will want a one month
buffer still in stock. Therefore, you want to order enough stock to last
the next seven months, so enter "210" into the "stock required (days)"
field.
Note that order quantities can be calculated using the report ‘Suggest order
quantities’ from the Report menu. The optional tender management module
also includes automatic order calculation functionality. Orders can also be cal-
culated as discussed below.

Split Deliveries

There may be occasions when you want to arrange for split deliveries - for
instance if you are placing a single order for a year’s supply, and cash flow
reasons or storage space restraints mean you are unable to accept the order
as a single delivery, and you want certain items to be delivered in, say, four
consignments, at three monthly intervals. The order as generated lists the
totalquantity to be ordered, and you need to modify this; what you are actu-
ally doing is editing a purchase order line, and the procedure is described
under that heading a little further on in this manual. For further information
see Split Deliveries on page 135.



Creating a new purchase order

Order types available from the popup menu

Order for all suppliers.
® Allitems in the database will be evaluated to see if they need ordering.

If you have a large number of items, this may take a few minutes. With
this selection, you have the option to generate either a single order or a
separate order for eacjh supplier by checking the Separate order for
each supplier box.. In this case, mSupply will look at which quotation is
marked as "preferred" for each item, and create a separate order for
each supplier. Items without a "preferred" quotation will all be placed
together in a single order.

Order for some items only
® Click on the Query items box, to bring up the Query Editor window, and
enter the required parameters; use of the Query Editor is described in
detail in the Reports chapter. For further information see Using the
query (search) editor on page 161.

Order for one supplier
® This method is the best method to use for ordering from a particular
supplier (you might have guessed that!)
® Enter the supplier code, and press the tab key. The supplier name will
be filled in, or you will be given a list to choose from.

® Any items that have a quotation from that supplier that is marked as
"preferred" will be evaluated to see if they need reordering.

Days stock required

® Enter the number of days stock you want on hand. For example, if you
use 200 tubes of clotrimazole cream per month, and you enter "90"
days, mSupply will order enough clotrimazole cream to build your stock
from its current level up to 600 tubes (that is, 3 months supply)

Other items in the create order window

Calculate button

The calculate button will automatically calculate “days stock required” for
given lead time, ordering cycle and given buffer stock.

Use the last ..... days usage to calculate average usage..

The number you enter here is the number of days of usage history mSupply
uses to calculate your average daily use. This figure is then used to calculate
how much stock is needed. The bigger the number you enter here (maximum
1095 - 3 years), the more accurate mSupply is likely to be (although it will be
less responsive to fluctuations). Entering a large number will slow down the
speed with which a purchase order is created.

Note: if you are using a data file that has less than 3 years of usage history,
you should not enter a number greater than the number of days since you
started using mSupply, or else your usage will not be accurately calculated.
Click the Create order now button to proceed. The order will be generated,
and you will be presented with a screen showing the order lines

Comment
Add a comment (note) to the order should you so wish.

Period

The drop down menu lists the defined periods, and you should select the
appropriate one, which will normally be the current period.

Expected delivery date

The default date appearing here is today’s date, but it cam be edited. Each
line on a purchase order can have a unique expected delivery date. The date
you enter here will be assigned to each line in the order as it is created. If you
want to change the date for a particular line or lines (for example you may
want split deliveries) you will be able to do so when editing the purchase
order.

The date you enter here has no effect on the calculations of the required
quantity to order for the current order, but the expected delivery date of
existing purchase order lines is taken into account.

Consider this example:
your usage of Paracetamol is 1,000 per day
you have 10,000 in stock
There is an existing purchase order for 100,000 that is due in 60 days time.

If you ask mSupply to generate an order for next 90 days, it will use the
expected delivery date of the existing order, and calculate that you need to
order 50,000 tablets to cover the period between 10 days into the future
(when existing stocks will run out) and 60 days into the future (when the
pending purchase order will arrive)
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Exclude transfers from usage calculations

This option is only applicable if you are running multiple stores. If you have
more than one store, this option controls whether inter-store transfers are
taken into account when calculating required quantities.

Take the following two examples.

1. You are in a hospital which has a store that does all the ordering for
the hospital. The store supplies the pharmacy with goods. In this case you
should leave the checkbox unchecked. That is, you want to include transfers,
as this is valid usage from the perspective of the store.

2. You have two warehouses that both order directly from suppliers.
Occasionally Warehouse A requests a transfer from Warehouse B if it urgently
needs items. If you are generating a purchase order for Warehouse B, you
would check the checkbox to exclude transfers, as they are "abnormal"
usage, and if Warehouse A is using mSupply properly, they will be ordering
more of that item from the supplier in the future!

Include items with suggested zero order quantity

If mSupply calculates that any of the lines from the supplier are not required,
when this box is checked such lines will appear on the purchase order, the
order quantity being 0.

Builds....

In this section you can make sure that any items that are going to be used in
manufacturing will be taken into account when calculating required quanti-
ties.

Builds (i.e. manufactured items) can be entered with placeholder lines to
reflect a projected manufacturing schedule. If the check box in the “new
order” window is checked the proposed order quantity for each item will be
compared to the amount of the item that is required to all projected builds,
multiplied by the “times covered” value you have entered.

For example if there is 50,000 gm of Mag Stearate on projected builds, and
you have entered 1.5 in the “times covered” box, at least 75,000 gm (minus
the quantity already in stock and the quantity already on order) of Mag Stea-
rate will be ordered, whatever the usage calculation comes up with for an
order quantity.

Once you have entered the details, click the Create order button. Order gen-
eration may take a couple of minutes, depending on how many items need
to be evaluated. You will then be presented with the order editing window.
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Creating a blank purchase order

Choose Supplier > New blank purchase order. It will bring up a blank order
form, to which you can add items.

= New Purchase order... @@@
Oreler rum 633 Name Status s Creation date. 2141242007
Conlitn date [(0/00/00
Expected delivery [21/12/2007

General | Details| Ad Hoo items | Receipt] Invoises| Log] Location) Store name General
Newline  Delete ine Fiint Purchase Order ~ Confiim
shaw all Ines vl Cunency [SBD %| Forexrate 7
["Line | ltemcods Jtem OiigQw| Pack AdiOtw Tot received Stack Stack O Ore
=3 L)
S Dl decoUR Estimated sublotal 0.00
Percentags 0 Discount amount 0.00 Estimated cost akter discourt 000
Created by SUSSOL CJéwtocalcusaget [ Finalize order

Edited by SUSSOL [ Locked Lines 0

Editing a purchase order

To view a recently created order choose Show Purchase order... from the Sup-
plier menu.

Choosing this menu item shows a window where you can enter enter either
the number of recent orders to display or the order number (this is printed on
an order if you have printed it out). If you click OK without changing any
information you will be shown a list of the 15 most recent orders.
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You will then be shown a window with a list of purchase orders. (If you
entered a purchase order number you will be taken straight to the purchase
order details window and not shown the list below).

« Purchasa ordar list...

e il & 2 Q s G 2.4 - &
New prachae vder Deieln Hepxrt Fred Ui by Pard Emal ondesds]  Custumes ket Uit

Oider no. Flabs Dain Sl Lock  Taget days L Comment

B0 en DATA07 WMULTICHEM LARORATORIES o 2

B en CEAESTIE BIRNED PACIFIC PHARKACEUTICAL LTD 0 3

B3 on DU200 SOUTHAUS TRAL PAL U 1

BT en X0v00/2007 BOANEQD PACIFIC PHARMACEUTICAL LTD 0 2

£S5 en 20000/2007 BOC GASES (SIILTD 0 1/ MEDICAL GASES

Bl em MUTENT SOLITH ALISTRAL PA n 3 MED LAR DRDER

L=< MUTHU/07 RORNED PACIFIC PHARMACFUTICAL LTD o 1

B2 en VIR0 HULTICHEM WABURATORIES u 1 FLAGYL INJ ORDER

831 jen 1T/08/2007 ALPHAMED P/ 0 & NRH SPECKHAS ORDER

EXen 1700/2000 BOUCHER & MUIA PL 0 4

B4R ag 11082000 L} n

F45 a9 112007 WULTICHEM LARORATORIES L} 1AM ORDER

By D7AU2007 BUUCHER & MUIR PAL '} 4

2w DSU/200 ALPHAMED FAL 0 1

41 5g DEA02007 WULTIOHEM LABORATORIES 0 3 Insulin cndat

< td

oK.

Since mSupply provides a way for you to generate and to calculate a purchase
order to send to a supplier on the basis of your current stock situation and
past usagae pattern. The above window “Purchase order list” shows the
ordersfor the stockto the supplier

See the section Ordering items from Suppliers for a fuller description of creat-
ing and editing orders.

Buttons in the Purchase Order Window

New purchase order

When you clik the New purchase order button, a purchase order details win-
dow is displayed . See “New purchase order” below.

Delete

Any highlighted orders will be deleted by clicking this button. You can delete
multiple purchase orders by highlighting more than one line. To do so, con-
trol-click (on Mac:: command-click) the lines you wish to highlight. If your
orders are finalised, those can not be deleted. If you attempt to delete a
finalized order, you receive alert message like the one below.

/ This order number : 425 is finalised and can not be deleted.

L)
=i

Report

Clicking on the Report button presents you with the quick report editor win-
dow, from which a simple report can be constructed. This report can be
viewed, saved to disk or printed.

Find

This button is very useful for quickly finding a group of purchase orders.
when you click on the Find button, you will be presented with a window with
the same functionality as is you chose the Menu item Supplier > Show pur-
chase orders (above).

Order by

The Order by button allows you to sort the orders by multiple fields. Other-
wise simply clicking on an individual coulmn will also sort the order list by
that coulmn.
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Print

When you click on the Print button, it shows two windows. The first window
is the page setup for your printer, the second window allows you to specify
how many copies to print .Whatever column sizes for fields are set in the Pur-
chase order list window, those sizes are reflected in the printed output.

E-mail order(s)
Any highlighted orders will be converted to queued emails.

Customise list
This button activates the customize list window. For further information see

Working with lists on page 31.

Duplicate

If you wish to duplicate any orders, highlight desired orders from list and click
the “Duplicate” button.

Editing a purchase order
Double-click the order in the list you want to edit.
You will be presented with the Edit Purchase Order window:
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If the order qualifies for a discount
applied to the enfire order, either
the percentage discount given, or
the actual cash value of the dis-
count should be entered in the
appropriate field

Editing purchase order lines
To edit an order line, double click on the line you wish to edit.

Note: you can resize the order editing window to show more lines, or to show
more of the item name. To do so, drag the handle in the lower right corner to
a new position.

When you double-click an order line you will be presented with a window
allowing you to edit the item, quantity and pack size:



Editing a purchase order

Shows supplier and
customer transactions

Displays details of the
delivery of this item

= Edit order line...

A\
General | Usage)| Duales| Frecsipt history | Ledger Store

Location

Volume per pack size dniier
Shelflocation | Hone ()

Pricing for this item
Total Urits Supplier Pricebefore  discount  Piice after
Pack size Quantity  [eakg.mi)] item discount (%) discount Extension

1 2500 [ [ wﬁu [ 0 oo [ A
Requested delivery date 01/01/2008 ManutaciNer |Se:

180 On backorder 0 Onorder 2200 eoeived on previous deliveries i

Commdnit vl print on puchass order)

[ caneel [ ok ] [ oKsNe

Sl
Details of original Should an individual line
order qualify for a discount,
appropriate entries should
be made in any two of
these three fields

Information in the Edit Order Line window

Item

Here you can edit the item that is being supplied. To change the item, type as
much of the item name as you know, then press the tab key. If only one item
matches your entry, it will be filled in automatically, otherwise you will be
presented with a list where you can double-click the item you wish to enter.

Comment

You can enter any information you wish to record about this order line here.
Comments will be added to order lines when you email an order to a sup-
plier.

Original quantity
The original quantity ordered from the supplier. This information is not edit-
able once you have confirmed an order.

Pack size
This is the pack size the supplier prefers.

Units
The units that the pack is measured in.

Price
The quoted price for this item

Price extension
The price multiplied by the quantity ordered.

Volume per pack

In this field, you can define the volume per packfor the pack size chosen. If
you are entering a new line the volume and pack size you have entered for
the item will be used.

Note the mSupply always stores volumes as m3 (cubic metres), but you can

enter a volume as millilitres (ml), litres (L) or cubic metres (m3)

Shelf location

Type the first few characters of location name or code as you know, then
press the Tab key. If only one location code matches your entry, it will be filled
in automatically, otherwise you will be shown a standard choice list.

Adjusted quantity

The total quantity you now expect to receive from the supplier in all consign-
ments. You can adjust this figure so that the amount received is reduced or
increased due to changes in what the supplier actually sends.

Refresh Buttons I/

The refresh button (to the right of Volume per pack), on clicking, dis-

plays the default volume of the selected item if it has been set previ-

ously. Similarly the refresh button next to Shelf location displays the default
location.

The refresh button in the “Pricing for this item” frame reloads the price data
from a preferred quotation. The price from the most recent quote is used if
ttthere are no preferred quotations.

127



gOrdering ltems From Suppliers

If you have received an updated quotation after generating the original
price, use this button to apply the updated details to this line.

Other information in the Order line details window:

On hand
This is the quantity of stock on hand of the item

On order
This is the quantity of stock in other confirmed orders awaiting delivery.

On backorder
The quantity of stock you owe to customers on backorders

Quantity received

The total quantity of this line that has already been received on this order.

Tabs in the Order line details window

The usage tab
This tab shows the usage for the last 24 months of the item being viewed.
This is useful for deciding if reported usage is consistent from month to
month, or is due to one or two very large supplies to clients.

‘m Edo o1 de v, E;’i

Giererdl Uiage | Uuetes ecest hasoy | Ledges

Cancel | ar | Ok red

The quotes tab
This tab shows quotes from suppliers for the item being viewed.
You can double-click a quote to view and/or edit details.
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View quotations for the item in question. You can double-click a quotation to
edit its information.

Note that the supplier of the quotation that is marked as "preferred" will be
the supplier selected when using the "split" command to break a general
order into orders for each supplier.

The New button allows you to add a new quotation.
[ it oot e =1
Genessl| Lisage Guoher | Hecept hetosy | Ledger.

Newaunts Dosleade |

Dot Gipghs Cun ot Price  Pack Freght ol Cos A cost el Comment

G| ok [ osanen

The receipt history tab
This tab shows all goods receipts for the item being viewed.

Currently double-clicking a line does nothing. From version 1.93 (Aug 2006), if
you double-click a line the associated goods receipt transaction will open in a
new window.



Editing a purchase order

_— .
| E8 it n e tine %)

Goreal | Usagn | Qubes| Recopd bt

Lire  location Iipem Mame: Batch St Sup Irvoce. Exp date Pack Size
] Pasacrdorred » Cenbern bab Slimg » Brrg n ET 1

[ Concet || [ | [ oKbnest |

The ledger tab
This tab shows supplier and customer invoices for the item being viewed.

18 tain order ine.. %)
Genenal| Usage| Quotes| Rscept hitory, Ledos
Show: | Furcrtend leciges for s puachane oeder Ine e Diatee: | o chstes -

Date ivien Mame Ty Stal Fupey  Bach  Quan  Pack Cout el Exten

Cocd | [ 0x |

You can display a sub-set of the transaction lines by choosing options from
the drop-down lists.

The option Received ledger for this purchase order line shows all supplier
invoice transactions for the current purchase order line. Goods receipts are

shown on a separate tab.

Show: | Received ledger for this purchaze order line 2
all tranzactions
supplier tranzactions
customer branzactions
transactions for one name I
item line as selected
d

The Dates drop-down list allows you to show only recent transactions....

Dates: | all dates ~
all dates
last ¥ days

ack | last 30 davs

P =ct 90 days |
If you double-c lick a ledger line, the associated invoice will be opened in a
new window

Buttons in the Order editing window

OK & Next

This button will take you to the next order line, unless you have reached the
last line in the order, in which case you will be taken back to the order editing
window.

(0] ¢

Will exit the window saving changes to the current window.

Delete

If you click the Delete button, the order will be deleted and the order number
will be reused for the next order.

Order status explained:
® When an order is first created it has status "sg" (for “suggested”)

® after an order has been confirmed, it has status "cn" (for “confirmed”)
Confirmed orders have the order amount added to the "on order" field
for each item, so that if another order is created for the same item, this
quantity already on order will be taken into account.
® Orders that have been finalized have status "fn" (for “finalized")
® An order becomes finalized by clicking the Make supplier invoice
button,
® Finalized orders can no longer be edited.
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® Should a supplier be unable to supply some or all of an item
ordered, when the order is finalised, the ‘unsupplied’ amount is

ignored in any of mSupply’s subsequent Stock on order calculations.

Estimated order costs explained

From version 1.7 onwards, mSupply displays a new column (Price Ext) in the
order editing window that shows the cost of the order line.

Other buttons in the Edit Order window.

Print purchase order for supplier

This button will print the complete purchase order form for sending to a sup-
plier. Note that you should fill in relevant details on the Details tab before
printing the order.

Confirm

See the section above on "order status" for an explanation. Orders should be
confirmed once the order has been placed with the supplier.

Auto calculate usage check box -

When this box is checked, each time you edit an item line, the usage for that
line will be calculated. This is slower, but gives useful information uponwhich
to base your ordering . Note that this option can also be turned on within the
order line editing window.

The Details tab

This tab allows you to record a range of information that will be entered on
the purchase order when it is sent to the supplier.
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= Edit Purchase order...

Order nurn ;83 Mame |MNATIONAL MEDICAL STORE Statuz cn Creation date 15/09/2006
_Ger\eva} Details | Ad Hoc items | Receipt| Invoices| Log| Location
Order details
comment

PO sent date [[EDEME Urgent supplementary for Medical Ward Patient while wating for Main
Order to be delivered
Inwoice received date [00/00/00

Info for purchase order

Evpacted defivery [00/00/00

Heading message ’—
Suppler's agent

Delivery method Agent's commision 0.00
Authorizing officer 1 ,— Document charge 0.00
Commurications chaige 0.00
Authorizing officer 2 ,— Insurancs charge 0.00
Freight charge 0.00
Addiional Fisight canditions
Instruchions

PO sent date

Enter the date the Purchase order was sent to the supplier. When you print a
purchase order mSupply will offer to fill in this date for you, but you should
edit it if necessary to reflect the exact date.

Heading message

Any text you enter here (e.g. “Urgent”, “Supplementary order for PO 183")
will be printed in a large font across the top of the purchase order so your
supplier will (or at least “should”) notice the message.

Expected Delivery
Enter the date you expect the order to arrive

Goods Received date

Fill in the actual delivery date. Leave the date blank for purchase orders that
have not been delivered

Invoice received

Enter the date when you received the invoice from the supplier

Hint: you can find all orders that have not had an invoice supplied by query-
ing on this field.
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Comment

You can enter any appropriate comments here.

Supplier’s agent

Enter the name of the intermediary party here - if there is one.

Delivery method
Enter a delivery method (eg “Air”, “Courier” ...)

Authorizing officers

Enter the names of the people who are required to sign off the purchase
order. These names are printed on the purchase order.

Freight conditions

Enter the delivery address, shipping marks, etc. here.

Additional instructions
Enter any further information you wish to appear on the purchase order.

Commisions and charges fields
Fill in any relevant charges agreed between you and the supplier. Note that

any charges that are zero will be skipped when printing the purchase order.
The Ad Hoc items tab

Here you can display a list of items that have been assigned to the supplier,
but not yet added to a purchase order.

+ Edit Purchase order... g@@

Order num: 110 Mame Status =g Creation date 04/07/2007
| General] Detals| Ad Hoc items | Receipt] Invoices|| Log| Location,
A i
Mets nan- Delete non- Add selected
stock line stock line lire to arder
Order date: Item Status Duantity Customer

Click on a line, then click the “Add selected line to order” button to add a
line to the current purchase order.

Warning: if you delete a line from a purchase order it will not have its status
updated automatically- it is your job to do so using the Items > Manage Ad
Hoc items menu.

New Ad Hoc line button

Here you can add an ad hoc item “on-the-fly”. This is useful if you want to
process a purchase order for a single Ad Hoc item that has not yet been
entered into mSupply.

Note that the ltems > Manage Ad Hoc items menu is the normal route to
add, edit and delete Ad Hoc items.

The Receipt tab

This is a record of the receipt of the order, and, where multiple deliveries
have been made, records each instance.
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+ Edit Purchase orde E]

Order num:: 59 Mame [NATIONAL MEDICAL STORE Status on Creation date 04/09/2006
General| Detals| Ad Hoc items | Receipt | Invaices| Log| Location
Goods received 1D Status Suppler ieference Entry date Receive date
153|nw 03/01/2007 03/01/2007
63/ 14/09/2008 14/09/2008
58 i 3060 14/09/2008 14/09/2008
66| in 3082 15/09/2006 15/09/2008
72 EiPT) 27/09/2008 27/09/2008
8| 134 29/09/2008 26/09/2008
6 3103 20/09/2006 26/09/2008
46/in 3026 07/09/2005 07/09/2008
73 3042 27/09/2008 27/09/2008
80/ nw 83 06/10/2006 15/09/2008
a3 752 1110/2008 11042008
/i 2972 11/10/2008 11/10/2008
86 nw 11/10/2008 11/10/2008
105|in 3210 1641042005 161042008

The Invoices tab

This tab displays a list of invoices that have been created from this purchase

order.
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Edit Purchase order. @@ .

Order um: 59 Name [NATIONAL MEDICAL STORE Status on Creation date 04/03/2006
General| Details| Ad Hoc items || Receipt| Invoices | Log|| Location
Name  Cat. Sta. Eniydats Confimdate Invoics totsl | Their comment Batch

NATIONALME i |nw | 0B/03/2008 47| 5147475 3028 goods received ID - 46 t
NATIONALME si  |nw | 15/03/2006] 63 1199 3082 | goods reveived ID ; 66 t
NATIONALME i |nw | 27/03/2008 82| 1752780 3144 | goods received ID - 72 t
NATIONALME i |nw | 23/09/2006] 8| 5548535 3109 | goods received ID : 76 ¢
NATIONALME i nw | 23/03/2006] I 19652 3134 goods received ID : 73 t
HATIONALME i |nw | 11/10/2006] 126 205082752 | geods received 1D : 83 t
NATIONALME i |nw | 11/10:2008 127 1732 2972 | goods received ID - 87 t
NATIONALME i |mw | 18410/2006] 150| 48238252 3210 | goods received 1D : 105 ¢
< it

There are two types of invoice that are created directly from purchase orders:
1. Supplier invoices are created each time a consignment arrives.
2. Customer invoices are created when a supplier invoice is created that
contains Ad Hoc items.
The Log tab

This gives information of events relating to the particular order.



Editing a purchase order

Edit Purchase order... g@l@
Order num : 362 Narme Status sg Creation dats 03/02/2007

General| Detais| Ad Hoc tems | Receipt| Invoices| Log | Location|

Logdats  Time User Event
09/02707 0558 Swussol  Order crealed. Number of lines . 43

= |

The Location tab

This tab displays the locations of the items received, if this feature is used.
Where details of the volume of available space in any location has been
entered, and where details of the area/volume of item pack has also been
entered, the remaining available space will be displayed.

Lines will also be coloured red/orange/green to indicate greater than 100%,
90 to 100% or less than 90% of space used. showing which lines are likely to
cause space problems on receipt.

Edit Purchase order... Blﬁl@

Order num ;730 Name |ABA CORPORATION LTD Status cn Creation date 23/01/2007

General| Detais|AdHoc tems | Receipt| Invoices| Log| Location |

Orderline locati..  Thisorder  TotalSpace | Curentpussd  Stockonorder | Onprocess Awalable space

D.01.01 100 500 g 100 ol 400
4,01E2 100 [ 0 100 i 00
Ban 100 100 0105 20002 3000| 100125

The Order Menu

When the order editing window is being shown, an extra menu is added to
the menu bar:

Fle Edit Help

Copy order ko clipboard

Expart html. .

Print... Chrl4+F
Split...

Emailin body...
Email html attachment. ..
Email FDF...

Update quates using this order

Copy order to clipboard

Copies the order details to the clipboard, so you can paste it into an email or
text document.

Export html ...

If you want to produce an order which can be saved as a file in html format,
use this option. . If you have Excel installed, the report will open in Excel. Note
that if you want to keep the Excel file, you should choose File > Save as.. in
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Excel and choose a location.

Print
Prints the order. You will be shown the standard printing dialog boxes.
Note that if Show all lines is selected, the entire order is printed; if Show

incomplete lines is selected, the printout lists only lines which have either not
been supplied at all or require a balance to complete the order.

Split

Splits the order into a number of smaller orders based on the preferred sup-
plier for each line. The preferred supplier is the quotation that is marked as
"preferred" for that item. To view and edit quotations you can double-click
the order line then chose "quotes" from the "show" menu. All items that do
not have a quotation marked as "preferred" will be put into a separate order.

Email in body

The order will be turned into an e-mail and placed in the queue so that it is
sent next time you send e-mails. You will be warned if you have not entered
an e-mail address for the supplier.

The e-mail will be formatted as follows:

© [ E1&
To [we@hk camrp Find ] Status queue v
Subject <72 Date 13/01/07
Bady [item quan 7]

CHLORFHENIRAMINE TABS MG 3 1000
CHLOROQUINE TABS 150MG BASE 501000
CHLOROQUINE TABS 150MG BASE 100 100
CHLORAMPHENICOL CAFS 250MG 50 1000
CHLORAMPHENICOL CAPS 250MG 200 100
CARBIMAZOLE TABS BMG 60100
ASCORBIC ACID TABS 250MG (ATAMIN C] 1 1000
BROMOCRYPTINE TABS 25MEG 20100

BISACODYL TABS SMG 100100
ASPIRIN TABS 300MG W 100
AMOXYCILLIN TABS/CAPS 250MG 501000
AMDXYCILLIN TABS/CAPS 250MG 00 100
ALLOPURINDL TABS T0OMG 97 1000
ALLOFURINDL TABS T00MG 0100
ACETAZOLAMIDE TABS 250MG 301000
CIMETIDINE TABS 400MG 10 500
CLINDAMYCIN CAFS 160MG 20 100
CLOXACILLIN TABS/CAFS 250MG 100 100
CLOXACILLIN TABS /CARS 250G 100 1000
CO-TRIMOXAZOLE TABLETS 4806 50 100
CO-TRIMDXAZOLE TABLETS 4806 40 1000
DOTHIEPIN TABS/CAPS 250G 10100
DOYCYCLINE TABS 100MG 2 1000
DOYCYCLINE TABS 100MG i 100
ENALAPRIL TABS 5MEG 13100
ENALAPRIL TABS 5ME 100 500
ERYTHROMYCIN TABS 250MG 100 100
ERYTHROMYCIN TABS 250MG 20 1000
ETHAMBUTOL TABS 400MG 210 -

Maibax: | 0t |

-
Link to name: |NATIOMAL MEDICAL STORE
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To check the email before sending it, choose Special > list emails, then double-
click the email to edit it. Note that to make the columns line up properly, you
will have to click the <I-I> button to view the text in a fixed-width font.

Email HTML attachment...

The order will be turned into an HTML attachment, and attached to a new
email that is then placed in the queue so that it is sent next time you send e-
mails. You will be warned if you have not entered an e-mail address for the
supplier. The attachment will be stored in the export folder you have nomi-
nated in the preferences. (For multi-user mSupply, the export folder is set as
the folder “C:\mSupply\mSupply client\Export” (on the assumption that you
have selected the default install location for mSupply).

Email PDF

Choosing this item will cause mSupply to generate a PDF file, create an email
and attach the PDF file to the email.

Note that you must use the PDF xChange PDF driver installed on the compu-
ter generating the email for this to work. The driver currently costs US$50,
and is available from Sustainable Solutions <info@ss.org.np>

The PDF that is created is stored in the mSupply data file, so you can create a
PDF attachment on one computer and send it from a different computer
without problems.

Update quotes using this order

This command allows you to check that quotation data is up to date based on
actual supplied prices.

Each order line will be evaluated, and if a quotation does not exist, one will
be created. If a quotation does exist and the price you have paid in the order
and the price stored for your quotation are different, you will be shown a
window to compare prices, and you can decide whether to keep the existing
quotation or update it.

@ O O Compare quotes...

Item Amoxicillin 250mg cap

| Existing quote | This order

Price 7 756

Pack 100 100

Price per unit 007 0.0756
| Keepold | ( usenew )
—t

4
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Note that you need to have your user permissions “Can add quotations” and/
or “Can edit quotations” set before this command is available.

Split Deliveries

Creating split or multiple deliveries will now be described using the following
example.

It is important to note that the Purccchase Order should not be finalised
before this procedure is performed, as a finalised order may not be edited or
altered in any way.

A store is placing an order for a year's supply of IV fluids and, having followed
the normal procedures, mSupply has created the purchase order displayed:
below.

* Edit Purchase order...

The Purchase Order is edited as follows:

® Click on New line, and add the item ‘Normal Saline’

In the Number of packs field, enter 5,000

In the Requested Delivery date enter 1/1/08

Click OK & Next

In the Number of packs field, enter 2,500

In the Requested Delivery date enter 1/4/08

Click OK & Next

In the Number of packs field, enter 2,500In the Requested Delivery date
enter 1/7/08

® Click OK & Next

Repeat the last two steps, but enter 1/10/08 in the Requested Delivery date-
field for the final delivery in October.

Eor mplete the process, delete the line calling for 12,500 units on 1/1/08.

Purchase Order should now look like this:
Ordler rum: 123 Name [Medical Supply Depantment Status cn Creation date: 04/03/2007
=l palg) 06/03/07 Edit Purchmse order...
Expected delivery [01/01/2008 S S ——
- Ovides rwm . 123 HNome [Mecheal 5wy Drgurtmend Slahus en Creabon dale (MAR00
| Genersl | Details| Ad Hae items || Receipt| Invaices | Log| Lacation Store code: General e [ =
Espected debvery [ITAN720E
New line  Delets line Print Purchase Order  Confim | Geneisl | Deal| A Hoe dema | Fiecest] invoices. Log Locaion Stn con . Grarmesl
[ show alllines Currency |Fis ~| Forexrate | 1 L a & )
—————— T e L P o = Newing  Delete ine Pt Puchats Oides  Confirn
Item Origty pack Adj Oty Totre.. Stock Stock 0. Custb/odhs Price Reduested delivery date | Stor oy e = A e ;
Dextiase Gz Normal Siine 1Y 2500 1| 2500, o 7 &m 0 0o 0140172008 Gerers] e i T T L T e e D SR T T
| |Demses Y 7500 1| 7500, o 52 E 0 0o 0101/2008 General Destose 55 ol Siem IV =0 1 =% 0 7 &% o am o101/2408 Germnt
|Ringer Lactate IV 200 1| 2500 0 1% 220 0 000 01/01/2008 General Destoce § %1V w1 T 0w s T 2o Generd
| Motmal Saline 14 12500 1| 125001 0 258 840 0 oo 01/01/2008 General Forioet Liccone i et o S Ll S e il b
Ficemal S s Y Som 1 S0 o0 =8 0 o oo, o Geneisl
Ml S nlew =00 200, o S5k 0 0 oo 01002008 vl
| Hcemal Sakre IV =500 1 250 o = a0 o 0o QuBitrei i) Ganmal
| Heenal S alem Y =00 ) 26500 o A 0 o o0 o Gmrwmtad
| Suppher dacount Catinated sbootel o
| Peenige | 0 Descourd orraned [ T Estealrnd cout altes checonnt nm
Suppler discount Estimated subtotal alil]
Percentags 0 Discount amount 0.00 Estimated cost after discount 000 | comndty sssa DClAdocsk mege [ Fakes order
Ededby susdl [l Locked Linas 1
Crested by sussel Clhuo calo usags [ Finalize order [ o] ® SEr
Edied by sussol [Locked Lines 1
_Feature has the effect of allowing mSupply to take future deliveries into

The store does not have the storage capacity to hold 12,500 packs of Normal
Saline, so the supply of this item needs to be made in multiple deliveries; it is
decided that 5,000 be requested for delivery at the beginning of January, fol-
lowed by 2,500 at the beginning of each of the months of April, July and
October - i.e. at three monthly intervals.

its reckoning if, for example, an additional order for Normal Saline was
placed in mid June, and a delivery of 2,500 had already been arranged for 1
July.
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Receiving goods using the Goods Receipt function

Receiving multiple consignments (partial deliveries) for the one purchase order
mSupply version 1.9 and later allows you to receive multiple consignments
based on the original purchase order. This makes goods receipt process a little
more complicated, but quite a bit more flexible. It also allows you to monitor
supplier performance by comparing the amount received against the amount
you actually ordered.

Entering goods received in the computer
Choose Supplier > New goods received, and this window appears:

066 New goods receipt... |
Supplier |Search purchase order Purchase order : O Goods received |D : 829 |
= namian oo Created by : SUSSOL Entry date : 05/06/07
| Modified by Status : nw |
| Supplier referenc
I
[

Add from purchase order  Add an un-ordered item  Delete fine  Chack space Print goods receipt

Line  Location Item name Batch Exp date Pack Size Quan
|

£ Finaize (oxan. ) ( pelere ) 0k |

In the Supplier field (which displays Search purchase order when it first
opens), enter the first few characters of the name of the supplier from whom
the order has been received; to display all purchase orders awaited, enter @
in the Supplier field. (This has been done in the example shown below):
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ene Choose a Purchase order...
Supplier Our Purchase orter 1D Comment

ABA CORPORATION LTD 4z

ALPHAMED P/L 28 NRH X-RAY DEPT
T N N CR

B BRAUN AUSTRALIA Ell

BOC GASES (S} LTD 7

BOC GASES (S} LTD 34

BOUCHER & MUIR P/L 14

BOUCHER & MUIR P/L 8

BOUCHER & MUIR P/L 13

BOUCHER & MUR P/L 1y

BOUCHER & MUIR P/L 18

BOUCHER & MUIR P/L z0

BOUCHER & MUIR P/L 23 =

Double-click a line to choose it

4

From this screen select the entry which matches the order you have received
either by double clicking on the entry, or by highlighting the entry and click-
ing on the Use button.

The New Goods Receipt window reappears with the supplier field and some
other details completed. Clicking on the Add from purchase order icon brings
up the Choose order lines ..... window, which displays the goods on the pur-
chase order, and you may either select each item separately, or - when the
items ordered and the quantities ordered match the delivery exactly - select
the entire order to enter the details of the items received .

' ® © O Choose order lines to receive from ABA CORPORATION LTD ....

Item name Pack  maining Qua
PARACETAMOL TABS S00MG BOT/200 100 10
METOCLOPRAMIDE TABS BOT/100 1 5
FRUSEMIDE INJ 20MG 1/ 5 4
NYSTATIN ORAL DROPS BOT/30ML 1 10
€  BEIL

To select multiple lines, hold down the Command
and click the lines you want to select. Press

4

Occasionally goods may be received which were not ordered; when this
occurs, click on the Add an un-ordered item icon and complete all relevant



Location management when receiving goods.

details. Select the item before proceeding.

In both instances, when the items have been selected, click on the Use but-
ton.

® O O Choose order lines to receive from ABA CORPORATION LTD ...

tem name Pack
PARACETAMOL TABS 500MG BOT/200
erociomamoe seorio0 |1

2maining Qua

e s 4|
NYSTATIN ORAL DROPS BOT/30ML v [

©

To select multiple lines, hold down the Command

and click the lines you want to select. Press Cancel ol g @

4

You are now presented with the Edit goods received window .

|ane Edit goods receive...
Supplier BOKNLD PACILC PRARMACLUTICAL LTD, Purchass order © 821 Goody received 10 . 822
necstred s TTTT0ET0 Craabed by - KONARER Fabryduta | 110507

Suppdier referese Fhditied by Status | W

; @
Add frm purthase onder Add an us-tedered em Delete ine  Check sgace Prrt grcds, receipt

|Une | Lecation e name Bach Exp tate Pack Sz

Qusn
1 | 2.0002 |COTION WOOLROL/S00GM

(okan. ) [ oeme ) 0N

All the items you've selected are added to the goods receipt The quantity is
set to the total remaining to be received for that item.

Double click on each item in turn and the window allowing you to enter
quantities, pack, batch numbers, expiry dates.

The right hand side of the window shows you the shelf location, total capac-
ity and available space for a particular item in a particular shelf location. You

are also shown the volume or space required for a particular item. The small
“refresh” icon the right inserts the default location for the items.

Edit item...

Item [Ketoconazole 200mg tab

Quanity T Sheltlocation [k (/]
Fack 100 Tatsl capacity 1000 m3
Tatal quantity 10000 Awallable space -100000000 Miliker

Batch |b_040613

Espity [3112113 ‘olume per pack size 0 m3 (";

Space required 1000 m3

[ Canca | [ ok | [ OK&New |

After entering the details for each item, you can click on OK & next to pro-
ceed to editing the next item.:

Finalising Goods Received

When all available stock on the Goods Received list has been received, a Sup-
plier invoice will be created, but in order to do this the Goods Received list

must be foinalised by checking the Finalise box in the bottom left hand cor-
ner of the window.

Location management when receiving goods.

If the items you are receiving have had a location and volume entered when
the purchase order was created, these will be transferred to the goods
receipt. If you want to edit these details you can do so by double-clicking a
line and either changing the volume or the location.

The Check Space button provides a means of quickly seeing if the incoming

stock will fit in the space you have allocated: After clicking the button lines
will be coloured as follows

® Red: there is not enough space at the chosen location to fit the stock.

® Orange: After receiving stock the location will be more than 90% full.

® Green: After receiving this line the location will be less than 90% full.
Viewing existing Goods Receipts

Choose Supplier > Show goods received...
A standard mSupply find window is shown:
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Edit goods rec

Supplier [Pearl diug supplies Store: [Geneial T
Received date |08/04/08 Purchase order: 19 Goods received D 15
e Created by user 1 [pass=us Entry date: 0B/04/08
Modified by : Statug: fn
Print goods receipt
[Cine| Location Jtem name Batch Exp date Pack Size Quan ||
1 |Fromethazine 25mg tab | EF 56| 31/07/2010) 500/ 2
2| ;Eeltriaxunesud\um250mg\m | Ma, 225 o1/o1 /201 10! 1
3 |Metforrin S00mg tab | Bar|  3vo7em| 100/ 4
— | i i ’
| { | | i
A . |
| { | | i
| { | | |
| | | | | | |
SR S R Viewing and editing supplier invoices created via Goods Receipts
. &+ Supplier invoice
Find received goods. .. B4
L . L Mame [BOUCHER & MUIR P/L 200035 Invoice rumber : 517
Bill no. Confirm date |30/11/2005 Date: 30/11/2005
Show |15 most recent goods received, or .
Comment |SEA FREIGHT AND AIR Margie  9.02 Purchase order: 203
Received ID sl |equak |a] B fﬂ u/, Status - cn
New line  Delste line Discount Entered by : KOMAREA
LGeneral P |
Cunency AUD |w] Supplier Subtotal 0 Local charge to distribute: 1]
. . . Extra Supplier che [1]
Click the OK button to view the last 15 goods receipts, or enter a value to Curency Rate B[ =Reanntiains
. . . ! . . Tatal Supplier charge 0
find in the lower field, and choose the field you are searching for in the left-
. Line: Item Name Qly | Pack| Batch | Expiy | PiiceFC | ExtensionFE&| Fiice |Fiice exte
hand drop-down list.
a d d Op do St 1 FILM x-Ray CUREX.24 10 11393300 30.01/2007 0.00 000 36722 367224
2 [FILMX-RaY.CURIX35) 10 11793200 30/01/2007 0.00 0.00 46818 468182
3 |FILM %-Ray,CUREK 30 10 1793200 30/07/2007 | 0.00 0.00 45303 459030
B lssiees) Sublotal 12,944.36
femis: 0 Xtax 0.00
Amount 0.00 Total 12.944.36
(] Hold
[ Finalize [[OK&Mext | [ Delie | [0k |1

Supplier invoices created via goods receipts differ slightly from standard sup-
plier invoices on the second tab: Prices. Here, you can add in any extra
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charges from the supply side (jn the supplier’s currency) and from your side (in Supplier invoice will open:l
your local currency) and mSupply will calculate an updated price for you.

Currency and Currency rate

Select the supplier currency from this drop-down box. The rate will be auto-

matically entered below.

Extra supplier charge

Here, in the supplier’s currency, enter any extra charges from, the supplier.

Local charge to distribute
Here, enter any local charges, in your local currency.

Calculcate

Click this button to have the extra supplier charge and the local charge to dis-
tribute automatically assigned to the lines below. The changes will be
reflected in the total, also..

Goods Received: viewing relevant Purchase Order and Supplier
invoice
Accessing the relevant Purchase Order when the Edit goods received window

is open is achieved by clicking on the Purchase order number (upper right) ; in
the example shown, by positioning the cursor over 19 .............:

-4

.......... and clicking, Purchase order no.19 is displayed:

= Edit Purchase order... E@SJ

Order num: 19 Mame |Pearl dug supplies Status en Creation date 03/04/2008
Expected defivery |08/04/2002 Confirm date | 08/04/08 Store name  General

| General | Detaiks| Morstack items| Fieceipt| Invoices| Log | Lacation

Newline Delsts line Piint Purchsss rder  Confim
show al lines ~ Curtericy | Nrs | Foresrate 1
Line | ltem code ltem OrigQty| Pack | Ad, Gty Tot received Stack Stack On Ore |
1 P25t Promethszine 25mg tab 1000 500 1ann] 1000 il
2 | cefsd50i | Ceftiasons sodum 250mg i o0 10 100 100 i
3 et Metformin G tah a0 o0 4o 1m0 i

Similarly, if you click on the link Click here to open Supplier ... , the relevant
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Preferences...

Choosing the preferences menu item from the file menu opens a window
with a side bar. Clicking on a subject in the side bar shows the options for that
subject:

m Preferences
General Organization details
Invoices 1
Invoices 2 Orgarization name |Teaching Hospital Register
Printir
o Address line 1 [Stores Depariment for T saching Hospital, Nepal
L
B Address line 2 |
E-mail
B ackup
Reminders Default values Petiod closing
\ileb server
Monepworks Default cunsncy Defaul customer| Closed date [31/08/03
Drug Interactions
Customization Default margin 0 Defaultaxrate 0% Locked date [31/08/2003
Dispensary mode
Items :
Purchase order defaults Export Information
Purchase order piinting ch
Prices
This Computer
0K, and pint Nest Invaice numbers
-oge New nest number  Cunent nest number
Customer invoics KGE] e
Supplier invoics 25 235

Organization name-

this will print on the top of invoices. Note that your organization name is tied
to your registration code. Please contact info@msupply.org.nz for a new code
before changing your organization name.

