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17.07. Analysing supplier responses and
creating purchase orders

Review

At this stage you should already have performed the following:

Created a new tender

Quantified how much you need to order and added these lines and quantities to the tender
Decided which suppliers should be invited to tender, and added them to the tender

Sent out the tender and invitation to take part to the suppliers you selected

Entered responses to your tender (quotations) from suppliers

e whe

Having performed these steps, your tender should be set to confirmed status and you are ready to
compare the prices quoted, and decide upon a preferred supplier for each item.

Benchmark supplier

Before analysing the various responses to your tender, you may wish to set one of the suppliers to be
a benchmark (or maybe you had specifically added a dummy benchmark supplier to the tender and
added benchmark prices in their quote). If you so this, mSupply will indicate how much higher or
lower than the benchmark supplier's quote, all the other suppliers' quotes are. It can be a handy
indicator to help the analysis process.

To set a benchmark supplier, open the tender (choose Suppler > Show Tenders... from the menus
and double-click on the tender in the list) and on the Tender preferences tab, in the Benchmark
supplier section select the desired benchmark supplier in the Benchmark supplier drop down list:

+ Edit Tender...

Description: [Tender 2010 -- Tender 7(26/06/08 15:17:10)
Creation Date:  26/08/09 Issue Date: [01/03j09 Response By Date: [15710/0% Status: | SG w [#] Lincked
Cut ref: ikt
Comments: | T
Items snd Compars Prices | Nobes | Chaose Supplers snd Enter respansas | Standsrd conditiorss | Purchase order | Rsferencs documents | Terder prefererces | Synchranizs
Purchase order Earch mark supgher
PO calculation method W Bendh mark supplisr | IESRINCL I -
Basedon |12 % | manths usage

For more details on using benchmark price see Using benchmark prices.

Analysing the responses

Once you have the tender open (choose Suppler > Show Tenders... from the menus and double-
click on the tender in the list), select the Items and compare prices tab:
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& Edit Tender., —
Descriptione |Tmut| 2010 -~ Ternder 7[26,0809 15:17:10)
Creation Date: 26/08/109 Tssue Date: (01,0909 Response By Date: |15/10/09 Status: 59 | Locked
Ciur ret:
Comments: |1rr|.uer 2010 - Auto generated tender created on JE/OS/03 at 15:17:10 by loana with 251 ifems,
[[!erm. and Compare Price s]NMﬂ -_Chdnle Suppdiers and Enlér reiponses | Standard conditions | Purchase order | Reference documents | Tender preferences Synchronize
(2]
Search items LT [ | ——
Hew ling Delete line Print infermal repart -
L.  Code Hem name Fack Pack Sze  Total quan... Cumengy Oviginal PO locd  Unit  Prefemed Supplier  ftem Con... =
1 Acetar Acetazolamide 250mg tab 30 100 3000| EUR 59.24 36.94 each |International Disper E
2 Agyed Acichovir 3% eye aint 5 1 5| EUR 454 1813 #ach | International Disper
3 Acrirasy Acriflawin powder BF powder (g 3 S000 10000 oo 000 grams| Mot chosen
4 & Allopuringl 100mg tab 130 100 13000 AUD 28BAT 000 each |BOUCHER & MUR P
& amomyr Amaoxycillin 125mg/Sml susp [A00mL) ETO00 1 BT000) AUD | 32190.00 3306000 each BOUWCHER & MUR P
& AmadS0 Amaxyeillin 250mg cap 1534 1004 1534000 AUD | M 9BRBE 31 I76.80 each BOUWCHER & MUIR P
7 AmaS00 Amaxyiillin 500mg cap 1270 1000 1270000 EUR 3504507 3309040 esch | Internationsl Disper ¥
& Amilav Amaydillin- Clavulanate 500mg-125m: 160 100 16000, EUR 2TM.T0 883.99 each  International Disper f
9 Amp5 Amgicillin 500m:g vial B5T00 1 85700, AUD | 1028400 1237272 each |BOUCHER & MUR P
10 Haemoank Antihaemorrhoid 309 aint 1200 1 1200 auD 36.00 299700 each |Anspe Pty Ltd
11| Asp3 Aspinn 300myg tab 6531 1000 652000 EUR 206085 179747 each | International Disper
12 nAutl9m Autodlaving tape 18mmx50m 50 1 50 EUR 20718 25576 each |Imternational Desper
13 Bandage Adhesive Elastic 10cm x [1m - 100 1 100 03 000 each Mok chiosen
14 nBopBd Bandage crepe Bom x4m 200 i 200 ¥ o] 156.84 each Mok chosen
17 nBgTss Bandage gauze 7.50m x(Lm - Smj 300 1 300 (o] 000 each Mol chiosen Ll
f"; S Sart Ofder Total for Tender quantities 00
Tatal for Purchase Order  521,061.91 lII

