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4.12. Managing item access with
Departments

Introduction

Item departments are a mechanism by which you can restrict item availability to certain customers
only.

Item departments are a bit complicated. Here's what you
need to remember:

e Each customer can be a member of only one group.
a * Each item can be a 'direct’' member of only one
L department. However, a department can be a member
of another department, so an item can, in effect, be a
member of more than one department
e Each group can have access to items from multiple
departments.

- . The Activate restricted item access by customer group
@ option must be turned on in Preferences>Invoices2 before
this option to work.

e Here is a summary of how department groups affect whether or not an item can be issued.
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Are permissions
activated in the
Preferences?

Is the item Itern can be
assigned to a issued to
department? customer

Is the customer a
member of a group
that is assigned to
this item’s
department?

e When you attempt to issue stock to a customer whose group does not have access to the
department of the item you are issuing, either a warning will be displayed or mSupply® will not
allow you to issue the stock - depending on how your preferences are set.

e ltems that are not in any department can be issued to any customer

¢ |[tems that are members of a department can not be issued to any Customers that are not
members of a group.

Creating and editing item departments

Choose Show departments from the Item menu displays the Edit departments... window. This is
where you are able to create and edit item departments. Once you have created departments the
window might appear something like this, and you are now ready to assign items to a department:

] & Dapartment list...

CI

Hew Re-grder

Department

Other Medicine
AntiMalaria
Health Products
Anti-TE medicines
Other medicines
NonHealth_Products
Health_Praducts
5M

MMT

ol

ARV

Double-click a department to edit details

https://docs.msupply.org.nz/ Printed on 2026/01/31 18:45



2026/01/31 18:45 3/8 4.12. Managing item access with Departments

View item departments

Taking as an example the department Anti anaemic tablets, the items in the department are shown
by clicking Show item departments on the Item menu, and then double clicking on the Anti
anaemic tablets department:

"4 Edititem department._.

D=partmant |10 Tabs Arb-Anssmses
Genersl tems

Rems that are members of this departme

ltems
Fenouy Sulphate 200mg lab
Fenous Sulphate+Folo scid 200mg+0 4mg tsb
Folic acid Smg s

fl Delete | Cancel '||_ Ok |

6 e Each department can have any number and
combination of items and departments in it.

Setting up access from customer groups to item departments

e From the Item menu, choose Manage item access..., and this window is displayed:

Crm—— =

frerm Sepat—wnt Chator=sr grongn
Ib=m depatment - Cushomet gioups * E
00 Speciaky =
01 Dan ™ Add a new
e KR relaticnship
02 EyesEar
03 Irhalations )
04 Recto-vagna (3]
105 Irjections Delete a
106 1 Fluids relationship
07 Diral Mist - Artirdectives
108 Diral Mixt - Dther b
Link cuztormer growps with item departrents

e The left hand list shows the available departments
e The right hand list shows the customer groups that presently have access to the department

which is highlighted on the left hand side.
e The example shown identifies the four customer groups which are linked to the Anti-anaemic

item department:
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& Edit cusmivg__glm

e departmem Customer groups

Item department o Cushomer groups - l¥
03 Tabe dnalgesics Firal clinic )
b v ==
11 Tabe Anti-asthmatics E MCH chiric:
12 Tabe Anfi-histamine: hozpital > 50 beds .
13 Tahz Anfiinfectives £
14 Tabs Cardireascular Delete &
15 Tabz Diatsetic relatsonship
16 Tabsz Gasto
17 Tahsz Wils & Ming a

Lk curitomen groups with Hem departments [ oK ]

e The icons on the right side allow you to add and/or remove groups that have access to the
highlighted department.
e Clicking the Add a new relationship button shows a list of groups you can add:

& Add new custc:me,..l &l 24

Add new cughomer... -

hospital »50 beds
hospital <50 beds
Urbar clinic
Fural clinic

MCH clinic

]’ lsland health post

[ Cancel ] : oK

e 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.

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.

An explanation of how to set up a restriction scheme is in Managing Item access.

The groups window allows you to set up group names:
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Mew Group Delete

Shiow groups. ..
hospital »50 beds
hospital <50 beds
Urban clnic
Fural clinic:
MCH cliric
Iedand healkth post

El

Dowble-clidk a group to edit details

AT

e Click the New group button to add a new group.
e Double-click an entry to edit its name:

Group name [CIRATaT

Mames that are members of this group
Waman Dizpenzany
Aoninat Dispenzany
Teraing Heallh Centie

Candon Health Centre
Orona Heakh Centre

[ama ) (o)

* You can enter or edit the group name in the top field.

e The list displays all names which are members of this group.

e 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
(From the Customer menu, choose Show Customers and find the required customer in the
usual way.)

F*Eﬂnw:#-

Barsana Diigendany

nmru:mm:inmumuhmu:mniurﬂ-mh-.{ Group P}nhlllunden [

Cusiamer group

em departmeni hospRsl =50 Beds
|havpital =% Bedy
Urban clins

leed 1o this graus

Bural clini
WACH el
himnd heakh gt
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e The drop down list displays the group to which this customer belongs, and to remove the
customer, make sure none is selected from the drop down list; to assign the customer to a
different group, highlight the new group in the drop down list.

¢ Click OK to leave the window.

Departments

Overview: A manufacturer might create departments for raw materials, packing materials, and
quality control reagents. A drug store or hospital might create departments according to dose form or
according to pharmacological classification, etc.

From the Item menu, choose Show departments ...; you are shown a list of departments:

[ [ ] Department list...

sl L
=) ==
Hew Re-arder

Department

Other Medicine
AntiMalaria

Health Products
Anti-TE medicinges
Other medicines
NonHealth_Products
Health_Products
5T

MMT

ol

ARV

Double-click a department to edit details

By default the list displays in alphabetic order; clicking on Departments toggles between alphabetic
order and reverse alphabetic order; you may also drag and drop individual departments to any
position in the list to suit your own requirements, and on clicking OK you will be asked whether or not
you wish to save the list in the order you have specified.

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:
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Department |narcotics

General Ttems

Allow issuing items to customers in non-member groups?

f,\'-‘sllnw but with a warning. Leave unchecked to!

TIEVET IS5UE,

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 Preferences - otherwise you can ignore this setting.

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

Department (05 Injections

[ E!I‘ltril. [tems

Items that are members of this departme

Ibemz
Lgnocane 2% Semld 1 Oml vial
Ligniocaine 2% 20ml/S0mil vial
Lgnecane + Adeensbne 1%+1:100000u wal
Lignocane + Adrenabne 2% +1: 200000u wal
Araping Sulfate Tmgdml amp
Diclalensc 25mg/ 3ml samp
Chloepiwrramne 10ma/ml amp
Adrenaine [Epinephiing] 1mgfml amp
Fromethazine Slmg! 2ml amp

0

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.

|Previous: 4.11. Managing drug interaction groups | | Next: 4.13. Prices in mSuppIy|
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