Address line 1 & 2

enter the address information about your organization that you wish to
appear on invoices.

The Register button

This button will be dimmed once you have registered. If you have not regis-
tered, clicking this button will display the registration details window:

o] =]

mSupply version 180

oiganization name National Medical Store
hardware id 0030TEE2C080
registration code unregistered
expiry date no expiry
number of users 5

registration type. 1

Click the copy buitan below to copy the required detalk to the cipboard.
*You can then paste thess into an -mail and send to
to register,

Onee you receive your code, click the “enter cods" button to enter i

-

® Here you are provided with the two pieces of information you need to
register:
® Your organization name
® Your hardware id.

® Clicking the copy button will copy these two pieces of information to
the clipboard, so you can paste them into an email and send them to us.
Note: if the hardware id field is not showing 12 characters &or numbers, you
do not have an ethernet card installed on your computer. Please consult us for
installation instructions. Such cards can be purchased for $10 to $20.
® Once we have received your registration information we will generate
a registration code for you. The code is entered by clicking the enter
code button in this window. You will then be shown another window
where you can enter the registration details you have been supplied.
Your registration instructions supplied with the registration number will
describe what information to put in each field.
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=] (O[]

organization name |Bugus Pharma Digtribution
registration code lm
expiry date IW [leave blank for non-expining registrations)
number of users |2—
registration type IZ_

Click. the copy buttan below to copy the required details to the clipboard
Y'ou can then paste these inta an e-mail and gend to
taregister,

Once pou receive your code, click the "enter code” button ta enter it

Cancel | 0K I

® Note: mSupply registration codes are specific for the computer and
organization name and the expiry date of your licence (if it is time-lim-
ited). If you change either your organization name or the computer on
which you are running mSupply you will have to contact us for a new
code. (We may require evidence of the changes you have made before
issuing a new number).

Default customer

Leave this field blank for normal operation. If you usually (or always) only
issue to one customer, enter that customer's code here. You must set the
value to the name code of an existing customer. Doing so will mean that this
customer's details are automatically filled in when you create a new customer
invoice.

Default currency

This is the currency you use yourselves. You can choose from a pop-up menu
of currencies you have entered into mSupply.

Default margin

The percentage margin that will be filled in when you enter a new supplier.
This value can be edited for each supplier at any time. Enter "0" if you do not
apply a mark-up to items you sell (For example, if you are issuing stock to hos-
pital wards at cost) default tax rate will be applied to customer and supplier
invoices. Note that this amount can be edited when you are entering an
invoice by clicking on the tax rate at the bottom of the invoice entry window.

Export destination
If you want your exported files to go to a particular destination, choose the
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name of the folder by clicking the choose button:
Browsze for Folder

Choose the export destination:

E:\ﬁ Desktop -
E---_N%‘ Iy Computer

e 3% Flappy (]

B ()

7 Harrware detsils =l

Ok I Cancel |

Once you have found the folder you wish to use, click the “OK” button.

(Note: Macintosh users: choose "desktop folder" to have exported files
appear on the desktop. Windows users choose desktop.

Note: in client/server mode, exports automatically go the "exports" folder in
the same folder as the 4D client application. This is because many networks
will not allow clients access to a folder on the server computer)

Next invoice numbers

You may increase the invoice number at any time, but there is no real need to
do this. Some people like to start a new year with the numbers moved up to
the next thousand or ten thousand.

Note that you can't decrease an invoice number below the highest number
already used.

Note too that supplier invoices and customer invoices use separate sets of
numbers- a supplier invoice and a customer invoice can have the same
number without mSupply getting "confused". This might confuse you
though, and if this is the case increase the invoice number for one series (eg
next supplier invoice number) to "50000" (or some such number) so the two
series are very different.

Period Closing
There are two fields you can enter dates into here.



Invoices 1

[The closed date is the date before which no transactions can be entered. Set-
ting the close date means that all transactions up to that date are finalized
and no more transactions with an earlier date will be able to be entered in
the future . The close date can not be moved backwards- only forwards.

The locked date is the earliest date that can be entered for a transaction. The
lock date can be moved forwards as far as the oldest non-finalized transac-
tion, and backwards as far as the close date

Lock Date can be moved
anywhere in this range

(lose Date l

T T T
2000 20012002 2003

Earliest non-finalized
transaction date

If you try to set an invalid lock or close date you will be warned.

Be very careful setting the close date. Changes to the close date can not be
undone.

Invoices 1

“Preferences X

R Allinweices

Ianm:es 2 [ Aliow sditing ta rate & amount on invoioes; [[]Activate non stock tems
tinting i

Mise [] Allow enty of dates on invaices

Log Export invoices when finalizin

Fonts @5 : 2

E-mail ] Attet deleting lines, redo the numbering

E‘:ﬁ:dpm [] Activate budget module

Web server

Moneyworks

Drug Interactions Suppliet Invoices

Customization

Dispensary mods: [7]Allow eciling marging on supplier invoice lines

Iterns
Purchass order defaults
Purchass order printing
Prices

[] Hide batch number and expiy date entry
Confim supplier invoices without asking

Show compaitive puchasss for supplier invoices

This Computer
EK and print Itemn margin overides supplisr margin oh supplier imvoices
g0
[ Activate supplier payment module
[ Able to spcify manufacturer when recefving iems
All Invoices....

Allow editing tax rate and amount on invoices

When checked the tax rate can be changed when entering an invoice. Other-
wise, the default tax rate is always used. (On supplier invoices the actual tax
amount can be directly edited if this option is checked. This allows perfect
matching of tax amounts with amounts charged by a supplier).

Allow date entry on invoices

Normally the date is filled in with the date the invoice is created. If you need
to enter your own dates, check this option. Note that you will not be able to
modify the dates on finalized invoices.

The entry date is still maintained by mSupply. You can only edit the confirm
date.

OK button will print by default

If this option is checked, the printing check box on supplier and customer
invoices is on by default. On all invoices you can choose to print or not print-
this merely sets the default setting.
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Export invoices to a file when finalizing

If this box is checked, each time you finalize customer or supplier invoices, a
tab-delimited text file of the finalized invoices will be created. This allows you
to import the data into an accounting application.

After deleting lines redo the numbering

If this box is checked, deleting invoice lines will result in all invoice line num-
bers being updated so there is no gap in the numbering.

Invoice line display

there are three possible ways for invoice lines to be sorted when they are dis-
played. Choose the one that suits your needs:

no particular sort order | is slightly quicker at displaying the lines,
especially if you have invoices with a lot of
lines (eg more than 100)

maintains the order in which you entered the
items. This option is the one most commonly
chosen by mSupply users.

by line number

alphabetically sorts alphabetically by the item name

Activate budget module

In order to use the Budget feature, this box must be checked. For further
information see Budget Overview on page 224.. This feature is applicable to
store mode only.

Activate Ad Hoc items

Ad Hoc items allow you to receive and issue items that you will only use once.
That is, you have ordered the item for a particular customer, and do not want
to hold it in stock. For further information see Manage Ad Hoc items... on
page 61.

Supplier Invoices....

Allow editing margins on supplier invoice lines

If this option is chosen, you can edit the margin for individual supplier invoice
lines. Otherwise the margin will be locked at the margin set for that supplier
in the window for editing supplier details (reached from the supplier | edit
supplier menu..)
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hide batch number & expiry date entry

Some people use mSupply for inventory control of all sorts of general goods.
Hiding these fields will speed up entering information if you do not use those
fields.

confirm supplier invoices automatically

Check this box if you want mSupply to put goods into stock when you auto-
matically click the OK button on a supplier invoice. Usually, you will want
stock to be available for issue as soon as it is entered. If for some reason you
want to be able to enter supplier invoices without having the stock immedi-
ately available, leave this option unchecked. You will then be prompted when
you click the OK button on a supplier invoice whether to confirm the invoice
then and there or later.

show comparative purchases for supplier invoices

When checked, the window shown by the new line button on supplier
invoices will have a list at the bottom that displays recent purchases of the
item you enter.

Item margin overrides supplier margin on supplier invoices

When receiving an item where there is a margin set for both the supplier and
the item, if this option is checked the item margin will be used. If unchecked,
the supplier margin is used.

Activate supplier payment module

Check this box if you want mSupply to record the outstanding amount to be
paid on each supplier invoice. If this system is not activated, supplier invoices
will display a zero amount outstanding. (If you use a separate accounting sys-
tem, and us mSupply's export facilities, there is no need to use the inbuilt
payment system).

Able to specify manufacturer when receiving items

Check this box to show a manufacturer field when receiving each item on a
supplier invoice. Manufacturers are set up using ‘Show manufacturers’ and
‘New manufacturer’ on the Supplier menu.



Invoices 2

Invoices 2

4D Preferences E|

General Customer [nvoicas
Irvoices 1

[T]*e run a backarder spstem
Printing
Misc Show transport detailst
Log
Farits
E-mail
Backup

[[] Activate restricted item aceess by customer group
[] Delete placehalder ines when canfiming invoices
Confimn customer invoices automaticaly [¥] Select first batch when muliple batches presnt

[[] Finalize customer invoices automaticaly [C] Fiint the following message for placehalder lines

Reminders [ Allow editing seling price on customer invoice lines I

eh server

Monspwoiks Alow placeholder ines on customer invoices Riequie category enly on customer invaices
D nterscions

Cstomiaation 7] Shows ditection enty in store rrode

Dispensary mode
Items

Purchase order defaults
Purchase order pinting
Prices

This Computer

0K and pint

Logo Wanifespiylessthan | 180 days
[ Disallow issue of gonds with shert expiy

Disallow issue i expity lsss than 0 days

Show direction entry in dispensary mode
[ Activate customer receipts madule

[T] Shaw item categary while issuing goads

These options apply to customer invoices only.

We run a backorder system

Check this item if you want to record backorders for customers for supply at a
later date (For suppliers, backorders are recorded in the ordering system as
partially supplied orders).

Note that if you use a backorder system it will affect the way "place holder"
lines are handled.

A place holder line is a line entered on a customer invoice which does not
have any stock associated with it. Place holder lines can have an item name, a
quantity, and a pack size, but the batch number is set to "none".

When you confirm an invoice, if you are using a backorder system, place
holder lines will be transferred to make backorders. If you are not using a
backorder system, place holder lines will be deleted if the option below is
turned on.

Show transport details

If this box is checked, then a transport details button will be shown on cus-
tomer invoices, allowing editing of transport details (arrival dates, etc) and
box numbers.

Confirm customer invoices automatically

Check this box if you do not wish to run a 2-step issuing process for customer
invoices. A two step issuing process means that when an invoice is initially cre-
ated, it will have a status of "sg" ("suggested"). When you print a suggested
invoice, a packing slip will be printed. Stock on "sg" invoices has been taken
from the "available" entry, but not from the "total stock" entry for each item
line. If the "one step confirm" button is checked, then the customer invoice
entry window will no longer have a "confirm" button. The first time you click
the OK button after creating a new invoice, the invoice will immediately be
confirmed.

Finalise customer invoices automatically

Check this box if you want to disallow editing of an invoice as soon as it is
entered. Once the OK button is clicked, on the main invoice form, the invoice
will be finalised, and no further editing allowed. Until the OK button is
clicked, individual invoice lines can be edited.

If you turn this option on, “confirm customer invoices automatically” will also
be turned on if it is not on already. That is, if invoices are automatically
finalisded, they will also automatically be confirmed.

Allow editing selling price on customer invoice lines

When checked, the selling price of lines on a customer invoice can be edited
as the invoice is being made or edited.

Allow entering placeholder lines on customer invoices

If you leave this box unchecked, all lines on an invoice will have to be actual
stock. If you run a backorder system you must check this box.

Show direction entry in store mode

If this box is checked, the window for issuing stock will be enlarged to show
the area to enter abbreviations and customer directions or notes under store
mode. These notes print on invoices after each invoice line.

Show direction entry in dispensary mode

If this box is checked, the window for issuing stock will be enlarged to show
the area to enter abbreviations and customer directions or notes under dis-
pensary mode. These notes print on invoices after each invoice line.
Activate customer receipts module

Check this box if you want mSupply to record the outstanding amount to be
paid on each customer invoice. If this system is not activated, supplier invoices
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will display a zero amount outstanding. (If you use a separate accounting sys-
tem, and us mSupply's export facilities, there is no need to use the inbuilt
payment system).

Show item category while issuing goods

If you are making use of the item category facility, checking this box will
allow you to see the category of the item you are issuing as it is being issued.

Warn me if expiry is less than (days)

Entering a numver in this box causes mSupply to alert the user when any item
selected is due to expire before this number of days has passed.

Disallow issue of goods with short expiry

If this option is checked, mSupply will not allow issue (customer invoices, pre-
scriptions) of goods with an expiry date less than the number of days speci-
fied here. Goods with no expiry date will not be affected. Note that once this
preference is checked, there is no way for the user to override it- the rule is
enforced until the preference is turned off.

Enter zero in the field to disallow entry of goods that have expired.

Note that inventory adjustments and supplier credits can still be issued to
remove goods from stock or return goods to a supplier.

Activate restricted item access by customer group

When this check box is checked, any item that is assigned to a department
may only be supplied to customers who are members of groups linked to that
item’s department.

See the section in the ltem Menu chapter on the Manage item access... for
more information on how to set up item departments, customer groups, and
how to link groups to departments.

Warning: Checking this item may mean that some items can not be issued.
Make sure you have set up the item access system properly before proceed-

ing.
Delete placeholder lines when confirming invoices
When checked, placeholder lines are deleted when the invoice is confimed.

Select first batch when multiple batches present

When this box is checked the first batch (the one with the shortest expiry) will
automatically be selected when issuing items. The cursor will then be posi-
tioned for you to enter the quantity.

If the box is not checked, the cursor will be positioned in the “line number”
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box, allowing you to select a line.

Print the following message for placeholder lines

When this box is checked, the message typed in this field will be printed in
the batch column for placeholder lines. For example, you might enter “backo-
rder” to show these lines will be backordered. If you check the box and leave
this field blank, the batch field will be empty.

Require category entry on customer invoices

If this option is checked, when entering customer invoices the user will be
required to select one of the available transaction categories. Transaction cat-
egories are set up using the Special > Show transaction categories menu item.
If no transaction categories for customer invoices have been set up, this
option will have no effect.

+ Preferences @
General Inwaice printing
::xﬂ:z ; Form for printing invoices Landscape b7
e Mumber of lines to adwance the paper on dat matrix printers rﬁ'

isc
Log Fom for printing picking lists [inveices with status 'sg] Landscape -
Kt Dot print placeholder ines on pick slips
Back
H:;i;‘gels Wwhen printing a packing slip. Title of special invoices
e server o =
Moneos © Sort by line rumber ) Sort by shel location [FATFORMA TVEE
il Phink separate packing sipsfor [DDA,COOL
ity these lozations
ltems
Putchss order defauits T et
Purchass order printing
Prices
T Packing sips = [None- show page setup
0K, and print
L

o [ Prink customer statement balance on inveices [ Prink subtotal and tax on inveices

Default header on reparts Diefault footer onepoits

Form to use for packing slips
. Choose the appropriate form.

® “simple...."- this form uses a mono-spaced font, which tends to do a
better job with some dot-matrix printers.



Prinfing

® "nicer- for inkjet/laser"- This form is the recommended form.

® "shop receipt" is a simple receipt for printing onto A5 size paper. Infor-
mation about batch and expiry is not shown.

Form to use for invoices.
Choose the appropriate form to use when you print customer invoices.

Dont't print placeholder lines in pick slips

Place holder lines will not be printed in pick slips if you have checked the
“Don't print placeholder lines in pick slips” box in the preferences.

When printing a packing slip.

Packing slips can be sorted by line number (the order they were entered), or
by shelf location (which will enable a "logical" order for picking goods from
the shelves).

Print separate packing slips for these locations

By default mSupply will print a single pick slip for all locations. If, for instance,
you need separate pick slips printed for cool store items (whose locations in
your store start with “CS"), and for Dangerous drugs (whose locations in your
store all start with “DD"), you would enter “CS,DD"” (no quotes, each location
separated by a comma) in this field. If a pick slip being printed contains CS
items, they will be printed separaterly, and the same for items with a”DD”
location.

Edit messages on printed forms.

Choose the appropriate form from the drop-down list (menu), and then click
the "edit" button to edit the message that will appear on the bottom of
every form of that type. For example, you may use the special invoice for issu-
ing narcotics, and have the following message:

® | have received the above Narcotics.

Title on special invoices

Here you can enter a title that will be shown when you print a special invoice.
Special invoices are typically used as narcotic receipt forms.

Printer choices

This is a new option in version 1.62. It allows the choosing of a particular
printer model when printing invoices. More printer models will be added
over time.

If you are not sure what to choose, leave this option set to “None- show page
setup”

If you choose the name of a printer, when you print an invoice the page
setup and print windows will not be shown. Instead, the invoice will be
printed directly using the print setting stored for that printer.

Print customer statement balance on invoice.

If this item is checked and you are using the mSupply cash receipts system,
the outstanding customer balance will be printed at the bottom of each
invoice.

Print subtotal and tax on invoices:

If you are adding tax (VAT, GST or Sales tax) to your invoices, check this option
to show a subtotal and tax amount

Default Header on reports

If you enter text here, it will appear on the top left header for most reports. A
common use of this space is to include your organisation name.

Default Footer on reports

Text you enter here will appear on the bottom centre space of each page of
reports. You might use this space to include a confidentiality clause on your
reports.
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Misc

2

General
Irrvenices 1
Irvoices 2

Pnnlmi

Log

Fonts

E-mail

Backup

Reminders

/b server
Maneyworks

Drug Interactions
Customization
Dispensay mode

Item

Purchase order defaults
Purchase order printing
Price

This Computer

0K and print

Logo

Window Position

Margin from left of screen [pikels] o)
Margin fom top of scresn [pirels) ]

Orders

Default rumber of dsys usage [~ 55
o evaluate when creating an order 12

own code for electionic invoices
[ This s an old copy: warm me &t startup
[ Use 2 lock file to wam it data lready open
[]tem codes must be unique
[ Include catalogue cade for tem seaich
Cunency formats....
“No Decimal places ~

REE BEE HEE BEN-BES BES BES G260

Language

English ~|

Labels for custom item fields
field 1 ftest) Juser_field_1
field 2 (tewt) [user_fisid_2
field 3 test) [user_field 3
field 4 (vesino) [user_field 4
field § (number] [user_field 5

Servics items.

@) Net sllowed alitems have stock
© Allowed: user can choose
€ Al service- no items have stock.

Mames. .

[] Eustomer cade & charge cade must maich
[] Supplier cods & charge cods must match

Window Position

Here you can set the number of pixels from the top of the screen and from
the left side of the screen (on Windows: the top/left of the application win-
dow) that new windows will open.

Orders

Enter the number of days to "look back" when evaluating each item's usage
to calculate the amount of stock needed. Entering a higher number will give
a better long term average, but will mean that orders take longer to create.

Own code for electronic invoices

The code that customers must have for your organization in their copy of
mSupply. This code is added to invoices you export, and allows customers to
import the invoice into their system automatically.

This is an old copy- warn me at startup.

You may want to save an old copy of your data (for example the data as it
stood on the last day of the financial year). If you check this box, you will be
warned at startup if the database is an old copy, to reduce the risk of acciden-
tally entering current transactions into an old file rather than your current
file.
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Use a lock file if data already open

If this box is checked, mSupply will maintain a record of when it is open out-
side of the database. This option only applies to the single-user version of
mSupply. This means that if a second user attempts to open your data file
while

What if your machine crashes? If, for example, you have a power failure and
your computer shuts down suddenly, mSupply will not be able to delete the
lock file, and you will get a message when you attempt to restart mSupply
that another user is already using the data file. If you are sure this is not the
case, use Windows Explorer or the Mac Finder to locate the folder that con-
tains your mSupply data. Delete the file that has the same name as your data
file but ends in “_locked.txt”. You will now be able to start mSupply.

We recommend you do not turn this option on unless you understand the
above paragraph or have a system administrator who authorizes your use of
this option.

An example of where turning on this option might be useful is when you
store your mSupply data on a file server, and allow multiple single-user copies
of mSupply to access the same data file. In such a situation to have 2 users
attempt to access the data simultaneously would be disastrous.

Note that this option has no effect in client-server mode- mSupply will prop-
erly handle multiple user access to one data file in this situiation.

Item codes must be unique

When this box is checked, mSupply will ensure that each new item entered
has a unique code.

Include catalogue code for item search

When checked, a report can be produced where the item'’s catalogue code is
one of the search parameters.

Labels for custom item fields

mSupply provides you with five custom fields that you can use to record your
own data for each item. The first three fields hold text or numbers, the
fourth field is yes/no (or true/false), and the fifth field is a numeric field. Here
you can specify the label(or name) for each field. Note that field one is also
displayed when you list items. Note also that when using the search editor to
search for items (for example when producing a custom report), the fields are
labeled "user field 1" etc. and not with the labels you might have assigned.



Log

Service items

Service items are items that do not have any stock associated with them. For
example, a fee for special handling of goods, or for reprinting an old invoice,
or a consulting charge.

These preferences determine whether new items are allowed to be service
items or not. Note that changing this preference will not affect existing items.

Customer code and charge code must match

Customer code and charge code must match - If checked, when entering or
editing a Customer, you will have to enter the same code for both the "code"
and the "charge code" fields. (It is a good idea to leave this checked unless
you have several customers that are invoiced separately, but whose invoices
are collated onto a single statement at the end of the month)

Supplier code and charge code must match

If checked, when entering or edit a Supplier, you will have to enter the same
code for both the "code" and the "charge code" fields. (It is a good idea to
leave this checked unless you have several suppliers that are invoiced sepa-
rately, but whose invoices are collated onto a single statement at the end of
the month)

Currency formats

This option specifies the format in which currencies will be displayed in mSup-
ply. We provide two preset formats for currencies with 2 decimal places and
currencies with none. If ou want to enter a custom format you can change
the field below the drop-down list. For example you may want to use a dif-
ferent separator than a comma. Note that if you type illogical values into the
field you can cause numbers to not display at all, or display erroneous data.
Contact Sustianable Solutions if you need more information.

Log

mSupply logs some significant events automatically, but other events are only
logged if you select the appropriate check boxes on this tab.

General Check the boxes ta have the following events recorded in the log
Invoices 1
Invoioes 2 Invaice creation []User Log in and Logout
Pining ] Inveice edting
[ — B AT G W
Forte Maciling an tem's suppli field
Eackup
FReminders The following events are abways logged.
"Web server
Monepworks Adding and editing quotations
Diug Interactions Exporting and finalizing inwvoices
Customization Creating a new item
Dispensary mode Editing the price of an item line
Item
Puichase order defaults
Fuichase order printing
Price
This Computer
EK and print ‘Walh me at startup if there are mare than 20000 records in the log

om0
Quotes

ltem What is recorded
Invoice cre- The log will record each new invoice created
ation
An invoice is considered to have been edited if it's

Invoice edit-
ing total value has changed. The old value and the new
value are recorded in the log

Creating a Whenever a new customer or supplier is created,
new cus- their name and code will be recorded in the log.
tomer or sup-

plier

Modifying an The supplier field for each ittem can be used to
item's sup- determine to whom orders for goods are placed
plier field (depending on the type of order you generate). If
you use this method, you may want to know if
mSupply users change the preferred supplier for an
item

User log in
and log out

Each time a user logs in or logs out of mSupply

Please contact us if you need more detailed logging than is proved here. It is
easy to incorporate into a future version- the trade-off is that it leaves the
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potential open to create very large log files, which may be a problem for
some users.

Font

Preferenl:es

General Double-click on any text below to edit font, size etc...
Irviices 1

Invoices 2 Printed invoices..
E,’,‘Q;‘”g heading invoice number
Log -

Forits organization address
E-mail

Backup to or from this name
Reminders

‘web server

Maneywarks

Drug Interactions Display.

Customization

Dispensary mode Farit fior lists

lterns

Purchase order defauls

Purchase order printing

Prices

This Computer

0K and print

Logo

You can edit the text styles used for items on customer and supplier invoices.
Double-click an item to be shown the styles window:

] - )5

Size |12 hd

Siyles.

™ plain

¥ bold

I~ take

I~ undering

erea | [

You can choose from available fonts on your system, the text size and the text
style. Click the OK button to save your changes, or cancel to exit the window
without saving.
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E-mail

mpreferences

[General ——

Invaices 1 Mail gerver name

‘;’.‘-W‘C“ : Retun email address |
tinting

il

Log. Sigratue

Fonts

E-mail

Backup

Fieminders

\web server
Moreyorks
Diug Interactions
Customization
Dispensan mode
Items

[] By default use & mane-spaced font ta view et
Purchase order defaulls

Purchase order prinfing Default subject ine |

Piices when creating orders

This Compiter

0K and piint [T Sort order lines for e-mail and HTML export by em name
Logo

Mail server name

The name of your mail (SMTP) server. eg "mail.mac.com". You only need to
do this if you are using mSupply's inbuilt email functionality.

Currently mSupply does not support servers that require authentication. We
can add this functionality if you ask us nicely.

Return email address

Enter your own email address. You only need to do this if you are using
mSupply's inbuilt email functionality.

Signature

The text you enter here will be added at the end to all e-mails you send. You
might want to put your organization contact details here. It is generally poor
etiquette to make your signature too long.

Use mono-space font by default

A mono-space font such as "courier" or "monaco" is better for viewing text
in columns, such as is produced by the automatic order generation in mSup-
ply . However, visually it has less eye appeal.



Backup

Default subject line when creating orders

When mSupply automatically turns an order for a supplier into an email, the
text entered here will be put in the subject line. For example you might want
to put "Acme Hospital order" to advise the supplier of its contents. Note that
you can edit the subject line of automatically generated emails before you
send them.

Sort order lines for email and HTML export by item name

This option allows emails generated automatically to be sorted alphabetically
by item name before the email is created. If this option is left unchecked,
emails will use the creation order of the order lines to create the email.

B8] Preferences
Fenera\ ; These options anly apply in single user mode. I client-server mode set backup schedule on the server
voices
Invoices 2
Pinting 0 hours)
Misc
Log 0 daylsl At [00:00:00
bonte eskly back
Eomal ‘eckly backups
Backup 0 weekls) 00:00:00
Remindsrs )
leb server 00.00.00
Maneyworks
Drug Interactions 00:00:00
Customization
Dispensary mode 0000
ltems 00:00:00
Purchase order defauls
Purchase order printing 00:00:00
Prices
This Compuiter 00:00:00
0K and piint
Logo Choose backup folder
Comprassion rate Keepthelast | O backup

If you are going to use this function, contact Sustainable Solutions. For more
information on this function For further information see Backup...... on
page 193.

The settings in this window are to be used only for single-user mode. In cli-
ent-server user mode you must set the backup preferences on the server
machine.

Choose backup folder

Click the “Choose” button to specify the destination of the backup files. We
strongly recommend you backup to a different physical volume from the one
where your mSupply data is stored.

We recommend running mSupply server as a Windows service. This allows
automatic log on, and control of the starting and stopping of the server from
command line tools that can be run when a UPS is shutting down. Please con-
tact us for more information.

Compression ration

Choose whether backups should be compressed or not from this drop-down
list. Compact will give the smallest backup size, but it will take longer for
backups to run. Fast is a compromise of speed and size.

Reminders
m Preferences
General - 3
Invoices 1 [iShew reminders on startup:
Invoices 2
Printing
Misc
Log
Fonts
E-mail
Eackup
Reminders
‘Wb server
Moneyworks
Diug interactions
Customization
Dispensary made
Items
Purchase order defaults
Purchase order printing
Prices
This Computer
0K and print
Loga

Reminders provide a simple to-do list built into mSupply.

If this option is checked, any reminders that are not completed and whose
due date has been reached will be displayed in a window when a user logs
on.

For further information see Reminders... on page 223.
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m Preferences E!] Preferences
General 2 Genersl
Start web server when m3ugply starts mal A ;
ricloss ISttt eb servet when mSy PR statts Irwoioss 1 TR o e s e
Invaices 2 Invoices 2
Finting SR Priie) I.P addess of machine running Meonepworks
Mise: Misc
Log Log
Fonts Note: Fonts
E-mail In single user made, the wah ssrvr wil uss port BOB0. n cisnt-server mods, you can set the port E-mail
Backup number on the server. Eackup
Fieminders eb serving will stat on the machine that you are on when you click this button. In dema made it willun Flemindsrs
wieh server for ane hour. Contact Sustainable Solutions for a licsnce (Wb server
Manepworks Moneyworks
Dinig interactions Diug Interactions
Customization Customizalion
Rl mods bEeensar tods Moneyworks s world class accounting software,

mSupply can link to Moneyworks to automatically send inveice information, and to find out

Purchase order defaults Puichase order defaults t i i k

Purchase order printing Fuichase order printing aceounling information from Manepworks.

i —— e i Plesse conlact Sustainble Soktions for more infamation

Prancphe oo Vi it wwemanepinorks.comnp for more infamation on Monepicrks

mSupply includes a built-in web server

Here you can set it to start, or to start automatically when mSupply is started.. If you use the superb Moneyworks accounting software, you can have mSup-
ply directly input invoices into Moneyworks.

Contact <info@ss.org.np> for more information on these options.

Visit http://www.moneyworks.com.np for more information on Moneyworks,
including a free demonstration version.
Link to Moneyworks.. check box

This option turns on linking to Moneyworks. Don’t turn it on if you don’t
know what you’re doing, or if you haven't set up Moneyworks as described
below.

I.P. address of machine using Moneyworks
You only need to fill in the I.P. address here if:
® You are on Macintosh and
® You are connecting to a remote machine across a network.

If you are on Windows or a Mac connecting to a local instance of Money-
works, make sure this field is empty.
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Notes on setting up Moneyworks: ing software. Please contact <info@ss.org.np> if this is of interest to you.
® The import into Moneyworks relies on using an import map. The map

for supplier invoices must be named “si_import.impo” and the map for
customer invoices “ci_import.impo”. These map files must be stored in
the “Import Maps” folder inside the “Moneyworks Customer Plug-Ins”

Drug interactions options

. . . 5] Pref Ed
which is next to your data file. SR &
The advantage of using import maps is that it gives you flexibility in e ; :
deciding which accounts will be designated for sales and purchases, and s unbe o days o palien oy to [~

. L. o irclude when checking for
the way the fields exported from mSupply are used inside Moneyworks. Fanis
E-mail
® If you would like sample import maps from Sustainable Solutions, Betie,
. . web server
please email us at <info@ss.org.np>. Honapuots
RS
® Once you have set up the import maps and turned on the “Link to e
Items
Moneyworks accounting software” checkbox, mSupply will attempt to B
send invoices to Moneyworks that are finalized using the “Finalize cus- s
tomer invoices” and “Finalize supplier invoices” commands. feerid
® Note that the “Export invoices when finalizing” option must also be
checked. (This is found on the “Invoices 1” page of the preferences.)

® If you get an error when exporting, usually you will get a message tell-
ing you what the problem is. Things to check include

® Obviously, Moneyworks must be running

® Make sure the correct i.p. address is specified if connecting to a
remote machine on Macintosh.

® Make sure any charge codes used are actually present in the Mon-
eyworks data file you are using. We can supply a version of mSup-
ply that automatically adds names to the Moneyworks data file if
they aren’t found when exporting, but this costs extra!

When operating in dispensary mode, you can choose have mSupply alert you
to drug interactions.Dispensary mode is explained further in Dispensary Mode
on page 103

The number of days of patient history.... field determines how far back from
the current date mSupply should look for drugs that interact with the drug
you have just entered.

® Make sure that Moneyworks has open periods for the dates of the When drug interactions are activated, you will be shown a warning message
invoices that are about to be imported. when you enter a drug on a patient invoice that interacts with other medi-
® |f you still have no success, turn off the “Link to Moneyworks...” cines dispensed to that patient.

checkbox, and produce a file. Then manually import the records
into Moneyworks using the File > Import > Transactions command
(making sure you load the correct import map using the “Load”
button). The file has errors, Moneyworks will give a more complete
error report.
® Note that if export to Moneyworks is not successful, the transactions
will not be finalized in mSupply, so you will not get invoices that are
missed in Moneyworks.
We are also able to provide a similar option to link with Quickbooks account-
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Preferences...

Customization Options

Preferences ﬁ

General
Irvnices 1
Invnices 2

e Custorization Code | L.Checkcode |
jsc

Loa
Fonts

E-mai

Backup

Freminders

wieh server
Monepworks

Drug Interactions
Customization
Dispensary mode

Items

Purchase order defaults
Purchase order pinting
Pricas

This Camputer

0K and print

Logo

IF you aie runring a customized version of mSupply, enter the code given by Sustainable Solutians here.
Do ot change this code f you dan't know what vou are daing!

On request from client, we may make a changes to mSupply that are only visi-
ble to that client.This pane allows you to enter in a customization code to
activate those changes
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Dispensary mode

General Label Printing

Imwvnices 1

Invoices 2 (PSSR cep out of reach of childrer]
Printing = e o

Misc ustom identification code to

Log print o Iabels [NRH

Forts LT Mt Sl
E-rail Frinting options for urits | Mever print units &
Backup : e ;
Remindars [T Tum off call padding in hetwesn direstion and patisnt name
twieb server
Monepworks
Diug Interactions [] Print crganisation Address 1 as separate line
Customization
Dizpenzary mods
Iterns

Purchase order defaults Patients
Purchase order printing
Prices

This Computer

OK and print

Logo

[T Print full preseriber name on labels

[ Print patient categomy an label [ Print & receipt on lahels by default

Default patient category |

Default presciber name  [Search Prescriber

Patient cods Prefis codes vith [N
Capitalize patient names [shift ovemides)

[] Prescriber must be entered

Message on labels
The text you type here will be displayed on medicine labels on its own line.

Custom identification code

If you wish to identify the origin of the dispensed item, e.g. In-Patient Dispen-
sary or Out- Patient Dispensary, create an identification code, and enter it in
this field. It will then appear as the last item printed on the the right of the
third line of each label.

Print prescriber full name

To have the prescriber’s full name printed onlabels, check the box in Print pre-
scriber full name.

Print organization address 1 as separate line

By checking the box Print organization address 1 as separate line, you can
print organization address 1 as separate line. You have to set the text in Pref-
erences: General >>address 1 field. The text which you type here will be dis-
played on medicine labels on its own line.
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Print a receipt on labels by default

mSupply allows you to print a patient receipt on a label; to enable this func-
tion by default, check the box Print a receipt on labels by default in Prefer-
ences:Dispensary mode as shown above. This has the effect of enabling the
"“Print receipt” check box in the Prescription entry window. Note that if the
Print a receipt on labels by default is not checked, the function may still be
turned on in the Prescription entry window. For further information see Print-
ing receipts on page 110.

Print patient category

Once you check the box of Print patient category, you are able to print the
patient category on medicine label on patient name line.For this, you have to
set the patient category in Preferences: Dispensary mode.

Default Patient category

The text you enter into this field will be assigned to the category field for
new patients.

Assign Patient codes automatically

If this box is checked each new patient created will have a serial number
assigned to them. The assigned code can be overriden by the user.

Prefix codes with

The text you enter in this field will be used as a prefix for automatically gen-
erated patient codes. e.g. if you enter “t” codes will be assigned “t1", “t2"
etc.

Warn if no prescriber entered

If this checkbox is checked, then the user will be warned if a prescriber has
not been entered when they click the OK button for accept and print a pre-
scription.

B3] Preferences
sl Dkl asoount corde for the tems
Irwoices 1
‘F’,‘”V:‘ES 2 Expense ascount when buying [E58t ol 60085 50/ (3000)
Misc Income aceount when seling [Income [1000]

Lo
Fos Asset acoount for stack  [Stack (2000)
E-mai

Backup

Fieminders

\web server
Moreynorks

Drug Interactions
Customization
Dispensary mode

[tems

Purchase order defaults
Purchase order printing
Prices

This Computer

[ Suggest the next available number for new item codes.

0K and print
Loga

In this window you can set the default account codes that will be used when
new items are created either manually or automatically.
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Purchase Order Defaults

E Preferences
General Heading 1 [Republic of Nauu
Inveices 1
Invaices 2 Heading 2 [Department of Health
Pinting )
Misc Heading 3 [Republic of Mauru Haspital
oa Notes [Behave
Fentt behave
-mai oeh

Backup e
Fieminders
\Web server s
Moneyworks Rleply Address [Supply Manager Te
Dinug Interactions Fiepublic of Naun Hospital
Customization Derig District E
Dispensary mode Fiepublic of Nau il
e oo e e S i J
iR e et CCto [Secistar for Health & Medical Services
Purchase order prinfing oo Diatict
?L‘f:éumwtw Gewerment Dfices
LK it Fepublic of Nauru
Logo

Delivery [Republic of Naun Hospital

Adchess |C/- Stores Depatment

& Shipping |Deerig District
marks  [Republic of Nauru

This window allows you to enter text that will be printed on purchase orders.

The easiest way to see how these fields will look on a purchase order is to fill
in the fields and then print a sample purchase order. Note that we are willing
to design custom purchase order forms to meet individual needs.
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Purchase Order Printing

General

Invaices 1

Invoices 2

Prirting Use system emai client for emailng purchase orders and tenders
[

Log

Forits

E-mail

Eackup

Remindsrs

b server

Moneyworks

Dirug Interactions

Customization

Disperisay mode

ltems

This Computer
0K, and print
Lage

Print signature scetion on Purchase Orders

When this box is checked a section will be printed on purchase orders that
shows the authorizing officer(s) and includes a space for signatures. This is
applicable if you print purchase orders and post them to suppliers, but should
most likely be turned off if you send purchase orders via email.

Use system emailer....

When this option is checked sending tenders and purchase orders as attache-
ments will result in an email with an attachment being created in your cho-
sen email client such as Outlook, Thunderbird, Eudora, etc. (Windows only at
this stage). When this option is not checked, emails will be created in the
mSupply email queue.

Note: this option requires that the Win2PDF driver be installed on Windows.
Contact us to purchase. (On Mac the inbuildt PDF driver is used)

Prices

On checking the box for “Use customer price categories”, it will activate the
price categories.



This computer

By default all customers are assigned a price category of “A"

To assign a different category to a customer, choose Customers > Show cus-
tomers... and find the customer entry. Then set the price category field to a
different value

Here in the preferences, you specify what percentage change to the default
price will be made for each category.

For example, you might have a group of customers to whom you charge com-
mercial prices, which are 20% above your normal price. Enter “20" in the “B”
category field, then assign your private customers a price category of “B”

Preferences

Eﬁ;zi 1 [#]Use customer price categoties!
Invnices 2
Prirting
Misc I
Log

Fors B Gl
E-mail

Backup
Reminders

"wieh server
Moneywiorks
Drug Interactions
Customization E
Dispensary made

Items: F
Purchase order defaults

Purchase order printing

Prices

This Computer

OK and print

Logo

Pice categories

C

A4z

of o
= =
gl 8

This computer

The settings in this window apply to the computer you are currently con-
nected from. That means that if you are using mSupply in client-server mode
you will see different values depending on which computer you are currently
using.

Note that the computer is identified by it's network card, so if you change the
network card you may have to re-enter the settings displayed here.

“D Preferences @
Genersl
Invoices 1
Invoices 2
Piinting
Mise Excel location
Log

Fants
E-mai

Backup

Fieminders

b server
Mareymorks

Drug Inkeractions
Customization
Dispensary made

Items

Purchase arder defauls
Purchase order printing
Prices

0K and print
Loga

Excel location

Here you can set or reset the location of your Spreadsheet application. Once
mSupply knows this location, it won't ask you again. Clicking the button
results in mSupply searching common locations for Excel. If it finds them it
shows the window below. If it doesn’t it shows an open/save window where
you can choose the location yourself.

o)

Found Excel locations
C:\Program Files\Microsoft Dificel\Dffice] 1AE xcel exe

Click the Excel application you want to use from the list and click OK. or click "Add another ta chooss vour own.

[ Addanother.. | [ canesl | [ OK

Click on the version of Excel you want to use and then click OK.

If Excel is installed in a non-standard location you can use the “add another”
button to locate it and add that location to the list.
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In client/server mode the location of Excel on each machine is stored sepa-
rately.

Staroffice and Openoffice are also supported- if you use these applications
just choose the “Soffice.exe” file instead of “Excel.exe”

OK and Print

Preferences

General
Inwoices 1
Inwoices 2 i
Printing : s
Misc [] Mew customer invoices
Log
Forts
E-mai
Becke [ inventory adistments
wieb server [ Repacks
Manepmorks

Drug Interactions

Customizatian

Dispensary made

Items

Purchase order defaults

Purchase oider printing

Frices

This Computer

0K and print

Logo

Check the bares to tum the print check bax on by default
Seriplinng [C] Editing prescriptions

[ Editing customer invoices

[] New supplier invicss [ Editing supplier invaices

Checking these boxes means that the printing checkbox will be checked by
default when the corresponding window is opened.

Note that you can still manually turned the option on or off in a window-
these settings just affect the default value.

Preferences

General Paste alogo pou have capied to the cliphoard into the box below
Invoices 1 (supports BMP and GIF format]

Invoices 2 3

Printing Dsplay logo on invaice:

Misc:

Loa

Fonts

E-mai

Backup

Fieminders

web server
Moneyworks

Drug Interactions
Customization
Dispensary mode
ltems

Fuchase oder defaulls
Fuchase order printing
Frices

This Computer

K. and print

Laga

Logo

Here you can paste in a logo you have copied to the clipboard; it must be in
the form of a Bitmap (yourlogo.bmp) or a Tagged image format (yourl-
ogo.tif).

If you want the logo to be printed on invoices, mark the checkbox.

Currently the logo will only print on purchase orders and invoices that print in

landscape format (Choose the invoice format from the “Printing” pane of the
preferences).
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Report Menu

Special

Custam report...
ATC Category analysis...

Transactions..

Furchass orders...
Furchases...

ABC analysis...
Managsment summary...

Show tokal stock value. ..
Current stock...
Opening stack. ..