- Note that mSupply will remember any changes you make to the widths of the
0 columns on this tab. This can be very useful if you want to minimise columns you
are not interested in to make room for other, more important columns over
several sessions to select the winning bids.

Then double-click the first item in the list, which in our example is Acetazolamide 250mg tablets, to
bring up the Edit tender item window, which opens at the Compare supplier responses tab:

» L ] B Tiemaduzs Nemn

Few Faest Aot iamie [y Ll ; P B vk

S et ﬂﬂllh.lll- Bl

Speclicatin ohl e B0 RAkE o B0 = 5ot gesntiry of W08

Wonafacuaw Pvioe  Corncy Rk Gow  Wumbes of pcin Teudgamy velems Tor sk P e Metqsn  TemdCen A CEu  e-8  Bpbydns  Deeryries Deberprsihad Bl Dag e cowesen |
Winrdeeal (b % AisTules 11 k2l HLLEE 1 +EK il L LLAF LAk LIRS LTS BOls £
g Py LKL 1208 AED 160 " am 4 e Lam PANSE AP ROTES L
Walithes Engorts Lid TFL 100 = L LT TE RIS 1AM RIS L
Bouchar I it Py Lt ELLI ] 112 n 150 o el nm A0 4Z2ITN RIIS? ©
Boachar b Mt Py Lt 108 =D 1008 1 FE o BOD MO0 BARPBME 4ILIBEE  BI4R? C

e Brras wark
Borch mark napphie  Rom chatin
dpried oot QUKD
Wi prics £L0000 M pin QL0000

Cares o

In our example, 5 suppliers have been invited to tender, and 4 have submitted tenders, one supplier
having submitted prices for two different pack sizes. One supplier has not submitted a quotation, so
all the entries for that supplier are zero.

https://docs.msupply.org.nz/ Printed on 2026/02/01 15:37



2026/02/01 15:37 3/12 18.07. Analysing supplier responses and creating purchase orders

The important column is the Adj Cost column, this allows you to compare prices which have been
evened out to cater for differences in pack sizes, currencies and freight costs. mSupply makes it easy
to identify the lowest price quoted because it appears in blue type. Clicking the Adj Cost column
header will sort the entries so that the cheapest one appears at the top of the list.

If a benchmark supplier had been selected then the +/-% column would display what percentage
above or below the benchmark supplier's quote that particular quote was. A negative value indicates
that the quote is below the benchmark quote, a positive value that it is above. e.g. a figure of -2.78%
would mean that the quote was 2.78% less than the benchmark quote.

If you want to highlight any particular line for any reason, you can change its colour by clicking on it in
the list to select it then selecting the desired colour from the colour drop down list (currently showing
“Black” in the screenshot) in the top right hand corner.

Note that if you want historical data of all previous stored quotes for an item, including those from
previous tenders, this is available by choosing Items > Show items... from the menus, locating the
item, then viewing the Quotes tab.