Stock on date. .

Graph: Stock by item
Graph: tokal stock
Suggest order quantities
Tkem list...

Ttem usage. ..

Ttem slov movers....

Expiring items. ..
Expiry item vs cover

Quokation summary...
Transport Report. ..

Prescriber report...
User transaction totals...

Debtors...

Aged debtors. ..
Customer statemants, ..
Creditors, ..

Backarder repart...

Suggest price list additions. ..
Update price list...
Price list..

Ttem lediger...
Look for ledgar problems. .

Location report...

Manage reports...

Alternatively, many reports are available from the Reports page of the Navi-

gator, as shown below:

Report printing options...

Many of the reports below present you with a window like this before print-

ing the report:

©) Open in Excel
©) Save as HTML fle
©) Save a3 Tert file

Repoit name : transaction_by_inv_date

Header
[T [Sales From : 01/10/2005 to 31/12/2005 nane v
Faoter

| | bowe [
Destination

) Printer [ Preview on screen before printing
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Report Menu

This window allows you to set various options:
Report destinations

Printer

On selection of this option, the print window will be displayed. The preview
of the report can be displayed by turning on the print preview.

Open in Excel

If the ‘Open in Excel’ box is checked, mSupply will immediately open the
report as a spreadsheet in MS Excel, provided MS Excel is installed on your
computer; this feature also opens the report as a spreadsheet in Staroffice/
Openoffice. [We've included special code to make sure they open using the
"Calc” module of these applications.]

When this box is checked, you will first be asked to save the report. Once you
have given it a name, the report will be saved, and then automatically
opened in spreadsheet form.

The first time you use this option, mSupply may ask you for the location of
your spreadsheet program, which it will then store for future reference.

The location can also be set by choosing File > Preferences and clicking on the
“This Computer” tab.

Save to HTML file

If this option is selected, your report will be saved with extension “.html".
Hence, it can be opened by any web-browser or spreadsheet application on
any platform or operating system.

Save as Text file

Your report will be saved to a file as a tab-delimited text file. (That is, a tab
character between each column and a return character at the end of each
row). After saving, you can open the file in a spreadsheet or word processing
program.

Header and footer

You can choose what information will be displayed at the top and bottom of
each page. The default report heading is set according to the report you are
printing. By default, the date will print on the left and the page number on
the top right of each page.

If you have filled in a default header and footer in the preferences, these will
be displayed at the top left (for the header) and the bottom centre (for the
footer)
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Preview on screen before printing

This option turns on print preview. Note that you can also turn on print pre-
view from the print window that is displayed after you click the OK button.

Custom Report...

FReport table ~ ‘Which records

abbreviation @ Mlrecords
avcount_code 3 nEmeEh
ol ) Curert selection
Bil_of_materials

Lol L Repart fom
budget_period

contacts new report v
cunencies
diug_interaction
diug_interaction_group
emai

goods_received
guods_eceived_lines
items

items_to_update
item_category

item_depariment <

The custom report window is displayed and this allows you to create a report
according to your own requirements using the quick report editor; once cre-
ated you may save the form of the report in the custom reports folder for
future use

The window requires you to make three choices:

Report table

A list of tables on the left to choose which table (which type of records) you
want to report on, e.g. Names, Items, etc.

As of version 1.6 there are two options for transaction lines. The “Transaction
lines (Transaction query)” option allows you to search much faster on a large
number of transaction lines. For example, if you are wanting to get the quan-
tity of each item given to customers in a specific month, you would use this
option.



Custom Report...

Which records
A series of radio buttons to choose which records to examine

® All records

® New search (query), if you want to report on records meeting specific
criteria. If chosen, you will be presented with the Query (search) editor,
where you can build search statements to your heart's content! A short
description of using the query editor is given below, and two example
searches are later described. For a more comprehensive description, a
range of books is available either in electronic or hard copy versions.
Please email info@msupply.org.nz for more information.

® The "Current selection” is the group of records that were last displayed.
For example, you can use the Item | View or edit item command quickly
to find all items starting with "a". When you click the OK button, the
items in the list are the "current selection". If you are not sure which
records represent the current selection, you should click the "new
search" radio button.

Report form
® New report

® After clicking the OK button you will be presented with the report
editor where you can design a report. The report editor is some-
what complex, but time spent in learning how to use it is time well
spent. It is a powerful and invaluable feature. A brief introduction
together with designing two simple reports are given in Designing
a Report below, and more details are available in training courses
on using mSupply, and in publications available from Sustainable
Solutions.

® If you want to save a report or search (query), you can save them on
your hard disk, and retrieve them next time you run the report.

® If you save the report you have created in the Custom reports folder
it will show up in the report form. drop-down menu on future occa-
sions when you choose custom report

® Note: Do not save any reports in the reports folder - these reports
are reserved for special use, and modifying them could create prob-
lems!

® New label layout

presents you with the label editor, where you can design and save
label layouts. These are useful for use with names for addressing
envelopes, and with Items for making tags for labeling shelves in
your warehouse.

If you choose this option the "Order by" window will appear after a
query. This allows you to sort the records into a particular order
before printing labels. (In a nutshell: Drag fields from the list on the
left to the list on the right to use them for sorting)

other items in the menu

if you have saved any reports in the custom reports folder which is
in the same folder as the mSupply application, they will be listed
here.

For a list of the fields in each table, and what each field contains, see the
Field Descriptions chapter in this manual.

Using previously saved layout

Any report layouts which you have used previously, and saved, may be
accessed by clicking on File >Open on the menu bar, and selecting the
required layout.

Using the query (search) editor

The query editor can be a bit daunting, but is also very powerful and once
you are familiar with its capabilities, your competence to access the precise
information you may require from within the mSupply database will signifi-
cantly increase. Two examples will later be described, but here we look at a
query about to be performed on the items table:
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Report Menu

aQ

- Query Editor

Available Fields:

[Related Tables

iis not equal to
3 A supplier o] is greater than
Ir— |

LA flags is greater than or equal to
2 is less than

1/ ddd _value is lss than or equal to
A contains

3013 prev_open_stock dnes nat contain

LA bype

LA rrice_aritahls =l &l

Walug

[arizsot

and | or | Except | dearal | Celline | mnsertline | addtne |

cancel | Guery in selection | Guery |

A

When you open the Custom Report editor, it is ready to take input values for
a simple single line query. Each line of a query needs 4 items of information:

® The field to query. Choose this by clicking on the field in the middle-left
list of fields. Just above the list of fields is a drop-down list that allows
you to also choose fields from related tables. If you want to perform
related queries, you need to know a little about the internal structure
of mSupply data. Please contact us if you would like a diagram of the
table layouts. A simple example of a related table is that each transac-
tion line is related to a transaction (many to one relationship). The
means that you can use the information stored in the transactions table
(eg invoice date, number, status, etc.) to query transaction lines.

® The Comparator. Choose the comparator from the list of fields under
"Comparisons" on the right by clicking on the comparator you wish to
use.

® The Query value. Is entered in the bottom area (above the buttons). In
the example above, the field chosen is an alphanumeric field (the item
code), so an entry area is displayed where you can enter text or a
numeric value - in this instance the item code "gri250t" has been
entered. Note that you can also use the "@" symbol as a wildcard in
your query value to perform "contains" queries.
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® The Conjunction. This does not apply to the first line of a query, but the
second and any further lines need to start with a conjunction. Set the
conjunction for the selected line by clicking the appropriate button in
the bottom-left area of the window ("And", "Or" or "Except")
To add lines to a query, click the "Add Line" button.
If you have spent time creating a complex query that you might wish to use
on future occasions, you can save it to your hard disk and select it again using
the "save" and "load" buttons in the window.

Once your completed query is entered, click the "Query" or "Query selection"
buttons to proceed.

Designing a Report

We shall now describe the designing of two custom reports, [1] listing in
alphabetical order the quantity of all items presently in stock, and [2] listing
the sources (suppliers) and the distribution (customers) of a particular batch
number of an item - useful if a manufacturer recalls a particular batch of an
item.

It is recommended that you study both examples, as features described in the
first example will not be repeated in the second.

Report 1.

Having selected Custom Report from the Reports page in the Navigator, you
are presented with this window:
=l

~Report table
* Hiames:
1 Contacts
1 Transactions
" Transaction lines
" Transaction lines (Transaction query]
" Transaction notes
" Items
£ ltems notes
£ ltem lines
" Quotes
" Backorder
7 Prescrbers
£ Abbreviations
£ Orders
£ Ordet ines

7 Item directions

rWhich
= Al ecords
"~ Mew seach

" Curent selection

~Repott form

niew report -

Cancel

Our report requires us to select the /tems table, and to perform a New Search,



Custom Report...

using a new report form, so with these options selected, the window now

looks like this:
5
 Rispor tabls which records
© Names £ Mlrecads
" Contacts & New search
" Transactions € Current selection
€ Transaction Ines
®) Tt s s qvam O D
© Transaction notes P oot -
@ ltems
 ltems nates:
 tem lines
© Quotes
€ Backarder
€ Prosoribers
© pbbreviations
(* Orders
© Drder lines
© ltem directiors
Cancel

Click OK, and the Query Editor window appears, as shown in the upper figure
below; this is where you specify the criteria on which you wish to create your
report - in our simple example, the single criterion is that there should be
stock on hand of the item. In the lower window, we have specified this by [1]
clicking on stock_on_hand in the Available Fields panel on the left, [2] clicking
on is greater than in the Comparisons panel on the right, and [3] entering 0
(zero) in the Value panel below. You will see that the conditions we specified
now appear in the upper panel - it's always a good idea to check here to con-
firm that the report will conform to your specified criteria.

Now click on the Query button in the lower right corner.

1. Click on the field to query

2. Click on the comparison

Query Editer

\vaabe Fields:

éh‘aster Table

shelf _lacation_bulk
fIE: - _hand

5 shack_on_ordsr
A4 supplier
A type

23 unit_key =l

Lo Ll

is greater than or equal to
is less than

is less than or equdl to
contains

does nat contain

Walue

and | or | Except | Clsar Al Del Line Insert Line Add Line

The Quick Reportwindow appears; this is where you can design the layout of
the report, and specify how you want the records to be sorted:

We'll start by taking a closer look at the Quick Report features; there are two
operation modes available which generate two specific types of reports: List
and Cross table. Our examples are limited to the List mode, and the Cross
table mode will not be described.

In the List mode, reports typically display records as a list with break rows
where calculations are performed.

When you create a quick report, you can specify the following:

® Columns that display fields or formulas, either from the current table or
from related tables.
® Sort levels and order.

® Summary calculations.

® Display format.
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4D Quick Report

x|
File View Style Cells Columns |
Oc|® & 8|k @camoses: F|F_ & = o L5 == |
o e [ == e =T
i T Lo G 0o G Lo G 0o T Lo P 0 G L 2 G i L o 0 o e Lo e 1 o d e 1 o awlE

> Master Table

items

> Repart Type

(" Report paramsters

“ [Master Table

Sart order

A key

A item_name
include_on_price_ist
2 opening_stock_this_year
007 default_pack_size

23 minimum_stock.

A atc_category

2 report_guanticy

07 stack_on_hand

® Text for labels.

and data.
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Borders,Page headers and footers.

Formats for numeric and Boolean data.

Background colours on a cell column or row basis.

Presentation style from a wide range of templates.

Font, font size, style, and justification for labels, summary calculations,

Title and Detail rows ~ Column divider

Menu bar and
Tool bars

% Break row, Quick Report area
Master table Field selection list Scroll bars Sortlist  Cell
Master Table:

This is the master table that will be used as a basis for generating the report.
The fields of this table are displayed in the Fields list and the related fields
will be displayed in relation to this table.

Fields list:

This list lets you select the fields to be inserted into the report by double-click-
ing or by drag and drop. You choose the type of display in the Field selection
list located just above the area. Indexed fields appear in bold. You can also
display and select the fields of related tables.

Column dividers:

These lines show the boundaries between columns of the report. They can be
moved manually to enlarge or reduce the size of each column. Manual resiz-

ing deselects the Automatic Width option if it has been activated for the col-
umn concerned.



Custom Report...

Cells:
A cell is the intersection of a row and a column.

Scroll bars:

You use the scroll bars to view parts of the quick report design that extend
beyond the area of the quick report form.

Sort list/Sort order display area:

This list displays the fields of the report on which the sort will be carried out,
as well as the sort order and whether it will be ascending or descending. Each
field inserted into this list causes a sub-total row to be added in the Quick
Report area.

Quick Report area:

This area lets you build your report by inserting fields using drag and drop,
double-clicking or via the contextual menu; you can also adjust the width of
the columns added, or delete breaks or formulas, define the colors and bor-
ders of cells, etc.

Column data source

[ B R R D R DR TR LA - e

Title Row \D [irans_lines]ter name ‘[tmns ]mes]b{ [names]name
Detail Row ;111;.17 LI e e
e
Subtotal Row(s) \Dm‘ﬁ
Grandtotal Row ——> (g |

Title row:

This row displays the names of fields or formulas that have been inserted into
the report. It is repeated for each page of the report. The Quick Report editor
inserts field names by default, but you can modify the contents.

Detail row:

This row contains information drawn from each record and is repeated in the
report for each record. You can associate a display format with it, depending
on the type of data represented.

Subtotal rows:

These rows display intermediate calculations as well as the wording that is
associated with them. A row is created for each sort order.

Column data sources:
These titles indicate the source of the data for each column.

Contextual menus

The Quick Report editor has contextual menus that make it easy to access cer-
tain row, column, and cell operations. Instead of making menu selections or
working with the Cell or Column properties areas, you can perform certain
operations by displaying a Quick Report contextual menu.

There are separate contextual menus for row, column, and cell operations.

To use a contextual menu:

1. Position the pointer in a cell, a row title, or a column heading and

hold down the right mouse button (on Windows) or press the Control
key while clicking in the report area (MacOS).
A contextual menu appears. The commands in the contextual menu
depend on where your pointer is (i.e., a row label, column heading, or
cell). Also, menu commands that are inappropriate for the particular
row, column, or cell are disabled..

2. Choose the desired menu command:

Selecting Rows, Columns, and Cells

When designing a Quick Report, you need to select rows, columns, and cells
in the quick report form. A cell is the intersection of a row and a column.

® To select a row: - Click on the Title, Detail, Subtotal, or Grand total cells
in the row label area.

® To select a column: - Click the Header row of a column.

165



Report Menu

® To select a cell: - Click the cell.

Adding and Modifying Text

You can add or modify text in the quick report form to label parts of the
report. For example, if you requested summary calculations, you can label
them by adding text to other cells in the Subtotal and Grand total rows.
You can add and modify text as follows:

® Edit the text that automatically appears in the Title row of the report,
® Insert text in empty cells of the Subtotal and Totals rows,
® Insert the value of a Subtotal field in the Subtotal rows,

® Specify the font, font size, justification, and style for any text that
appears in the report.

For our first report, we want two columns only, the first listing the items in
alphabetical order, and the second showing the quantity presently in stock.
This is achieved by double clicking on item name in the list, and then to have

the list sorted alphabetically, make sure item name remains highlighted, and
click on the green arrow in the centre:

<D Quick Report

x|
Fle Miew Style Cels Columns |
Dc|®® |k &ameoe= HFf &8~ o|LE]= = = =
e [ i ]| S| BB
[ I O T D R e |
Title
Detail
Grand tots]
3 »
R —— (" Report parameters
items =
H [Master Table = { H [ Sort order N —
A key B =
A
BT A inchudz_on_price_ist >
07 opening_stock_this_year
013 default_pack_size <
List
27 minimum_skack
A atc_category <<
03 report_quantity
Cross table 02 stock_on_hand -l i |
A

The second column in our report will show the present stock of each item,
and the same procedure is followed; select the stock_on_hand entry in the
list, and double-click on it. You should be aware that items which are pres-
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ently out of stock will not appear in the report.
The Quick Report window should now look like this:

The column widths can be adjusted as appropriate by positioning the cursor
on the dividing line between the column headings, clicking and dragging to
the left or right until the desired column width is obtained:

The vertical red line to the right of the columns indicates the right hand edge
of the page as it will be printed, so to keep the report to single page width,
columns should be positioned to the left of this line.

To preview on screen the report as it will be printed, click on File on the menu

bar, and select Print Preview; you can scroll through the pages of the report,
and the diagram below gives an idea of how it will appear:
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The printed report may benefit from shading or colouring of alternate rows,
and this is achieved while the report format is being set. In the Quick Report
editor, click on Detail to highlight the row, then click on the Alt.background

colour icon, and a chart appears from which you can select the colour(s) of
your choice.

Alt background colour icon Select your choice ofcolur

from this chart

4 Quick Report

File View Style Cells Columns
Ot |84 B&p \&\J\HIZ =l e
e T T (=T %

| R Ry
[items]item natne
Title item_nams
Detail

[items]item, name changed

Grandiote

enntt narametars

For our report, pale yellow has been selected for the alternate row colour,

and the report now has this appearance:

Adding report title

You may want to give your report a title to appear at the head of each page;
this is achieved by clicking on File, then Header and Footer; a window
appears in which you can create and/or edit such a header You will most
probably want the header to appear in the centre of the line, and in this case,
type your entry into the Center panel in the Text Settings area; here you can
also select the font of your choice, and features such as bold, underlined, etc.;
these apply only to the header, not to the body of the report.

To print the report, click on File on the menu bar, and select Generate and -
provided that your printer is connected, online and loaded with paper - your
report will be printed.
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Stock on hand

itern_name stock_on_hand

Acetazolamide 250ma tab o
Acetylsalicylic acid 100rg tak ]
Acetylsalicylic acid 300mag tab a
Aciclovir 200mg tab 5000
Aciclovir sodium 250mg inj a
Albendazole tab 400mg 3800
Alburnin, hurnan injectable sal, 26% ]
Alburnin, human injectable sol, 5% a
Alcuronium chl 10ma/2mlinj a
Allopurinol 100mg tab 3000
Aluminium diacetate solution, 13% o
Aluminium hydroxide 320mgiaml aral susp a
Aluminiurm hydroxide 500rmg tab a
Amiloride hydrachloride Smg tab a
Amoxicillin + clavulanic ac 500mg tab a
Amoxicillin 129ma Tak e
Arnoxicillin 250ma tabcap 20000
Amoxicillin 500mg tablcap 4000
Amphotericin b 50mg inj a
Ampicillin sod 500mg inj. a
Anti-d immunoglobulin thuman) 250meg inj o
Antiscorpion sera inj 0

For our first report, we want two columns only, the first listing the items in
alphabetical order, and the second showing the quantity presently in stock.
This is achieved by double clicking on item name in the list, and then to have
the list sorted alphabetically, make sure item name remains highlighted, and
click on the green arrow in the centre:
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. 05 defaul_pack_size <
List &
23 minimurn_stock.
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The second column in our report will show the present stock of each item,
and the same procedure is followed; select the stock_on_hand entry in the
list, and double-click on it. You should be aware that items which are pres-
ently out of stock will not appear in the report.

The Quick Report window should now look like this:
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You can drag the divider between columns to
adjust the width of any column

Adding report title

You may want to give your report a title to appear at the head of each page;
this is achieved by clicking on File, then Header and Footer; a window
appears in which you can create and/or edit such a header You will most
probably want the header to appear in the centre of the line, and in this case,
type your entry into the Center panel in the Text Settings area; here you can
also select the font of your choice, and features such as bold, underlined, etc.;
these apply only to the header, not to the body of the report.

To print the report, click on File on the menu bar, and select Generate and -
provided that your printer is connected, online and loaded with paper - your
report will be printed.

Report 2.

The second report lists the sources (suppliers) and the distribution (customers)
of a particular batch number of an item - useful if a manufacturer recalls a
particular batch. The item chosen for our example is Griseofulvin 250mg tab-
lets, the code for which is gri250t, and the batch no.is D1174

Having displayed the custom report window, this report requires us to select
the Transaction lines table, and to perform a New Search, using a new report
form,

When the Query Editor window appears, expand the Item Key table, and
once expanded, move down the list until code appears, and select it by click-
ing on it;the upper panel now shows [itemsjcode, the default comparator is
equalto,and so to complete the line, move the cursor to the Value entry
panel in the lower part of the window and enter 'gri250t". Click on Add Line
and accept the default conjunction And; In the Available Fields panel, shrink
the Item Key table, select batch, accept the is equal to comparator, and enter
'D1174' in the Value entry panel. You have now defined the criteria for the
report, so you are ready to click on the Query button.

~Query Editar

(- [items]cade is equal ko qrizs0r =]
land batch is equal ko D1174
Save... Load.. |
availabls Fields: Comparisons:
|Related Tables = & a1
is nok equal to
23 transaction_key =] is greater than

is greater than ar equal to
is less than

is less than or equal to
contains

does not contain

Bl item_key

AT
012 price_extension

note
5

sel_price

=
Value
[p1174
and or | Except | Clearall | Delline | Insertline | Addlne |
Cancel | Query in selection | Query |

4

The Quick Report design window appears, with the Master Table - in this
example the 'Transaction lines' table - expanded for selection of the fields
required by our report; we'll be using four fields from the master table,
namely item name, batch, pack and quantity; double-click on each of these in
the list, and the Quick Report design window should appear as shown:
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Don't be concerned at the order in which these fields appear in the report for
the moment - we'll rearrange the order once all the fields have been
selected. The fields we now need to add are in other tables; presently '‘Master
Table' is selected ,and we need 'Related Tables', which is selected from the
drop-down menu.

The table to access is the Transactions table, and the fields we require are
Invoice number, type, and confirm date. Double-click on each, then expand
the Names table, and double-click on name.
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All eight fields for the report are now selected, and we can arrange them in
their required order. This is easily performed by selecting the column to be
repositioned - we want the item name to be the first column, so we select it
by clicking on the column heading, and move it by clicking on the 'Move Left'
icon.

Select and move the columns using the 'Move Left' icon and the 'Move Right'
icon until the column order from the left is:

® Item_name

® Batch

® Name

® Type
® Invoice_num
® Confirm_date
® Pack_size

® Quantity
The report will look better in landscape rather than portrait form, so click on
File > Page Setup, and select landscape. Once you have done this, you can
view your report on screen by clicking on the 'Print preview' icon; this is how
it should look:

em_name batch name 2 imaice_tum  [confirm_gate  [wack_size |Huaniyy

Griseommin D174 Duvva 2] [l (GRS 100
250mg tabisan regional
hospital
Griseomin o174 Diamond |51 i CEELE 100
[250ma fakscan iraders

Griseotulvin o174 wertura (bl 10[zzi05me HIEI‘

25nmn tahiean Pt
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The next steps are :
[1]to sort the report
[2] to perform some simple calculations
[3] to display this information.

[4] to adjust the column widths All these are simple to perform on the
Custom Report window:

[1] Sorting the report. Drag and drop in the 'Sort order' panel the parameters
required - in this example [Transactions]type and [Transactions] confirm_date.

[2] Performing calculations and [3] Displaying the information. We need to
count the number of transactions, and display the totals involved. Observe
the two rows added to the report annotated with the sort parameters fol-
lowed by ‘change’; these are the break points in the report, and the results of
any calculations are displayed in these rows ..... here's how; a hash, ", is
entered in the appropriate row - in our example, the '[Transactions]type
change' row; we need to know how many customers have been supplied
with this batch, so the Count icon is inserted in the row - note that it does not
matter which column has the Count icon - for the time being it is entered in
the "type' column; also required is the total quantity ordered, and the total
quantity distributed, so the 'Sum icon' is entered on the same row, but in the
‘quantity’ column.

[4] Column widths can be adjusted as described earlier, and having a look at
the Print preview will enable appropriate widths to be defined.

The report should now appear something like this:

tem_name vatch name e [Imvalce_| confirm_date| pack_sEe  (quantity
num

Griseom i 250mg fabican (01174 [Duwa regional hasofal ol 9] 0G0 3G o] |
Z50mE AWCER (D174 [venluia DIStic Health Post ol T0]72m9m8 m 7
Grissofulvin 260mg labican _ [D1174___|Garan zonal haspita i 11[031 006 1o B
GriseoNIvT Zo0mg apican_ [O1174 |Duwa recional nas ot ol TZ[TE0ME 00| 15
iasofulvin 260ma lahican_ |D1174_[Clauss Memarial health certre i Ta]0ar 108 Ton 0]
Griseovin 250 1akicap 01174 (e Toung memoral hospial i 14/ 21117108 100 10
o 5 53,
Grigeofulvin 260mg fakican D1174 Diamand traders El 7| DBI0806 100 50
GriseoNIvn Z50MG 1aRIcan_ |D1174 |Pean drug supplies sl §101 005 00| 50
si B [_tog|

Only two tasks remain! It's not necessary to display the Invoice type, so this
column may be hidden - right click on the column heading, and from the con-
textual menu, click on 'Hide'; move the Count icon in the type column to the
name column.

mSupply by default enters the field name in the displayed column heading,
but you can edit these column headings by double clicking on the cell in the
‘Title' row, when an insertion point cursor appears and the current entry is
highlighted; you can replace the default text with whatever you consider
appropriate.

Finally, there is a large selection of presentation styles available, any of which
can be applied to your report. On the menu bar, click on Style > Presentation.
In our example, after defining a header for the report, we have opted for
Classic 2 giving our report the appearance you see below.

At some time in the future, you may wish to run your reports again. You
should, therefore, save a copy of each report in the Custom Reports folder;
this is performed by clicking on File on the menu bar, and selecting Save or
Save as, giving the report a name, and saving it in the Custom Reports folder,
or any other appropriate location of your choice. Then when you're ready to
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run the report next time, having specified your criteria in the Query Editor,
when the Quick Report window first appears, click on File on the menu bar,
select Open, and retrieve the desired report from its saved location, preview it
and print it.

Category Analysis...

ATCs and DDDs

"ATC" stands for “Anatomical, Therapeutic, Chemical”, and is a method of
classifying chemical entities, and identifying them by category.

"DDD" stands for “Defined Daily Dose”, and provides a means of comparing
the utilisation of different drugs in a meaningful way. - e.g. if a dispensary has
issued 10,000 x doxycycline 100mg and 20,000 x amoxycillin 250mg, a greater
number of amoxycillin capsules has been used; but according to the DDD
method, a greater number of patients have been received doxyxcycline.

Thanks to the help of the WHO Collaborating Centre on Drug Statistics and

Methodology, we are able to offer a starting drugs file with their codes; we

have plans (not yet implemented) to maintain on our website an up-to-date
list of ATC and DDD codes for essential drugs.

Reports using ATC and DDD codes

mSupply is designed for the ATC code to be entered in the Category field for
each item, and is then able to report on supply transactions, giving a break-
down according to the different levels of the ATC code.

The DDD Factor field is intended to store the item’s number of dose units in
its DDD; for example, if an item’s DDD is 1,000mg, and the supply is made
using 250mg units, the DDD factor is 4. When designing a report, the total
quantity of this item used should be divided by the DDD factor to obtain the
number of DDDs supplied.

Should you wish to store an item’s DDD value (1,000mg in the above exam-
ple), it is suggested that you record it in one of the available user fields. The
DDD value should not be recorded in mSupply’s DDD factor field

The category analysis report is designed to be used in conjunction with the
"category" field and the "DDD factor" field for each item.
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4D Category analysis gJ
Summary level.. Item fiter...
— v
[ Only items marked as "essential dugs'
Transaction type. Date range
(3) ltems supplied to customers From [G070008 7o [000070 [ =

O ltems received from suppliers

‘which customers/suppliers?

Feport on names whase | code | |equals v

When you produce a report, only some simple criteria are entered in the
form. It is a simple matter to create reports giving, for example:

® A level one ATC summary for all items supplied to a specific hospital
during a 12 month period
® A level two ATC summary for all items in ATC category “J” supplied to
customers who are coded as “h” (for hospital) for a particular month.
® A level three ATC summary for all essential drugs supplied to all custom-
ers for a particular quarter.
The report provides you with the number of DDDs supplied for each category
at the level requested, presuming you have "DDD factor" values entered cor-
rectly. Only the totals for each category are shown (not each individual trans-
action). The report may be printed, or exported for use in another
application.
Let's run through the different options in the window... summary level...-
enter the summary level. The category field is then evaluated based on the
ATC coding system. Note that the code is "broken down" as follows

level position
1 character 1 (A-2)
2 characters 2 & 3 (01-99)
3 character 4 (A-2)
4 character 5 (A-2)
5 characters 6 & 7 (01-99)

So, for example the code for "caffeine" is NO6BCO1. "N" is the level 1 code,
"06" the level 2 code, "B" the level three code, "C" the level four code, and



Transactions....

"01" the level 5 code.

Note that if you choose "level 3", you will also be shown the summary values
for "level 1" and "level 2" as well.

Which type of item?

You can report on all items, or you can report on just a certain category. For
example, you can enter "J" here to report only on items whose ATC code
starts with "J". Note that you need to set the summary level to "level 2" or
your report will only report the total for category "J" without any further
breakdown of data.

only report on essential drugs

Check this if you only want to analyze items whose essential drug check box is
checked.

Transaction type?

- Normally we will be interested in supply to customers. However, we might
also be interested in "what percentage of purchases from IDA (a supplier) are
aniti-infectives?", in which case we would click on the "items received from
suppliers"

Date range...

Enter a starting date and an ending date. Only transactions whose confirm
date was within the range will be analyzed. The default range is the last 90
days. Note that the dates you enter are included in the range (that is the
"from" date is "on or after" and the "to" date is "on or before")

Which customers/suppliers...

Leave this value blank to report for all customers. Otherwise, choose "code"
or "category" from the popup menu, and the appropriate comparison from
the second popup menu. For example, if you want to report on a certain
group of hospitals, you could enter those hospitals as having a category "h",
and then report on "names whose category starts with 'h'"

Type of ispart Transaction bype
Repart & (@ Sales to customers
Each invoice grouped by name () Sales to and eredits fram customers
3 Purchases from suppliers
© Purchases from and credits to suppliers
Each inveice line grouped by item department then item O Inventory adustment - Add stock
Totals for each item categary O Inventory adjustment - Reduce stock
Each item- Tatals only
Transaction filter
Totals grouped by tem and names )
Tetals arouped by name and ftems Calegary caes %
Total for each name
Hame filer
Tetals for each item department
Tetals for each item grouped by day Name code | [eaquals = ——
Tokals for sach item grouped by morth -
Totaks for sach tem arouped by itern dessiption [t
2 Perind comparisan by item category 3 [ Code | [eaquals ~
hem fiter.
Date rangs
Item code | [equals ]
From [19/12/2007 To [18/12/2007  [teday >
and w| cotegoris  [Dontcars -
“which mode?
(@ Both modes O Staremode (O Dispensary mode
Exclude non-stack item [ Open report in Excel

Choose from several formats for displaying the transaction information by
clicking on the format in the list

Report name What it does

Each invoice grouped by name The report will sort each invoice in the
date range according to the name (Sup-
plier or Customer) and give totals for
each name.

Each invoice grouped by date As above, but totals given for each day.

This report lists each item supplied or
received, and lists the transactions for
that item. This report can be very long

Each invoice line by item

Transactions....

This report summarises supplier or customer transactions in a number of for-
mats.

The cost and selling price totals for each
invoice are displayed.

Each invoice showing profit

The invoices will be grouped by the item
department assigned to each item. Each
item department is further sorted by
items in alphabetical order.

Each invoice line grouped by
item department then item
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Totals for each category

As above, but only the totals for each
category will be displayed- each transac-
tion will not be shown.

Totals for each item

Each item that has been received (or
issued) will be shown with the total quan-
tity and value received/issued

Totals grouped by item and
names

Firstly the totals are broken down by
item, and within each item, totals are
shown for each name that has supplied/
received that item.

Cross tab: items in rows, hames
in columns, value in cells

These reports are like Excel pivot tables.
Warning: they can be slow to produce if
you have a lot of data. Start with small
date ranges until you are comfortable
your machine can handle the load. Note
that reports that produce a lot of col-
umns won't print well- it is better to
export them to a spreadsheet and print
from there.

Totals grouped by name and
items

As above, but firstly sorted by name, and
then broken down by item within each
name.

Totals for each name

The total value of items received/sup-
plied to each name

Cross tab: items in rows, names | See above
in columns, quantity in cells

Cross tab: items in rows, daysin | See above
columns, value in cells

Cross tab: items in rows, days in | See above

columns, quantity in cells

Totals for each item department

The total value supplied/received for
each item department is shown

Totals for each item grouped by
day

The total quantity and value of each item
is shown for each day.

Distribution of quantities issued

First the report is grouped by item name
and then by the pack size issued. It dis-
plays the total quantity and total count for
each item.

Totals for each item grouped by
month.

The total quantity and value of each item
is shown for each month.

Totals for each item grouped by
item description.

First the report is sorted by item then the
total quantity and price of each item is
shown. It also provides a grand total for
the item quantity and price columns.

2 period comparison by item cat-
egory

The user selects two periods, and the
transactions for each period form a col-
umn. The rows are determined by the
item category. This is a special report
that has different input options. See the
section below.

Totals for each item grouped by
transaction category then item

The report is grouped by each item’s
transaction category first and then by
each item.The report shows the total
count, total quantity and total value for
each item. Lastly it also calculates a
grand total of the items count, quantity
and value columns.

Prescriber report

This report allows you to view the total
value, mean item value and item count
for prescriptions dispensed for each pre-
scriber

Each invoice sorted by Address1
and name

The invoices are firstly sorted by the
addressl field, and then by the name
they were supplied to. This groups
invoices together by whatever you
entered in the “Address1” field for each
name - e.g. you might enter the region or
province.

Each invoice sorted by Address2
and name

As above, but the first sort is by the entry
in “Address2” field.

174




Transactions....

Customer ordered short fall Where there has been a short fall, this
report report shows the short fall of each item
and of each item category by quantity
and percentage. It shows what demand
from customers has been met or unmet.
It applies only for issues to customers.

Each invoice line grouped by The invoice lines for the chosen date
name range are groupted together for each
name. This report allows you to quickly
see what has been issued to a client or
clients.

Transaction type
you can choose to report on:

® sales to customers (customer invoices: type “ci”)
® sales to and credits from customers (customer invoices & credits: type
“ci" & "cc"

purchases from suppliers (supplier invoices: type "si")

purchases from and credits to suppliers (supplier invoices & credits: type
“si” & "sc")

Inventory adjustment - add stoc k (Refer to pag e no. 65)

® Inventoru adjustment - Reduce stock (Refer to page no. 65)

Date range -

Enter the date range of transactions to report on. Note that the date used is
the date the invoice was confirmed, which may differ from the original entry
date, depending on how your system is configured in the preferences.

® Note the popup menu to the right of the date entry fields that allows
you to quickly choose from a list of common date ranges:

® Note that “last year” refers to the year before the current year
(That is, if the current year is 2005, choosing “last year” will set the
dates from 1st Jan 2004 to 31st Dec 2004.
Name filter
You can enter a particular customer code or category of transactions to be
displayed.
® You can choose from either "equals" for an exact match or "starts

with" to search for all names whose code or category starts with the
entered text.

® Each name has a category that can be used to group certain kinds of
names together.

® If you want to report on transactions for a single name, you can find

their code by looking up their details using Supplier > Show suppliers or
Customer > Show customers.

Item filter
Here you can specify the items to include in the report.

Note that sometimes the item choice options will be hidden because the cho-
sen report is reporting on transactions, not on transaction lines:

Item filter.

Search by item/s is not applicable for this report,
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Which mode?

If you are using mSupply in both store and dispensary mode, you might want
to report only on transactions in store mode or in dispensary mode. You can
do this by checking Store mode or Dispensary mode radio button depending
on your requirements.

The 2 period comparison by item category report

This report allows you quickly to compare sales or purchases for 2 periods of
your choice based on item categories.

When you choose this report a different set of options is shown.

Transactien repart.,
| Trpe o segert Tramaction typs
Hrgort ) S 14 cantermers
2 Puniod companton by |IH'\GII¢¢W p
Potiar et ) Purchases from supplens

™) Saes vo and credes from cusiomens

s, names In cobemng, quantiny in cells

s, names in colamns. value in cells

() Purchases from and cradits 10 uspplers
| et =
) mvernary sustmant - Add stock

(") invennory adyuriment - Reduce st0ck

Transaetion toter

Categery Tea 1]
mvnice sormed fry Name >
Customes orsered b . Narme fites
Fathimicn bre s
Name code ) { equin o
ome rnge
Peruerdes fitee
From BA7TIOT | To TATTIOT today +
Corle 7] e 2]
Diste range for sncond cobmn
Sarrrmary beved
Tram{OO/DO/D0 | To DOBO/M0 | | taday ) T Sy el vyt it o B et

o CoRigors kg o notation. Rusd the
ey wier guad for mose fomten
Whieh made? v

) Both modes ) st mede () Dupensary mode

Open mpar in Excel

Set the date range for each of the columns and then choose a summary level.

Dot notation and summary levels

The summary level is based on the item category field. If you have set up item
categories using dot notation, then you can summarise categories.

To set up item categories, choose Items > Show item categories

Take the following simple example of categories that have been set up as fol-
lows:
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ftem Categorias
1 antibiotics
1.1 Penicilling
1.1.1 Broad spectrum paniciling
1.2 Tetracyclines
2 Antidiabetics
2.1 Insuling
2.2 Oral Hypaglyeaemics
3 surgical

The rules for dot notation are
® Separate each level of your hierarchy with a period (dot).
® Within a level you can have as many characters as you like

® You can use any characters, as long as you don't use a period or a space.
e.g. “surgical.gloves.small Surgical gloves small” is a valid entry. (Level
one is “surgical”, level two is “gloves” etc.).
® When the hierarchy part of the category name is finished enter a space
character. You can then enter a description for that level of the hierar-
chy.
If we run the report with a summary level of “none” each category is shown

Comparitive Transaction Report
The secret pharmaceutical store

From DTA10/200: From D1/07/2009

Categary to 201263006 1o 200062006
Mone 1,004,825 42 244,208 00
1 antibigtics 0.00 0.00
1.1 Peniciling 0m 00
1.1.1 Bread spectrum penicilins 1,280.00 57024
12 Teirgoyciines 41.00 10708
2 senidiabetics .00 0.0
2.1 Inguling £ 646,00 34.666.00
2.2 Oral Hypeglyeasmiss 45040 194000
3 surgieal 00 00

If we run the same report with level one chosen, only the first level of the
hierarchy is shown. ltems with categories 1.1 and 1.2 and 1.1.1 have all been
summarised under “1 Antibiotics”



Transactions....

Comparitive Transaction Report
The secret pharmaceutical store

From 0171072005

From 0170742005
to 30002005

Category to 28/12/2005
Hone 1,084,625 43 244.286.00
1 antibiotios 1,330 90 8,686 32
2 Artidiabetios? 211140 36.513.00
3 surgical o0 000

And with level two chosen, items with category 1.1.1 and 1.1.2 are summa-

rised under the heading “1.1 Penicillins”

Comparitive Transaction Report
The secret pharmaceutical store

T rrom di/ind0s T

" From 072008

Category 10 28/12/2005 0 30022005
Hone 1,084,526 43 244,206 00
1.1 Peniciling 1.209.90 2579.24
1.2 Tetracyclines 41,00 107.08
2.1 Insuling 645,00 34,565.00
2.2 Oral Hypoglycasmics 466,40 1.848.00

Note that if you have items to which no category has bbeen assigned, they
are shown under the heading ‘none” at the top of the report.

The categories are printed in the order that you have specified by drag-and-
dropping in the window shown by choosing Item > Show item categories....

Transaction filter
Filters the report for given category

Prescriber filter
Displays reports for gven prescriber only, depending upon the selection made
(equals, starts with, contains, is not equal to).

Exclude Ad Hoc item

The check-box “Exclude Ad Hoc item” is displayed accordng to the type of
report selected. By default, it is checked.

When checked, the transaction report generated will not include any Ad Hoc
items (items you don’t normally keep in stock).

Customer Ordered Shortfall Report
When you choose Report> transactions and then select “Customer ordered

short fall report”, the transaction report like the one below will be produced.

This report is used only for sales to customers.

Note that for this report to make sense the preference” Allow placeholder
lines on customer invoices” must be checked, and the preference “Delete

placeholder lines when confirming invoices” must be un-checked.

+ Transaction report... @

Type of report

G T G
Tatals for each item grouped by day

Totals for each item grouped by month

Totals for each item grouped by tern description

2 Period comparison by item category

Prescriber Report

Cross-tabs items in rows, names in columns, quartity in cells
Cross-taby items in 1ows, names in columns, value in cells
Cross-tab: items in rows, days in columns, quantity in cells
Cross-tab items in rows, daps in columns, value in cells

Distibution of quantities issued
Totals for each item grouped by tansaction category then item
Each invoioe soted by Addiess1 field then by name

Dale range

From |02/02/2007  To |02/02/2007 today

‘which mode?

(@ Bothmodes O Store mode () Dispensary mods

~

Tranzaction bpe

(&) Sales to customers

Transaction filter

Category
Name fiter
Hame cods v
Item fiter...
Item code il
and v

[] Open report in Excel

equals b

equals  ——

equals  ——

Categais | Deon'tcare v

From the report window, select the desired parameters and click OK. An

example report is shown below.

Customer ordered short fall report
National Medical Store
Date range OUD2007to 17012007, tem name contains @mag@item category includes PHARMACEUTICALS

Transaction Type equals cudomer, Name code contains @RE, Mode: Both

tem tem Units of Lhnits of
Code Descripion Demand supply
tem catagory : MEDICAL SUPPLIES
55 WAGK RESLISCITATION, ADULT 59603 4102
4450 WAG K DX YGEN ADUILT W0 TUBING 2838 1984
Totals foritem category MEDICAL SUPPLIES 42402 2037 02
item category : PHARMACEUTICALS
502 MAGHESILMTRISIL CO. T4B PKTAD 018 380
10 FCETAZOLANDETB & 250 M5 BOTA00 1880 1639
Totals foritem category: PHARMACEUTICALS 7517 5534
Grand total 1004102 7661 02

3

Shortfall shortll
543 9256
854 3008
1307 408
1733 3079
50 1323
1983 2638
3380 3088
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Purchase Orders...

X+ Purchase order report options. .. @

Type of report

QOrdered Item Report v

Dale range

Search by date type : | Creation date  [w

From [27/02/06 To [27/02/08 today hd

Repait on names whose. .
name cade v cqual v
Repart an items whose..

ltemcode v cqual v

Order status.

All R

Types of report
There are three reports currently available:

® The Ordered ItemReport will list items that are on purchase orders
according to criteria specified.

® The Goods Received data vs Order date report lists each Goods Receipt
for a particular purchase order and the number of lines received, then
follows with details of the number of lines and date of the original pur-
chase order, as in the example below. This is useful for tracking supplier
delivery performance.

Ordered Hem vs.000ds Receled Reporl Creation date : 3004/2007 to 30052007

Hame Drder ne. Bttus | Date ordered Line=in PO Dete inw. | Date goods rec'd tline=
LT
AWVDEDT | 22062007 B
30/07 | 30ME2007
Brorze Age supplies 16 th 260407 [] 10

Note that the number of lines received may not match the number
ordered as a single Purchase order line may be supplied in split deliver-
ies, as in example shown, or an ordered line may not be supplied at all.
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® The Outstanding Purchase Order Lines report, which will display all Pur-
chase Order lines for Purchase Orders provided that (1.) delivery is
incomplete, and (2.) the Purchase Order has a Confirmed ("cn”) status.
Note that Purchase Orders whose status is Finalised (“fn") will be
ignored when producing this particular report.

Date range and date type
A date type option must be selected; options are:

® creation date

i sent date

* expected delivery
* actual delivery

The report may be generated between two specified dates entered in the
From and To fields, while the dropdown list on the right affords ten preset

date range options, from “today”, “yesterday”, “this week”, “last week",
“this month”, etc.

Report on names .....

The report may be confined to suppliers meeting specific criteria by selecting
“name code” / “analysis” / “Price code” in the left dropdown list, “equals”/
“starts with” / “contains” in the centre dropdown list and making an appro-
priate entry in the field on the right. If this field is left blank, the report will
include purchase orders from all suppliers within the chosen date range.

Report on items .......

Similarly the report may be confined to items meeting specific criteria; here,
the left dropdown list is “Item code” / “ltem name” / “ABC category” / “Shelf
location”/ “Flag”, the centre dropdown list repeats the options in the para-
graph above, and an appropriate entry is made in the field on the right.
Again, leaving this field blank will produce a report on all items within the
chosen date range.

You can also report on items that have a certain category. By default this
option is set to “Don't care”, which means the item category will be ignored.
Note that only reports that report on invoice lines will produce meaningful
results when you choose item criteria. Reports that report on whole transac-
tions (e.g. “Each invoice grouped by name” or “Each invoice grouped by
date”) will not produce meaningful data, as any one invoice can contain mul-
tiple items. Choose reports that report on invoice lines (e.g. “Each invoice line



Purchases...

by item"” or “Totals for each item grouped by month")

Order status

The default order status is “All”, but the dropdown list allows the report to
be confined to orders Suggested, Confirmed, Finalised, or Confirmed and
Finalised.

Purchases...

5] Purchase report aptions. ..

Type of report

General puchase repart v

Date range

fiom [27/02/2006 1o [27/0272008 today ~
Rieport on names whase

name cade |v. equal: v
Report onitems whose

ltemcode |v. equals v

and ™ Categony is Donltcare |

Yalue graater than

—

This report finds all purchasing transactions with a specified time period that
are over a certain value.

There are two items of information to enter:
® Enter the date range of transactions to report on
® Enter the value of a transaction line above which to report on.

It may be good for your organization to have a purchasing policy that stipu-
lates that transactions over a certain value must be authorized by a second
party (that is, someone other than the purchaser). This report allows you eas-
ily to monitor such a policy.

The report will be printed, or you can use the "print preview" check box in
the "print" window to view the report onthe screen before printing.

ABC analysis...

This report will rank the items based on the value sold in the period specified.
Sometimes such a report is referred to as an "ABC" analysis or a "pareto"
analysis. It has been observed that 20% of the items an organisation supplies
usually accounts for 80% of the value. Therefore, it is useful (and wise!) to
concentrate firstly on the 20% of items that are most important. This report
makes it easy to do just that.

You need to enter the following information:

Number of items to include in report
Enter the number of items to be included in the report.

Date range

The default date is for the last 90 days, but you can enter any date you wish
here. Each item will have its "analysis" field updated with the total value of
sales from the date you specify to the current date.

Report on names whose...

Leave this field blank to report on all names. You can enter a name code or
analysis field value to produce the report for just one name, or for a group of
names.

Which mode...
You can choose either store ordispensary mode or both modes of transactions
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to be included in the report.

Exclude Ad Hoc items
f you check this box then Ad Hoc items will not be included in the report.

The report lists items starting with the one with the highest value of sales.
The value of sales and the percentage of the total value are also shown. Note
that the total value is the total for the items in the report, not the total sales
for all items. If you want to report on the total for all items, set the "number
of items to report on" to a number greater than the number of items in your
data file (Note that this may make the report very long, but you can choose
just to print the first few pages if you wish).

Management summary...

This report is designed with line managers in mind, or other people who
want to “keep their finger on the pulse” of their organisation but are not
interested in the fine detail!

You'll be shown a window where you can choose a date range for the report:
o)

Date range

From |31/10/2005  To |30411/2005 today B

[ Include @ secfion on expiing items

[] Preview on scresn before piinting  [Z]{0pen report in E xcek

The report provides the following information:
® The total value of stock on hand
® The 10 items with the largest stock value
® The 10 items with the largest value of supply to customers in the date
range chosen.

® The 10 suppliers from whom you have purchased the most in the date
range chosen.

® The 10 customers to whom you have supplied the most in the date
range chosen.

® If you check the “Include section on expiring items” checkbox, a section
will be included that lists:
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® The cumulative liability for expiring items for each of the next 12
months.

® The 12 most valuable expiring items (or at least batches of particu-
lar items)

Preview on screen before printing
Check this checkbox if you want to view your report on screen first.

Open report in Excel

Check this checkbox to view the report directly in your chosen Spreadsheet
program.

Show total stock value...

m %)

Item Department to calculate for all departments 28

repart an items whose | shelf losation w|  stanswith]

This report is used to find the total stock value either for a particular depart-
ment or all departments. You can also report on the stock value of items with
a particular name or shelf location by entering appropriate search criteria.



Current Stock...

Current Stock...

# Show current stock... E|

Type of repatt, | fird ~

report on items whose

equals v
and - Categoryis | Don'tcare ~
Filter by actual stock location
equals v
Item department: Report format:

alldepattments  ~ () Each batch shown separately
Sott repart by ) Total stock for sach item

@ ltem name ) Each batch vith prices

() Shelt Location

A report will be produced that lists each item line that is currently showing
stock greater than zero.

Type of report

A “Find” report allows you to enter the normal item find criteria to choose
which items to include.

A random report allows you to enter a number only. That number of items
will be randomly chosen, and stock take sheets for those items printed. This
facilitates spot checking of your actual stock situation.

Additional options

Should you wish the report to be department specific, then that department
should be selected from the drop down list of the departments which you
have created.

Should you wish the report to give information a particular location, then
that location should be specified , selecting the appropriate operator of the
three available in the drop down box alongside the Filter by actual stock loca-
tion option.

Report format
You can choose from three formats:

“Each batch shown separately” will also give you a column on the right
where, having done a physical stock take, you can enter the quantity
that is actually in stock, allowing any corrections to be made in mSup-
ply.
® “Total stock for each item” will not show individual batches, but the
total quantity on hand of each item.
® List the price of each batch in stock, with a total at the end of the
report.
The lines are reported alphabetically either by item name or shelf location,
depending on what you have chosen in the “Sort report by” options

Opening Stock...

neEyUE>L

|% Enter the shelf lecation or "all® for all stock

all |

-
]
Ed

A report will be produced that lists the stock at the start of the year.

Stock on date...

This report allows you to produce a report for the stock in your store on a
particular date. You are shown a window like this:
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Enter the date for which you wish to show the stock.

Type of report
You have 3 options:
1. Show items only: each item in your system will have a single entry
with the total quantity on that date.
2. Show items with batches: each batch, its expiry and batch number
along with the quantity of stock will be shown.
3. Each batch - for spreadsheet: as 2., but every row has an entry, to facil-
itate sorting, etc. on a spreadsheet.
In the right hand box you choose whether to include transactions for the day
you are reporting on or not.
The Report on items whose.... box allows you to restrict the report to certain
items only, and/or to items with a certain category.

Open report in Excel
Check this checkbox to directly open the report in Excel rather than printing.

Graphical stock history

The graphical stock history report allows you to view the value of your stock
over a desired period of time. When you choose graphical stock history, you
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are then able to enter the dates for any period you would like to view:

Select OK and a graphical stock history report showing stock value will be dis-
played

D BX
e
TR
I Eﬂ | 114

Graphical daily stock

This report shows a graph for an item or items showing the quantity of stock
on hand for each day over a defined period.

Note that if you have allowed editing of confirm dates on transactions this
may affect the ability of mSupply to accurately calculate the information used



Suggest order quantities

in this report.
Choosing this item from the menu show this window:

Enter the date range, and the items on which you wish to report on. Remem-
ber you can use the item flag field to select an ad hoc list of items to include
in your report.

Clicking OK displays a window where you are shown a graph of the quantity
in stock on each day for the first item that matched the criteria you entered.

4D Display graph...

Date range and item
From 01/01/2005 to 05/03/2005 ([ =M D= CILLIN TAS
180000
170000
160000
150000
140000
130000
120000
110000
100000
20000
20000
70000
60000
50000
40000
30000
20000
10000
[ n
-10000
T

This window also displays a list of items that were found. To display the graph
for a different item, choose it from the list.

This report can be used as one of a set of key indicators for performance of a

facility by comparing days out-of-stock of key items from one year to the
next.

Suggest order quantities

Use this report to analyse your current stock and, based upon a required
number of days stock cover which you enter, to suggest how much of each
included stock item you should consider ordering. You'll see this window:

If you want to report on all items, leave the item name field blank, otherwise
enter an item name or code. For example, to report on amoxycillin stocks,
you could enter “amox” into the field.

As shown in the following graphic, after the item name and code choices,
other fields are listed, including the names given to custom item fields in the
preferences.

Item code v

Item code:
Item name
4BC ategory
Shef location

Flag
GLDESC
FORMULART

If you wish to use item categories, then use the item category list to choose
the item category to report on.

You can use the drop-down list to find ltems with a particular code, or to use
the values you have entered into one of the custom user fields. If this isnt

powerful enough, use the complex find button to display the full query edi-
tor.
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Click on the refresh button (double blue arrows) to calculate the number of
items these basic parameters will find.

Only include items whose stock cover is less than....

If you want to report only on items whose stock is low, enter the threshold
for days of stock on hand into the second field. For example, entering 90 into
this field will only include items in the report whose stock is not sufficient to
cover average usage for the next 90 days.

Enter "0"” (zero) for this field to report on items with any amount of stock
remaining.

Include items with no usage in the last 12 months

If this box is checked, items with no usage over the last year will be included.
This check box will have no effect if the previous “days cover” field is filled in,
as an item with no usage will have “infinite” cover- any stock you do have is
going to last you forever!

Include usage for build ingredients

If you manufacture items, you can choose whether the use of ingredient lines
in manufacturing is included in the report or not.

Order quantity for X days stock cover

In this field, enter the number of days stock cover you want to have available.
The report will automatically take into account any stock you already have, so
all you need to do is enter how many days cover you want, starting from
right now, in this box.

Open report in Excel

Checking this box opens Excel (or any installed spreadsheet) and displays the
report directly. If you want to save the report, choose File > Save as... in your
spreadsheet program.
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Item list...

(D]
Find items whase.

ltem code | |equaks ™

and ~

Categomis | Don't care v

Reportt form to use: | Code, Name & Shelf Location bd

Local/Remote Report;  Local Data ™

[ Cancel | | OK |

[ complenfind |

This report allows you to view an on-screen or printed list of items.

There is only one report layout listed in the window, but please tell us what
you would like, and we’ll consider adding it.

Local/Remote Report

This option will only show “local data” as an option unless you purchase a
web services enabled version of mSupply, in which case you can view reports
from remote locations running mSupply. Contact us for more information.

Item usage...

This report gives you a breakdown of item usage for the last few months,
with summaries for the last 2 years, It also includes stock on hand and stock
on backorder for each item in the report.

The report produced is very useful for forecasting or for seeing a list of items
that need to be ordered.

When you choose the menu item you are shown a window like this:



Item slow movers...

| Report options

{ Item usage raport |:]

Create a report an the usage of stack items. Customise the report to items based
on name, code, usage frequency and/or stack remaining.

Include items whose..

tem code %) [equais R
(Leave this field blank to include all items)

and I+ Category is | Don't care Ie
No. of items with these criteria: 0 (‘)

Further filtering
Only include items whose stock cover (in days} s less than 0

(Set to zero to ignore this option)
[ Include items with no usage in the last 12 months

Include usage for build ingredients

[ Open repart in Excel

[ Complex find | l. Cancel ,\ ;

You can choose whether to carry out an item usage report, a suggested
ordering amount report, or to auto generate a tender from the drop-down
list at the top. This form is used for all 3 functions. For now, leave this as it is.

If you want to report on all items, leave the item name field blank, otherwise
enter an item name or code. For example, to report on amoxycillin stocks,
you could enter “amox” into the field.

As shown in the following graphic, after the item name and code choices,
other fields are listed, including the names given to custom item fields in the
preferences.

Item code v
Item code

ltem name

ABC category

Shelf location

Flag

GLDESC

FORMULARY

If you wish to use item categories, then select the item category list to choose
the item category to report on.

You can use the drop-down list to find Items with a particular code, or to use
the values you have entered into one of the custom user fields. If this isnt
powerful enough, use the complex find button to display the full query edi-
tor.

Click on the refresh button (double blue arrows) to calculate the number of
items these basic parameters will find.

Only include items whose stock cover is less than....

If you want only to report on items whose stock is low, enter the threshold
for days of stock on hand into the second field. For example, entering 90 into

this field will only include items in the report whose stock is not sufficient to
cover average usage for the next 90 days.

Enter “0” (zero) for this field to report on items with any amount of stock
remaining.

Include items with no usage in the last 12 months

If this box is checked, items with no usage over the last year will be included.
This check box will have no effect if the previous “days cover” field is filled in,
as an item with no usage will have "“infinite” cover- any stock you do have is
going to last you forever!

Include usage for build ingredients

If you manufacture items, you can choose whether the use of ingredient lines
in manufacturing is included in the report or not.

Open report in Excel

Checking this box opens Excel (or any installed spreadsheet) and displays the
report directly. If you want to save the report, choose File > Save as... in your
spreadsheet program.

Item slow movers...
You will be shown a window to enter the item details:

D) =

Feport on iters whose.

Item code | [ equals El

(Leavwe blans for all tems- waming: may take @ few minutes to
produce the report for gl tems)

. ~| Categois  Dontcare ™

Repott onitems that have more than | 0 manths stock on hand

[ Open repart in Excel

[ Complestind | [ Cancel | [ OK

Enter your search criteria in the top section.

Item name field
¢ If you want a report for all items, leave this field blank. Otherwise enter

some text to reduce the report to just a few items (e.g. entering “am”
will produce a report of just the items whose name starts with “am”
(Amitriptylline, Amoxycillin, etc....)
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Months stock

® Enter the number of months stock to report on. Items with more than
this number of months stock on hand will be included in the list. The
correct figure to enter here depends upon your desired stock turn. In
general, if you are turning over your stock 3 or 4 times a year, you
would want to know about items which have more than 8 months
stock on hand.

® The report is calculated using the last 12 months usage as a guide to the
average monthly usage.
You can check the Open report in Excel box to open the report in Excel, or
any installed spreadsheet.

The report produced is very useful for managing under-performing inventory.
It allows you quickly to obtain a list of items where a reduction in stock is
desirable.

Expiring items...

This report will ask you to enter a date, and will then give a report of all item
lines in stock whose expiry date is before the date you have entered.

For example, entering 31/8/11 will display all items with expiry dates before
31st August 2011 (Enter the date in short format in the way your computer is
set to handle dates (DD/MM/YY or MM/DD/YY or YY/MM/DD). Three report
type options are offered; select as appropriate. You may refine the search by
using the Name filter.
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Quotation Summary...

There are two options in Report on section, namely: All quotations and Pre-
ferred quotations. There are two options in Group together by section. They
are Supplier and Item

All quotations shows the quotations in which “Preferred” is set to true or
false.

Preferred quotations shows only those quotations in which “Preferred’ is set
to true.

Supplier option displays the quotation report on the basis of supplier.The
quotations for the items related to a particular supplier are listed along with
that supplier.

Item option displays the quotation report with the items arranged in alpha-
betical order along with the corresponding supplier’s name.

In addition there is a filter allowing you to narrow your search further by lim-
iting the report to suppliers meeting your specified criteria - e.g. the supplier’s
name code may be entered, and the resulting report will display only quota-
tions from that particular supplier.

Transport Report

This report allows you to print information about the transport details for a
range of invoices.

First you are shown a window where you can select a date range and choose
to report on only invoices supplied by a particular method, by a particular
responsible officer, or to a particular name or names.



Prescriber report

o} I T
Date rangs
fom[30/05/05  to [30/05/2005  |today el

Fiepart on names whose.

[name code | [equals =

Search Criteria
Fiesponsible Officer & v
Ship Method [ B

Click "OK" to run the report.
Note that transport details can only be entered on customer invoices if you
have checked the “We use box numbers” option in the Preferences

Prescriber report

This report (v1.93 onwards only) allows you to view the total value, mean
item value and item count for prescriptions dispensed for each prescriber.

You will be shown a window with the normal date range options, and the

option to only report on prescibers whose type field is set to a certain type....

Click OK to proceed.

+ Transaction report. ..

Type of report Transaction type

et | () Seles to customers
| Totals grovpes by tem and names () Sl t ard et trom customers
Totsks grauped by name and items O Patis o sl
Totasfareach name O Purchases fiom and creis to suppliers

Totaks for each item department
Totals for sach item grouped by day O Inventory adustment - Add stock

Totals for sach itsm arouped by month () Inwentary adjustment - Feduce stock

Totals for each item grouped by item description
Transaction fitsr

2 Period comparisan by irem category oo !

| Presciber report Category [eguaks |

Crosstat: items in rows, names in colums, quantity in cells
Name fiter

Cross-tab: items in fows, names in columns. valus in celis - §

Cross-tab: items in rows, das in columns, quarttiy in cells Name code | |equals )

Cross-tab: items in rows, days in columns, value in cells

Distibution of quantities issued Frescriber fiter
Totals for sach tem crouned by ransacton category thenitem | [ Last name v [equals v [Firid
Item fiter...
Daterange E 2
. : Item cade | [equals e
From [12/07/2008 To [12/02/2008 | today ¥ ' )
[ and v| cotegopis  |Dontcare v
Which mode?
(%) Both modes ) Store made O Dispensan mods
Exclude non-stock item [] Open report in Excel

As usual, the report options window is shown, where you can choose the des-
tination and set headers and footers.

User transaction totals

This report was initially made for use in dispensing situations where you want
a quick count of the number of prescriptions and items issued in a day. How-
ever, it is also useful for getting a quick view of workload for a month or a
year in store mode.

Choosing this menu item shows a window like this (but without any user
names and totals)
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Diale range
From [B1/0172006 To [06/12/2006 [ This yaan ~
Time range
Fiom [1Z0000  Ta [T30000

User Transactions Lines e |

Elizabeth Wrench 42 &1
Sussal 38 7

John Tema 185, 363
David [fuimae 7 14
Nola Piione 308 563
Fiolina Nuru 40 755

Viera Dick 215 334
Bentley Soreh 828 151
Casmas Po'omu 447 @3
Edmond To'osua 145 07

ulie: Ziribite: | 3R fdp B

Tatals 283 5037

Date range

You can either enter dates manually or choose from the drop-down list to the
right of the date fields.

Time range

Enter times here in 24 hour format (e.g.. 9:00 in the “from” field and 17:00 in
the “to"” field. Leaving these fields on 00:00:00 will calculate for the whole
day.

To calculate totals, click the Show button. If there are a lot of transactions to
evaluate, a progress bar will be shown.

Click the OK button to close the window when you are finished.

Debtors...

This report will produce a list of all debtors. mSupply uses an open-invoice sys-
tem of accounting for debtors, so the outstanding amount for each invoice is
displayed.

Not e that the total outstanding on invoices is not reduced for any previous
overpayment by a customer, but this is listed in a separate column in the
report.

To remove overpayment amounts from the system, choose customer | new
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payment... and enter the name of the customer with an overpayment. You
will be asked if you want to use the overpayment amount for this payment.
Choose use, then allocated the overpayment to outstanding invoices.

Customer statements...

You will be presented with a window to find customers.
o

Find

nammes ~| whose | name | | starks with v |

| and whose | name [ starts witn |

[ Openin Excel

If you want a report for all customers, leave the entry field blank. Click OK
and a report will be produced for any customers who match the criteria
entered. Note that customers with no amount outstanding will not have a
statement printed for them.

Backorder report

This report shows a list of Items that are not available or insufficient stock is
present to meet the requirements of the order placed by the customer. Infor-
mation about the item code, item name, current stock, customer code, b/ord
quantity is displayed.

If you are running a backorder system this gives you a quick way to check if
backordered items are now in stock so they can be supplied to customers.

Suggest price list additions...

Note: the price list menu items are for those organizations that produce a
price list or price indicator. (It is useful to call your publication a "price indica-
tor", as it implies the published price is a guide, and not a fixed price). You
are asked to specify the number oftransactions and the number of months
(e.g. 2 transactions in the last 3 months) that would make an item eligible for
inclusion in the price list. A search is performed using the criteria you enter,
and a list of items is shown that meet the criteria but are marked as not being
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in your price list. You can double-click on items in the list and click their "price
list" check box to add them to the price list.

Update price list...

This item updates the prices of items from the item line on hand that has the
most stock.

Only items whose "price list" check box is checked are updated.

Each line of stock is evaluated to determine which stock line you have the
most of. That line is used as the indicator price for its item.

Note that if an item has no stock, then the price for that item will not be
altered.

It is a good idea to run the "suggest price list additions" report first.

Price list...

All items that are marked as included in the price list are placed in a report. If
you wish to export to a text file, choose "save to disk" in the report options
dialog that is shown. Note: items that are in stock, but that are marked as not
in price list will not be included.

The exported file has fields separated by tabs and records separated by
returns. The field order is:

® Item
® pack size
® price.

If you wish to include different information, you can create a custom report
to do this.

Item Ledger date range

L] [=1/5%]
Fieport form to use: | Items showing each transaction ™
Dats Range
fom [0B/03/08 to [D6/03/2006 today v
Ficport on items whose..
ltem cade | |equas Yl

and w| Categorpis | Don'tcare ™

[]@pen in Excel

This report can be used to see the item ledger between the two dates you
set. The ledger can be further filtered by using the normal search section
underneath.

Look for ledger problems...

This report presents you with a list of items whose ledger balances (total in
minus total out) does not equal the difference between the opening stock
and the actual stock on hand.

Double-click a line in the report to investigate further.

The report was originally created as a check that the ledger was being accu-
rately updated with all the different transactions in mSupply. It has been left
as a menu option as it is also useful to pinpoint unauthorized adjustment of
stock values.

Print item ledger...

This report is for printing a full item ledger at the end of the financial year.
You will be asked for a starting letter. If you are printing a ledger for the end
of the financial year, it is most likely good to type "a" and print, then choose
the menu item again and type "b"- this way the report will be divided into
sections, allowing easy printing of a particular section again.
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Location report...

This report is available in version 1.96 and later.

This report lists the location description, type, capacity, used volume and per-
centage available. Choosing this menu item shows you the location report fil-
ter options widnow as below:

The report may be restricted to certain locations by using specific search crite-
ria. Choose either “Code” or “Volume” from left drop-down list is . The cen-
tre drop-down list allows you to choose a comparitor.

You have to make an appropriate entry on the right-hand field. Leaving the
field blank means no filter will be applied.

Location type

It allows you to choose a location type. You can select the one from the drop-
down list on the right side. The graphic of location type is shown below.

For example, you can specify the location type”COOL" to show only refriger-
ated locations.

Check the “open in Excel” checkbox if you wish to directly open the saved
report in Excel (or any installed spreadsheet).

Click the OK button to run the report.
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Choosing this item shows a list of built-in reports:

D Report management 3
Fleports ~
tans_totals_by_name
trans_totals_by_item_dept
vans_proi ‘4d or Update repert
rans_ilem_totaks_by_cat
Wansport_report Edit repart
Wansaction_by_tem_quan
Wransaction_by_tem_cat_sum Revert report
Wansaction_by_tem_cat
transaction_by_item el
Vansaction_by_inv_name
S ave selected reports
Wansaction_by_inv_date
\Lby_namekitem
! Save ol repors
H_by_iteméname
stork take ttals b name ™ £

The built-in reports should not usually need editing. If you know what you
are doing, you can click on a report and then click the “Edit report button” to
be shown the report editor.

@ Edit report |;|@®

File Wiew Style Cells Columns

Os |84 L&
e B0 e D00 4 1800 e 030D 1+ 280 4+ B0 0 o 3600 e dl0e o B0 ot
[ite | [tems]iterm_name |tem  |fitem  |item  |[item |[item |[item |cz
Title log item narme batch  gupiry  pack guan  cost  sell  coste
Detail Short Easasd |hig |currenc |currenc Jcur

[itemslitem_name changed

[items]shelf_location changed]

Grand total total
stoek

Using the report editor is complex, but it has the potential to produce a lot of
useful information. Contact Sustainable Solutions for a link to download a
separate manual on the subject.

Note that in a multi-user installation, changes you make to a report will affect
all users, so don‘t change a report without some forethought....

Revert report
This button allows intrepid souls to save face by undoing the damage they
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have done to a particular report. The report that was installed with mSupply
will be reloaded from the disk, and any changes you have made to the ver-
sion stored with the data will be discarded.

Revert All button

This button returns all reports to their original state when you installed
mSupply. Use it with caution.
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Note that if you are running mSupply in Finalisingdispensary mode, the
menus will not match the descriptions here.

E[W Edit Ttem Supplier Customer Repor

Mews data file...

Open data file. .

Changs user... Cirlt
Change password. ..

Edit users & groups. ..

Show current user Curl+s
Backup

Restore...

Finalize customer invaices. ..

Finalize supplier invaices...

Finalize inventory adjusts...

Finalize buiids. ..

Export a batch again....

Import kems, .

Import ftems & stock....

Import customers & suppliers. .

Import abbreviations. ..

Import prescribers. .

Export i
Export ftems

Export names...

Preferences... Cerle
Exit or Quit Curlg

New data file...

This command will present you with a standard open/save window where
you can choose the name and location of a new data file:

If you click the OK button, mSupply will close the data file currently in use
(saving any changes made automatically), and then open the new data file.

The new data file will contain no items, names or transactions. You can either
enter these manually or use the import commands (see later in this chapter)
to import items, names and stock.

Open data fileFinalising...

This command will present you with a standard open/save window where
you can select an existing data file to open.

If you click the OK button after successfully selecting a valid mSupply data

file, mSupply will close the data file currently in use (saving any changes
made automatically), and then open the new data file.

Note that if you regularly use more than one data file, use the “About mSup-
ply...”. Command from the help menu (mSupply menu on Macintosh), where
the data file currently in use is displayed.

Warning:: Do not try to open the same data file from 2 or more single user
copies of mSupply at the same time. You will corrupt your data. If you require
multi-user access, buy a multi-user licence!

Change user

This menu item allows you to change to a different user without quitting
mSupply.

ene Log-in

1. Click on your name in the list 2. Enter your password

Elizabeth Wrench ]
| Ruth Billy
| john fema 3. Choose store if available
| David Ifuimae 2

Nola Pirione General v
| Rolina Nunu

Viera Dick 4. Choose login mode if available

Bentley Soreh — —=

Cosmas Po'omu dispensary v ]

Edmond To'osua 5. Check any messages

lulie Zinihite

Ray Skinner Using data file Doris:Users:SusSol:Desktop:mSupply:

Nelson Mano Demo_Data File:NRH_mSupply_data.4dd
[ Gelenta Salopuka
|| Tast Martn

Everlyn Quladuri
| George Tabepuda
[

6. Click the OK button to praceed
——
|

If more than one user is sharing your computer, choose this item before you
leave the computer so that the next user will have to log in with their user
name & password before gaining access.

Clicking the Quit button gives you the option of quitting mSupply or re-
entering your user name and password. This stops a new user canceling the
window and continuing to use mSupply under your login details.
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Change Password

You can change your password using this command. You must know your old
password to do this.

You are required to enter the new password twice to ensure you have typed
it correctly.

Note: passwords are case sensitive- make sure you don't have Caps Lock on. If
you forget your password you must ask the user who is either first or second
in the password list to change your password for you.

Edit users and groups...

For further information see Restricting User Access on page 98.

Show current user...

A small window appears to show the current user (in case you've forgotten
your name!). Actually, it is important to ensure that you do not start to use a
computer where someone else is already logged in to mSupply, or else your
work (and mistakes!) will be attributed to the person who was logged in.

I - — TR

The current user is Sussol

(1]

This function allows a backup of your datafile to be made to the specified
locationin your computer.The backup path can be set from File> Prefer-
ences.You can perform a backup manually as well as automatically. It is not
necessary to quit the database before performing a backup.

“Backup” function works both in single user as well as multi-user mode.
Under multi-user mode, this command performs a backup of the server data.
A progress window will show how the backup is proceeding.

Note:- In multi-user mode, you can’t run “Backup” and “Restore” function-
from the client . This should always be run from the server computer.

See “mSupply Server backup configuration” for more details on page 246.

Restore...

Choosing this item allows you to choose a backup data file,;uncompress it
and start using it as your main data file.

In client/server usage this command will have no effect.

Be very careful about restoring. We suggest you consult Sustainable Solutions
before attempting a restore.

Finalise customer invoices....

All invoices that have status "cn" (i.e. confirmed invoices) may be finalized. If
you have the export option turned on in the Preferences, finalized invoices
will also be exported to allow import into an accounting program. They can
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also just be "exported" to a printed list.

Once an export is done, invoices can no longer be edited. (They have status
"fn" for finalized).

Each time a group of invoices is exported, they are all assigned a common
"batch" number. You can use this batch number to export an invoice again,
should your export file become lost or damaged.

On choosing File | Finalize customer invoices... you will be shown a window
displaying all the customer invoices that have not been finalized.

Note that if “export invoices when finalizing” is turned on in the Preferences,
invoices that have been finalized but not yet given an export batch will also
be included in the list. If any such invoices exist you will be alerted to the fact.

Finalize and Export Customer invoices

total

custcode kil to type statuz tranno.  theirref  commenl n
TEAMH teamn o en 24,986 31/07/00 Megh Raj Bhatta
dhulik drulik el en 24,987 Phone e
GArPF ampp e en 24,585 37 Fiad
A& Trval & I 4 @A M5 /NTIIN beg avainn == S
TLMIS anand &l on 24990 Z/4/00 by D 3/8/00 110426 75
4 utans o 24,991 phone by Bhojraj Charma 26/10/00 24009238

one a7 76517

z0295.2
S6£00.29

il | m

I5PHP iaphe
i 163634
-1200

uian
M
ubans
utans utans o en 24,996 15¢10/00 1258.4
utans utans ¢ e 24,997 13/10/00 705,13
utans utanz ceen 24,998 23/2/00 -1480
oach ach I e R o ann a9
oash cash o en 25,000 s0/8/00 o
ADRAN ABRAN el en 25 001 1 /800 1040
ADRAN ARAN o en 25 002 1s/10/00 10504

2732 32

utans tans o en 25,008 25/9/00 Toe00
utans utans [ 28/3/00 31200

m
i}
=
5
i}

Click the records you want to finalize i — 1
Cornmand-# for all, Command elick for multiple records

S

Follow these steps:

® Hold down the control key (Windows) or command key (Mac) while
clicking on the lines you wish to finalize. The lines you have selected will
be highlighted.

® To reverse a choice click on the line again.

® If you want to choose all the transactions displayed, type control "a"
(Windows)/ command "a" (Mac)
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® Once you are satisfied with the records you've selected, click the OK
button. (In fact, don't just be satisfied, be extra sure- you can't reverse a
finalization. It really is final).

® The transactions will be marked as "finalized" (status "fn"), and they
may no longer be edited.
You will be given the opportunity to print the list of finalized invoices.

If you have specified the option in the Preferences, a text file called
"cust_invoice_expt.txt" will be created on the disk (& in the folder) you have
specified in the Preferences.

Each time you finalize a group of invoices, they are given an export batchFi-
nalisingFinalising. This is a unique number that allows you to recall those
invoices

Moneyworks exports

If you are using “Moneyworks” accounting software, you can export invoices
directly to Moneyworks.

If you have turned this option on in the Preferences, rather than exporting a
text file to disk, mSupply will attempt to connect to Moneyworks, and
directly send the invoice data to Moneyworks, where a debtor invoice is cre-
ated for each invoice in mSupply. You can then use Moneyworks superb state-
ment production (with full control over the form design) along with it's open
item handling of debtor and creditor payments to take over the handling of
payments and receipts. Contact <info@sussol.net> if you would like more
information.

FinalisingNote that if “export invoices when finalizing” is turned on in the
Preferences, invoices that have been finalized but not yet given an export
batch will also be included in the list. If any such invoices exist you will be
alerted to the fact. A text file called "supplier_invoice_expt.txt" will be cre-
ated at the location you have specified in the Preferences.

Note: if you are using mSupply in Client/Server mode, exports will be sent to
the "export" folder located in the same folder as the 4D client application.

Finalise supplier invoices... .

As for the Finalize customer invoices.... section above, but for supplier invoices
The export file created is called “supp_invoice_expt.txt”
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Finalise inventory adjustments...

You need to finalize inventory adjustments so that they can be purged from
mSupply at a later date. Also, you will not be able to set the start of year
stock at the beginning of the next financial year until all inventory adjust-
ments have been finalized.

On choosing item | finalize inventory adjustments... you will be shown a win-
dow displaying all the inventory adjustments that have not been finalized.
Follow these steps:
® Hold down the control key (Windows) or command key (Macs) while
clicking on the lines you wish to finalize. The lines you have selected will
be highlighted.
® To reverse a choice click on the line again.

® If you want to choose all the transactions displayed, type control "a"
(Windows)/ command "a" (Macs)
® Once you are happy with the records you've selected, click the OK but-
ton. (In fact, don't just be happy, be extra sure - you can't reverse a
finalization. It really is final).
The transactions will be marked as "finalized" (status "fn"), and they will no
longer be able to be edited.

Finalise builds...

You need to finalize builds so that they can be purged from mSupply at a
later date, or to disallow any further editing of particular builds. Also, you will
not be able to set the start of year stock at the beginning of the next finan-
cial year until all builds are finalized.

See the sections above for the details of how to finalize transactions. The
process is just the same for builds.

Export a batch again...

Choosing this item presents you with a window where you can choose a
batch number to export again:

Invoice batch numbers are shown on the right hand side of the invoice list.

Import items....

You can import a tab-delimited text file of items with this command.

Please note that this command only imports items and not the stock. If you
would like to import both, see the next heading: “Import items & stock”.
When you choose the command you are first shown an open/save window
where you can choose the text file to import. Once you have chosen the file
this window is displayed

e =

[ First line contaire column headers

Field Value L
R te characts t .
CRemove quote charactsrs on imper e E—
If duplicate codes are detected e e e
Units ea

O Cieale new duplieateitems and canlinue oo (o

(& Ask ach tie Shelf loc A
) Skip the duplicate withaut asking Userl
User2 214
(@)
O Stop the import e
O Update the eising item Usert
EDL TRUE
\We recommendyou have an upto-dats backup | ATC categoy | SO1ECD]
of your data fl befors attempting mpot Cick 00D walue 075

the cancel bulton below if you are nct sure S

Description
Depaitment
Stock account
COGS account
Income account

Frice
v

[

Cancel Import now

First line contains column headers

If you have used the first line of your import file for column headers, check
this box. Then mSupply will ignore the first row in the file, and start import
from the second row.
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Remove quote characters on import

Note that if you do not check this box , mSupply will strip out quotation char-
acters as MS Excel inserts quotes around fields when it shouldn’t. If you have
put the quotes character into a field as an abbreviation for an “inch” it will
be removed.. (Consider using the metric system! )

FinalisingDuplicate items in mSupply

mSupply can allow you to import items into a data file that already contains
item, depending on which radio button you have chosen for the duplicate
codes section.

Create new duplicate and continue

Even if the code is a duplicate a new item will be created. Note that you can
not use this option unles the preference “Allow duplicate item code” is
selected in the mSupply Preferences

Ask each time

mSupply will warn you if it detects an item with the same code as an existing
item. Having two or more items with the same code will not affect how
mSupply works

Item Code: CACAGL  Item Name: Acetic Acid, Glacial

The above item may already exist in the database.
U *You can either Import and edit item later or Skip this line of data
a

skip | [ TR

You can open the "edl_tab.txt" file (A sample file containing a representative
selection from the WHO Essential drugs list already formatted for import into
mSupply) in a spreadsheet program such as MS Excel or Appleworks to view
what the file should look like. The "edI_tab.txt" file is available on the down-
load page of the mSupply web site

Field order for the text file:
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Column | Column | Field Description

Number | Letter

1 A item code 8 alphanumeric characters (must be
a unique value)

2 B itemname | 30 alphanumeric characters

3 C units 3 alphanumeric characters(ea, ml or
mg). Entries in the units list will be
created if you import a unit that does
not already exist in the data file.

4 D reference integer

pack size

The following fields are optional: you don’t have to include them:

5 E shelf loca- | 20 alphanumeric characters
tion
6 F user field 30 alphanumeric characters
1
7 G user field 30 alphanumeric characters
2
8 H user field 30 alphanumeric characters
3
9 | user field “true” or "false"
o
10 J edl| “true" or "false"
11 K ATC cate- | 30 alphanumeric characters
gory
12 L ddd value 30 alphanumeric characters- the ddd
and its units
13 M ddd factor | number greater than zero (default=1)
14 N item The long description for the item. Do
descrip- not include carriage returns (new
tion lines made with the return or enter
key) in your text file.
15 (0] item The name of the department that the
depart- item belongs to. If the department
ment does not exist, mSupply will create it.
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Column | Column | Field Description
Number | Letter
16 P account The account code used for stock
code for purchases . Note that these
stock accounts will be created if they don’t
exist.
17 Q account
code for
cost of
goods
sold
18 R income
account
code
19 S category The item category is actually stored
in a separate table. As each item
category is imported, a new record
is created in the “item_category”
table if one does not already exist.
We strongly recommend you use the
WHO EDL categories for this field

The chances are that you already have a set of codes that you use internally.
In this case open up Excel or a similar spreadsheet program, fill in the item
description in the order shown above. For a quick solution, you only need to
take account of the first four column, the rest can be ignored.

The third column representing “Units”, can be left blank, however, it is better
to fill this in. The fourth column “reference pack size” can be set to “1" for all
rows unless you know what pack size you want to use as the “standard”
(Don't worry about this. The reference pack is used for comparing quotations.
You can receive and issue any pack size you like).

< I B c D
B itern code  itern name  units Referance pz
2 |acezs0t Acetazolamic ea 1
ace100t Acetylsalicylic ea 1
2ce300t Acetylsalicylic ea 1
aciz00t Aciclovir 200r &2 i
aciz50t Aciclovir soditea 1
albaoot Albendazale ea 1
albzsi Albumin, hur ea 1
ablsi Albumin, hur ea 1
10 |alciio Aleuranium clea 1

1

1

00|~ 1 s w0

11 |aliinot Allapurinol 1(ea
12 laluizs Alurniniurn diea

Save a spreadsheet file as shown above as a tab-delimited text file.

Open up mSupply with a new data file and chose the import command.
Direct the open/save dialog box to the text file and click “OK" to import the
file.

You will be asked if you want to remove quotation mark characters. If you
have created the file in Microsoft Excel, it adds quotation marks around fields
that have a comma in them (even though it shouldn’t). If this is an issue,
choose the option to remove the quotation marks.

Import items & stock

The Import items... menu item only imports item codes and descriptions,
which still leaves you with the task of entering quantities for all items (usually
by entering an inventory adjustment).

The Import items and stock command lets you import item codes, names and
the initial stock of that item.

You can now import items and stock into an existing data file; however, this is
a somewhat risky procedure, and we do not recommend it. If mSupply
detects an item in the import with the same code as an existing item, the
stock will be added to the existing item.

You have been warned!
Make a backup before proceeding with this command.

More than one batch of an item

It is possible to enter in various batches of an item separately. For example, if
your import file contains two batches of “ace250t"” on separate rows. mSup-
ply will first fill in the item description and code and then enter in the stock
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for the first batch the item. For the next line of data, mSupply carries out a
search for the code, and adds another batch as the same item already exists,
and then updates the total quantity.

It is not necessary to group the same batches together, but making sure that
various batches of the same item have the same identical code is important,
otherwise extra items will be created. The actual full name of the product is
taken from the first batch the program encounters; subsequent batches that
have the same code as an item that already exists in the data file will use the
item name of the exisiting item. (You can even leave the item name blank for
subsequent lines if you want to).

Note on pack sizes

The “pack size” and “quantity” field should be entered taking into account
the way you will issue stock (For example, say you are importing Amoxycillin
stock of 3000 capsules that are in boxes of 100. If you are going to issue stock
of Amoxycillin individually (28 to this patient, 21 to another patient), then
enter a pack size of “1” and a quantity of “3000". If you will only issue whole
boxes, use a pack size of “100” and a quantity of “30". If you enter a pack
size and quantity that does not fit, you will still have the option of repacking
the items (using the “repack” function from the “item” menu) to meet your
supply needs.
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Field order for import file

Column Field Note

1 Item code Upto 20 characters

2 Item name Upto 50 characters

3 Units Up to 3 characters

4 Pack size Integer

5 Quantity The number of packs (not the total quan-
tity. Although if the pack size is “1” then
this will be the same as the total quan-
tity).

6 Cost price The price of one pack

7 Sell price The selling price of one pack (Set to the
same as the cost price if you do not sell
stock you issue)

8 Batch Up to 20 characters

9 Expiry In short format (dd/mm/yy or dd/mm/yy
depending on the format set in your
computer’s operating system)

10 Description Up to 32000 characters (Be careful not
to have any carriage return characters in
the text though, or the import file will not
be valid)

11 Shelf Loca- Text

tion

In order to create a text file for importing purposes, firstly you need to enter
your stock details into a spreadsheet (e.g. Microsoft Excel). The first row
should be taken up by column descriptions or left blank as the import func-
tion will ignore this row.