Before marking the supplier of the cheapest item as the preferred supplier, there are other factors to
be considered, including:

1. Has the supplier met all the tender conditions?
2. Is the proposed delivery schedule acceptable?
3. Is the product being supplied by a reputable manufacturer?

The Disqualified column allows you to disqualify the quotation from a particular supplier if required
by checking the box in the relevant row.

If you want to see more information about a particular quote
line, double-click its row to open the Edit quote line window
to view all the details of the quotation (and edit it too - useful

&3 if you discover a data entry error, for example). You may
want to fill out the Quote Comment to record any decisions
you made e.g. reason for disqualification.

When you have decided on a supplier for an item, check the box in the Preferred column in the row
for that supplier. Proceed to the next item by clicking the OK & next button and repeat the process.
When you have finished, click the OK button to return to the Edit Tender window.

It is, of course, not necessary to complete the selection of preferred suppliers at one session on the
computer; it can be done in stages. Actually, you don't have to select preferred suppliers for all items
before you complete the tender; you may want to wait for more favourable market conditions before
purchasing some items, for example.

Please also note that all changes to tender lines are logged by mSupply.

Here is an example of a tender that has been partially processed, looking at the Items and Compare
prices tab:
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& Edit Tender... = || B =S
Description: [Tender 2011
Creation Date: 11,04/10 Issue Date: [11.04/10 Response By Date: II.E.'EIJ e Status ig T o Lacked
Qur ref; [HF.IPH"-FT-IJIIJ.I
Comments: [Auto generated tender created on 4/11/10 at 12:46:15 by loana with 326 items
Items and Compare Prices Nott;| Choose Suppliers and Enter respanses | Standard conditions | Purchase order | Reference documents | Tender prereren[t;: Synchronize|
3
Search items Showr Mot choten -
Hew lime Dielete line Prin internal report -
L. Code Item name & of Packs Pack Size  Total quan... Currency Original  Ceniginal... PO local Unit  Preferred Supplier & =
3 agytab Agyclawir tab 200mg 10 100 1000 0.0 D00 0.00 tab Mot chosen
17 |Atring Atracurium Besylate 25mgy2 5mis amp 550 1 550 0.00 1,114.00| each |Hot chosen
16 |Atrk Atropine B00mog/ml amp 44 50 J000 0,00 0.00 176,42 each Mot chosen
30 Benz Benzhexol Zmg tab 35000 1 35000 0.00 D00 0.00 each Mot chosen
52 | CAFear Chloramphenicol 5% ear drops 7350 1 Tas0 0.00 D00 1,862.17 | each Mot chosen
56 n3chT20431  Chromic T20 4Gmm 1 L] 1 -] .00 000 Q.0 Mot chosen 2
; o kacin 250mg tab 1 O . cach Mot thosen
BE |Tarm Farmalin Sol 109 [mils) 4000 1 4000 0.00 0.0 0.00 sl Mot chasen
138 |Insiso Insulin Isophane Protaphane) 100w'm 50 1 50 0,00 0.00 0.00 each Mot chosen
137 Insmix Insulin mixed T0/20 (Mixtard) 100w'mi it 400 1 400 0,00 000 0.00 each Mot chosen
138 |Tnssol Insulin soluble [Actragid) 200u/ml inj 300 1 300 0,00 000 0.00 each Mot chosen
142 |nlnt22G Introcan Safety IV needle 22G 18000 1 18000 0.00 D.O0 16,560.00 each Mot choien
146 nlabl Label 100 1000 100000 0.00 000 0.00 each Mot chosen R
159 | lubsachet Lubricating jeily sachets (5g) 300 1 300 0.00 0.00 Q.00 each Mot chosen
175 imbhdie Monopolar sutoclavable handle with 5 &1 1 B11 0.00 000 0.00 Mot chosen
193 |nO2tb2mtrs  Owygen tube 2mirs 50 1 50 0.00 D00 0.00 each Mot chosen
200 | Pararaw PFaracetamol powder BP (g 25000 1 25000 0.00 D00 0.00| grams Mot chosen i
f‘J Save Sort Order Total for Tender guantities .00
Total Tor Purchase Order  960,252.41 ,
Caneel . oK |

Two of the lines have been changed to a green colour and the Show drop down list just above the list
of items has been changed to “Not chosen” so that it displays all the items for which a preferred
supplier needs ot be chosen - helpful for seeing what still has to be done!