You can omit the batch number and expiry date columns as in the example
below.

Note: make sure every line has an item code assigned: any lines without an
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item code with be skipped when importing.

Once you have completed the spreadsheet list, save the file as a tab-delimited
text file. Open up mSupply with a newly created data file and choose File >
Import items & stock. A window will appear allowing the import file to be
located. Choose the text file that you have created and click “OK". If the file
has been successfully imported, an “All done” message will appear.

Import customers and suppliers

The Import customers and suppliers... menu item allows you to import cus-
tomers and suppliers into an mSupply data file.

The required field order is

Column Field

A Code
Name
Type
Address1
Address2
Country
Email

Phone
Category. The customer or supplier category will be

created if it doesn't already exist. If the name is a
customer and a supplier, a customer category will be

—|I|® T m Ol O]

created.

J Customer group. If the group name does not exist, it
will be created by mSupply on the fly.

K Last name (make sure this field is blank if you are

importing a supplier or if you are importing a cus-
tomer who is not a person [that is, an organisation])

L First name (applies only to people)
Date of birth
N Gender (enter “F” or “True” for females. All other val-

ues taken as male)

® Column C describes whether the name being imported is a customer or

supplier:
Value Meaning
C Customer or Patient
S Supplier
(blank) Both a customer and a supplier

® You can provide a lesser number of columns, and mSupply will only
import the information you have provided.

® Save the file as tab-delimited text (rows end with a carriage return and
columns are separated with a tab character). Note that MS Excel tends
to add extra characters (line feeds and quotes), but mSupply will grace-
fully remove these without complaining!

® Note that choosing this menu item will show a window where you can
choose whether or not to ignore the first line (you will want to if you
have used the first row for column headings), and whether or not you
wish to strip out line feeds and quote characters (which you'll want to
do if you've used Excel to save the text file.

When you choose the menu item “Import abbreviations...” and “Import pre-
scribers...” you will be shown the standard mSupply import window. For fur-
ther information see Import items & stock on page 197.

Importing patients

If you are importing patient names, leave column B (the full name) blank.
Make entries in the Last name and First name columns, and mSupply will
automatically generate the name field for you. Below is an example of
importing patients, customer and supplier name that demonstrate how to fill
in the field with respect to import type.

199



File menu...

To import Patients, column B [Names] needs to be left blank but
Last name & First napé must be completed ——

A B | ¢ | D E F H K L 1]
Code  Names Type_sddiess Addressz Country | Fhone Lastname Firstname Date of b
2 [ 00 IRELAND 54771 Ireland  (417) 548-263E JOHN ShiITH 14955

3 C ROAD MISSIPI 58754 US4 (M7)621-0253 MATHEW  CAHANE | 2750

4 Cc 1700 57 SARCOXIE MO 6 CANADA (17) 358-507E JASON LAWRENC  5/5/55

5 47SISEPC AWALAKHEL NEPAL (417)673-3777 THAKURI  SHERU 1575

MSD  Medical Supply Dep: . MAHARAJGUNG WANDU  NEPAL 977-01-Z21458 ROKA HARI 1575
DA Intemational Dispens S LUCKNOW HIGH ROAD INDIA  898-0757 SHRIVASTA SANJAYT | 1870

For Customer, columns B If ‘Type’ column is left blank,
[Names] , K, L, M &N this represents both customer

should be completed.. & supplier.

For Supplier, columns B
[Names] , K, L, M&N
should be completed..

If you have a lot of patients there will be a short delay once you have chosen
the import file while mSupply counts how many records there are to import,
then a progress window will be shown to inform you what proportion of the
import process has completed.

8e8o

Importing names...

Processina item # 39885 of 39886

( cancel )
De—

Export....

This command will display the export window, allowing you to export records
from mSupply to a file.
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I new search

Export Project [new export project -
Cancel | 0K

You can search for a set of records by checking the New search check box,
which displays the Query editor for you to specify your search criteria, or else
use the currently selected records.

If you use the same export format repeatedly, you can save an export format
in the "export_projects" folder and it will be available for re-use later. Saved
projects will appear in the popup menu in the export options window.

When you click OK the export options window will appear.

L]

Export

/BVEVE Ve

f o Fietds N ] Ferm

— rFile
Export fram Tahle [errancios =1
A item name — I
ma Browse
A Il
23 opening stock
|]§ ef pack rRecords ormat
2_3 minimnurn_stock {3} Export all Resords Texct S
A3 cateqory I I _ 7
3
U2 repart aty windows File | %
23 stook on hang 2 Resords to export
i |

A supplier

EY= B A

ﬁ(\’&mname ¥ 2% opening ¥

J—

minimum_s.. ¥ | 23 stocken ¥

AEETEITTIN
dmoryeillinkd

7
amoxvnilline 69300 0 ton321 =
Amoxyoiiin & dd oot [ topiad
NifnE i [Ty
CINda 5.0 1]
AliEYeilNn 1 BEd0 i
[}
1}

[

Here you can choose which fields will be exported by double-clicking records
from the list. A preview of the first few records is shown in the lower pane.

If you want to save the export for re-use, click the button (arrowed) to save
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the settings to disk. Locate the "export_projects" folder in the same folder as
the mSupply application, and save it in that folder. It will then be available
from the popup menu next time you do an export.

Export items...

This option allows you to export all of the stock items in your data file to a
text file, in a format recognisable by mSupply so that you can later import
them to another data file. When you select this option you will see this dialog
box:

Confirm

4l tems will be exported in a Farmat recagized by mSupply For mperting
to anather m3upply data base.

[ [ ]

Click continue to carry on. The standard file dialog window for your operat-
ing system will appear, allowing you to select a file name and location to save
the text file.

Export names...

This option exports all the names (suppliers, patients and customers etc) in
your data file in exactly the same way as for Export items... above.

Preferences

For further information see Preferences... on page 141.

Exit/Quit

This command will exit mSupply.
There is no need to save your work. mSupply does this automatically.

The Edit Menu

The commands in the Edit Menu can be used when you are entering text, just
the same as in a word processor.

Undo: The previous contents can be retieved if the document has not been
saved.

Cut: Deletes the currently selected text and places it on the clipboard
Copy: Copies the currently selected text and places it on the clipboard

Paste: Replaces the selected text (if there is any) with the contents of the clip-
board. If there is no selected text, the clipboard contents are inserted at the
insertion point (the blinking cursor)

Clear: Clears the text in the particular field.

If the copy/cut/paste items are dimmed out, it is because you are not cur-
rently in a text entry field.
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Supplier  Customer Report Special Hel

Show invaices... =5
New invoice. . Ctr+H
show suppliers... =2
Mew supplier. ..

Mew supplier credt. ..
Import invaice. ..
Show tenders. .

Show purchass orders...  CtrH0
Mew purchase order. .
Hew blank purchase order...

Show goods received. .
Mew goods received. .

Show cash payments...
Hew cash payment...

Merge two names...
Show categories. .

Show Manufacturers...
Mew ManuFacturer...,

Show invoices....

You can view or edit supplier invoices using this command.
Note that finalized invoices can no longer be edited.

For further information see Show invoices.. on page 216. for a full description
of the Show customers menu item, which works in exactly the same way.

New Supplier invoice...

Record the receipt of goods here. Each invoice provided by a supplier should
be entered using this command.

See the Section entering supplier invoices for a detailed description of the
process.

New Supplier
To add a supplier, choose this item.
5] New Supplier
General
Name Cantact Supplier details
@ Code el Cunency |SBD )
Charge to ’7 st e Margin '710
E W Phone S
- i —
Fax| factor 1
Type Restiiction Other
Customer Hod [ Categary [w] Categon2
Price Category

Supplier rE— Comment|

Addiess
Address Postal address
Address] | [
Address2| [
Courttry
[ okaNes | [ Comcel | | oK

Note- if this supplier will have invoices entered against it and you are export-
ing invoice data to an accounting program, a new "creditor" must be made in
your accounting software with the same code, or you will get an error when
you import! (You can usually make the code when you get the error in your
accounting software when you try to import!)

The window for viewing/editing a supplier contains basic information. Fields
that especially relate to suppliers include:

Currency

If you are using currencies, enter the currency used by this supplier. This value
will be filled in with the value set in the "default currency” option of the
preferences.

Margin

The amount (as a percentage) that will be added to the cost price to calculate
the sell price when you enter an invoice. For example, if you enter "10", items
from this supplier that are bought for 30 dollars will have their value
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increased by 10% (i.e. 3 dollars) and will be sold for 33 dollars.

Freight factor

The amount to multiply supplier quotations by to account for freight charges.
(If their quotations are "CIF" you should set this to zero).

Show suppliers...

This item allows... you guessed it- to view suppliers. A window like this is dis-
played.

In the field, type as much of the supplier name or code as you want to. If
there is only one item, the details will be displayed, otherwise a list will be dis-
played from which you can choose the name you want by doubling clicking
it.

Note that if a supplier has invoices entered against it, you will not be able to
uncheck the "supplier" check box, and you will not be able to delete the sup-
plier.

New Supplier credit....

Entering a supplier credit is exactly the same as entering a customer invoice,
except that you enter a supplier code rather than a customer code.

Note that the transaction uses the cost price of the goods to calculate the
invoice value. If you have set the mSupply preferences to allow editing sell
prices, you will also be able to edit the price at which you return goods on a
supplier credit.

You can also adjust the cost price of an item line manually. To change an item
line's cost price, choose Items | View or edit item... Locate the item concerned,
then click on the "stock" tab to display the item lines. Click the item line you
wish to change, then click the "edit line" button. (Only users in the "high
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access" group can perform this action.)

Import invoice....

This command allows you to import an invoice generated by one of your sup-
pliers who also uses mSupply. You will be presented with an open/save win-
dow where you should locate the invoice file to be imported.

Note the following points about importing invoices:

® The invoice must have been generated by the "export invoice" com-
mand in another copy of mSupply.

® The item codes in your copy of mSupply must have your supplier codes
entered (see below). If mSupply attempts to import a code that it does
not know, the import process will stop.

® Once an invoice has been imported, you are still free to edit it. You
should check the invoice against a paper copy when it arrives.

® After import the file is edited so that if you attempt to import an

invoice again you will not be able to. This prevents accidental double-
importing of the same invoice.

Entering Supplier Codes
- If you are importing invoices from a supplier, you must perform the follow-
ing steps:
® enter a quotation for each item you receive from the supplier. This is
done from the quotes tab of the item details window, or from the
quotes tab of the supplier details window.
® enter the supplier code for the item in the supplier code field of the

quotation. There is no need to enter other details for the quotation if
you do not want to.

Show tenders...

Tender management is a new feature to mSupply. Versions 184 and 186
included beta implementations of tender management: this version (v190)
includes the ability to manually create and edit a tender, or have mSupply cre-
ate a tender for you automatically based on your stock usage data.

Note that for multi-user installations, Tender management activation requires
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payment of a fee. Please contact Sustainable Solutions for more information.

To start, select ‘Show tenders' from the supplier menu (see below), or select
‘Show tenders’ from the navigator’s Suppliers page.

Choosing this menu item shows a window with a list of current tenders (if
any) and some options.

[CRa N3] Tenders
Description Qur ref Status | Creation Date, Issue Date Deadline
Test Tender 1 TESTOO1 CN 2/2/06 2/2/08 2/3/06
Tender 2(8/3/06 16:16:49) | AUTOZ 56 8/3/06 8/3/06 8/4/06

( New ) [ Autogenerate ) Double click 2 tender ta edit details @

To edit an existing Tender, double-click the tender line in the list.

To auto-generate a tender, click the Auto generate button. We'll get to auto-
generation later.

To create a new tender, click the New button. A window like this is shown:

eee New Tender
Description:
Creation Date: 15/03/06 Issue Date: 15/03/06 Response By Date: 15/04/06 Status: | s¢ f§
Our ref:

Comments.

[ Tenderlines ] Conditions | Suppliers |

E @ I
Mew line Delete line  Accept selected  Print internal report Show:  All by
item Name No of packs | Pack Size Pieces Unt | Preferred Supplier | ltem Conditions | Comment.

Here you can fill in basic information about the tender.

Creation date
The date the tender was created. This is set to today’s date by default.

Issue date

The date the tender is/was sent to suppliers. By default, this is also set to
today’s date, but can be changed.

Response by date

The date that suppliers must respond to the tender by. By default, this is set
to one month from the creation date, but can be changed.

Status
Tenders can have a status of sg/cn/fn (suggested, confirmed and finalized).
A suggested tender is one that is still being built.

Once a tender is set to confirmed status, no new tender items should be
added. After a tender has been confirmed, suppliers can be added (see
below) to contact for quotes. Responses from the suppliers can be entered
into the tender, compared, and a decision made as to which quote is pre-
ferred for each tender item.

A tender can only be used as a basis for purchasing once it has been finalised.
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If you set a tender’s status to “fn” you will be given a warning when you click
the OK button. Finalized tenders cannot be edited in any way.

Future versions of mSupply will have expanded user permissions, so you can
determine which users have authority to edit tenders based on the tender
status.

Our ref

This field should be used to enter a short reference code to appear in tender-
related correspondence. It is strongly recommended that this not be left
blank.

Comment

The comment field is for your internal use. It is not printed on any tender
documents.

Tender lines Tab

This tab displays be default when you open a tender for editing. It displays
the items currently included in the tender, and by selecting ‘All’, ‘Filled’ or
‘Unfilled’ from the drop-down list above and to the right of the list, you can
select which items are displayed. There are buttons for adding an item,
removing an item, printing a report on the tender, and, once the tender is
finalised, accepting the preferred quotes and creating purchase orders.
Details of use are blow.

Conditions Tab

Clicking this tab shows a field where you can add condtions which apply to
the tender as a whole and are NOT specific to certain items. To start a new
line (as with any text box), press Shift+Enter (although any long Ines will
wrap). See below for an example:
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ene New Tender

Description:
Creation Date: 15/03/06 Issue Date: 15/03/06 Response By Date: 15/04/06 Status: [ 5 g

Our ref:

Comments:

[ Tender lines [ Conditions: ] Suppliers |

Conditions: - Expiry dates must net be before January 2007, and
-Jall outer packaging must be biodegradeable.

Note that a more complex set of fields will be added here as we receive client
feedback.
Suppliers tab

This tab is used to manage sending of the tender to suppliers, and entering
responses. Its use is discussed below.

Adding items to a tender
To add an item to a tender, click the New line button on the Tender lines tab.

You will be shown a window like this:

L8000 New Tender Item

ftem Name: |Aminophyline 250ma/10m inj

] Set tender item criteria ] Compare supplier responses |

No. of packs: )| Multiplied by pack size 0/= total quantity: 0

Units | ea -:-! Estimated price 0 Full description

Comment;

Conditions

((oK&Next ) ( Cancel ) (0K
A
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Type as much of the item name or code as you know, then press the Tab key.
If only one item matches your entry, it will be filled in. If multiple items
match, you will be shown the standard item choice list to choose the item you
want. The panel on the right displays the description of the item, assuming
that the Full description details have been completed in the /tem details
under the General tab.

Fill in the number of packs you wish to purchase, and the pack size. The total
quantity of individual units will be calculated.

Choose the units you wish to use.

Entries in the comment field are for your internal use, and won't be printed
on the tender documents you give to suppliers.

In the tender conditions field, enter any conditions which are specific to this
tender item, but NOT applicable to the tender as a whole. These conditions
will be printed on the tender letter with the item details.

The second tab ‘Compare supplier responses’, is for use after suppliers have
responded to the tender. This will be covered later.

Note: it is possible to add the same item more than once to a tender. Each
entry will be treated separately. This allows for the same item to be added in
differing pack sizes.

Deleting tender items

Click the line you wish to delete so that it is highlighted, then click the Delete
line button. If a supplier has already quoted on a tender item, you will be
warned before deletion.

Editing tender items

From the Tender lines tab, double-click the tender line you wish to edit. The
‘Edit tender item’ window will open, allowing you to edit the details in the
same was as entering a new tender item, above. Note: you cannot edit or
delete lines on finalized tenders.

n the graphic below, we see what the tenders window looks like after four
items have been added. Note that the item ‘Paracetamol 100mg Tab’ has
been added twice - once in a pack size of 12 and again in a pack size of 24:

806 Edit Tender...

Description: (Test Tender

I

Creation Date: 15/03/06 Issue Date: 15/03/06 Response By Date: 15/04/06 Saws: (56 4

Our ref: ACMEODT

Comments: Testing the tender management process...

[ Tenderlinas } Conditions | Suppliers |

Neﬁinz Delete line  Accept selected  Print internal report Show: | All s
Item Name: Noof packs | Pack Size Pieces Unt | Prefared Suppiier | Item Conditions  Comment
| Amaxycillin 500mg Caps. | 1200 10 12000 BOT .l\‘m chasen Tabs must be co
Paracetamol 100mg Tab 750 12 9000 BOX Not chesen
! Ibuprofen 200mg Tab 800 10 8000 BOX Not chesen
Paracetamol 100mg Tab 250 24 6000 BOX  |Not chosen

A

Suppliers Tab

Clicking this tab shows a list of suppliers to whom the tender is to be (or has
been) sent:

8eee New Tender
| Description: Test Tender
Creation Date: 15/03/06 Issue Date: 15/03/06 Response By Date: 15/04/06 Status: [ ¢ |
Our ref: Test001
Comments: Testing the tender process...

| [ Tender lines | Conditions ' Suppliers. |

]

| Add Suppliers Delete Supplier  Print Selected  Emall Selected

Supplier Name Supplier Code Date Sent Date Responded

4

To add suppliers to the list, click the Add Suppliers button.
A list of all suppliers is shown:

207



Supplier Menu

86 Choose name...

| Name Code
| Ajima Medical Store ajima m
| Patan Hospital Pharm UPATN

Schieffelin Leprosy Research [ sinc

Wedicent Marketers medic

Allance Enterrises ALLAN

Aarati Pharmaceutical P. Ltd. arati

BTC Private Limited | BANDA

BR Pharmaceutical Pve. Ltd. BRPHA

Crystal Pharma (Put) Ltd. CRYST

Gupta Trading Concemn GUPTA

Echo International Health Serv echai

International Dispensary Assoc dane vy

Royal Drugs Limited [ ROVAL &
| Double-click a name to chooss it
| New.. ) ( cancel ) lsen)

You can add multiple suppliers by holding down the control key (command
key on Mac) and clicking on suppliers you wish to add. Once you have
selected a supplier or suppliers, click the Use button to add them to the list.
To create a new supplier, click the New button.

Once suppliers are added, they will appear in the list. Double clicking a sup-
plier will open a window for adding and editing quotes - see below.

Deleting a supplier

Highlight the supplier you wish to remove from the tender, then click the
Delete supplier button. This will remove the supplier from the tender - it will
NOT delete the supplier from mSupply. Note: you cannot remove a supplier
from a finalized tender, or if the supplier has quoted on one or more tender
items.

Print Selected button

Clicking this button prints a tender document for the highlighted suppliers,
including all the items you specified.

Note that the tender document printed, while usable, is purely for illustrative
purposes, and we will customize the printed layout to meet the requirements
of each client.

Email Selected button

Clicking this button produces email documents for each of the highlighted
suppliers. A PDF document (the same as the printed document) is produced,
attached to an email and stored in the email queue. To send emails, use the
Special > Send queued emails... command. This option will only be effective if
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you have entered email address for the chosen suppliers.

Note that the Win2PDF PDF driver must be installed for this command to
work. Please contact us if you wish to purchase this driver.

Whichever method you choose, you will be given the option for the ‘Date
sent’ field to ne automatically filled with today’s date.

Receiving Quotations from suppliers in response to a tender
mSupply has always allowed you to receive ad hoc quotations from suppliers.
The tender management system integrates with this existing functionality,
allowing you to receive quotations against a particular tender.

To receive a quotation from a supplier, double-click the supplier name from
the suppliers tab of the tender. The ‘Edit quote’ form will appear:

'@eo6 Edit Quote
In response to tender: Test Tender
From supplier: Cayate Pharmaceuticals
Date sent: 00/00/00
Date responded: 00/00/00 New linefs) Delete line
Their reference This quote currency E Supplier's default: NRs
ftem Name Pack Size Price Comment

Fokanexe) ( peere ) ok )

Here, you can edit the date sent (note that this will usually be filled already
by this stage), the date the supplier responded, the reference that the sup-
plier is using for their own records (to be quoted in future correspondence),
and, importantly, the currency in which the supplier has responded. If you
have previously set a default currency for this supplier, this drop-down list will
already be set to that currency. Otherwise, your own default currency will
appear.

Adding quote lines

To add items that the supplier has provided a quote for, click the New line(s)
button. You are shown a list of items for this tender.
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Hold down the control key and click the items you wish to add, then click the
Use button to add the items as quotations from the supplier. You can use the
Control-A shortcut to select all items as well.

To add the same item twice to a quote from supplier, click the Add lines(s)
button and choose the item a second time. You will be shown a warning that
the item already exists, and be asked if you want to add it again. You might
need to do this if the supplier has supplied two prices for the same item
based on differences in packaging or other specifications. Note that if you
entered an item twice in a single tender to account for such differences, it will
appear twice here and you won't need to carry out two selections.

In the graphic below, the four lines in the tender have been added to the
quote for this supplier. As the lines have not been edited yet, the price
appears as 0 and the tender pack size has been used.

CNG)

Edit Quote

In response to tender: Test Tender
From supplier: Coyote Pharmaceuticals
Date sent: 15/03/06
— a8
Date responded: 19/03/06
Their reference: COYOTEQOT

New line(s) Delete line

Item Name Pack Size Price
Paracetamal 100mg Tal 24|
Ibuprofen 200mg Tab 10
Paracetamal 100mg Tal 12
Amoxyilin 500mg Cap 10

This quote currency: | USD |4 Supplier's defaul: USD

Camment

o o oo

Cokanen)

Delete ) ( ok )

Deleting a quote from a supplier

If you wish to delete a quote, click on the line to highlight it, then click the

Delete line button.

Entering prices for each quote line

Once you have added the items, double-click quote lines to be shown this

window:

eo0e

Relating to Tender Test Tender
General

Date 15/03/06 |

Item Paracetamol 100mg Tab TPARTO
Supplier Coyote Pharmaceuticals Coyote
Price  0.00 Valid until [00700/00 |
Pack 24 Currency USD
Disqualified (I Rate 74.7819
Preferred (] Supplier cade Coyote
Net cost 0.00 Supplier bar code

Price break

Comment

Price break quantity 0 Discount 0
Comment
Freight
Preferred pack [
Freight for preferred pack 0
Comment
(-ox-a.unu) [ Cancel ) (& oK )

You will note that this form is very similar to the form for ad-hoc quotes - the
main differences being that the currency cannot be changed, and the related
tender is shown at the top. Enter the price and other details the supplier has

returned to you. (The item and supplier fields are filled in automatically).
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Note that the price you enter is the price for one pack.

To cycle through all the items, click OK & Next. To edit this quote only, click
OK.

Comparing quotations from different suppliers

Once you have received all quotations for an item and entered the informa-
tion, or once the due date has arrived, you are ready to compare prices. We
suggest that at this point you change the status of the tender from suggested
(sg) to confirmed (cn).

To compare prices, open the window for the tender, and on the Tender lines
tab, double-click the item. If you have changed the tender status to CN, a list
of all received quotes for that item will be shown, with comparitive prices
(Net Cost and Adj. Cost) in your home currency. (If the tender is still at SG sta-
tus, you will need to select the ‘Compare Supplier Responses’ tab:

[CXSNG) Edit Tender ltem...

| item Name: Paracetamol 100mg Tab

| set Tender ltem Criteria [ Compare Supplier Responses

Specifications sent out: 250 packs of 24 = a total quantity of 6000

Supplier Price Pack Size Net Cost AdjCost | Pref Disg
Roadrunner Medical Supplies 56 24 s6|  2333.333|
Coyote Pharmaceuticals 0.35 20 26.173665 1308.683 E

(@

| (okenextd) ( cancel )

ok )

To view detailed information about a quote, double-click it. The window for
editing quote lines from a supplier is shown. You can make on-the-fly
changes to the quote line in this way (if, for example, you phone your sup-
plier for an updated quote).

In the example above, we see that Roadrunner has responded with a quote
of 56 rupees per pack of 24, and Coyote has reponded with quote of 35 cents
per pack of 20. The Net cost and Adj. cost columns show the comparative
prices in local currency. Even though the tender specification was for packs of
24 and Coyote has quoted based on a pack of 20, the user here has chosen
Coyote, as the Adj. Cost is so much less.
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There are two important checkboxes for each quote.

Preferred checkbox
The quote with this item checked is the one chosen to win the tender.

Disqualified checkbox

If the supplied quote fails to meet compulsory criteria you have specified, you
may choose to check this checkbox. Obviously, if this checkbox is checked, you
will not be able to mark this quote as “preferred”

Note that if you want historical data of all stored quotes for an item, includ-
ing those from previous tenders, this is available by choosing the menu item
Items > Show items, locating the item, then viewing the Quotes tab.

Adjusted cost

This column takes into account differences in exchange rate, pack size etc to
show a comparitive price in your local currency. The supplier with the lowest
price displayed in this column will be the price winner. You need to evaluate
other features too, but this is usually a good guide.

After you have chosen a preferred supplier, their name will appear on the
main tenders form on the tender line page (see below).

Accepting tenders

When you have chosen a preferred supplier for all the items in the tender (or
as many as you wish to purc hase - tenders do not have to be completed - you
may want to wait for more favourable market conditions, for example),
return to the main tenders window. You should see something like the
below, where Coyote has been chosen as the preferred supplier for three out
of four items. Roadrunner will therefore be providing the remaining item:



Show tenders...

ene Edit Tender...
Description: Test Tender
| Creation Date: 15/03/06 Issue Date: 15/03/06
Our ref: ACMEODT

Response By Date:[15/04/06 Staws: [cN o

Comments: Testing the tender management process.

[ Tam:rium.] Conditions | Suppliers |

8 3 5 = =———
New line Delete line Accept selected  Print internal report Show: | All |
| Item Name " Noof packs | Pack Size Pieces Unit | Prefered Supplier | item Conditions | Comment
|| Amoxycilin 500mg Caps 1200 10 12000 BOT | Coyote Pharmaceuticals Tabs must be co
| |Paracetamol 100mg Tab 750 iH 9000 BOX | Coyote Pharmaceuticals
Ibuprofen 200mg Tab 800 10 8000 BOX  Roadrunner Medical Sup
| |Paracetamol 100mg Tab 250 24 6000 BOX | Coyote Pharmaceuticals

B —
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At this point, the tender’s status should be set to Finalised (FN), thus prevent-
ing any further editing.

Printing an internal report

At any time during the tender process, click to Print internal report button to
print a report showing the current progress of the tender. A variety of infor-
mation is shown on this A4 landscape report.

Accepting the quotes

Quotes for tender items can be accepted singly or en masse by simply select-
ing the lines on the form you wish to accept and clicking the Accept selected
button. mSupply will generate purchase orders for the selected tender items
with the preferred suppliers. mSupply will generate one purchase order per
supplier. If you have previously generated purchase orders for the same
item(s), you will be warned. For further information see Editing a purchase
order on page 124..

Purchase orders from tenders

In general, the resulting purchase orders are no different to a normal pur-
chase order generated by mSupply. However, the orders will have some dif-
ferences:

- Something like ‘Generated automatically on 15/3/06 at 16:31:27 from tender
Test Tender, our ref: ACMEOQO1." will appear in the purchase order comment
field to let you know this is part of a tender.

- Similar information will appear in the log.

- The purchase order lines cannot be updated from other quotes in the usual
way, as they are tied to a specific tender.

Acceptance letters

The main difference is that when you print a purchase order which is part of
a tender, you will be offered the choice of printing an acceptance letter to go
with it. The same also applies to emailing purchase orders. The acceptance
letter provided, while usable, is intended only as a sample. As with tender
invitation letters, the format is very basic and intended only as an illustration
of the tender module. We are happy to customise the layout for clients.

Tender auto-generation

The above details how to manually create a tender, but you may wish instead
to have mSupply automatically create a suggested tender for you based upon
your projected demand. To do this, click the ‘Auto generate’ button from the
‘Show tenders’ window, as shown below:

eee Tenders
| [Description Qurref | Status |Creation Date| lssue Date Deadine | | |
Test Tender 1 TESTOO1 CN 2/2/08 2/2/06 2/3/08
| | Tender 2(8/3/06 16:16:49) AuTO2 SG 8/3/06 B/3/06 8/4/06
Test Tender ACMEDQT CN 15/3/06 15/3/086 15/4/06

Coomr ) Crmammme ) sobtecksunierissinioos (R |

The following window will appear. You may recognise it from the Item usage
report and suggested order report - it uses much of the same functionality:

m
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| Report options

Auto generate tender I :]
| Auto generate a tender based on the criteria you enter below.

Include items whese.

tem code 5] [equas E]
(Leave this field blank to include all items)
and & Categoryis | Don't care s
No. of items with these criteria: 71400 (‘;
Further filtering..
Only include items whose stack cover {in days) is lessthan |~ 0

(Set to zera to ignore this option)
[ Include items with no usage in the last 12 months

] Include usage for build ingredients

Order quantity for 500! days stock cover

[E— —————
| [ Complexfind ) [ Cancel "\E

You can tailor your search by item in the usual way. Clicking the refresh but-
ton (double-blue arrows) shows an estimate of how many items will be proc-
essed. Further refinements can be added. Be sure to enter the number of
days stock cover you want to order for in the last text box - in the example
above, all items are to be processed, including those which have not been
used in the last 12 months, and 500 days of stock is to be ordered (if it's
needed).

Processing all this data may take a few minutes if you have a lot of stock
items recorded in your system, so mSupply will ask you if you've got the time
to spare. If you do, click "Yes'. A progress indicator will appear to show you
how much work is left to be done. When mSupply has finished processing
everything, it will let you know:

806 Success!

i Success! Your tender (Our ref: AUTOS) has been created with B39

items. Would you like ta open it now?

Yes: [ No )
4

As you can see from the example above, auto-generated tenders may be
rather large, so you may wish to process ten tenders with more specific crite-
ria rather than one huge one at once. In our example, if we restrain our
search to all items beginning with ‘A, we get 48 tender items instead.

You can choose to immediately look at your tender, or return to it later. If you
click "Yes', you'll get something like the below example:

2

|1 0808 Edit Tender...

Description: Tender 6(15/3/06 16:57:37)

i Creation Date: 15/03/06 Issue Date: 15/03/06 Response By Date: 15/04/06 Status: | 5G| :!

Our ref: AUTOB

Comments: |Auta generated tender created on 15/3/06 at 16:57:37 by Sussol with 48 items.

[ Tenderlines ] Conditions | Suppliers |

| _

| Newline Delste line Accept selected  Print intarnal repart Show: | All |

| item Name Noof packs  Pack Size | Pieces Unit  Preferred Supplier Item Conditions. Comment.

|| Acetone Liquid 1 500, 500 Not chosen [ Check units! Automaticz

|| Acrnavin Powger 580 1| sBo Not chosen Check Lnts‘AL(o'ﬂ;\ncim
Acyclovir 400mg tab 133 1 133 Not chosen Check units! Automatice

1 Acyclovir Cream 5 gm H 1 2 Not chosen Check units! Automatice

|| Acenasine Inj 3 1 3 Net chosen Check units! Automatice
Achesive Piast, 10cm Rol 71 1 71 Not chosen Check unts! Automatice
Achesive Tape 2.5em(1mt) 7 1 17 Not chosen Check units! Automaticz

| Adrenalin 1mg Inj 2 100 200 Not chosen Check units! Automaticz |

i Albendazole 400mg Tabs 15781 1 15781 Not chosen Check units! Automaticz | _ |

Check units! Automatice :

Albendazole Suspension 20! 2781 1 2781 Net chesen

There are several things to notice here. First, several default values have been
entered for the description, dates and ref fields that you're going to want to
change. Second, there are no units chosen for any of the tender items, and
the message ‘Check units!’ has been entered into each item’s comment. Third,
the pack size for most of these items is 1.

This is because mSupply looks for the default pack size and default unit for
each itemas it creates the tender (these values are set when editing items -
see the section on Items). If it does not find a default unit, it leaves units
blank, but enters a ‘Check units!’ warning into the comments. The same goes
for pack size - although if you don't tell it otherwise, mSupply assumes a
default pack size of 1. Tender auto-generation will therefore be most useful if
these default values are set for items.

Reviewing and continuing with the tender process is, from this point on,
done in exactly the same way as normal tenders.

Future changes

The tender management module is relatively new to mSupply, and therefore
may not have features which clients feel are necessary, and may possess fea-
tures which clients do not need. We value feedback from our clients, particu-
larly regarding new functionality, and the evolution of mSupply is largely
driven in this way. So, please do contact Sustainable Solutions with any com-
ments or requests regarding the tender management module - or indeed any
aspect of mSupply.



Show purchase Orders....

Show purchase Orders....

Choosing this menu item shows the Find window for purchase orders. For fur-
ther information see Editing a purchase order on page 124.

New Purchase Order....

This item allows creation of a new order from a supplier. When you Choose
Supplier > New purchase order, a new purchase order window is displayed.

For further information see Creating a new purchase order on page 121.

New Blank Purchase Order...

Choosing this menu item creates a purchase order with no lines to which you
can add order lines. For further information see Creating a new purchase
order on page 121.

Show Goods Received

For further information see Viewing existing Goods Receipts on page 137.

New Goods Received

For further information see Receiving goods using the Goods Receipt func-
tion on page 136.

Show cash payments..

You will be presented with the standard transaction find window, where you
can view a list of recent payments, or find a particular payment number.

New cash payment...

This command presents you with the new cash payment window.

006 Supplier payment
Name BOUCHER&MURF/L | 200035  Entered by: SUSSOL invoice # 0

Cheque # | Date Status: mw
Note

Entry date Confirm date Invoice  Their ref Comment Total Outstanding  Payment

Double-click lines ta enter payment amount Total oustanding 0.00

Hold down shift to alocate whole invaice amount Paymentamount [ 0.00]

Allocated 0.00
To allocate 0.00

[ Print OK & Nex ( Cancel )
i

Note that:

® You must have activated the payment module in the preferences (tab
invoices 1) Once the system is activated, each supplier invoice will record
the amount outstanding (The amount left to pay to the supplier). Any
invoices entered before activation of the system will have their out-
standing amount set to zero, so will not show for payment.

® Only finalized invoices will appear in the list. Use the file | finalize sup-
plier invoices command to finalize invoices once all the details are cor-
rect.

® You can not pay a supplier more than the total outstanding (as if you'd
want to!). This is different to a cash receipt, where you can accept an
overpayment from a customer.

Entry steps
® Enter the supplier name or code. Once you have chosen the supplier, a
list of invoices that you have not fully paid will be shown.

® Enter the total amount you wish to pay. Alternatively, if you want to

pay all invoices, shift-double-click each invoice and then the amount to
pay will be shown in the "allocated" amount at the bottom of the win-
dow.
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® To fully pay an invoice hold down shift and double-click it's line. (If the
invoice is already marked as fully paid, the payment amount will be
reset to zero)

® To partially pay an invoice, double-click it's line and enter the amount
you wish to pay.

® Once you are happy with the details, click the OK button. If you want to
print the information, make sure the print checkbox is checked.

Merge two names....

If you accidentally enter two names into mSupply that identify the same
organization, you can use this command to combine them.

Use extreme caution: This operation will move all historical records from the
name you delete to the name 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 name to keep, and then the name to
delete. When you have checked then checked again that the information is
correct, click the OK button. You will be given one last chance, and then.....

L= 3]

Merge two names into one- use with caution!

Hame to keep

Name to merge- will be deleted

Mote: merging names will affect al historical
tecords for the meiged name. Orly items that
have been mistakenly double-entered should be

merged Cancel

Show categories

Selecting this option brings up this window:

214

@ O O Supplier category

Non-EU

Double-click a category to edit details

\'. New Categ... ‘\f oK )
A el

4

Here you can add and edit categories for your suppliers. To add a new cate-
gory, click ‘New category’. To edit an existing category name, double-click-
double-click it in the list. Either action brings up this window:

I ® © © Edit Category name....

Categary name Non-EU

Names that have this category
Name List
Ajima Medical Store

1 Delete ) cancel \I( oK )
A

In category name, add or edit the category name. A list of suppliers to whom
this category has been assigned in shown underneath. If there are no
assigned suppliers, click ‘Delete’ to delete the category.

Show manufacturers

Select this option to show, view and edit manufacturers in the same way as
you would edit suppliers. For further information see Show invoices.. on
page 216. which gives a fuller description of the equivalent command for
showing customers.



New manufacturer

New manufacturer

Select this option to add a new manufacturer in the same way as you would
add a new supplier. See the Names- entering, adding and using section for a
fuller description of this command.
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Customer Menu

This menu contains commands related to managing customers and transac- 123 in the lower box Invoice number 123 will be dis-
tions to or from customers. played.
RS Porort Specidl Heln Click the complex find button | The query editor will be dis-
Shiw i Chrl+E
i o e played, where you can enter a
Show customers... cer more detailed query.

Mew cuskomer, .

Mew credit. .,

The list invoices window lookslike this:

Show cash receipts. ..
Mew cash receipt...

Export invwoice. .,
Export HTML invaice...

# 15 most recent supplier transactions

Print special invoice. .. Pick slip Invoice
PHint invoice series. .. Mafbater Stat Entered Corfirmed — inv num total Their ef pririt date  print date  comment batch
Show groups... Thsi en 19/12/2006 19/12/2006 284 0.00 00/00/00  00/00/00 0
Th s on 20/12/2006 20/12/2006 286 0.00 00/00/00 an/00/00 a
Trvoice from supplier imvoice. Tési en 20122006 20112/2006 287 0.00 0040000 00/00/00 0
Merge twa names.... TAsi on 2112/2008 2141242006 209 [ii] 00/00/00 00400700 il
T si on 21/12/2006 21M12/2006 290 0.00 00/00/00 00000 a
z:z: ;::;:;e;em - Tasi e 2142/2008 21112/2006 29 0.00 00/00/00  00/00/00 ]
Tasi on 2112/2006 N1M2/2006 292 0.00 00/00/00 00/00/00 1]
T s en 2112/2008 21M2/2006 293 0.00 00/00/00 anA0/00 a
Tési cn 21/12/2008 21/12/2006 294 0.00 00700700 00/00/00 ]
Tasi on 2112/2006 N1M2/2006 295 0.00 00/00/00 00/00/00 1]
. . Thsi en 21A2/2008 21M2/2006 296 0.00 00/00/00 a000/00 a
S h OW I nvo I ces s Tési cn 21/12/2008 2112/2006 297 0.00 00700700 00/00/00 ]
N si on 27112/20068 27112/2006 293 0.00 00/00/00 0/00/00 o
H H H o 4 H H N si en 27/12/2008 27M2/2006 300 0.00 00/00/00 00000 a
Thls Command I for VIeWIng or edltlng any CUStomer invoice N si fn 15/01/2007 15/01/2007 il 0.00 00700700 00/00/00  SUPPLEMENT. 0
The Find Transactions window Frd ] [P ][ Owerty ] [_sun
You will be presented with a window where you can enter a number.

Note that you can resize the window to show more of the customer name.

| find transaction....

|
ustomer nvniss ™ The following buttons are along the bottom of the window:
[ A5 rmost recent transactions, or .
invoice number | % enuals | Find
o) F— This button is very useful. It will bring up the find transactions window as dis-
cnplcie | [_Cored ) . cussed above:
If you enter: Transaction(s) Displayed
1 You will be taken directly to the
most recent invoice entered
25 A list of the 25 most recent
invoices

216



New Invoice...

Click on the drop down list to determine which field to query

nare code

tpe

status Use the drop down lists to
entry date

confirm date select which field fo query
total

export batch

invoice number

Choose the comparison from the next drop down list (equals, starts with, etc)

Note: the comparison popup menu will change depending on the type of
field you have chosen in the first list.

This window is very useful for quickly finding a group of invoices.

If you want to query on multiple criteria, do your first query, then click find
again, but this time make sure the selection radio button is selected. The sec-
ond query will now search only the results of the first query.

Print

Prints the list of invoices displayed. (Does not print the actual invoice- just a
list)

Order by

Displays the "order by" window, where you can drag fields from the list on
the left to the right-hand pane to sort the list by the fields you have chosen.
Sum

Displays the total value of the highlighted invoices. Highlight more than one
invoice by control-clicking (Mac: command-clicking) invoices. Highlight a
block of invoices by clicking on the first invoice of the series, then shift-click-
ing on the last invoice in the series.

New Invoice...

This is the standard way to issue stock to a customer.
You will be presented with the invoice entry screen
See the Issue Goods (Customer invoice) chapter for a fuller description.

Show customers...

For viewing or editing any customer.

You will be presented with a window where you can enter as much of the
customer name as you know.

If more than one customer name matches the entry you have typed, you are
presented with a list of matching customers. Double-click the customer you
wish to view or edit.

See the Adding or Editing Customers and Suppliers chapter for full details.

New customer...

Allows entry of a new customer.
See the Adding or Editing a Customer and a Supplier chapter for full details.

New credit...

Entering a customer credit is exactly the same as entering a Supplier invoice,
except that:

® You will enter the customer name rather than the supplier name

® Items will be entered with zero margin. This is because mSupply uses
the cost price entered to calculate the amount to credit the customer, so
you must enter the amount you charged them as the cost price for each
line. We then presume you want to sell the item again for the same
price you sold it originally, hence the cost and selling price must be the
same
Note: there is no need to enter negative values in mSupply. Even when you
are entering returned goods from customers, or returned goods to suppliers,
enter positive values. mSupply automatically converts the invoice total to a
negative amount.
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Cash Receipts....

For viewing or editing any customer payment. The procedure is outlined
above in the "Show invoices..." section of the manual.

New cash receipt....

See the chapter above Receiving payment from customers for an explanation
of the payment receiving system.

Export invoice...

This command exports any customer invoice to a file. The file created is in a
special format that can be imported into another copy of mSupply using the
Supplier | Import invoice... menu command. Do not use this command for
sending invoices to customers for them to view or print- use the export HTML
invoice...command for that purpose.

When you use this command you will be asked to enter an invoice number.
The default choice is the last invoice created. The invoice will exported to the
export folder you have set in the preferences, and will be labeled with the
invoice number.

Before you can export, you must set your "own code" in the preferences. This
is the supplier code that your customers will use to identify you when import-
ing the invoice.

Once the invoice is exported, you will be asked if you want to attach the file
to an email. If you click attach then mSupply will create an email to the cus-
tomer with the invoice attached to it.

Note: you will not be asked if the customer does not have an email address
entered for them.

Export HTML invoice...

This command exports any customer invoice to a file that can be emailed to a
customer and easily read or printed by them using a web browser.

When you use this command you will be asked to enter an invoice number.
The default choice is the last invoice created.

The file will be named " customer_code_invoice_number.html", where
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customer_code is the code you have assigned to the customer, and number is
the invoice number.

The exported file will be saved to the destination you specify in the mSupply
preferences.

Once the invoice is exported, you will be asked if you want to attach the file
to an email. If you answer attach then mSupply will create an email to the
customer with the invoice attached to it.

Note: you will not be asked if the customer does not have an email address
entered for them.

Print special invoice

Prints a special invoice. A special invoice is the same as a regular invoice,
except that you can set different text to appear at the bottom of the invoice.
One common use is to print invoices with areas for signing for the receipt of
narcotic goods.

You can set the text that appears at the bottom of a special invoice from the
"printing" tab of the preferences window.

Print invoice series.

Allows printing of a range of invoice numbers. You will be asked for the first
and last numbers to print.

Show groups...

Customer groups can be used to group customers (or suppliers) together for
reporting purposes, and also to set up an item restrictions scheme, allowing
some items to be issued only to certain customers.

See the explanation of how to set up a restriction scheme under the “man-
age permissions..."” heading under the “item menu” chapter above.

The groups window allows you to set up group names:



Invoice from supplier invoice

ECuslumer group @

central
remote.

retail

health centre

Diouble-dlick a group to edit details

® Click the new group button to add a new group.

® Double-click an entry to edit its name:

® You can enter or edit the group name in the top field.

® The list displays all names which are members of this group.

® Click the delete button to delete a group. You can only delete
groups that have no names as members. You can remove group
members from the groups tab of the name viewing window
(Choose Customer | Show Customers...

® Click OK to leave the window.

Invoice from supplier invoice

This command allows you to take a supplier invoice and directly make a cus-
tomer invoice.

It is useful for goods that are delivered directly from a supplier to a client, but
are charged through your organisation.

You will be asked to enter the supplier invoice number and the customer
code for the invoice to be created, so have this information ready.

When finished, a customer invoice with suggested status is created.

If any lines from the supplier invoice have been issued already, you will be
alerted and only the available balance will be added to the customer invoice.

Merge two names....

See “Merge two names....” on page 1214.for a description of this commandd.
The same command is placed in both the supplier and customer menus for
ease of use.

Show Categories

Selecting this option brings up this window:

@ O O Supplier category

Non-EU

Double-click a category to edit details

( Newcateg.. ) f oK )
— ——

4

Here you can add and edit categories for your customers. To add a new cate-
gory, click ‘New category’. To edit an existing category name, double-click it in
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the list. Either action brings up this window:

Categary name [Non-EU

Names that have this category
Name List
Ajima Medical Store

1 ( Delete )( Cancel )( OK )

A

In category name, add or edit the category name. A list of customers to
whom this category has been assigned in shown underneath. If there are no
assigned customers, your can click Delete to delete the category.

Edit Shipping method...

Show shipping methods

Choosing this menu item shows a window with a list of shipping methods.

& © © Show Shipping method...

Description
Flight
Land
Ship
o BIC
Double~click an item to edit details
T ) o)

F
To enter a new method, click the New button.

To edit an existing method, double-click the item in the list. A window to
enter or edit the name is shown.
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Show Navigator

If for any reason the mSupply Navigator is not visible, choose this option to
show it again.

Printing preferences

Choosing this menu item shows the printing preferences window.

Chooss printing methad : | Windows diiver ~
Settings to print via the windows diiver

Default label printer [ Zetra TLP2344 ~

Label lsft margin 3 (wm)
Label right margin 8 [mm)

Default spstem printer...

Chooss printer:

Here you can choose the printing method for printing labels. For label print-
ing we strongly advise you use EPL printing rather than using the Windows
printer driver as it is much more reliable.

We now support Zebra Network print servers, allowing multiple mSupply cli-
ent machines to connect to a single labe printer.

Windows printing options
Did we mention we advise you to use EPL printing?

If you insist on using the Windows printer driver, be aware you will need
administrative privileges on the machine you are using, and will need to set
up a custom paper size for the printer. Contact us for details.

You set the label left and right margin in millimetres.

Choase prirting rethod : |

Settings to print directly to the Zebra printer

connection type | Seral ~| Jabel width [ 90 (mm)
port number 1 label height| 40 {mm]
e iz o e
Choose printer, | Zebra TLP2844 winspoolNsO: ~

EPL printing options
If you choose “Direct EPL printing” from the drop-down list, you are shown
this window. You can choose between serial and TCP connections:
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® Serial requires a standard serial port on your computer. Set the “port 800
number” field to “1" if your serial port is COM1. Set it to “2" if it's users
COM2. =

® TCP requires you have a Zebra print server installed. Enter the i.p. Fred

address of the printer in 1.2.3.4 form.

For both methods, you set the width and height of the labels you are using in
millimetres.

Default system printer
This drop-down list provides a quick way of changing the system printer Message

(Windows only). It is simply a shortcut to the same functionality available by [Meet me in my office when you're free.
choosing Start > Control panels > printers and faxes and then right-clicking
the printer you want to set as default, and choosing “set as default” - phew!

Send

Check for updates...

Choosing this item will connect to the mSupply web site and compare your

current mSupply version with the version you are now using. .
If an update is available, you will be shown a window where you can click to Currencies...
download the latest version. Choosing Currencies opens a window with a list of currently entered curren-

L [E/x)| cies.
|

“You are curiently using The latest version available for download is:
Wersion 1.88 Wersion: 1.86

Relzase: 1] Release: 0

Date: 01/02/2008 Date 0140242008

Recammended Action:
*You don't need to uparads yaur copy of mSUpPly at the moment, but please remember to
check reqularly for updates

Show connected users

Note: Not applicable when running mSupply in single user mode

To display a list of users currently logged on to mSupply, select this option.The
window below is displayed, and by selecting one or more users, a message
typed into the Message box will immediately appear on the selected user(s)
desktop when you click on the Send button. Such messages are not stored on
the system.
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Buttons in the currency list window :

New
To add a new currency.

OK
When you are finished editing currencies.

Editing a currency entry:

Double click a currency to edit it. Note that your "home" currency should be
entered with a value of "1", and all other currencies should be entered with a
rate relative to your home currency. A window with the currency code and
the current rate will appear.

currency [USD

rate [N

Delete
Carce

You can edit the rate. Note that doing so will automatically update quotes
that use that currency.

Buttons in the currency editing window :

Delete

Click to delete the currency. If the button is dimmed, the currency is in use by
quotations, so you can not delete it..

Cancel
Click to exit the window without saving changes.

OoK
Click this button when you are finished editing currencies.

Reminders...

The Reminders command shows reminders that are not yet completed.

& Reminders... 2 @%
Dons| Date | Fepests | User Message
02/02/2006 SUSSOL Please camy out a stock take.
0170472006 LAINGP ‘We need ta clean up the ware house

St Irconpble [w]  Show [My Rerinders [

To add a new reminder, click the “new reminder...” button at the bottom of
the list.

To edit a reminder, double-click it in the list.

To delete a reminder, click on the reminder to delete, then click the “delete”
button.

You can sort the list by clicking on the column headers. Click a second time to
sort in the opposite direction.

Filtering the list

You can change the reminders displayed according to the status and whether
the reminder is for you to complete or was created by you.

To show only complete or in-complete reminders, choose from the status
drop-down list.

The Reminder details window

Ne'w reminder. ..

Date |02/02/08 Reminder For User | SUSSOL |

Message [Flease cay out a stock ake.

FRepeats automatically

repest | monthly v
epeatonday 2 ofevep | 1 monthe
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Date
The due date of the task

Reminder for User

By default you create reminders for yourself, but you can also create them for
other users. If you're the micro-managing type, you could put everyone else’s
work plans in for each day or week!

User  Sussal v
Sussal

Chaiman

Krishna

Dashbahadur

Shambu

Yagya

Note
The text of the reminder message

Completed

Check this box if the reminder is completed (but note that it won’t usually
show in the list once is is checked)

Repeats automatically

Once this box is checked, you will be shown options for the reminder to
repeat daily, weekly or monthly.

Show budgets...

Activating the budget module

To use this feature, the Activate budget module on the Invoices 1 tab in Pref-
erences must be checked.

Budget Overview

You can define budget periods here. The periods you define can be any
length you choose - months, quarters, years or whatever.

Once budget periods are set up, you can allocate each transaction to a
budget period. The items on that transaction will have been assigned
accounts, and you can then view budget reports based on expenditure or
sales broken down by the accounts you have assigned to items.

At the end of a budget period, that budget period may be locked so that no
further entries may be made.
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To use the budget feature, these are the steps to be taken:

Activate "budget
module” on “Invoices
1" panal under File >

Preferences

AssIgn an account to

JER— -
Setup accounts sach ltem

To view actual values
Set up budget periods, Enter budget amaunts for a period, click the
commonly a Financial —=  for each accountin —————— = “show actuals” button
year sach parlod when viewing a budget
perlod.

Entering budget details

Choosing Special > Show budgets presents you withthe window as shown;
note that the latest entry appears at the top of the list, with the oldest entry
at the bottom.

‘@06 Budget period list...
B 8
3/3 New Delete
Description. Start date  End date Locked
Financial year 2008 1/1/08 31/12/08 ¥
Financial year 2007 1/1/07 31/12/07 _
Financial year 2006 - 2007 1/1/06 31/12/06

Buttons in the budget period list window :

New

Clicking on the New button displays the window for entering details for the
new budget period.



Show stores

« Edit budget period

Dinscrpiion [EEIE
Sttt [101/2008 Erndalatm [31/12/300
Leched [] a8 8 &8 &
5] vl I 5l Pt
[ ————— Eudget
1000 incma [
2000 Stk [
300 Cout of goods sold 00,000
[ |

In the Description field, enter the name of the budget period - for example
FY 2008. The first time you use this feature, the Start date field is set to 00/00/
00, and you should enter the End date. On subsequent occasions, the Start
date field will show the date one day later than the End date entered on the
previous occasion; note that the Start date is non enterable. Enter the end
date in the End date field.

In Account Description column, a list of account names and code(s) will be dis-
played. To set budget figures, select the Account to which the budget applies
by clicking on the line. Once selected, click on the figure in the Budget col-
umn of that line, and enter the budget figure.

Editing & Deleting budgets

Should you wish to edit a figure allocated to an account, double clicking on
the appropriate line on the Budget period list brings up the Budget edit win-
dow; follow the procedure described in the previous paragraph, and edit or
delete the amount, setting it to the revised figure or zero. The entire budget
may be deleted from the Budget period list, but only when the amounts allo-
cated to all accounts are zero. To delete a budget, select it on Budget period
list, then click on Delete button.

Budget Report

Double clicking on the appropriate line on the Budget period list brings up
the Edit Budget period window, then by clicking on the Show actuals icon, a
more detailed window appears:

* Edit budget period |Z”EI@

Deeseription [IEMETHETES 07
Start date [01/01/2008 Enddate [31/12/2007
Lock [ a8 s
Shaw actuals Fiirt
Accountcode | Account description Budget Actual  Purch Orders Total Amount left & |
1000 Ircorme 10000000 am nan o 10000000 — |
2000 |Stock. 100,000.00 oo 000 n.0a| 100,000.00
3000 Dost of s soid 10000000 nm 317875 317878 6 521 25
52610 CUNEQPMINGR HEALTH TECHNOLOD  100,000.00 am nan o 100,000 00
52520 CLINEQP-MED & SURG INSTRUMENTS  100,000,00 oo 000 oo 100,000.00
53601 |DRUGS-AMAEST (5] 00000 | 0 oo 500000
53602 DRUGS-ANALGESIC (3) 400000 am nan o 300000
53503 DRUGS-ALLERGY (3] 3.000.00 nm ] 0 3.000.00
53604 DRUGS-ANTIDOTE (5] 00000 nm o om 500000
53606 DRUGS-NFECTION (5] 400,00 am nan o 3.000.00
53508 DRUGS-CANCER (5] 5.000.00 oo 000 oo 5,000,00
53610 DRUGS-BLO0D DAUG [5] 500000 nm o om 500000
53611 DRUGSBLOOD PROD (5] 500000 0o 000 n 500000
53612 | DRUBS-CaROVAST (5) 500000 oo 00 oo 5.000,00
53613 DRUGS-DERMAT (5] 500000 am a0 o 500000 o

This window presents you with details of actual performance against budget,
and lets you know at any time how much of the budget for each account has
been spent, and how much remains.

oK

Any changes that you made on the Budget period list are saved when you
click on OK.

Show stores

What is a “Store”?

In mSupply a “store” is a physical area where stock is held. When a user logs
into mSupply, they can choose a particular store (hereafter “the current
store”), and mSupply will then operate as if the stock in that store is the only
stock available. Only stock from the current store will be available for dispens-
ing, and reports will relate to stock in that store, and issues from and receipts
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to that store.

Most users of mSupply will only have a single store, and so will have no need

of this functionality.

The following examples illustrate situations where you might want to run

more than one store.

4 Store list. ..

11

Code.

|GEN General

Desciiption

kL

Mew store

EBX

Delete:

® A hospital pharmacy where you have two dispensing locations: an inpa-

tient pharmacy and an outpatient pharmacy.

® A hospital pharmacy where the pharmacy store stock is treated sepa-
rately to the dispensary stock. You would set up mSupply with a store
called “Pharmacy store” and a store called “Dispensary”. You would use
the “transfer stock” function to move stock from pharmacy store to dis-

pensary.

® A pharmaceutical warehouse where you have 2 or more actual ware-

houses. These may be adjacent or several hundred kilometres apart. (Of
course you need network connectivity between sites to run mSupply at

each site).

Note: In the above examples, when you log on, you would select the appropri-

ate mode - see table:

Examples Stores Log on mode
Hospital Pharmacy | In-patient Dispensary Dispensary
Out-patient Dispensary Dispensary
Hospital Pharmacy Pharmacy store Store
Dispensary Dispensary
Warehouse Adjacent Store Store
Remote store Store
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When ‘Show Stores’ is selected from the Special menu, on first use the above
window appears, with the single store having the default description ‘Gen-
eral’. Users having responsibility for more than one store require to create the
additional store(s), and should click on New store to show the window below,
which allows entry of required details of the new store being created..

o __[oix]|

M [

Dgmicded Evbyar  Confmc Pwrm Theaiel  Cosmeeed  Esueibeich  Foid Ousdedeg

| ar. |

After having created a new store(s), the Stores list window will display all
stores, and you may double click an entry to edit that store’s details.

Note: You are not able to log on to a particular store from this window; its
purposes are these:- to create a store, to display the created stores, and to
edit or delete a store , deletion of a store being possible only when that store
contains zero stock and there have been no transactions recorded.



Misc labels

Misc labels

Choosing this item shows a list of previously saved label formats.

5 Lot ' ,‘E@%

| Descriglian
1160« Elx Spironolactone Suspension & 25mg/See
| Atenolol Susp 15mg/Sml

Chioramphericol Eye Drop
| Clomiphene tab S0mg.

Clonazepam Susp
| Cloacillin 250mg Capsule

COLOYL SUPPOSITORIES

|El Phenergen Gmg/6mi

FOLIC ACID SUSPENSION THF 0.5MG/CC

| Frusemide suspension 20ma/Sml

genlisn violet paint 13

| Glbenclamide tablets BF Smg.

Liquid Paraffin

Double-click to show an item in the list

e

Double-click an item in the list to edit/print that format, or click the New but-
ton to add a new format. The format details window looks like this:

Label name:
Lahel details

Heading | “SHAKE THE BOTTLE
Body [ ATENOLOL SUSPENSION 15MG/SHLS

/Inu 3 & Smis ' he 'aho,
Tauhi i ha feitu'u mokomoko Malu'i mei he maama

g

Left footers

[Date Prepared:27 Oct 2005

Batch No:0510637

Quanity to prirk 1

Right footers
Expity Dste:11 Now 2005 _|
| [MINISTRY OF HEALTH,TONGA |

[T Print presvisw

Delete

Print

] [ Coneel | [ 0K,

Label name

This field will not print on the label- it is for you to identify the label. It is
shown in the list of available formats when the Misc labels menu item is cho-

sen.

Heading, Body, Footers

These fields will print on the label in roughly the position that they are on the
screen. Note that if you enter a very long left and right footer they may over-
lap in the middle of the label. Print a single test label to check first.

The labels are designed to print to plain 90mm x 40mm (w x h) labels from a
Zebra label printer. Please contact us if you require support of other printers
and other label formats.

Print button

Clicking this button will print the number of labels specified in the quantity
to print field to your label printer. If the print preview button is checked, you
will be shown an on-screen preview of the label. Note that if you enter a
large quantity and check the preview option, you will be shown a preview of
each label!

Cancel button

Clicking Cancel will close the window without saving any changes you have
made

Delete button
Clicking this button will delete the currently displayed format and return you
to the list of available formats.

OK button

Clicking OK will save any changes you have made and close the window.
(Note that the quantity to print is not saved- it is reset to 1 each time you
open the window).

Abbreviations...

Abbreviations allow you to enter directions quickly and accurately when dis-
pensing medicines.
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4 Abbreviations EJ@@
| Bbbrev Exparsion Al
e Take ONE capsuls |
epe Put 1 dicp in the affected syels) >
1ht | Take OME and a HALF tablets
Tod Take OME tablet daily
e Inhale ONE metered dose

13l Put ONE tablet under the tangus

l1sp Take ONE SmL spoonful

i Take OME tablet

e Put 2 or 3 drops info affected earls)

2 Take TW0 capsules

% |Instil TWD drops into the affected eyefs] 2|
- £

o

Double-click an abbreviation to edit it.
As usual, you can sort the list by clicking on the column headers
Click the “New" button to add a new abbreviation.

Click the report button to construct a simple report. on all abbrviations. This
report can be previewed or printed.

edit abbreviation

i
f
| sbbreviation (tid

expansion |three times a day

( Delete ) ( Cancel \If oK -)

Type an abbreviation and the text that it will expand to.

When you are issuing an item you can mix abbreviations and your own text
to add common directions quickly.

Do not use actual words as your abbreviation, or else attempting to type the
word will result in the expanded text appearing on your lablel!

Warnings...

This menu item allows you to view and edit the standard list of warnings.
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One this list is formed, you can apply one or more warnings to each item, and
choose which warning will be automatically printed on labels.

Code \waming Text |
11 Avoid exposure of skin to diect sunlight
14 This medicine may colour the ring
|18 Allows to dissolve under the tongue. -Discard 8 weeks after opening
Nz Do not take more than 8 tablets in 24 hours
|21 Take wilh or after food
22 Talke half to one hour before food
|23 Taake an hour before foad or on an empty stomach
25 Swallow whole, do not chew
27 Taakes with plenty of water
28 Ta be spread thinly on affected area
|2 May cause diowsiness. — Avaid alcohel |
|

Double-click a warning in the list to edit its details.
Click the “New” button to add a new warning.

13| Add new warning.. .

code.

warning

We suggest you use the standard set of warnings as specified by the pharma-
ceutical authorities in your country.

Prescribers...

We were going to title this section “Managing Prescibers” but we all know
that's not possible ;-)

When you are in dispensary mode, issuing items to a patient allows you to
add a prescriber. This menu item allows you to set up your list of prescribers.



Merge prescribers

= Choose a prescriber

Last name First name Categary  #
Adu Ayodeji Dr
Alependava Cedric ar
Apia Reginald D
Autor James Dr
Baerodo Dudley Dr
Batalibasi Sukuna Dr
Becher Christopher Dr
Boseto Fred Dr
Buin Michael Belande Dr
Daliparda Tenneth D
Damutalau Boriface Dr
Daritofea David Dr
DENTIST TAlMAN
Denty Joel Dent
Dereveke Chis Dr
Devesi Nestar Dr i
Double-click to choose an item in the list
Fiw

To add a new prescriber, click the “New"” button.

D @
Status D Active (O Inactive
Code [FEER addesst [
Lastname [Boma pddess2 [
Fistname [Dickson Phore [

Initials DB Mobils
Riegistration code Emai
Type [Dent (O Female (5 Male
i [ Delte | [ caneel | [ 0K |

Add a code for the presciber. You can use the code quickly to look upthe pre-
scriber when dispensing.

Other fields are fairly self-explanatory. Note that the code, first name and last
name can all be used for looking up prescribers when dispensing.

Initials

The text you put in the “Initials” field will print on dispensary labels.

Active status

If you have a prescriber that is no longer used, you can change their status to
“inactive” and the prescriber will not show in the choice list when dispensing.
Inactive prescribers will still show when you choose Special > Show Prescib-
ers...

We suggest you might want to add a “Miscellanous Prescribers” item to the
list, and use this if you have a lot of prescribers whose prescriptions you only
dispense infrequently.

Category

This field can be used to group prescribers together, and can then be used to
filter prescribers when producing a transaction report.

Merge prescribers

This menu item is used too merge two prescribers, where the same prescriber
has accidentally been entered twice. You are shown a window like this:

Merge two prescribers into one- use with caution!

Prescriber to keep

[Faivalln, Salise Dz0I0

Prescriber lo meige- will be delsted

[Fatu. Sela D2022

Note: merging prescribers wil affect all bistorical
records for the merged preseriber. Only
presoribers that have been mistakenly double-
entered should be merged

Enter the two prescriber names by entering the start of their surname or their
code, and then pressing Tab. The top prescriber is the one who will be kept.
The lower prescriber will be deleted.

Once you have entered the two names, check the details are correct, and
then click OK. You will be warned one last time, and then the operation will
be completed.

All transactions that recorded the deleted prescriber will now show the name
of the prescriber that was kept.

Transaction categories

Categories allow you a way of grouping transactions together. Each type of
transaction can have its own list of categories. For example customer invoices
might have a category “normal” and “urgent”. Inventory adjustements
might have categories “expired”, “damaged” and “stock take”
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ﬂview and add transaction c. .. @
Transaction category | Customer 4
El @
New Delete
Categories

Click on “New" button to create a new category.

The categories can be added to customer, customer credit, supplier, supplier
credit, repack, build, inventory adjustment while creating or editing transac-
tions.

Once you have assigned categories they will show as a drop-down list when
you enter a new invoice or transaction.

(In versions of mSupply prior to v1.8 categories were set in the preferences,
and there were only categories for supplier and customer invoices).

|=i]Contacts

=101

Contacts...

This command displays a window where you can edit contacts.
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last first organization arganization phong conmet
Fiupta Saniay 55 Enteiprics [owgoral]l 221628
Gurng Shaha Buitbang CHP .
Gurng Milan SCHEER MEMORIAL HOSP  (@11) 61112,
Burng Wrs Sobha Amp Pipal Hospitak Surgical  064-29180,388
Harlet Heil NF Miscellaneous DB1-20111
Herm D Freidbert  Green Pastures Leprosy Hosp061-20342
Iha OH LAL GADH HOPITAL 521622(KTH) 04121 Gen, Administration
Joshi B Sunil Kum_Khimi Project Comsortar
Kalle Gopal Nepal Safer Motherhaod Frole 248110 / 248391
Kafle Fuskar Netherland LRA East 021-26571
[ Drukka  Green Pastures Leprowy Hasp  061-20042
Koirals Hai Green Pastures Leprosy Hosp061-20342
Lawe W Tori
LeMaster Jos UM Misoellancous 228118
LemasterJudy Open House Clic(UMN] 214745
Limbu Copteins  BGN Headquarers, Pokhara 06120274
Lynch Patick Nepal Leprosy Trust 521622
MacDonagh  Sandia Nepal Safer Mothernaad Proje 248110 / 248891
MacRore DR TLP Pro) SurkhetINF] 08320346
Mahato Rache Shysm _Nationsl Healhears Pt Ltd 05124736 22956
Mantel ] Intermationsl Dispensary Assos
Mattin Becky Team Hosp Chahar 80752
Mathew  Elsie NF E patiiate Cliic: 081-20111
Manson Ry Tansen Hospital (UMN]
Meys Ord Netherland LRA East 02126571
Mishia Franaya _ Manipal Hasplal
fd | epot | orderby | pit | rew | k| .
K| ﬂJ

Contacts are usually associated with a name (a customer or supplier), and it is
easier to edit such contacts using the "show suppliers..." or "show custom-
ers..." command.

If a contact is not associated with a name, you can edit details for that contact
using this command.

Buttons in the contact list window:

Query

Use to find the contacts you wish to report on or wish to produce a set of
address labels for.

Report

presents the Quick report editor window. See the using the report editor
chapter for more instructions.

Order by
sort the contacts

Print
clicking this button will present you with a dialog with two choices:

® If you click ist a list will be printed of the records in the window.



New e-mail...

® If you choose labels, you will be shown the label editor, allowing you to
print a set of address labels for the current list of contacts. Note that
you can save a particular label layout and then use the "load" com-
mand in the label editor to restore your layout.

New
To edit a contact, double-click on the line you want to edit. You will be shown
the contact details:

last [Eho |

first (T—— |

position  [Owerseas trade 1l |

comment | |

user field [ res

Infae if rolated 4o 2 o

[ o T - . i i
| Deiete 11 Cancei 1 0K !.I

New e-mail...

Choosing this command results in you being shown a window like this:

aaTraTaa—————————ewemiil°""—————""H8

to J [ find status | queus %
<ub jeot [ ] date 00/00/00
body

]

Cancel 0K

Tal»

intoname: [ ]

SO

The email window allows you to compose and then send an email from
directly within mSupply.
The inbuilt email sending functions of mSupply allow you to:
® Send invoices to customers that they can print (using the "export HTML
invoice" command)
® Send orders to suppliers (using either the "Email" or “Email pdf” menu
item when editing an order)
® Send electronic invoices to customers that they can automatically
import into their copies of mSupply.
® Send an email as you would using another email application. If you use

mSupply, the advantage is that the email can be linked to the name,
and easily viewed from the Email tab of the name details window.

To compose an email
® Enter the recipient email address in the o field. If you have email

addresses entered for names in mSupply, type the start of the name,
and click the find button to automatically insert the address. To enter
more than one address, separate the addresses with commas.

® Enter a subject in the subject field
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® If you want to enter addresses in the "CC" or "BCC" fields, or want to
attach a document to the email, then click the small "plus" icon on the
left to show those fields. (See below for how to attach documents). To
enter more than one address in the "CC" or "BCC" fields, separate the
addresses with commas.

® Type the text of your message.
® (Click the OK button to queue your message.
® To send your message, click the send button in the message list window,
or choose Send quened mail... from the special menu.
Notes:
® Make sure you have set a return address and a mail server in the prefer-
ences.

® If you are using a dial-up connection, you must close the connection
when you have finished sending.

Attachments

® mSupply allows you to attach documents to an email.

® To attach a document, simply click the "attach" button. You will be pre-
sented with the standard window to find a file.

® There is no limit to the number of attachments you can add to a email.
(Well, actually it's a few thousand. Let us know if this isn't enough.)

® To delete an attachment, click the attachment in the list you want to
delete, then click the delete button.

Show e-mails...

You will be requested to enter the number of days of mail to display. The
default will display all mail for the last week.
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T -lolx|
mailbax [Olut - edit ;I
status_to date subject
9 | s_udss@iname com 2200302 | mSupply version 1.41
| Mohsn@hotmsil com 22/03/02 | Sunny Dy
9 | Shyam@yahac.com 22003002 | Printer price
q | Gopal@mainews.com 22/M3/02 network cable
delete | duplicate|  new find e e ok | =
| »

Viewing a messages
To view a message from the list, double-click it.
To view a different mailbox, choose the name of mailbox from the list

Status
The status of a message will be one of the following:
® S - the message has been successfully sent. Once a message has been

sent you can no longer edit it. To send the same message again, use the
duplicare button to make a copy of the e-mail.

® Q - the message is queued, and will be sent next time e-mail is sent
® H - the message is on hold, and will not be sent.

You can click on the "status" and "date" column headers to sort messages by
those columns.

To view a message, double-click it, and it will open in the message composi-
tion window.

Managing mailboxes
Click the edit button beside the drop-down list to show a list of mailboxes:



Send queued e-mails...

Buttons in the message list window:

Delete

To delete a message, click on it to highlight it (control-click (Mac: command-
click) to select mulitple messages). You will be given a warning allowing you
to change your mind!

Duplicate

A copy of the message you have highlighted will be made, and will open in
the message composition window to allow you to edit it.

New

A new message will be created, and the message composition window will
open, allowing you to edit it.

Find

The find window will open, allowing you to find messages. The results will be
displayed in the list.

Print

The displayed list of messages will be printed.

Send queued e-mails...

Any queued e-mailed messages will be sent. If you have a dedicated network
connection, the messages will be sent straight away. If you have a dial-up con-
nection and you are not already connected to the internet, you will be shown
the "connect to..." window to initiate a connection.

Note that if it takes a long time to establish a connection, mSupply may give
an error. If you are experiencing problem:s, first establish the connection to
your ISP, then choose Special | send quened e-mail.

Set start of year stock...

This command sets the start of year quantity for each item, and records the
start date. The starting stock date and stock quantity are used when printing
aledger.

The idea is that you reset your starting stock on the first day of each new

financial year. Then, at the end of the year, the item ledger will print the
starting value, all transactions for the year, and your ending stock quantities.
Using this command does not change any stock-on-hand values or archive
any transactions.

You are not required to use this command, but if you do not, you will not be
able to archive transactions, and you will get very long item ledger printouts!

Show Web messages

If you are using the mSupply web server, web messages give you a way of giv-
ing information to your clients. For example, you might want to let them
know about a change in packaging, a drug recall or that you will be closed
next Tuesday for stock taking.

The messages you add will be shown in the customer’s web browser after
they have successfully logged in.

mSupply

“Simply Powerful Pharmaceutical

Inventory Control”

mSupply Web Interface

Search for| Show recent confirmed invoices

News and Messages...
New Staff at Sustamable Solution. IMore.
Tmportant Information for the Holiday Period More

Choosing this menu item shows a list of messages
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D Edit message...

Date Headiines Message Priority Active Active @Yes  (OMo
22/0B/2005 Mew Staff at Sustainal Andrew has joined us as an accountar| 1 Date [22/08/05
22/06¢2005 | <blink>Important Inforr We are closed for & month during Chiis| 2 M &l

Prictity [1

Headine |<blinksMNew Staff at Sustainable Solution. < /blink>

Message [Andrew has joined us & an accountant, All accounting queties should now be drected to him
< strongre-mail : andrew(@ss. org.np</strong>

Double-click a message to edit it.

Delete button
Click on a message in the list, then click this button to delete it.

Click the New button to add a new message. The window to add or edit a
message will be shown

Only messages with the “active” radio button checked will be displayed.

Priority

Choose a priorty from one to five. Messages are sorted by priority before they
are displayed, so messages with a priority of “1” will display at the top of the
list.

When a customer successfully logs on, they will see the headline message
only, with a “more...." link, which will display the full message text.

Note that you can put HTML tags in the message headline and body.
For example, to make a message appear in bold, write it like this:

® <strong>Urgent request for assistance</strong>
To make a message blink:

® <blink>Blinking messages are very annoying</blink>

You can also use this facility to make complex newsletters with columns and
links to other web pages etc.
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View log

When you choose view log you will be asked how many days history to view

(the default is 7 days)

This menu item can only be used by users in the "high access" group.
It displays a list of significant events, along with the date, the time and the

user.

Date Time

User

Type

Event

D Ing reconds on or after 23/01/2005 =1
8

1302/05 1220 John backup  backup successhul
00205 1223 Jokn quate niew quote: 1008 . Supplier: 4833
DBOZAE 1229 John quote change prefened bicarbk 1 Meoprefered tumed on
0302/05 1228 Jokn aunte new quote: 1017 . Supplier: 4833
030205 1643 Jokn Create item  cialhepS000 Dialysis Heparin i 250001 /Sl
W25 0347 Jokn backup  backup successful
D4AZE 1343 Jokn Cieate ftem  wouclos wiound chosure stip GmmsiSnm
070205 1002 Jokn backup  backup successhul
U206 1162 Jokn Create ftem  tapedura 2 T ape Durapore Sik 120w ¢ 1.9m
7026 1154 John Cieate liem  stexistripdmm Sterstip 3mm » 75mm
07005 1207 Jokn Create ftem  whachhatiy Batteny Welch Alln rechargeable 3.5v 72200
0205 1208 Jokn Create item  Cidesinstimnt Instrument Disinfectant Cides
7AZHE 1224 John Cieate fiem  s0¢16 Stump socks &K 1543
0A0/05 1224 Jokn Create ftem 20415 Stump socks AK 1542
07205 1225 Jokn Create ftem 30414 Stump socks 4K 1443
U206 1226 John Create ftem  mullistix Mulistis 10965 Urinariysis Stins
706 450 John Cieate fiem  propafenons Frapafenons tah Simg
070205 1516 John Create item  china Benazepil HCI (Ch)
U206 1516 Jokn Create ftem  china Cedianid inf (Ch
NTAONE 151G i Fioste oy cbina Caitasidime i 1o 1001

Expot | [ Pt | [ Owely ] [ Fed ] [ 0K

Buttons in the window:

® OK- exit the window

® Order by- sort the log

® Search- find particular records in the log.

® Export- allows you to export the log for use in another application
For further information see Log on page 149. for a complete description of

which events are recorded in the log.

Note that double-clicking a log entry will bring up a small window with the

full item details. You can not edit this information.

User's report

Choosing this menu item displays a report of the list of names of the users,
their access group, active status, number of logins, last login date and last
login time.

Purge...

When you choose this menu item a dialog is displayed allowing archiving of
certain tables- Transactions, Log, Items, Item lines (Stock).

We use the term “purge” to refer to removing information from the main
database. There is no need to purge anything in order to keep mSupply run-
ning, however you may wish to do so in order to keep the data file to a more
manageable size, or to gain a small speed advantage on older hardware.

As you enter more and more data into the system, the speed of the system
will become slower, especially when doing procedures that require searching
through lots of records, and backing up files will take longer.

The current limit in mSupply is 16 million records in each table (16 million
names, 16 million transactions, etc). Once a data file approaches 2Gb in size it
will need splitting. Contact Sustainable Solutions for more information if your
data file is becoming very large.

If you want a record of the old information, the best thing to do is to do a
backup of mSupply before you do the archive. You can then use the File >
Restore command to access this backup copy at any time.
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rExplanation

tranzactio

- they are

- they are hefore the date antered halmy

da
- they are hefore the date stock was last set

Archive all records earlier than [00/00/00

n: [26/10/00

1
L

= o | P— 1
| Cancei 11 Do it |

Purging transactions will also archive the transaction lines associated with
that transaction.

You cannot purge any transaction:
® whose confirmation date is after the date the stock was last set.
® has a confirmation date within the last three months.
® status is not "fn" (finalized).

You cannot archive Items that have transactions or stock related to them.

You cannot archive item lines whose stock is not zero or that have transac-

tions related to them, unless the transaction is finalized.

Show stores...

This window displays the list of available stores in the mSupply.

When you choose “Show stores..." you will be presented with the following

window.
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+ Store list... g@@
33 &l 5
New store Delete
Code Desciption
|GEN General
|SR& Surgical store
|apP Appliance stors
*k%

Buttons on the Store list ... window

New Store : Using this button, you are able to create new store where you
need to fill the “Store code” and “Name".

Clicking on “New store” button displays the wndow like the one below.

*kk



About mSupply...

The Help Menu

‘ AboLt mSupply... ‘

About mSupply...

Choosing this item shows a window with information about the current
mSupply version, and about the location and size of your data file.

[l ]

fﬁSUpb/}f

Irtermal version 195 Latest vaision 1.6

This release 0 Latestrelease 0

Release date  01/02/06 Latest date /02/2006
Click to check oniine Y

Path to data filz

:\demo datahTongatVHPAYHP data new DS0821H4VHP data new 0503215 4DD
Path to stiucture fie

C:\Documents and S etingshCraiabhly DocumertstFrojectsimSupplymSupply cunent 20044mS upphi1 55 4DB
Records

T Tame. Sustainable Solutions atains the rights o this software

2054 records intem lines
52714 records in hans lines
5 reconds in quole, lines

17 iecords in Users )
57115 recorc b names emal info@msupply ora nz o infof@iss arg.np
& records i I

i el sy ® Copyright Sustainable Salulions, 2001 - 2005
2 records in backerders

23040 records in ansactions

0 records n orders

0 records in order_lines

0 records in contacts

Commercial use or modification of this
program only allowed with authorization of Sustainable Sclutions (MZ] Ltd.

You can click the little arrow icon to retrieve the current version number from
the internet if you want to. (This will not download a new version- it will only
tell you whether or not your version is up-to-date).

Authorisation

The Authorisation button is provided largely for developer’s use, and is there-
fore not something you will need to worry about. It is there to help us solve
client’s problems. It is not recommended that you click it and start trying out
authorisation codes!

Why is there no help option?

We haven't included a help file in mSupply to keep download sizes small, and

because we think that this PDF help file is a thing of beauty and you ought to

use it!
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End of Month tasks

We are presuming that you will finalize and export your invoice data once a
montbh. If you choose a different frequency, you should still follow the same
procedure.

Tasks to perform:

® Check your invoices are correct. Once you have finalized an invoice, it can not be

edited.
® Finalize and export supplier invoices. See the file menu chapter.

® Finalize and export customer invoices. See the file menu chapter.

® Record the stock on hand value (this is only necessary if your accounting system
requires the information). See the special menu chapter.

Hints:

® Each month, take your finalized invoices and file them. We suggest you file
invoices in order of their invoice number (a separate file for supplier and customer
invoices).

® Keep a file with the summary printout from each month produced when you
finalize invoices.

End of Year Tasks

It is usual to run according to a financial year. mSupply does not require you
to delete records or perform special operations for the end of the financial
year. If you want to, you can just carry on using mSupply as usual.

However, there are certain procedures that will improve operation, and make
an audit of your operation easier.

® Perform a stock take.

® Print out stock take sheets to record differences easily between actual stock and
stock according to mSupply. See the stock take sheets section of the "Report
menu" chapter.

® Use inventory adjustment transactions to correct errors. See the Inventory adjust-

ment- add stock and the Inventory adjustment- reduce stock sections of the "Item
menu" chapter.

® Finalize all outstanding invoices. Use the Finalize Customer invoices... and Finalize
Supplier invoices... commands to do this. (Note that any customer invoices with a
status of "sg" ("suggested") must be confirmed before they can be exported.)

® Finalize inventory adjustments. Use the Finalize inventory adjustments command
to do this.

® Make a backup copy of mSupply as it stands at year-end. It is a good idea to keep
this backup in a secure place for long term storage.

® Print a ledger for each item. Choose "print item ledger" from the “report" menu.
You can use your backup copy of mSupply to print this ledger at a later date.

® Choose "set start of year stock" from the "special" menu. This simply records the
date and next transaction number, and records the total opening stock quantity
for each item to allow a ledger calculation for the coming year.

® You are now ready to begin entering transactions for the next year.

Maintenance and Repair

If you are using your data file regularly, it is a good idea occasionally to check
that no problems have developed. Problems can develop due, for example, to
faulty hardware and other reasons outside our control.

For technically competent users or professional IT staff

In the case of a serious hardware failure, the first option should always be to
revert to the last known good backup of your data.

If for some reason you must repair a damaged data file, please contact Sus-
tainable Solutions for advice.

To check your data, download a product called 4D Tools. (4D Tools and a
manual is included on the CD) from ftp:/ftp.4d.com.

4D Tools can simply check your data file for errors, or repair your file. Please
contact Sustainable Solutions if you believe your data file has a problem,
before repairing it.

Always use 4D Tools on a backup copy of your data first.

If 4D Tools is unable to repair your data, Sustainable Solutions is able to use
specialist tools to examine your data, and even export your data and re-
import into a new data file. We have not had to do this for a customer yet,
but the option is available as a near-last resort.
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How do | move a window whose title bar has been
hidden?
On Windows:

® Method 1: Press Ctrl and both mouse buttons, and drag the window to the new
location.
® Method 2: Press Alt-Ctrl-right mouse button, while dragging the window to the
new location.
On Mac OS

® Press Control-Command-mouse button, and drag the window to the new location

Printing notes

When printing you are usually presented with two dialog boxes (Windows).
The first box is the "page setup" window. What this window looks like will
depend on which printer you have chosen. The second box is the "print" win-
dow.

The "print" window has a check box that allows you to preview each page
before printing. Buttons in the print preview window:

i Print - Prints the current page

d @ Stop - Stops the print preview. Useful to view a report without printing it.

e

Previous page (left arrow icon)- Move to the previous page of the print job

B

Next page - Move to the next page of the print job

2

Zoom - Magnify the view, or see the whole page (if the view is already mag-
nified).

Note that once you have set the print preview to "on", the "print preview"

check box will remain checked until you uncheck it or you quit mSupply.
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Security of your data

If you maintain the mSupply password system carefully, your data is fairly
secure.

Note, however, that if a person has access to the original copy of mSupply,
they will easily be able to open the data file, as the "user 1" password is
clearly shown in the password entry screen until it is overwritten the first time
you click "OK". It is your responsibility to keep copies of your mSupply soft-
ware and data in a safe place.

As of version 1.4, passwords stored in the data file are encrypted with strong
(512 bit) RSA encryption, so there is little danger of someone finding your
password.

Supervisor mode

mSupply was initially designed to maintain data relating to a single store in
each data file, and for many users, this is how mSupply continues to be used.
Version 2 (and later) now meets the requirements of organisations/institu-
tions operating with more than one store. Normally you will log into a partic-
ular store when starting mSupply, and only see stock and transactions relating
to that store. However, Level 1 users may login in Supervisor mode. For fur-
ther information see Store on page 15. In this mode, users may now access
data relating to more than one store - either selectively or cumulatively.