If the Show drop down list is changed back to “All”, all items will be displayed in the list, with the
name of the Preferred supplier column for each line shown in the Preferred Supplier column.

Back to the Items and compare prices tab

Once you have finished editing, click OK (or Cancel if you want to close the window without saving
changes to the current tender line).

The column Preferred Supplier will now display either the name of the supplier you have chosen or
Not chosen where you have not yet processed the item.

The Original column will display the cost of that line if you purchase the tender quantity of that item
from the preferred supplier in the currency quoted (The Original Local column displays the cost in
the local (default or home)currency you are using in mSupply). Note that you might end up editing the
quantity on the purchase order to a different value, and then the PO local column will have a
different value.

Back to the Choose suppliers and enter responses tab
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Just before you create purchase orders for the winning suppliers you might like to see the value that
each supplier has won. To do this, click on the Choose Suppliers and Enter responses tab and the total
value that each supplier has won (i.e. the total value of all the lines where they were selected as the
preferred supplier) will be shown in the Tender value column. The total amount that each supplier bid
will be displayed in the Total bid column.

Reports

You might need to provide reports to a tender board, or for internal records. The tender module has
several reports built in, accessed by clicking on the Print internal report button on the items and
compare prices tab of the tender details window. Clicking on the button displays this window with a
drop down list of reports to choose from:

Report options

Show l +/ Preferred suppliers only

Winning tender lines
Open
All supplier responses
Supplier quotes with adjusted price
—I Supplier quotes for each itemn
Tender lines with predicted cost
Tender lines: lowest price not chosen

Evaluation report

Winning tender lines: Shows all the items in the tender which have been allocated a preferred
supplier and the costs of those lines. This is an example:

Winning item prices for tender id :14 - last interim order for 2013

Tendered item Mum of Packs Packsize Name Quoted Suppler Quoted Total fc Total loca

PEcksize Cummency pneCe Currency

ALLOPURINOL 100MG TAB 40 100 Multichem Export NI 100 NID 2.89 1158 2321.9
AMIODARDONE 50mg/ 1 ml IMJ 2 5 Multichem Export NI 5 NID 41.55 831 6689.55
FRUSEMIDE 40mg TABLET BO 1000 Multchem Export NZ 1000 [ Far] 18.68 1484.4 120289.2
GLYCERYL TRINITRATE Smg PATCH 15 20 Multichem Export NI 20 NID 20.11 301.65 24282.83
SCALPEL BLADE 20 20 100 Multichem Export NI 100 uso 5.00 100 10114
SCALPEL BLADE 22 12 100 Multichem Export NI 100 ALD 5.00 &0 3502
TUBE ENDOTRACHEAL 3.5mm &0 1 Multhem Export NI 1 (1.54] 1.63 7.8 9891.49
TUBE ENDOTRACHEAL 4.0mm &0 1 Multichem Export NI L usD 1.63 97.8 9891.49
TUBE ENDOTRACHEAL 7.0mm 100 1 Multichem Export NI 1 ush 1.63 163 16485.82
TUBE ENDOTRACHEAL 7. 5mm 200 1 Multchemn Export NI 1 D 1.63 126 32971.64
X-RAYS GALZE ROLL TO0O 1 Multichem Export NI 1 S0 0.57 3350 4035486
Total Local f B48998.52

Supplier quotes for each item: Shows quotes from all suppliers for all items, grouped by item.
Handy for a summary of all received quotes.