In Supervisor mode you can also create Purchase Orders that will be based on
data for all stores, and can specify delivery destinations for different lines
within the order.

In this mode, all of the reports relating to stock will display an additional
panel, as shown in the example of an organisation having four stores - Gen-
eral, Northern Medical, Southern Medical and Island Medical.

The store(s) to be included in the report should be selected in the normal way
by clicking with the mouse; to select more than one store, hold down Ctrl
(Windows) or CMND (Mac) while clicking on the desired store(s).
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Technical Notes

mSupply Client/Server installation

If you are using the client/server version of mSupply you will be supplied with
a CD with 2 installers. One installer, mSupply_server_installer.exe is used to
install the server software on a single server computer. The installer
mSupply_client_installer.exe is used to install the client software on as many
computers as you wish. You will be limited in how many clients can connect
at any one time by the server licence you have purchased.

To run the installers, simply insert the mSupply CD, open Windows Explorer
and double-click the installer file on the CD that you wish to run.

Installing mSupply server

Run the installer

il mSupply Server Setup

Installation Folder

Select an installation folder and click Next to continue.

The scftware wil be installed in the folder listed below. Ta install to & differant folder.
sither type in a new path, or click Change to browse for an ssisting folder

Install mSupply Server to

(The volume may have a name other that “C” depending on how your sys-

tem is configured)

mSupply server installer also installs the following files and folders:

A folder called “Plugins” containing mSupply
same folder as 4D server.exe

Adress | (5 C:\Program Filesymsupplyimsupply Server

reports and plug-ins in the

Folders x N?_TE ..... ]
= 0 mSupply & Cluans |
= = mSupply Server () server application
® () Plugins (LwebFolder
|2 server application (24 irunin.bmp
() WebFolder [Bhirurin.dst
[ WetMeeting _Firunin.ini
123 Online Services [ irunin.Ing
& ) OpenOffics.orgl. 1.4 [Emsupply 40c
[ Outlook Express R msupply ico

® 3 Qualcomm

Starting the Server for the first time

[ msupply RSk

The first time you start the server, double-click the “Start mSupply Server”

icon on the desktop

Space required on dilve: 31.1ME
Space avalable on selected diive: 12967 MB
<Back | Mew> | [ Camcel

What is installed where:

We strongly recommend you do not change the default installation directo-

ries, which are as follows:

mSupply Server: c:\Program files\mSupply\mSupply Server

mSupply Client: c:\Program files\mSupply\mSupply Client

LYl

You can also start the server by choosing Start > mSupply Server > mSupply
Server

You will be shown a welcome window where you should choose the “I would
like to activate 4th Dimension” radio button.

Then click “Next”
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Welcome Welcome to 4th Dimension...

Thanks far choosing 4th Dimension! (& Twauld like ko activake 4th Dimension.

Thave 2 product number and would ke ba Follow the
reqistration procedure.

3T would likz ta evaluate 4th Dimensian.
4th Dimensian will sperate in deme made Far an unlimited

time with e limit on its Functionalities, The restrickions will
concern the maximum number of methods and records,

3T would like ta purchase 4th Cimension.,

#llthe information necessary for purchasing 4th
| Dimension. .

In the next window you should read the agreement.Click on the “I agree”
check box, and then on the “Next” button”

the Software for which LICENSEE has purchased a license and
has rexeived the authorized seridl number, subject to the
methads defined in the Decumentation,

anis willinn to orant | TCEMSEE a license of nse or an

[¥]1 agree

[ < Back, ][ Next >

Then the activation mode window is shown.
Choose “Offline activation” then click “Next”

D

¢ Welcome Activation mode

* License

Touse your product, you must Follow an
activation procedure:

() Online Activation

Activation mode

Activation wil be carried out immediately and in a secure
manner via your Inkernet connection.

() Offline Activation

Activate this option i you do nok hawe an active Internet
access on this machine,

(O Emergency Activation

In case of an emergency, this nption will activate your
products for o period of 5 days. This procedure can only be
Used once.

You will then be shown the window to generate a file.
Do not enter information here- just click the “Next” button.
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)

* Welcome Generate file
* License
[——— Talready have 2 client account ot 40 and Offline Activation

T do not want ta (or cannot} send more
information by Internet. 1 would just like )
to generate a fils that I will send to 4D in Step 1: Generate the file to be sent
order to obtain s serislization file in
return.

Product Humber:

Generate files,.

You will then be shown a window instructing you to send the generated file.

Just click the “Next” button.

Offling Activation

Step 2: Send the generated file

Then you will be shown a window where you are asked to integrate the file
received.

Offline Activation

Step 3: Inkegrate the Fle received

Click the “Choose File” button and choose the file sent to you by Sustainable
Solutions.

Once you have chosen the file, it will show in the box in the window:
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Offling Activation

Step 3: Inkegrate the fils received

[\\G#\drop_box|server registration|45R TBOWESDO1 CHBAYLA

Then click the “Next” button.
You should then be shown a window with the following message:

You will then be shown the following window with the “Open a database”

tab selected.

4 Welcome

Click the “Browse” button. You will be shown an open/save window where
you choose the program file. It is located in C:\Program Files\mSupply\mSup-

Congratulations, the following numbers have been registersd

successfully:

‘fou can now use 40,

Opening a database...

Favorites [~
Recently Used Databases 9
Other database W

S erovse. .

Interpreted Database

[Tcheck the Structure File
[Foree the update of the lacal resaurces

Add ko Favorites

Data file

Backup File

Open Campled Open Interpreted

This product is licensed to: Craig Drown - Sustainable Solutions
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ply server\Progam\mSupply.4Dc

Create a datafile...

Savein | £ mp own data v @& m-

&).

My Recent
Documents
rf‘.
Desktop
] 7]
Click the “Open” button. Ry Do
You will be shown a window where you can choose or create a new data file. :%!
o @@ My Computer
Loakin: | (53 mGupply Server vl 0@ Q File name: important_dsts.4DD v [sae ]
CaFiugins MyNetwork  Saveaspe. | Dela File ' 4dd] v [ canedl ]
s () server application
My oot |G ebFaldr
Documents
@ s
At We suggest you create a folder called “mSupply data” inside your “My Docu-
ments” folder. You can create the data file anywhere you like, but make sure
you have read/write access to the directory or there will be problems.
My Documents . .
Y Once you have clicked the “save” button you will be shown a message stat-
. ing that your data file has been updated with new preferences.
Blee ‘ S I T / Your data il has been updated with new preferences,
Motk NE(ERot e [Data Fie [ 4dd) el [ Canee] ] / U : Chonse file | preferences ta enter your information
Hew .

Click the “New" button to create a new data file. Another window will be
shown where you can choose the location and name of your new data file.

You will have to connect with the client software to configure the prefer-
ences for mSupply and to enter the mSupply registration number. You will
then be shown the 4D server admin interface:
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“D 4D Server =) @7

40 Server version 2004
© 4D 5 1985-2005,

Struckure! mSupply, 4DC Cannected User(s): 1 ﬂ
Data File: C1\Documents and SethingsisussoliMy Documentsimy — Processes Running: L
Log File:

Last Backup:

Last Backup Date:

Mext scheduled backup:

Tokal Memary: 28397K Activity:

Cache Memory: 16384 K Carhe Hit Ratio:
P users & Time Status Ratio

#1t User Interface Executing
+#2 : Client Manager Executing
#3 : Cache Manager Delayed H
E}Stored Procedures 00:00:00 ino

[Exkernel (0:AEAT “(1 0%

This product is licensed to: Craig Drown - Sustainable Solutions

Congratulations!

If you get a Windows Security alert

If you are running Windows XP with SP2 or later installed you may get this
alert:

% Windows Security Alert @

@ To help protect your computer. Windows Firewall has blocked

some features of this program.

Do you want to keep blocking this program?
Name: 4D Server
S Publisher; 4D

KeepBlocking | [ Unblock | [ sk Me Later

\windaws Firewall has blocked this pragiam from aceepling connesians from the
Intermet or @ network, If pau recognize the program or st the publisher, you can
unblock it. when should | unbiock. @ program?

Make sure you click the “Unblock” button or the server will not function
properly.

246

About the backup scheduler window

The new version based on 4D 2004 server has an integrated backup scheduler.
Please request detailed documentation from Sustainable Solutions regarding
its use.

Setting the server to run as a service

The server should now be set to start automatically when the machine is
turned on. This can be accomplished by setting the server to run as a service.
Choose File > Register Current Database as Service

File Edit Process Backup Data ‘WebSery
Select Log File...
1o Log Fi

Register as Service
Urregister Curent Database
Unregister all 4D Server Services

Quit g

Quit the Sertver admin window by clicking the close box on the top right (or
choose File > Quit from the menus). You will then be shown a disconnect win-
dow:

4D Server

@ Disconnect hom Servet in i
€ Wait for all Users to disconnect

Cancel

Type “0" into the box, and click “OK". The server will quit.

Now open the services administrative interface by choosing Start > (Settings)
> Control Panel > Administrative Tools > Services.

Right-click on the “Services" icon and choose Send to > Desktop (as shortcut).
This will provide quick access this area in the future.

Double-click on “Services” in the list. You will be shown this window.



mSupply Client/Server installation

=10l x| 4D Server: mSupply Properties (Local Comp 2l

Genersl Loaln | Recovery | Dependencies |

| acton  view HQ—-’|§‘|§H T

Tres | Hams_/ Description | Status Logon as
W Manual :
e B nlerter MatiFies sel.. Manual Localsystem ¥ Local System aceount
Application Manage...  Provides s... Manual Localsystem ¥ Allow service to interact with desktop
% ClipBaok Supports C... Maral LacalSystem
SCOM+ Event System  Providesa..,  Started  Manual LocalSystem " This account Bropse. .
4 Computer Brawser Maintains a... Started  Automatic Localsystem - " l—
S DHCP Client Manages n. Started Automatic LocalSystem s
aDistributed Link Tra... Sendsnotif... Started  AUtomatc LacalSystem i l—
%D\str\hutad Transac,.. Coordinate... Started Manual LocalSystem
0N Client Resolves a,.. Started  Automatic Localdystem ) .
ﬁ&Event Log Logs evert...  Started Adtomatic Localsystem “f'ou can enable or disable this service for the hardware profiles listed below:
RaFa Service Helps you ... Manual LocalSystem Hardware: Profile [ Service ]
Indexing Service Marual LocalSystem Prefile 1 Enabled
e Internet Connectio...  Provides n... Manual LocalSystem
SR IPSEC Policy Agent  Manages L., Started  Adtomatic Localsystem
S Logical Disk Manager  Logical Disk...  Started Automatic LocalSystem
SnLogical Disk Manage... Administrat. .. Marwal LacalSystem
X Me Sends and ... Starbed Automatic LocalSystem
S het Logon Supports p... Manual LocalSystem Enable Disable
8 Nethesting Remate... Alows aut... Manual LocalSystem
& Network Connsctions  Manages ... Started Manusl LocalSystem | ’D—KI e | Apply |
I [ I
Dhoulble-cllck on 4DServer:mSupply - fortunately it is usually the first item in ® Make sure "Log on as” is set to “local system account”
the list!
i . i i " ® Make sure “Allow service to interact with desktop” is checked.
You will be shown the 4D service properties window. Change the “startup Click “OK" to close the wind
type” in the drop-down list to “automatic”. Ic 0 close the window.
You can now start the service by clicking the little “play” button (right facing
triangle) on the toolbar with the 4D service highlighted.
General | Log 0n | Recovery | Dependencies | . h L
o i gD From now on the 4D server will start automatically when the machine is
E Sty ) :
turned on. There is no need to log-on to the machine.
Disploy name: |40 Server: mSupply
. eipien | On the d.esktop, we suggest you delete th.e start mSupply server” shortcut,
I o evscutatle as this will not start the 4D server as a service, and should not be used.
! :
|| | Should you need to manually stop and start the server in future:
Startup type: [Manual = ° ) . . .
To start, double-click the “Services” shortcut you made on the desktop, highlight
Dk the 4D server service, and click the “start” button (looks like a “Play” button on a
Service status:
VCR)
St | e Pase | | Aesme | . . . .
To stop the server, make sure clients are not connected, then choose File > Quit on
‘You can specify the start parameters that apply when you start the service
fiom here. the server.
’ Star parameters: | Next steps: install mSupply client then register mSupply.
! T ] o | oo | Entering Extra 4D serial numbers
: When you registered 4D server the licence allowed 2 concurrent connections.
On the “Log On" tab, the settings should be shown below: If you have purchased extra connections, you should enter the serial

number(s) now.
Choose Help > Update licence. This window is shown:

247



Technical Notes

1] x|
ey rlicense Number Ent
e f
) e rial No .- Fawdty1 DlojLa04103¢ms, =
= Serial No.- RF38e104¥10Y804103%kZ

Serial Number Add Remove
Expansion Serial Mumber Add

Click the “Add"” button to enter additional licences.

Creating a new data file or choosing a different data file
From this point there should be no need to revisit any of the about proce-
dures to operate mSupply. However, if you are testing, or starting a data file
for a second organisation, you may wish either to change the data file mSup-
ply is using or to create a new file.
The mSupply program (the files named “mSupply.4DC” and “mSupply.RSR")
store the path to the last data file used, and the next time mSupply is started,
the previous data file that was open is opened again unless there is user
intervention or the “old” data file has been moved to a new location.
To intervene, hold down the “alt” key as the 4D server starts up.
You will be shown the standard open/save window:
oeen x|
Lookin |3 Deta e e =

WebFolder
my precious_data

File name: [my_preciaus_data | Open |
Files of type. [Data File . 4dd) = Cancel

A
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To create a new data file, click the “New” button.

To select an existing data file, navigate to the file's location then click the
“Open” button.

Setting server memory settings

The most important settings you may want to change are the memory set-
tings and the cache flush interval.

Choose Edit > Preferences. This window is shown:

T Intettace 1| | SetCRU oty to:
R twwiication | e splcaions  ——— 8 Dimerion
= Systen A
Vetem Riesauress Other applications ¥/ | 4D Sewver | Custom Seftings
Chent/Seiver — L 4pci
¢ Design made ther spplications ent
(@ Database Database Cache Memor
{5 Compilation
& Web (Server) Masium Cache: 200 Kb Minimum Cache 024 Kb

I~ Use New Memory Allscation Scheme on Macintash

Flush Data Buffers every 10 Minutes

~Appication Main Memr

Used Blocks: 4 Block Size: 4096 Kb

These madificalions wil be taken inta aceount when relaunching the application,

~Temporary Folder Losatio

1) Automatic
) User Defined

e

Cancel | 0K |

Click on the “Application” section in the left-hand list. Provided you have
more than 256Mb of RAM installed, set the “Maximum cache” setting to half
the physical RAM installed (eg. if you have 768Mb, set it to 384000 Kb). This
cache memory is automatically integrated with the data stored in the data
file, but provides much faster access times, significantly speeding up non-
indexed queries and other procedures. The cache settings will have more
effect in subsequent years once the system has a larger number of records to
manipulate. In the first few months the performance differences will be neg-
ligible.

The “Flush Data Buffers every ...." setting determines how often the data on
the hard disk is synchronized with the data in the cache. We recommend you
set this to “2” minutes. (From the version based on the 4D 2004 engine we
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intend to use the ability to run a log file that records all unsaved changes and
allows automatic integration of the unsaved changes should there ever be a
crash - e.g. in the event of a hardware failure or a sudden power outage)

Installing mSupply Client

To run the installer, insert the mSupply CD, open Windows Explorer and dou-
ble-click the mSupply_client_installer.exe file on the CD. Once the installation
is completed, double-click the “start mSupply Client” shortcut on your destop.
The following window will appear:

|=i|Connection to 4D Server x|

Recent TCPAP | Custom|
Servers
EIES

mGupply 40C

TCPAPvBS8

The window lists available mSupply servers on your network. Click on the
server you wish to connect to. Once you have connected successfully, the
"Recent” tab will be shown first, and you can choose the server there. If for
some reason network settings have been changed, and you cannot connect
from the “Recent” tab, remember to look at the “TCP/IP" tab as well.
Clicking the “OK" button will take you to the mSupply password entry win-
dow. For new data files, the password is “user1” for the first user in the list.
Click on the first user, then enter the password and click “OK"

Firewalls and the like

To make it easy for you to connect, mSupply publishes details about available
servers on a specific port. It is quite possible that products such as “Zone
Alarm” and “Norton Personal Firewall” will block access to this port and stop
discovery of the servers. Contact your system administrator if the list of availa-
ble servers is blank.

Registering mSupply
The procedure is described earlier in “Preferences” chapter of the mSupply

manual. For further information see The Register button on page 141.

You will either have to phone or email the information to Sustainable Solu-
tions to obtain a registration code.

Note that the code is keyed to your organisation name and the MAC address
of the server. Changing either of these will require a new code, which we
shall willingly provide.

mSupply preferences

Once registered, you may want sytematically to go through the mSupply
preferences and choose appropriate setttings.

Saving your data file

At this point you should have a “clean” data file that is registered and is set
up ready to use, but does not have other data in it.

mSupply client installer also installs the following files and folders:

A folder called “\4D\Network" in the Windows folder on the startup volume,
which contains network component files that need to be present for 4D to
communicate over a TCP (and othe types of) network(s).

Note that no reports are installed on 4D client. Each time 4D client connects
to the Server, reports that have been added or modified on the server are
automatically copied to the client.

Note that the installers have been set up to overwrite existing files, so rein-
stalling the software will restore any potentially corrupted files to their origi-
nal state. The installer will not overwrite your data files, unless you have been
wise enough to name your data file “example data” and put it in the “exam-
ple data” folder.

Graceful shutdown in the event of a power failure

Your mSupply server should be attached to a UPS. The UPS should be fited
with a control cable (serial, USB or network cable) that allows control soft-
ware to detect a low power situation and shut down the server.

In the UPS control software set the shutdown to start at least two minutes
before the power will fail.

Set it to run a batch file at that point. The file should contain the single line
“net stop Service name” where the service name is the name displayed in the
properties when you double-click the service name in the services window. In
the example below the service name is “4DS mSupply.4DC" (not to be con-
fused with the display name)
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Positive amounts reflect a customer invoice for stock supplied by you.
Service name: 4D5 mSupply 4DC

Negative amounts reflect a credit to a customer.

Display name

Description:

mSupply Server backup configuration

- T This information applies to 4D Server. If you are using mSupply in Single-user

ic indo 2888 [U o

<G Copyright 1985-199% Microsoft Corp. mode, the backup preferences are set using the menu File > Preferences.
[C:\>net stop "4DS nSnpply.4]_]C" ) . . g

The 4D Server: mSupply service is stopping. Full database backup and restore functions are available, and it is not neces-

sary to exit the database before performing a backup.
The files to be included in the backup are set in the application Preferences.

It is recommended that backups be performed automatically at regular inter-
vals without user intervention.

The 4D Server: mSupply seruice was stopped successfully.

Cz\>

Before performing a scheduled automatic backup, the required parameters
EXport file formats should be set. Choose Edit > Preferences, then click on “Backup” in the left-

hand pane. There are four sub-headings in the Backup preferences section.
Export produces a tab-delimited text file (tabs between fields, returns

between records). Configuration options
Supplier invoice export file name is "supp_invoice_expt" Check the boxes adjacent to the files to be backed up ....... it is recommended
The field order is: that only the Data File box is checked.
| #
supplier code & supication Backip Cantents
transaction E{% E:::;:de [F]Data File important_data.4DD 17268
number @) Backu @Eirah mSupply. 4DC 8364KE
LI []User Structure File mSupply. 4da 6ke
bill number T Attachments S
[ addFoider |
n Backup ocer
commen Restore A
d ate By Client-Server Remove:
& web (server)
SUb- 10 tal £ Web Services Backup File Destination Foldar
C\Program FilestmSupplyimSupply Servert (—
tax Used Space: 6643 ME: Free Space: 12816 MB
total Last Backup Information
Last backup: M4, M.A.
Mext scheduled backup:
Backup file name: L&
Log backup file name: M4
.. . . . Status:
Positive amounts reflect a supplier bill for stock supplied to you.
3 ) . Log Management
Negative amounts reflect a credit to the supplier. [Juse Log File:

Customer invoice export file name is "cust_invoice_expt"
The field order is: customer code, transaction number, comment, date, subto- [ comd ]
tal, tax, total.
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The Backup File Destination Folder should be on a different volume from the
one containing your database, and not on a different partition of the same
drive.

It is possible to use a log file to provide complete roll-back functionality in the
event of a system problem. Please consult Sustainable Solutions before turn-
ing this option on.

Scheduler Options

The Scheduler option allows the frequency of the backups to be set - in the
above example, backups are made daily except Saturdays at 20:00 . Note that
if Saturdays had been included, the “Every day(s)” option would have been
selected, and the figure “1"” entered in the box.. Sustainable Solutions recom-
mends daily backups.

| g Application | Backup Frequency
W Disign Mode: )Mo automatic backip
() patabase
) Backup O Every [ 12] hour(s) starting at |00:00:00
Configuration : o
. Ofvery 1] dayts) a |00
C -
Backup () Every [ 1] weekis)
. [FMonday st [20:00:00 v

?ﬂ Client-Server 1
‘ Web (Server) [#] Tuesday Eaml0:00:00] |
‘I:f Web Services

[¥] Wednesday at [20:00:00 ~
[#] Thursday ab20:00:00 ™
[¥]Friday st [20:00:00 v
[]5aturday s |oo:00:00
[#] Sunday at |00:00:00 v
(O Every | 1] month(s)
| pay st [00:00:00
cancel | | oK

Backup options

The Backup options window (shown below) allows the user to specify the
number of backup files to be kept, and whether to create a backup in the

event of no changes having been made since the previous backup (you can
leave this unchecked).

We reccomend you keep 30 backups.

The other available options are self explanatory, and the ones appropriate to
the user’s requirements should be selected.

§ Application | Generd Settings
3¢ Design Mode i i e [ 0] backup fles
() patabase —
@ packup [#]Backup only if the data file has been modified
Configuration Delete oldest backup e [ after | backup
Scheduler )
TF active bransactions or index aperations:
B Backun
Restore () Always wait For the end of operations
Dy Client-Server (&) Abort backup sfter waiting (min): [ s
& web (Server)

TF backup Fails:
ZF web Services

(O Retry at the next scheduled date and time

(&) Retry after: [ 5] [Minutes ~|
Archive
Segment Size (Mb): [ |
Compression Rate! [compact |
Interlacing Rate: Nore

Redundancy Rate: |Mone

Cancel 0K

Restore options

Do not set the automatic restore option for mSupply- if you should need to
do a restore please contact Sustainable Solutions for help.

mSupply file extensions and types
This information is just for reference and to help your understanding.
On both Macintosh and Windows OS - five files.

® A structure file (.4DC suffix)
® A structure resource file (.rsr suffix)
® An executable file (.exe suffix)

® A data file (.4DD suffix)
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® A data resource file (.4DR suffix)

File arrangementLocation

It is easiest to keep all relevant files in the same folder, in a reasonably accessi-
ble place on your hard drive. (For example, directly on your "C" drive.)
If you make copies, don't leave them in the same folder, or you'll just get con-
fused!
There are several folders to store reports and queries that need to be in the
same folder as your structure file. Note that these folders are automatically
created when you unzip the program files the first time. They are mentioned
here so those of you with an inquisitive streak won't unknowingly do dam-
age!

® Areports folder. This stores reports that are used by the program. Leave this

folder alone- store your own reports in the custom reports folder.
® A custom reports folder. Store the reports you create here.

® A custom queries folder. Store the queries (searches) you create here.
® A custom labels folder. Store any label templates you create here.

Note that on Windows or Macintosh the run time application (that is, the
database engine- "4Drun.exe" file on windows) can reside anywhere on your
hard disk, and does not need to be regularly backed up (although you should
have one backup copy somewhere!)

Getting the right data file when you open mSupply

Important! If you open mSupply by double-clicking the "start mSupply" icon
on the desktop (Mac users- by double-clicking the structure file), mSupply will
try to open the same data file that was last opened. It will open the same file
each time if you repeat the same procedure. If you make a copy, and then
double-click the copy of the structure file, mSupply may still open using the
data file from the original if it can find it.

To choose the data file manually do this: hold down the option key (Mac) or
Alt key (Windows) as you click the OK button in the password window. You
will then be given an open/save box to choose the correct data file.

If you are not sure which structure and data file you are currently using,
choose about mSupply... from the help menu (Windows) or the apple menu
(Mac)
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Transaction type codes

. . Code Meanin
mSupply uses a series of two letter codes to denote the different types of - g'
transactions it can handle. nw new invoice
sg suggested
cn confirmed
Code Meaning fn finalized

ci customer invoice (goods sup-
plied to a customer) For orders:

sg customer credit (goods returned
by a customer)

si supplier invoice (goods received sg The order has been created, but the "stock
from a supplier) on order" value for each item has not yet

sc supplier credit (goods returned been updated. If another order for the same
by you to a supplier) item is processed, mSupply will not take

P repack (A stock line is broken account of suggested orders. Suggested
down into smaller pack sizes) orders can be deleted.

bu build- an internal transaction cn The "stock on order value" for each item has
where you manufacture (build) been updated. Confirmed orders can also be
items from raw "unconfirmed" if you cancel an order. ltems
materials in stock. and quantities can still be edited.

c receipt (cash receipt) from a fn The order has been received, a price calcu-
customer (a customer pays for lation done, and the order has been turned
invoices issued) into a "supplier invoice". The order is now fin-

ished with, and can be deleted.

ps payment (cash payment) to a
supplier

Transaction Status Codes
Transaction status

mSupply uses a set of two letter codes to keep track of the status of each
transaction:
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For Supplier invoices sg The invoice has been created. An order from
a customer has been received, and the items
put against the invoice are still in your store,

nw _The "new supplier invoice” menu item has but are no longer "available" to issue to other
been chosen, but the OK button on the customers. (i.e., the "available” amount for
invoice has not yet been pressed, or confirm- each item line has been reduced, but the
ing the invoice has been postponed. (This quantity” amount has not). Note that if “one
option is only available if "confirm supplier step confirm" is checked in the preferences,
invoices automatically" is unchecked in the then customer invoices move straight from
preferences). being status “nw" to status “cn”
Note: quitting mSupply by choosing the cn The invoice has been confirmed by clicking
"quit" command from the file menu or the "confirm" button, which is done when the
click the application close box (Win- stock leaves the store. Lines that couldn’t be
dows only) while you are entering a new supp_lied_are addeq to the ."backorder" file.
supplier invoice will result in the invoice The !nVO!ce can st be, ed',ted'
being saved with status "nw". To con- fn The invoice has been finalized, and can no
! L . . longer i
firm the invoice, open it then click the onger be edited
OK button .
- - — For Builds
sg This status is not used for supplier invoices-
invoices of status "nw" become status "cn"
when the OK button on the form is pressed I i
cn The invoice has been entered, but can still nw "_neW" the build is being entered for the first
be edited. time. _
fn The invoice has been finalized , and can no g "suggested” - the raw materials are taken out
longer be edited of stock, but the finished product (the item to
i build) is not yet entered into stock.
For C L cn "confirmed" - the raw materials are taken out
or Customer invoices of stock and the finished product is entered
into stock.
fn "finalized" - the build can no longer be editied

nw

The "customer | new invoice..." menu item
has been chosen, but the OK or "confirm"
button has not yet been pressed.

Field formats

The following tables list the main tables in mSupply (There are some others,
but we're not telling you about those!). This information will help you if you
are building your own reports.

Note that if a field is indexed, finding information (querying) using that field
will be very quick.
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Abbreviation

Field Name Description Type Length Indexed
abbreviation Alpha | 20 *
expansion Text
Account Code
Field Name Description Type Length | Indexed
key 3 Long Integer
code Alpha 20
description Alpha 80
account_type Alpha
Backorders
Field Name Description Type Length | Indexed
item_key Alpha 8 *
quantity Real
key Long Integer
comment Text
name_key_ Alpha 8 *
customer
order date Date
type Alpha 3 *
item_name Alpha 80
name_key Alpha 8 *
supplier
customer_tr Long Integer
ansaction_k
ey_order
status Alpha 3 *
customer_tr Long Integer
ansaction_k
ey

order_line_k Long Integer
ey
price Real
units Alpha 20
account_sto Long Integer
ck_key
account_pur Long Integer
chases_key
account_inc Long Integer
ome_key
store_key Long integer

Bill of Materials
Field Name Description Type Length | Indexed
key Long Integer *
transaction_ Long Integer
key
item_key Alpha 20
item_name Alpha 50
spare_units Alpha 60
_v180
line_number Long Integer
quantity Real
yeild Real
total_used Real
unit_key Long Integer

Bom Master

Field Name Description Type Length | Indexed
item_key Alpha 8 *
ingredient_it Alpha 8 *
em_key
quantity Real
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units_key Long Integer Drug Interaction
spare_units Alpha 60 Field Name Description Type Leng | Inde
~v180 th xed
key Long Integer * key Long Integer
line_number Long Integer affected_group_key Long Integer
affecting_group_key Long Integer *
notes Text
alert_message Text
Contacts action Alpha 2
Field Name Description Type Length Indexe clinical_significance Alpha 2
d quality_of_evidence Alpha 2
name_key Alpha 8 * source_key Long Integer
first Alpha 20 author Alpha 20
position Alpha 30 date_modified Date
userl boolean
comment Alpha 20 Drug Interaction Group
last Alpha 20 * Field Name Description | Type Length | Indexed
key Long Integer *
name Alpha 50
Currencies
Field Name Description Type Length | Indexed
key Alpha 20 *
rate Real
currency Alpha | 3
is_home_currency Bool-
ean
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E-Mail
Field Name Description Type Leng Inde
th xed
key Long Integer
status Alpha 2
to Text
subject Text
body Text
date Date
name_key Alpha 8 *
attachments BLOB
date_sent Date
time_sent Time
cc Text
bcc Text
mail_box_key Long Integer *
Items
Field Name Description Type Leng Inde
th xed
key Internal reference Alpha 8 *
item_name The name of the item Alpha 80 *
include_on_pric Boolean
e_list
opening_stock_t Real
his_year
default_pack_si The size used for com- | Real
ze paring quotes
minimum_stock The least stock that Long
must be maintained Integer
atc_category Alpha 30
report_quantity Real

stock_on_hand The total stock on Real
hand
supplier A field you can use for | Alpha 8
defining groups of
items to appear on
purchase orders
flag Used for quickly mark- | Alpha 8
ing items for reporting
purposes
ddd_value The defined daily dose | Alpha 8
for the item
code the item code Alpha 18 *
prev_open_stoc | The opening stock on Real
k the previous time the
stock was set (usually
the end of the finan-
cial year)
item_type “gn” = general, “sv”" = Alpha 3
service, “cr” = cross
reference
price_editable can the price be edited | boolean
at issue time?
margin the default margin for Real
this item
default_price the selling price for the | Real
item
ignore_for_orde If true, this item will Boolean
rs never be added to an
order automatically
bonus_qualifyin Long
g_amount Integer
bonus_quantity Long
Integer
bonus_price_pe Long
rcentage Integer
department_key | the key of the depart- Long *
ment this item belongs | Integer

to (internal)
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user field 4 boolean
backorder_quan Real
analysis Real
user field 2 Alpha 30
user field 3 Alpha 30
ddd factor Real
account_stock_ Long
key Integer
account_purcha Long
ses_key Integer
account_income Long
_key Integer
unit_key The internal key of the Long
units for this item Integer
outer_pack_size Long
Integer
category_key Long
Integer
ABC_category Alpha
warning_guantit Long
y Integer
user field 5 Real
print_units_in_di Boolean
s_labels

ulk

stock_on_order The quantity of stock Real
on confirmed purchase
orders
essential_drug_| | True if the item is on Boolean
ist your essential drug list
spare_shelf_loc Alpha 20
ation
indic price Real
user field 1 Alpha 30
hold_for_issue If true, this item can Boolean
not be added to cus-
tomer invoices
builds_only Only issue this item on Boolean
builds
reference_bom_ | The quantity that the Long
quantity entered bill of materi- Integer
als will produce
use_bill_of_mat If true, automatically Boolean
erials enter build lines based
on the bill of materials
description Long description of the | Text
item
hold_for_receive | If true, this item can Boolean
not be received on
supplier invoices
Message Text that will be dis- Text
played in a win-
dowhen this item is
issued or received.
interaction_grou Long
p_key Integer
pack_to_one_o Boolean
n_recieve
cross_ref_item_ Alpha 8
key
shelf_location_b Alpha 20
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Items to Update

Item Lines
Field Name Description Type Leng Inde
th xed
location The physical loca- Alpha 10
tion for this batch
item_key The item key of the | Alpha 8 *
stock line
pack_size Real
expiry_date The expiry date of Date
the line
batch The batch number | Alpha 14
of the line
available The number of Real
packs available for
issue
start_year_quan Real
cost price Real
sell price Real
hold Boolean
initial_quan Real
key Long Integer *
quantity Total number of Real *
packs on hand
name_key Alpha 8 *

Field Name Description Type Leng Inde
th xed

item_key Alpha 8

spare Long Integer

Item Category

Field Name Description Type Leng Inde
th xed

key Long Integer *

Description Alpha 60

spare Alpha 3

summary_only Boolean

Item Department

Field Name Description Type Leng | Inde
th xed

key Long Integer *

department Alpha 30

issue Boolean

item_directions

Field Name Description Field Properties

directions Text

item_key Alpha Indexed

key Long Integer

priority Long Integer
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Item Note label
Field Name Description Type Leng | Inde Field Name Description Field Properties
th xed body Text
item_key Alpha 8 * description Alpha
date Date footer_left_1 Text
note Text footer_left_2 Text
WhenToDisplay Alpha 2 footer_right_1 Text
footer_right_2 Text
heading Text
key Long Integer
Item Warning Link
Field Name Description Type Leng Inde
th xed
key Long Inte-
ger Log
ftlem_key The item key for this | Alpha 3 * Field Name Description Type Leng | Inde
warning th xed
warning_key The key of the warn- | Long Inte- * entry_date Date *
ing to be displayed ger user Alpha 10
priority True or False Boolean event Alpha 80
depending on the event type Alpha 60
warning’s priority time Time
source_key Long Inte- *
ger
source_type Alpha 2 *
Mailbox
Field Name Description Type Leng | Inde
th xed
key Long Integer *
name Alpha 50
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Names

Field Name Description Type Leng Inde
th xed

key Alpha 8 *
name Alpha 80
fax Alpha 20
phone Alpha 22
customer Boolean *
bill_address1 Alpha 50
bill_address2 Alpha 50
supplier Boolean *
charge code Alpha 20
margin Real
comment Text
currency_key Alpha 20
country Alpha 20
freightfac Real
email Alpha 30
Analysis Alpha 30
code Alpha 20
last Alpha 30 *
first Alpha 30 *
title Alpha 5
female Boolean
date_of_birth Date
overpayment Rreal
group_key Long Integer *
hold Boolean
ship_address1 Alpha 50
ship_address2 Alpha 50
url Alpha 80
barcode Alpha 22

postal_address1 Alpha 50
postal_address2 Alpha 50
category_key Long Integer *
sacho BLOB
web_id Alpha 60 *
price_category Alpha 2
Name Category
Field Name Description Type Leng | Inde
th xed
key Long Integer *
name Alpha 50
type Alpha 2
Name Group
Field Name Description Type Leng | Inde
th xed
key Long Integer *
name Alpha 40
Name Note
Field Name Description Type Leng | Inde
th xed
note_type Alpha 3
entry_date Date
note Text
name_key Alpha 8 *
key Long Integer
later_use3 Alpha 2

261



Transaction Codes

Perchase Orders

serial numbers for
reuse- not rele-
vant to users

leteruse3 Alpha 2

spare8 Alpha 2

spare9 Alpha 2

sparel0 Alpha 2

sparell Alpha 2

sparel2 Alpha 2

Numbers

Field Name Description Type Leng | Inde
th xed

name Alpha 30 *

value Long Integer

Number Re-use

Field Name Description Type Leng | Inde
th xed

name Stores deleted Alpha 30

Field Name Descrip- Type Leng | Inde
tion th xed

name_key Alpha 8 *

key Long Integer *

creation_date Date

target days Long Integer

status Alpha 5

comment Text

currency_key Alpha 20

inv total Real

freight Real

local charges Real

curr rate Real

reference Alpha 50

lines Long Integer

requested_delvi Date

ery_date

locked Boolean

actual_delivery_ Date

date

number_to_use

Long Integer

permissions

Field Name

Description

Field Properties

item_dept_key

Long Integer

name_group_ke
y

Long Integer
Indexed
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created_by Long Integer
last_edited_by Long Integer
Order_total Real
invoice_receive Date

d_date

supplier_agent Text
delivery_method Text
authorizing_offic Text

er_1

authorizing_offic Text

er_2
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Quote
Field Name Field Proper-
ties
key Long Integer
Indexed
Unique
names_key Alpha (8)
Indexed
responded_date Date
sent_date Date
spare_field Alpha (30)
tender_key Long Integer
Indexed

Purchase_Order_Lines

freight_condition Text
s

additional_instru Text
ctions

total_foreign_cu Real
rrency_expecte

d

total_local_curre Real
ncy_expected

agent_commissi Real
on

document_char Real
ge

communications Real
_charge

insurance_char real
ge

freight_charge real
po_sent_date Date

sparel Long Integer
spare2 Long Integer
spare3 Long Integer

Field Name Description Type Leng Inde
th xed

order_key Long Inte- *
ger

item_key Alpha 8 *

quan_this_order real

packsize_ordere real

d

cost_from_invoi real

ce

cost_local real

comment Alpha 50

batch Alpha 10

expiry Date

quan_original_o real

rder

quan_adjusted_ real

order
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item Alpha 40 *

type Alpha 2

blob BLOB

user_key Long Integer

network_id Alpha 80

Prescriber

Field Name Description Type Leng | Inde
th X

key Long Integer *

code Alpha 20 *

name Alpha 80

initials Alpha 10

guan_rec_to_da real
te
pack_size_recei real
ved
estmated_cost real
item_name Alpha 80
key Long Inte-
ger
pack_units Alpha 5
price_expected real
price_extension real
_expected
supplier_code Alpha 20
Permissions
Field Name Description Type Leng Inde
th xed
name_group_ke Long Integer *
y
item_dept_key Long Integer
Prefs
Field Name Description Type Leng Inde
th xed
item Alpha 20 *
value Alpha 60
Pref Blob
Field Name Description Type Leng | Inde
th xed
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Quote_lines
Field Name Description Type Leng Inde
th X
edit_date Date
name_key Alpha 8 *
price Real
preferred Boolean
pack_size Real
currency_key Alpha 20 *
comment Text
net_cost Real
adj cost Real
item_key Alpha 8 *
strip pack Boolean
supplier_code Alpha 20
supplier_bar_co Alpha 50
de
price_break_co Text
mment
price_break_qu Real
anity
price_break_dis Real
count
supplier_preferr Real
ed_pack_size
Freight_comme Text
nt
Freight_per_pref Real
erred_pack
lead_time_days Long Integer

Reminder

Field Name Description Type Leng Inde

th xed
key Long Integer
due_date Date
repeat_has_bee Boolean
n_generated
message_text Text
done Boolean
repeats_automa Boolean
tically
repeat_type Long Integer
repeat_interval Long Integer
user_key Long Integer *
repeat_day Long Integer

Report

Field Name Description Type Leng | Inde

th xed
report_name Alpha 80
report_blob BLOB
owner_key Long Integer
key Long Integer
last_updated Date

Ship Method

Field Name Description Type Leng Inde

th xed
key Long Integer *
method Alpha 80

Tender |
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Field Name Descrip- Field Properties Field Name Description Type Len Inde
tion gth xed
comment Text name_key The internal reference Alpha 8 *
conditions Text key of the name (cus-
created_by_use Long Integer tomer/ ;uppller) assocl-
r_key Indexed ated W'th the_
- transaction (if any)
creation_date Date -
key The internal reference Long Inte- *
desc Alpha (80) key given by mSupply ger
due_date Date (not usually visible to
issue_date Date the user)
key Long Integer invoice_num The invoice number Long Inte- *
Indexed Unique given by mSupply ger
status Alpha (3) amount_outstan Real
ding
Tender lines comment The comment text Alpha 80
Field Name Descrip- Field Proper- entered by the user
tion ties entry date The date the transac- Date
comment Toxt tion was created
Sonditions Toxt type The transaction t_ype. Alpha 3 *
- See the transaction
items_key fnlg;?e(j) codes chapter pg )
- status A 2 letter code denot- Alpha 3 *
item_name Alpha (80) ing the status of the
key Long Integer transaction (See the
Indexed chapter pg)
Unique total The subtotal plus the Real
pack_size Real tax amount (see
quantity Real below)
tender_key Long Integer export batch The batch number Long Inte-
Indexed supplied by mSupply ger
units_key Long Integer when the invoice was
Indexed finalized.
spare_category Alpha 30
their_ref The reference supplied | Alpha 10
by the other party for
| Transactions the transaction
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responsible_offi Long Inte-
cer_key ger
mode_key Long Inte-
ger
category_key The key of the cate- Long Inte- *
gory chosen for this ger
invoice

Transaction Category
Field Name Descrip- Type Length | Indexed
tion
key Long Integer *
category Alpha 80
type Alpha 3
Transaction Lines
Field Name Description Type Len Inde
gth xed

transaction_key

Key of the transactionto | Long
which it belongs Integer

confirm_date The date the invoice Date
was confirmed
service descrip Description of any ser- | Alpha 60
vice items on the
invoice
service price The amount of any Real
extra charges added to
the invoice (or dis-
count)
subtotal Total of all price exten- | Real
sions plus the service
price
tax The tax amount of the Real
invoice
user_key The user id number of Long Inte-
the user who created ger
the invoice
pickslip_printed Date
_date
prescriber_key Long Inte-
ger
order_key Long Inte-
ger
invoice_printed_ Date
date
ship_date Date
ship_method_ke Long Inte-
y ger
ship_method_co Alpha 80
mment
waybill_number Alpha 50
number_of cart Long Inte-
ons ger
arrival_date_esti Date
mated
arrival_date_act Date

ual

item_key Key of the item to which | Alpha 8 *
it belongs
batch Alpha 20
price_extension Real
note Note or directions if a Text
dispensary line
sell_price Real
expiry_date The expiry date of this Date
line on the invoice
cost_price Real
pack_size Real
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Users

Field Name Descrip- Type Length | Indexed
tionR3
key Long Integer *
name Alpha 50
startup_method Alpha 50
spare_must_be Alpha 30
_field
nblogins Long Integer
lastlogin Date
group Integer
mode Alpha 8
gdump_offset_b BLOB
active Boolean
permissions BLOB
lasttime Time
initials Alpha 4
first_name Alpha 50
last_name Alpha 50
date_of_birth Date
address_1 Alpha 50
address_2 Alpha 50
e_mail Alpha 50
phonel Alpha 50
phone2 Alpha 50
date_created Date
date_left Date
job_title Alpha 50
responsible_offi Boolean
cer
Warning

guantity Quantity issued (in num- | Real
ber of packs)
box_number Alpha 10
item_line_key The key of the item line Long *
(stock line) that the Integer
transaction line belongs
to
line_number The sequential line num- | Long
ber on the invoice Integer
item_name The item name (stored Alpha 50
to give data integrity for
historical transactions
even if the related item
name is later changed)
key Long *
Integer
supp_trans_key Long *
_ns Integer
order_line_key Long
Integer
Transaction Notes
Field Name Descrip- Type Length | Indexed
tion
key Long Integer *
note Text
Units
Field Name Descrip- Type Length | Indexed
tion
key Long Integer *
units Alpha 60
comment Text
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Field Name Descrip- Type Length | Indexed
tion

key Long Integer *

code Alpha 20 *

warning_text Text

Web Message

Field Name Descrip- Type Length | Indexed
tion

key Long Integer *

active Boolean *

show_until_date Date

headline Text

message Text

Web Favourites
Field Name Descrip- Type Length | Indexed
tion
name_key Alpha | 8
Item_key Alpha | 8
type Alpha 3

Changes in Earlier Versions

v.195 (5th February 2007)

New Features
® French translation of the interface elements complete (except for
changes in this version)..
® Location management:

® You can specify locations from a list, and define location volumes

® You can define location types
® Command to merge locations
® Can set default volume for each item.

® version 1.96 will have significant abilities to report on volumes used
at each location..
® Purchase order display uses the great new list view- you can set col-
umns, widths, sort orders and it is remembered next time you open the
window.
® New reports (thanks to Andy):
® Expiry date vs cover shows you how likely it is that lines in stock will
be used before expiry.
® Customer shortfall report shows how much of customer demand is
being met.
® Packing slips can now be split into multiple sheets by shelf location. (See
the Preferences chapter for more details).
® User transaction totals report can now be produced for a time range
(e.g to see how many prescriptions were processed for a particular
shift).
® Goods receipt printing now sorts correctly by line number.

Bug fixes

® A corrupted invoice form could cause a client crash if you shose “simple-
good for dot matrix” for the customer invoice form in the preference

® The date filter was not working correctly for Report > Purchases

® Can now enter a quantity for number of items to report on in ABC anal-
ysis report.

v.194r3 (13th December 2006)

New Features

® Purchase Orders can be opened in directly in Excel.

® Label printing now supports Zebranet Il print servers.

® Printing of labels handles different long text in item names and direc-
tions much better.

® Prescriber list now displays prescriber category

® (Can filter transaction reports by prescriber name or category

® Packing slips can now be split into multiple sheets by shelf location. (See
the Preferences chapter for more details).
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® User transaction totals report can now be produced for a time range
(e.g to see how many prescriptions were processed for a particular
shift).

Bug fixes

® Item details stock view displays correctly after doing a “split” on a
batch.

® Prescriber report now shows mean price correctly (was showing std
deviation).

v.194r2 (1st November 2006)

New Features

® The item list view is much improved.

® Users can choose which columns are viewed.

® Users can add their own columns

® The columns and their widths (as set by the user) are remembered
when the window is closed, and restored when the window is
opened.

® The above settings are stored on a per-user basis, so each user get
their own custom view.

® You can import item categories when importing items

Bug fixes
® The menus and user guide have been edited to clarify the difference
between Item category and ATC category.
® The ATC category report now excludes items whose DDD factor is zero,
runs much faster, and formats numbers consistently.
® Import of items now includes the ability to import Item category

v1.94r1 (28th September 2006)

New Features
® You can open a transaction from dispensary mode by double-clicking a
line in the history tab when viewing patient details.
® Ability to specify an external email client on Windows for email pur-

chase orders and tender documents (as opposed to using mSupply’s
internal email client)
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® First stab at a French translation of the interface (just the menus and the
item details window)

Bug fixes
® Double-clicking an email attachment now opens the attachement
® When viewing a transaction from the “other” mode to which it was
entered, the right type of details window is used
® Store mode cusotmers can no longer be selected by the code in dispen-
sary mode
® Order details window: Order menu is now working.

v1.94 (10th September 2006)

New Features
® Printing to Zebra printers now supports EPL printing, which bypasses

the poxy Windows printer driver and allows the user to keep a “nor-
mal” printer as the default Windows printer for reports and the like,
and at the same time print labels to the label printer.

® More settings for miscellaneous labels.

® Ability to duplicate miscellaneous labels

® Abilitty to print multiple labels of a dispensed item “on-the-fly”
® New cross-tab reports (like an Excell Pivot-table)

® Other new transaction reports:

® Report items by transaction category
® Report invoices by Address field (e.g. for getting regional distribu-
tion totals)

v1.92 (4th July 2006)

New features
® Anew Prescriber report
® Can now set transaction categories for prescriptions separately to cus-
tomer invoices in store mode.
® New preference to force choice of a category for customer invoices in
store mode.
® Can edit prescribers on the fly in dispensary mode
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® Patient details update as soon as edited

® Support for any size dispensary label width and height.

® More user choices for handling duplicates when importing items
® Prescriber gender field now showing

® Any transaction report can now be run for dispensary mode, store
mode or both.

v1.92 (4th July 2006)

New features
® The option to print purchase orders alphabetically has been added.

® Prescribers can be assigned active or inactive status.

® A purchase order printing section has been added to File > Preferences.
Here, you can turn on/off the printing of signatures and other sections
of Purchase orders.

® You can copy a supplier invoice to the clipboard, from where it can be
pasted in Excel.

® Sell price categories have been made applicable to patients in Dispen-
sary Mode.

® By double-clicking a purchase order line, then clicking the receipts tab,

you can view the receipt transactions for that item by choosing an
option from the drop-down list.

Bug fixes
® Item detail view: the Stock tab was not showing the supplier in the
stock list.
® Copy/Paste was disabled for File>Preferences.

® Copy/Paste was disabled for Tenders window.

Changes
® Item slow movers Report uses days rather than months.

Price tab now does not show on Inventory Adjustment window.v1.91 (12th

June 2006)

New features
Note: These three additional features apply to Dispensary Mode only
® The option to create Customised identification codes and print them on
labels has been added.
® The option to display the item category as the goods are being issued is
now available.
® Units of issue may be printed on every label, on selected labels, or not at
all, according to the option chosen.
® An extra user field for items has been added that can store a numerical
value.

Bug fixes
® Modal windows now stay at the front (Windows only)

® Build line numbering was starting from zero, causing the first line to be
hidden.
® Disabled price calculations for supplier credits.

Changes
® Internal changes to enable our French translator to localize text for
menus and field labels.

v1.90r2 (9th May 2006)

Bug fixes
® Reorder report was giving wrong suggested quantity.

New features
® Added compression to backup options
® Bonus system disabled as no-one was using it!

® Manual purchase orders now make use of the any quotations present
for that suppleir, even if they are not marked as preferred.

v1.90 (9th Mar 2006)
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Bug fixes

Under certain circumstances and with certain printer drivers, printing
purchase orders could cause a PC to hang or restart. This issue has been
fixed.

Deleting purchase order lines. Under certain circumstances, a high-
lighted purchase order line could not be deleted. This issue has been
fixed.

Searching for suppliers via purchase orders. This search showed all sup-
pliers. This issue has been fixed.

Creating supplier invoices from goods receipts. Under certain circum-
stances, a placeholder line was mistakenly created. This issue has been
fixed.

On startup, mSupply now clears out it's temporary folder.

Many other minor bug fixes.

New Features

mSupply Navigator added. This window allows easy access to all the
common mSupply functions and options, and takes the place of the
splash screen.

New goods receipting functionality added. This provides a more precise
method of receiving goods and automatically creates supplier invoices.
Multiple batches from one purchase order line can now be received
separately, and excess goods can be received.

mSupply can now import and export all names (suppliers, customers
and manufacturers) and all stock items to and from text files.

New report ‘Suggest order quantities’ added. This report analyses your
stock levels and suggests which items need ordering and how much.
Tender management module improved to include automatic tender

generation and purchase order creation. Internal tender report also
added.

Changes
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Dispensary express mode has been removed. Dispensary full mode is
now simply Dispensary mode.

Reports Item ledger and Item ledger date range have been consoli-
dated into a single report Item ledger.

ABC analysis report and Transactions report have been improved.
Management summary now prints in portrait not landscape.

Item list report has been given added query options.

Item usage reports form has been updated. You can now preview the

approximate number of items to be included before running the full
report.

Goods received printing now gives more information.

Purchase order forms have now been consolidated into two pages
rather than three.

Purchase order line form has been consolidated and reduced in size.
mSupply will not longer check for the reports folder on startup. Reports
are now saved internally.

Unregistered copies now expire after 1800 transaction lines rather than
a flat 3 months. If registration is expired, menu bars will no longer show
up.

Many more reports can now be opened in MS Excel or OpenOffice
Calc..

v.186 (2nd Feb 2006)

Bug fixes

Fixed bug with printing labels in dispensary mode

Printing tender documents is now printing rather than creating PDF
files.

New Features

Automatic checking for new versions of mSupply.
Log-in window nows shows the data file you are connecting to.

Manufacturers can now be defined as a separate category from suppli-
ers, and each incoming item have a manufacturer defined.

1"

Several reports now have an added “open in Excel” option

In multi-user use, mSupply now remembers the Excel (Or Staroffice Calc)
location for each user.
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® Opening reports in Excel creates a temporary file and opens the report
without any further user intervention. (Remember to save the report to
the location of your choice before closing Excel if you want to keep it!)

® New names can be added directly from the names list window.

® Reminders now record the user who created each reminder. You can
view and edit reminders created by you that others should action as
well as reminders for you to action. The reminders list is now sortable
and has resizable columns

Changes

® We now use the Win2PDF PDF creator on Windows. This results in faster

and more reliable PDF creation. Please contact us for purchase of the
driver.

® Macintosh PDF generation is now working reliably.

® Tenders: print all and email all buttons removed- you can get the same

functionality by selecting all rows and click the Print selected or Email
selected buttons.

v1.85r2 (13th January 2006)

Bug fixes
® When an invoice line created with a previous version of mSupply was

edited, and there was another invoice with the same batch, the edited
line did not correctly reflect the total of the two lines.

® When a placeholder line was deleted on confirmation of an invoice, the
display was not being updated.

® The price extension was not always set to zero when placeholder lines
were added.

® Adding of Ad Hoc items to a backorder is now more robust (done in a
new process)

® When editing a transaction line, and changing it to a totally different
line, stock totals were sometimes not updated correctly.

® Set start of year stock was wrongly rounding to integers rather than
leaving as a real number.

Changes

® |tem list windows are now centred on the screen rather than offset
from the corner.

® Changes to placeholder lines recalculate subtotals (not immediately rel-
evant, but we're thinking of the future ;-) )

v1.85r1 (3rd January 2006)

Bug fixes
® OK & Next button now works for adding new customers and suppliers.
® Transport details on customer invoices now show new lines immediately
rather than requiring an open/close of the invoice window.

® After printing a landscape report, some portrait reports were also being
printed in landscape.

® Deleting a line on a bill of materials renumbers the line

® An error in the Mangement report was fixed (date_chooser_manage
method)

® Splash screen fits the window better on startup.

® Quotes were not showing properly when viewed from the supplier
details windows.

® Deleting a prescriber also updates the prescriber list immediately.

® Web server was not working as the mSupply installer was putting the
HTML files in the wrong location.

v1.85 (29th December 2005)

Bug fixes
® Previously entered Quotes were not showing. New quotes were not

properly enterable. This was a major problem. All users of v184 should
upgrade.

® Selecting units for Tender lines produced an error if no units were
defined.

® Some tender windows could be hidden behind other windows.
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New features

® 2 Period transaction comparison report added. This report shows 2 user

selected periods in columns, and uses item categories for the rows.
Using dot notation for item categories allows the report to produced
for different levels in a hierarchy.

® Item categories can now be defined as summary categories, which

means they are for reporting only, and can’t be assigned to an item.

v1.84 (13th December 2005)

Bug fixes

® Supplier margins were not being shown when liners where edited on a

supplier invoice.

Ad Hoc item can't be deleted

First row was being ignored on names import even if boxed not
checked on options

Importing items and stock was no importing item name if “remove
quotes” option was checked (oops!). and cancel button now being

respected on warning dialogs, and setting of opening stock was ingnor-
ing pack sizes other than 1.

Packing slip print dates were not being saved.
Fixed potential issue with repacks.

When importing electronic invoices, the item name was not being
saved in the transaction, although the import happened successfully.

New features
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® Automatic distribution of quantity to be issued over multiple batches

® Editing of multiple batches to be issued can be done in the one win-

dow.

® Placeholder lines are coloured in red.
® Ad Hoc item lines are coloured blue.
® Service lines are coloured purple.

® Item categories can reordered by drag-and-drop, and the order is

remembered when choosing a category for an item. Item categories
can now be chosen when adding new items.

Drag-and-drop renumbering of invoice lines

Dispensary mode: there is now an option to set default directions for
each item. The first default direction is applied automatically. Other
default directions can be chosen when dispensing an item.

New report shows items issued for each user.

Flag field now added for Names as well as items.

New report: User transaction totals.

Added first, last, dob & gender to names import.

Import_cust_supp now counts rows first, and shows a progress dialog
More fields for prescriber information

Patient codes can now be prefixed with a custom character(s).
Repacking of transactions improved.

The time of confirmation of transactions is now recorded. You can use

this field to draw some very nicely graphs of hourly transaction loads.
Ask Sustainable Solutions if you want to know how.

Patient choice list now shows address & date of birth to help distinguish
patients.

Auto-capitalization of Patient and Prescriber names.

Improvements to lookup of names to handle languages with apostro-
phes as the first character (i.e. Tongan!)

Prescriber lookup now operates on both name and code, and can

search prescribers using “last name comma first name”. “U” and “D"
keys now work for moving up and down the prescriber choice list as
they do for names and items.

Entering, saving and printing of miscellaneous labels to Zebra label
printers.

Can now merge prescribers.
Default printing options can now be set for each transaction type.
Complex find button added to Names > Find patient window.

Patient ages now show two decimal places to enable more accurate
ages for children less than 2 years old.
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® Dispensary mode transactions warn if trying to save an invoice with no
lines.

® Entry of dates when issuing and receiving stock is more flexible. e.g.
entering “3/4" will work. This change also resolves an issue with the
alert for invalid date formats not being modal on Windows.

® New item warning if user tries to issue more than a certain quantity (set
per item). This is helpful where people get confused between items
whose pack size is whole units and items whose pack size is ml or gm.

® The method day_number_to_text can be used in custom reports to
show the day as text (“Monday”, “Tuesday"” etc) in reports. Contact us if
you want to know how to do this

® Many more user permissions.

Changes you're unlikely to care about
® The reporting options for items are now on their own tab.

® When deleting a confirmed order, the user is given the choice of re-
using the order number.

v1.83 (13th September 2005)

Bug fixes

® Some report query options were not being applied.

New features

® Added a "flag" field to quickly mark multiple items for reporting.

® Backorders can be added and edited from the items tab

® Label printers can be set for each computer, and mSupply will automatically switch
to the correct printer when printing labels.

New report- graphical item history- shows a chart of stock on hand for each item,

and calculates the number of days in the period of the report that the item was
out of stock.

v.182r2 (30th August 2005)
Bug fixes

® Automatic backup for Mac & Windows can now be set.

® In preferences the buttons to choose files and folders were wrongly disabled.

® The margin on supplier invoices is now rounded to 2 decimal places for display.
® Cash payments and cash receipts now working.
® Printing item ledgers and stock from the item details window now working again.

® Some preference items were not being remembered when set by the user (broke
in v181, now fixed)

® Client-server versions of mSupply now correctly show they are registered.
New features

® Added field "ABC category" for items.

® Restore backup command is now enabled.

® Item name length extended to 80 characters. Various windows expanded to show
longer item names.

® Add a "valid until" (date) field for quotes from suppliers.

Version 1.82 r1 (1st August 2005)

New features
® Under Item, a field for the ABC category has been added.

® The backup facility has been improved, and the preferred location of the backup
file may now be selected from within mSupply.

® File > restore is now functional in 4D.2004.2

Bug fixes
Two buttons were erroneosly being disabled.

Version 1.82 (27th July 2005)

New features
® Able to add supplier discount on individual order lines as well as on the entire
invoice.

® Item category may be deleted if unused; this feature is available to group 1 and 2
users only.

® Improvement in local currency calculation under the “Prices” tab on the order.

Bug fixes

® Sub totals and totals on supplier invoices now being updated. This error appeared
in ver.1.81

® On the purchase order form, when an item line is deleted, subtotals and discount
are now recalculated.This error appeared in ver.1.81
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® In Supplierstransactions, totals were not being recalculated when the cost price of
an item line was changed. This error appeared in ver.1.81

® In Supplierstransactions, editing an item line failed to update stock or prices, lead-
ing to ledger errors.
When entering items received, the first item line was not saved, although all sub-
sequent lines were. This error appeared in ver.1.81

® In Manufacturing mode, the Build transaction ingredient costs were not being
updated. This error appeared in ver.1.81

Version 1.81 (21st June 2005)

New features

® Using the web interface, customers can now:

® View their own orders/invoices in progress

® Place new orders that immediately show in mSupply for processing.

Most lists now display in a new format where each column is resizable and sort-
able. Columns can also be moved to new locations.

New robust automated backup procedures and backup scheduler
® HTML export of reports.

Automatic opening of reports in Excel.

Restoration of data from a backup.

Improved transaction categories.

Ability to place news and messages on the web interface.
Improvements to Dispensary mode.

Patient history view

® Edit patient details on the fly.

Version 1.70r1 (4th Feb 2005)

New features
® Logo can be saved and printed on invoices and purchase orders.
® Purchase Orders can be e-mailed as PDF attachments.
® Log printing of purchase orders.

® User permissions to control printing of duplicate pick slips and invoices.

Version 1.70 (3rd December 2004)

® This version only available in client server versions.
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New features

There is a new type of item - Ad Hoc items. These items can not be added directly

to a customer invoice - but can be added to purchase orders. When a purchase
order arrives, a customer invoice is automatically generated for the item.

Cross-reference items are another type of item that do not have any stock, but

rather “point” to a different item. When you choose a cross-reference item the
item to which it pointsis substituted.

Names and name codes can only be changed by users who have permission to do
so.

Postal address fields added to names.

All name fields and address fields can now hold 50 characters.

Names now have a separate category drop-down list. You can set name categories
for suppliers and customers separately.

Added accounts for items (that’s “accounts” as is accounting codes). You can man-

age accounts using the menu ltems > Show accounts. Each item can have accounts
set for an asset account, an expense account and an income account.

Expanded range of fields that can be imported for items and for names.

New purchase order printing format.

New goods received printing format.

Pick slips now include item code (landscape mode)

Customer invoices now include item code (landscape mode)

Viewing a supplier now shows a tab with purchase orders for that supplier
Item units are now stored in a table. Choose Item > Show units to view and add
units.

Purchase orders now store the item name at the time of the order.

Purchase order access is divided by user permissions into those who can receive
goods and those who can make invoices and enter/edit prices

Purchase orders now display invoices created from that order in a separate tab.
Supplier invoices now display the purchase order they were created from (or zero
if they were not created from a purchase order).

Supplier quotes can now store information including supplier outer pack, supplier
bar codes, price breaks and freight details.

Purchase orders can now have an expected price and units recorded for each item.
Customer pick slips and invoices record the date they were printed. They give a
warning if you try to print an invoice that has already been printed.

Reports in the report manager can now be saved to a file on disk.



Version 1.61r2 (April 2004)

Bug fixes

Fixed a potential bug in issuing items that are part of a restrcted group.

Sometimes suppliers could show in lists that should only have displayed customers.

Placeholder button when issuing items on invoices was not moving correctly for
smallest window size.

Version 1.63 (22nd August 2004)

Currently only available for multi-user clients

Delete pref "default_currency”" on update if it exists

Printing of dispensary labels to Zebra label printers.

Item warning have been added for cautionary & advisory labels.
Presciber records have been added.

Now compiled with 4D 2003.

New reports editor.

Reports are now stored with the data.

Version 1.62r1 (17 Aug 2004)

Fixed a bug in display after opening single item selection
Added a preference first batch even if multiple batches present
Added "order by" button to items list

Items list"- now grows to right of item name.

Fixed "delete reminders" button reminders list.

Fixed sort columns on reminders

Fixed bug with items import- it was not working unless "strip" quotes was
checked

Fixed a bug with display of order lines
When clicking on "new line" for orders, the item name field now gets the focus.
Tab order on users "input" was naff.

Fixed a bug when a new user edits an original order, the "Edited by" was not
changed to the current one.
The estimated costs in the orders was not updated properly

Repacks weren't filling in the item name stored with transaction lines/

Title was missing for most recent invoices display.

® Supplier credits with no stock are now handled properly
® If a customer invoice previously saved it was possible the totals could be incorrect.

® Fixed a bug with the find button on the item list window - wasn't loading record
to allow editing when only one record was found..

Version 1.62 (9 June 2004)

® Improved display of order lines, especially when doing price calculations.

® Merging items takes better care of bill of materials

® There is now a preference option to allow mSupply to maintain a file that indi-
cates if the data file is currently in use by a single-user copy of mSupply.

A new management report was added to give a quick overview of the state of
affairs of your organisation.

Currencies are now more robust in their implementation (you won't see much
change on the surface)

Added display of estimated order costs to orders.

New command to automatically update quotations from an order. The user has
the option to update either only new lines or existing lines as well.

The title of special invoices can now be set in the preferences.

ABC analysis can now be generated for a date range, and for either one cusotmer
or a range of customers (as well as the default setting which is for all customers).
The OK & Next button is now functional when editing lines on builds.

Several new transaction reports (including transactions by month, and sales totals
for each name).

Items can be deleted if they have no associated transactions or quotes.

Improved importing of items and names.

Version 1.61r2 (April 2004)

® Improved and expanded import of items and stock. Changed item import meth-
ods to take extra fields (long description and department)

Added a preference to store standard header & footer on reports

Added preference to store customization code. This is used for making special ver-
sions of mSupply for special clients ;-)
Changed ATC category label to simply "category" for items

We now hide bonus fields in item"input" form if bonus system not activated in
preferences.
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Add user permissions:
® Can view pricing fields for items
® Can view DDD fields for items
Added several new report formats to the transaction report:
® Total by name report
® Added report for item by month
® Added report for item totals by category
® Transaction reports using categories updated
® Added reports for item by date

Enabled fields for choosing a name & item for all reports on transactions report
options window

Fixed a bug that could allow the total item stock to get out of sync with actual
stock when editing lines on a customer invoice.

A couple of reports were updated so the quantity column was showing
[trans_lines]quan rather than (quan * pack size)

Added “this year"”, “this quarter and last quarter” as options for transactions
report.

Transaction_report now remembers last report done

Added organisation name to order print out

When using the item usage reportcan choose item or code

Fixed a bug where item units were enterable when entering invoice item lines.
When importing names the freight factor is set to 1

Fixed delete button on the list editor - it would return an error if no line was
selected.

Shipping address is now hidden if a supplier.

More options are available for choosing which items to generate an order for

Version 1.61r1 (March 2004)
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Fixed a bug where a supplier invoice could be finalized using the check box on the

invoice entry window, but then the user could choose “later” for entering the
stock into mSupply. Du-oh!

Updated method "table_set_titles" to include more item fields in query editor
The cursor is now correctly positioned when opening a build input window (was
on page 0, so not automatically selected

Cosmetic fixes to many windows to improve compatibility with OS X 10.3

Added way to add all available quantity of an item line as the quantity used when

issuing stock (hold down shift while double-clicking the line). This is especially use-
ful for issuing manufacturing stock with amounts that run to several decimal
places

ABC analysis - include items in report option wasn’t working.
When editing orders you can show all lines or only incomplete lines
Added fields to orders for "entered_by" and "last_edited_by".
Fixed spellings on transactions report window.
Added "last year" as a date option when doing a transaction report.
When an order is finalized, are now still be able to unlock it.
Added three new user permissions
® can enter inventory adjustments

® can edit comments on finalized invoices

® can edit item names, codes and units
Fixed printing of repacks (OK button method) - was printing even if print turned
off

Now go to page 2 after adding new item to build on bn_add_edit_item_to_build
on [transactions]"build"

Builds now display the units of the item to be built, improving safety should the
item’s units be changed at a later date.

Added user fields 1 & 2 as search possibilities for items on the current stock report.
Fixed order lines not showing when first view the orders tab for an item
Increased [transactions] comment length to 50 characters.

The name of item to be built is copied to the comment when adding a build item
(only if comment is blank). This means the item displays in the list of builds

When editing an order and “order” menu is displayed. There is a new menu
choice “show invoices already made”, which lists supplier invoices created from
the order.

Added the option to query user field 1 or 2 when selecting items to include in the
item usage report.

Importing items and stock- you can now import batches, expiries, and the item'’s
long description

Version 1.61 (March 2004)
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Fixed a bug where new data files did not have inventory adjustment and repack

names created (not a data issue- just helps display of these transaction types in
lists). (1.61- all others below 1.6r1)

Allow import of items to existing data files.

Added more menu choices to dispensary full mode.

Report > Stock on date- fixed a bug in the report generation.
Report > Item usage- clarified the reporting options

Order editing: the expected and actual delivery dates are now enterable by the
user (thanks Andrea!)
Order lines respect the font settings in the preferences.

Fixed a potential issue with merging names (fortunately before anyone was
injured!)

Version 1.6

Major Features

® A dispensary mode has been added, where you can issue to patients rather than

organisations.

® Built in web server- you can access mSupply data from your web browser.

® Drug interactions. Be alerted to drug interactions with already dispensed medi-

cines. Drug interaction information includes the affected group, and severity and
clinical significance of the interaction and the quality of evidence. In a furture ver-
sion of mSupply we hope to be able to automatically download up to date drug
intereaction information from drugref.org’s RPC server once it is complete. (See
http:/Awww.drugref.org)

Reminders- a separate to-do list for each user which can automatically remind you
of due tasks when you log on to mSupply. Reminders can be set to automatically
repeat at certain intervals.

HTML context-sensitive help. mSupply now has help that will display in a web
browser and take you to the right place in the manual when you open it when
using a particular part of mSupply. (The help is not included in the download ver-
sion to keep the download to a reasonable size. You can download the PDF man-
ual separately).

Web services (client-server only). Not in demo version or single-user- the ability to
query mSupply data from a range of web services aware applications (including
SQL server, Oracle, Sybase, etc....).

XML export (client-server only. Not in demo version or single-user). XML export
allows extremely easy import of required data into other applications.

New report editor (client-server only. Not in demo version or single-user). The new

report editor includes the ability to do cross-tab reports, export reports to HTML,
colour alternate rows, and lots more!

Other Features

® You can now make a customer invoice directly from a supplier invoice. This is use-

ful for “charge through” invoices, where the supplier has supplied the goods
directly to the client.

You are now given the option to leave quotes in when importing items, as some
people want to import “inch” signs!

Field length for items has been increased to display the full name for long item
names

When you select an item for use on an invoice, it's tool tip now shows the text of
the full item description.

® Pack sizes can now be real numbers (as opposed to integers)

® You can now exclude or include manufactured (built) lines from item usage calcu-
lations

® Shelf location for each batch is shown when issuing goods and in the item details
stock tab.

® In dispensary mode, patient notes are shown when issuing medicines, and notes
can be added, edited and deleted “on the fly"”.

® Adding items to a bill of materials has been made more user friendly.

[ ]

The item usage report can now be used to report on all items with less than a cer-
tain number of days stock on hand. This allows it to be used as a simple order tem-
plate.

A new preference has been added that allows automatically generated email
orders to be sorted by item name.

You can now double-click an transaction line in the ledger tab when viewing an
item, and you will be shown the invoice that the line belongs to in a new window.

Bug fixes

® Item usage now displays properly (fixed 1.5r9 and later)

Changes in Version 1.5.0

Major Features

® Can now use a bill of materials when building items.

® Much expanded user permissions system. Many more access priveleges can be set
on a per-user basis.

Optional display of margin and gross profit for invoices.

Each invoice line now stores the item name, so that historical information is
retained, even if an item name is edited after an invoice has been finalized.
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Each batch of an item can have it's own shelf location specified when goods are
being received.

Can now lock orders to stop them being deleted.
Can now resize order windows correctly.

Orders can now be partially received, and receved in multiple consignments. More

information is stored about the original order quantity etc, allowing reporting on
supplier performance.

Finding orders in mSupply is now easier.

Orders now show the total quantity required rather than the quantity for a spe-

cific pack size. This allows multiple pack sizes to be received for the same order
line.

Names can now be put on hold, so they are not able to be used in a transaction.

Other Features
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Improved graphics for buttons on invoice forms (thanks to Cognito Software for
the ideas and graphics!)

OK & Next button now works when editing an invoice, so one can edit multiple
lines on an invoice without returning to the invoice list.

The main invoice list window now updates in the background when an item is
being added or edited.

The font can be chosen for invoice lists.

Item notes can now be set to display when issuing or receiving the item.
Automated backup while mSupply is running, along with a scheduler to specify
when backups should run.

Built items can now report the production yeild in relation to theoretical quantity
on the bill of materials

Expiring items report can now be sorted by value, name or expiry date.

Total stock value report can now be generated for all items or just one depart-
ment

Preference to automatically renumber lines when a line is deleted.

Backorder list now displays available stock

A new button on invoices shows the profit (value and markup/margin) for a cus-
tomer invoice.

Printed transaction lists now display the total value of the transactions at the bot-
tom.

New Report type to print an item ledger between any two given dates. This allows
a ledger to be printed for any historical period.

® Improved support for certain dot matrix printers that require line advance before
printing.

® Shelf locations can be editied for each batch (if the user has permission to do so)

® New preference to determine whether or not placeholder lines are deleted when
an invoice is confirmed.

® \When repacking items mSupply now attempts to guess the price of the new pack
size.

® Can now do custom reports on item notes.

® New progress windows more accurately show progress for long operations.

® Added a new report to the transaction reports: “total value for each item” to
show the value supplied or received of each item over a date range.

® Added a new report to the transaction reports: “item usage broken down by cost
centre” which shows the totals for each cost centre under each major item head-
ing. (This report can be run for just a single item or group of items)

® |tems can now have a long description field.

® A new tab for each item shows the orders for the item (both historical and cur-
rent).

® Customers can now have a separate shipping and billing address

® A new report lists each user, their access level, last log-on time and date, and the
number of log-ons for the user.

Bug fixes

® In Client/Server mode, deletion of placeholder lines when confirming an invoice
could cause some items to not have their stock updated

® Fixed bug (also fixed in 1.43r5) where comment was not editable on supplier
invoices, but service item fields & supplier ref were.

® Fixed a problem where export batch numbers could be skipped if the user can-
celled the export.

® Certain build transactions could advesely affect ledger reports

® Ledger reports for items with fractional quantities would report an discrepancy
when there was none.

® Deleting orders did not work properly in client-server mode.

® Custom reports can now be done with a query on the “hold” fields for items

[ ]

The calculated stock on hand figures for items (not the actual stock on hand of
item lines) could get out of kilter with actual stock when items were deleted on
supplier invoices (by entering a zero quanitity) or on customer invoices (using the
“delete line” button)
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Version 1.4.3

® Windows XP certified.

® Each customer or supplier can now be assigned to a group. There is no limit to the

number of groups that can be created.

Customer groups can be used as a way of creating a restricted access scheme for
medicines. For example, you can specify that items whose department is “nar-
cotic” can only be supplied to customers whose group is “central hospital” or
“remote hospital”

Transaction totals are now kept up to date in the background, so that even if a
user quits by using the Windows close box, the correct transaction total is avail-
able. Without reopening the invoice.

Dot matrix printers can be driven directly from mSupply, either to 10c m roll paper
or A4 paper.

Item stock import can now include batch numbers and expiry dates when setting
up a new data file.

Item name import is now more flexible, and handles nasty extra characters that
Excel inserts more gracefully.

Names can now be imported.

Changing a user password from the user list now requires entering the password
twice to save errors

The password entry window has been redesigned. It now alerts the user if caps
lock is on.

User access to certain functions can now be set on a per-user basis.

Invoices can be finalized as they are entered on a “per-invoice” basis if the user
has permission to do so.

Fixed a bug where processing a previous customer overpayment on a cash receipt
would not remove the overpayment amount from the customer’s record.

Fixed a bug where finalizing a invoice might not record the amount as outstand-

ing if one-step finalize was turned on in the preferences.

® Data file warns if there are no items in the file when you try to view items.

® New menu commands to open a different data file or to create a new data file.

Version 1.4.2

® Along standing bug where occasionally the selling price and invoice total were
not calculated for lines on supplier invoices has been fixed.

® Supplier invoices and customer invoices now have a delete line button that will
delete any line from an invoice (except finalized invoices, of course)

Emails can now be stored in mailboxes, as well as being attached to suppliers or
customers.

Supplier invoices and Customer invoice windows now grow when the corner is
dragged to show more lines. They also “remember” their position when a win-
dow is opened again on the same session.

A new report has been included: “Item slow movers”. This report lists items with
more than a specified number of months stock on hand, which is very useful for
managing inventories by allowing action to be taken to dispose of under-per-
forming stock.

Fixed a bug where a customer credit could have a margin added to it if a default
margin had been entered for that customer (Don't ask us why someone would
enter a margin for a customer!)

Fixed some small bugs with the wrong alerts being displayed when a user can-
celled attachment of emails

Fixed a bug where ordering for one supplier was using the non-preferred quotes
for that supplier rather than the preferred quotes.

Added a dates drop-down list to the invoices tab of the name viewing window so

that recent invoices for a name can quickly be shown rather than having to scroll
to the bottom of a very long list.

version 1.4

The ability to build products from ingredients. This is useful for pharmaceutical
manufacturing, or any other organization that buys raw materials and sells a fin-
ished product.

Supplier repacks now have their own transaction number

Item stock is now always up to date (Or almost always- If another user is editing an

item while you issue or receive stock for that item, the transaction will proceed,
and mSupply will check every 60 seconds for the item to become available, and
will then update the stock). Note that the stock for each item line is always correct.

The find transaction window has been redesigned, as some users found the old

window unclear (although it did allow for very fast entry. There is now a separate
field to enter the number of recent invoices or the invoice number. If there is
information in both fields, the invoice number field will be given priority. (This
means that when searching for an invoice number, you don't need to clear the
"number of recent transactions" field first.

The is now an "export" command in the file menu. You can export information
from almost any table. You can save export projects which define the fields you
want to export, and quickly recall the projects from a popup menu.

You can now specify the supplier invoice margin item-by-item, rather than only for

each supplier. There is a new setting in the preferences to determine which value
will be used if there is both an item and a supplier margin specified.
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Each transaction can have it's own category. The list of categories can be defined

in the preferences. Supplier transactions and customer transactions have their
own categories.

Abbreviations: When entering directions for an item, any abbreviations entered

will be expanded to the full text. The list of abbreviations and their expansion can
be edited by the user.

Custom labels can be sorted before printing.
Item usage now also shows standard deviation as well as the mean for the months
usage chosen
A new "item usage" report enables a concise print out of usage history.
Displaying item usage is now much faster.
Generating orders has been sped up dramatically.
Items can now be excluded from orders permanently.
Forecasting support is improved by :

A new report to show usage statistics for selected items.

Orders can now use the last three years usage data to evaluate required
quantities.

Standard deviation as well as monthly usage mean is available for each item.

A customer receipts module has been added. This uses an "open-item" system of

accounting to record the exact amount outstanding on each invoice. (This module
does not affect the functioning of mSupply if you do not turn it on in the prefer-
ences)

New reports based on the account status of each customer:
Debtors report lists all customers with outstanding balances

Customer Statements prints a statement for each customer with an outstand-
ing balance.
A bonus stock system has been added. This allows issuing bonus stock to custom-
ers automatically, based on the bonus formula entered for each item.(This module
does not affect the functioning of mSupply if you do not turn it on in the prefer-
ences)
Passwords are now stored in the data file using 512 bit RSA encryption for added
security.
Export of finalized invoices is now optional. It is turned on or off on the "invoices
1" tab of the preferences.
Each item can now be assigned to a department, allowing you to group items,
and produce reports based on those groups.
Items can now be held so they are only issued on builds, or they are not issued at
all.

Items lines (that is, batches) can now be held (quarantined) on a per-batch basis
Invoice windows now remember their position, and open in the position they
were closed in.

Export of invoices and orders in HTML format that can be viewed by any web
browser, most Word Processors and Spreadsheets.

Automatic attachment of invoices to e-mails, either as an electronic invoice or as
an HTML invoice.

E-mails can now have attachments, CC and BCC addresses.

Version 1.3

Version 1.3.2 & 1.3.3: bug fixes.

Version 1.3.1: minor changes to the invoice layout, and some extra safety checks
added when calculating tax rates.
Most significantly, mSupply is now fully client-server capable. We expect mSupply
will be able to handle 20 or 30 concurrent users with no problems. If anybody has
a spare 70 or 80 computers they can lend, we'll be able to report on larger net-
works.
Many interface improvements. For users, the most significant change is that the
edit line buttons are gone from all windows. Now you simply double-click the line
you want to edit.
Multiple windows can now be opened at the same time. To do so, click on the
splash screen picture (the supply man), and the menu will reappear, allowing you
to start a new task.
Greatly expanded reports menu
® amenu in the transaction report window now lets you choose from
several different styles of report
® quotation reports by supplier or item
® opening stock for the year (or closing stock for previous year- same
thing!)
® current stock valuation- previously mSupply only reported the total.
Now you can print a list as well
Report headers, footers and borders can now be set by the user
There is an option to show recent purchases for an item when entering a supplier
invoice
Transaction notes- any invoice can have a note attached to it with up to 32,000
characters of text. The note will print on the bottom of the invoice.
Supplier quotations can now be in any currency- not just the default currency for
the supplier.
There is a second address line on invoices for your information to be added.
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A new preference allows turning on or off the logging of new name creation.

The previous year's item ledger can be printed. This means that new transactions

can be entered without the need to save an end of year copy of mSupply just for

printing the ledger.

Each transaction no longer stores the name code and the charge code- the charge

code is taken from the name at the time of export. This way you can edit charge

codes and re-export if there is a problem.

In the ledger tab of the item viewing window, there are two extra options-

® to view all the transactions for a particular name (click on a transac-

tion then choose this item to view all transactions from/to the same
name as the one you clicked.

to view all the transactions associated with a particular batch of stock.

Holding down the shift key while clicking on a blue column header now sorts the
column in the reverse (descending- 9>1, z>a) order.

Email from within mSupply. We have added quick email functionality. This is just
the start- watch this space...

It is now possible to set the minimum stock level for each item (although there is

no requirement to do so. See the manual for a fuller explantion). When generat-
ing an order, mSupply's own calculation method is used first, and if the result is
still less than the minimum, the order quantity is increased.
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Entering for an item 56
Defining location 73
Defining location type 72
Deleting
Customer invoices 88
Department 67
Items 47
Log 235
Miscellaneous labels 227
Names 219
Old data 235
Supplier invoices 80
Department
Deleting 67
Show 66
Designing a Report 162
Directions
Default directions for an item 56
Entering 106
Discounts on Supplier invoices 84
Dispensary
Entering prescribed drug items 106
Dispensary Mode
Custom identification code 154

Default patient category 155
Directions 106
Explained 103
Issuing stock from multiple batches to
fill a prescription 107
Labels 107
Messages on labels 154
Patient codes, assigning automatically
155
Prescriber must be entered 155
Print a receipt on labels by default 155
Print organization address 1 as sepa-
rate line 154
Print patient category 155
Print prescriber full name 154
Printing options for units 154, 155
What is different from store mode 104
Dispensing
Default directions for items 56
Process repeats 110
Repeat 109
Distribution of quantities issued report
174
Dot notation 176
Drug interaction Groups
Defining 68
Drug interactions
Options 153
Duplicating prescriptions 108

E
Editing 63
Editing & deleting budgets 225
Electronic Invoices
Explained 97
Setup 148

E-mail
Attachments 232
Default signature 150
Displaying 232
New 231
New message 233
Options 150
Return Address 150
Sending 233
Sending Purchase Orders as PDF 134
Signature 150
SMTP server 150
Status explained 232
E-mail client
Using system e-mail client for e-mail-
ing 156
Entering budget details 224
EPL printing preferences 221
Example Data file
Installing a new copy 13
Excel
Opening reports in 160
Setting location for automatic report
opening 157
Setting location in preferences 157
Expiring items report 186
Exporting
Default destination 142

Inventory adjustments 195
Finding records in Lists 33
Finding Transactions 216
Flags

Item flags 44
Fonts 150

In e-mails 150
Footers

On reports 147
Formats

Currencies 149
French language option for each user 99

G
General Ledger accounts for items 48
GL accounts 70
Goods Receipts 136
Goods Received
Finalising 137
Graphical Stock History Report 182

F
Files
Extensions 251
Finalising
Builds 195
Customer invoices 193
Goods received 137

H
Headers

On reports 147
Heading message on Purchase Orders
130
Hierarchical categorisation of items 176
History

Viewing prescription history 107
Hold check box for supplier invoices 80
Hold option for batches 49
HTML Reports 160

|
I.P. address when using Moneyworks 152
Include builds in item usage calculations



48
Inventory adjustments
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E-mail preferences 156
Export to spreadsheet 133
Log of events 132
Logic used for generating 121, 125
Messages to supplier 130
Preference for printing signature sec-



tion 156
Printing the signature section 156
Receiving in multiple consignments
136
Sending as PDF attachments 134
Showing 213
Showing Invoices made from... 132
Status explained 129
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