Tender lines with predicted cost: Can be used to give an approximate cost of the tender before
choosing preferred suppliers for all items has been completed. Where items have not been allocated a
preferred supplier, mSupply will use previous purchase costs as an estimate of what the cost will be in
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this tender.

Tender lines: lowest price not chosen: Shows all tender lines which have been chosen as the
winning bod when their price was not the lowest. Summary detail shows how much more you will pay
than choosing the cheapest lines.

Setting up purchase order (PO) preferences

Once the choice of preferred supplier has been made for all the items you want to purchase in the
tender, the next stage is to generate the Purchase Orders.

Click on the Tender Preferences tab on the Edit Tender window:

Cosmments: |T=nder M0 -- Auto generated tander created an 260809 st 15:17:-10 by loana with 251 dems

Items and Compare Frices | Wotes | Choose Suppliers and Enter responses | Standard conditions | Purchase order | Referénde IJIZII'.i.Iﬂ'IEI'I nchronize

Purchase onder Bench mark supplier
PO calculation method (Recaloulaie PO quandify according fo usage | = Bench mark supplier | None x
Based on [12 * | mankhs usage

Requested delivery date [00,00,00

Target Days [0

mSupply offers two options for creating Purchase Orders:

Purchase order
PO ealculation method [Distribiuie Ténder auantibienenhe. o 0 =]
Recalculate PO quantity according to usage

1. Recalculate PO quantity according to usage should be chosen if you wish mSupply to take into
account the usage during the period since the tender was generated; this may be significant
depending on the length of that period of time.

2. Distribute Tender quantity evenly should be chosen if you wish to make no changes to the
guantities calculated at the time the tender was generated.

For our example, we are choosing Distribute Tender Quantity evenly because we are content with the
guantities which mSupply has calculated and we do not want to make any adjustments. In this case,
the Based on field should be ignored.

Split deliveries

If you want to receive split deliveries, then mSupply will create multiple purchase orders for you, each
with a different requested delivery date.
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é& mSupply will behave differently when creating Purchase
Orders depending on whether this option is checked or not.

Note that the creation of purchase orders from tenders will be logged by mSupply.

Creating purchase orders with split deliveries

1. Go to the Purchase Orders tab
2. If you have checked the “Split deliveries” checkbox in the preferences for this tender, the first
button on the toolbar will be Create blank POs.

_]t!l'l'li and Compare Prices | Notes | Choose Suppliers and Enter responses | Standard condition ' erence documents | Tender prefereénces | Syncdhwonice
-
o &3 &) i

Create PO Delete PO Conwert to 56 Show selected PO Print acceptance lefte

You will need to confirm that this is what you want to do by clicking the Yes button on the
confirmation window which appears:

fou are creating purchase arder with preference Distribute Tender
quantiity evenly. Are you sure you want to continue?

You are then shown a list of suppliers:
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' @® 00 Show selected suppliers...
Expected delivery date |1/1/12
Code Supplier Name Currency code
TL1O7 Sl i o e | FARMACLA UsD
| Cancel | | oK )
e

Click on the supplier(s) you want to add, and enter the requested delivery date, then click OK.

You will need to add each supplier twice if there are to be 2 deliveries, or 3 times for 3 deliveries (etc)
Make sure you get the delivery date right for each one.

You can double-click an already entered line to change the delivery date.
Use the Delete PO button to remove a purchase order (highlight to one(s) to delete before clicking
the button).

Creating purchase orders without split deliveries (single delivery)

If you aren't creating split deliveries, the first button will be labelled Create PO

1. Click this button, and the needed Purchase orders will be created.
2. Double-click a row to see the order.
3. Return to the “Suppliers” tab if you want to see the value of the purchase orders in total.

https://docs.msupply.org.nz/ Printed on 2026/02/01 15:37



2026/02/01 15:37 9/12 18.07. Analysing supplier responses and creating purchase orders

Viewing tender purchase orders

When you have created purchase orders in a tender you can view them at any time by clicking on the
Purchase order tab which will look like this:

[ NN Edit Tender...
Description; Test tender
Creation Date: 247/08/17 Issue Dave: 24708717 Regponse By Date Time: | 24/09/17 D000 cMT SEatus: 59 E Locked
Serial Number; 1 Our ref
Comments:
Purchase order ki
e -_—
% _— 4 F Y —_
L f" 1.2 =
Create PO Delete PO Camvert to 56 Show selecied PO Print acceptance letter
PO numbier Supplier Description Status Reguested Delivery Date Total in PO Currency Target days
111/ UMICEF PO generated. er number; 1 mn 2500 usD 1}
112 Tabe {CHPY PO generated...er number: 1 n 10000 usD L1}

e (N

To see the details of the items on any of the purchase orders in the list, simply double-click on the
purchase order's line in the table and you will be shown the details in a window which looks like this:
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@ ] Purchase Order Summarised...
Name UNICEF Order num : 111
Requested delivery: 00/00/00 Creation date 24/08/2017
Currency USD Status
Item code ltem name Quantity Price Requested DD
2020007 AMOXICILLIN 500m...acid 125mg tablet 1000000 2500
Estimated cost after discount 2500 -‘ -

Editing purchase order quantities

Once you have created Purchase orders you might want to edit some quantities (for example, you
might want the first of two purchase orders for a supplier to have 60% of the total order, and the
second purchase order only 40%)

Go to the “items and compare prices” tab

Double-click a line to edit

Go to the Purchase Order tab.

You will see your purchase orders for that item.

To edit the first row, click once on the quantity, wait 2 seconds and click again.
You can now change the quantity.

Use the tab key to advance to edit the quantity of the second row, etc.

Nouswnh e
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S0 0 Edit Tender ltem...

Iterms Mame Amaicillin/Clavulamnae Potassium 500 mg/ 125 mg 03 /0460 - Black
Description RESTRICTED USE ITEM

et tender ibem ériteria | Compare supplier responses l:! el !.-!!. 4 !.

Tender quantity 2,000.00000 won by FOHO OSAN MEAN FARMALIA
Sknck

Stock an hand 43,656 Total stock walue  10,892,69000 Fs

Stock on order a My it st 4

e Lt Copy temder quandity ta PO

Darys Civwer

Basedon | 6 & | months usage

For stock om hand 72 Generating an arder for 0] days stock
Including stsck on order 22 will odder a quantity of 0
FO No Status Description Delivery date Targer days Facks Curmency Parck size Quantity
100 mn Supply of Drags & Medicines 22f11/11 1 1000 usD 1 1000
101 mn Supply of Dnags & Medicines 11712 1 1000 usD 1 1000

OK & MNext Cancel oK ':|

Converting to a "normal" purchase order

While a purchase order is being created and edited inside the tender module, it has the status of “tn”
and isn't visible in the same way that purchase orders created outside the tender module are.
Purchase orders that are visible in the main mSupply system have a status of “sg” (or “cn” or “fn”).
Once you are satisfied with your purchase order in the tender module do this:

1. Go to the purchase orders tab
2. Click on a purchase order to convert (only one at a time at the moment, sorry)
3. Click Convert to SG
4. Confirm the warning window, and the purchase order will now:
1. no longer be editable in the tender module
2. be available using Suppliers > Show Purchase orders from the mSupply menu or
navigator.
5. Repeat the process with other purchase orders that are ready to send to a supplier.

You can now view the purchase order, confirm it, and send to a supplier - see Purchasing: Ordering
from Suppliers: Viewing a purchase order.

Finalising a tender

This should be done when all processing of the tender is complete and the purchase orders have been
created and sent to the suppliers. The tender will not be editable after this so PLEASE make sure you
are sure that all processing is complete!

/> When you finalise a tender you will be warned if there are no
‘1 . Purchase orders associated with it because you won't be able
to create them later!
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