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8.07. Stock control methods for your
customers (requisitions)

Stock supply philosophy

mSupply is designed for situations such as a central supply facility within a country or region, or
within a hospital where the supply of stock to customers is controlled by the supplying facility. That is,
supply of stock to customers is managed by the supplying store.

Regardless of who controls the supply of stock, it needs to be made principally on the basis of
information about the customer's anticipated usage. mSupply has several ways of arriving at
quantities to be supplied to customers, in rough order of sophistication:

e If there is NO information from the customer about item usage (AMC) or stock levels, then the
supplying store can only 'push' stock to the customer by Creating a new Customer Invoice with
guantities derived from some other sources.

e |f the customer has sent a manual (paper or email) 'order' or 'requisition' for stock, containing
just the quantities of each item required, then the supplying store is informed by these
quantities when preparing the Customer Invoice. It is often helpful to keep a record of the
quantities that the customer has ordered, especially if the issued quantities are different to
what was requested. To achieve this, a New customer requisition can be created, recording
these requested quantities. The Customer Invoice can be created easily from this requisition.

e The imprest method is common in hospitals where the customer can provide the current Stock
on Hand (SoH) and there is a long and relatively stable track record of item consumption, from
which 'Imprest values' have been calculated manually, outside of mSupply.

e The stock history method is similar to the imprest method, but lets mSupply calculate the
'imprest values' automatically.

e Response requisitions is more accurate method for cases where the customer's SOH and AMC
for each item are known. This should be the case if the customer is an mSupply store.

e Full Entry of Request & Requisition Forms by the Supplying Facility is an enhancement to the
standard response requisition method. This feature was developed for Cote d'lvoire but can be
activated for any country on request.

With the exception of the 'Push' method, collectively, these are grouped together as different types of
requisition. When editing an item, you can view all types of requisition records for that item. More
information is available on the requisitions page.

e |f the customer is an mSupply store which is being
operated correctly (issuance is being recorded, and so
mSupply records of the customer's AMC and SOH for
each item are realistic), then Response requisitions is
the appropriate method to use.

e |f the customer is not an mSupply store, then the
customer's SOH and AMC are not populated through
mSupply and a New customer requisition is
appropriate.
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e If the customer is an mSupply store but is not being
operated correctly (issuance is not being recorded),
then the customer's SOH and AMC for each item are
likely unrealistic. In these cases, you can still process
any Response requisitions, but be extremely
cautious about the customer's SOH and AMC values. If
they have not submitted an internal order to create the
Response requisition, then it is generally appropriate
to use one of the more basic requisition types: New
customer requisition, (The imprest method or The
stock history method).

l Pack sizes for all requisitions are 1 (one)

It is possible for all of these methods to be done by
- programme if required - see the 4.05. Programs page for
S details.

Defining the list of items to be included in the re-supply
The lists of items that a customer can receive can be dfined by master lists.

See the 4.04. ltem master lists page for information on managing master lists and see the Assigning a
list to a customer section for how to assign a master list to a customer.

Viewing existing requisitions

Choose Customer > Show requisitions... from the menus or click on the Requisitions icon on the
Customers tab of the Navigator:
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This window will open, showing you a list of the requisitions already in the system. The Status column

shows you know the Requisition status. The Type column shows the Requisition type:
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Columns in the table:

« ID: Unique identifier of the requisition.

wp).

Name: The name of the customer the requisition has been entered for.
Program: If the program module has been enabled.
Period: This is displayed as part of the program module.
Date entered: The date the requisition was first saved in mSupply.
Requisition date: The date the requisition as given by the customer.
Status: The status of the requisition (sg, cn, or fn nomally, web requisitions can also be wf or

Type: The type of requisition; sh for customer stock history, im for imprest or response for a
response requisition.

* Authorisation: If the Authorisation module is used, then we see option like none, pending or finally
authorised.
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e Comment: The comment entered on the requisition.
Buttons and fields in the window:

e Show drop down list: Use the Show drop down list to filter the requisitions by status.

» Search field: If the list of requisitions is too long to find a particular requisition you are
interested in then you can type something in the Search field. If you type anything in the
Search field, only requisitions with a customer name, requisition number, program or comment
that contain what you typed will be displayed.

e New XX buttons: To create a new requisition of a particular type (see below), click on the

appropriate " button - a new, blank window will open ready for you to enter the requisition.

» Delete button: To delete a requisition, click on it in the list to select it then click on the Delete
button. You will be asked to confirm the deletion before it is carried out. Please note: You
cannot delete a requisition if a customer invoice has been created from it - mSupply will tell you
if this is the case. You can still delete the requisition but you must delete the customer invoice
first.

 Finalise button: This button allows you to finalise multiple requisitions at once. Simply highlight
a selection of requisitions in the list and click on the button. Only Confirmed status requisitions
will be finalised; requisitions of any other status will be ignored. After finalisation has been
carried out you will be told how many were successfully finalised and how many couldn't be
updated because they weren't confirmed or because they were in use by someone else.

To edit a particular requisition, double-click on it in the list. A window will open, populated with the
requisition's details; the window will be different depending on the type of requisition (see sections
below).

With the passage of time, entries on the list will rapidly grow in number, and so mSupply allows you to
apply a filter selecting exactly what will be displayed. The default display is for Suggested, as these
are most likely the ones you will be processing; other options include All, Confirmed, Web entries to
be processed - this covers histories submitted via the web customer interface - and Entered today

New customer requisition

While viewing existing requisitions, click the New customer requisition button to create a new one.
This will open a new 'manual' customer requisition, which is the most basic type. See an example
here:

When you click the new New customer requisition button you may be presented with a choice of
whether to process a Program order or a General order. You will only get this choice if your mSupply
system has been configured to use 4.05. Programs. The rest of this page will discuss General
requisitions, which is what you will experience when you choose to process a General order.
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mSupply will present a requisition window in which you will need to choose your customer. You select
a customer in the usual way. Below a customer has been chosen.
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To add items that the customer has ordered, you can either manually add one item at a time or you
can add a list of items from the master list.
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When a single or multiple master list are chosen, the requisition is populated by the items that is part
of the chosen master list.
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e Enter/update the customer Name in the same way as a customer stock history (i.e. enter the
first key characters and hit the Tab key to find matches), but note that changing the customer
will invalidate any other data that you've already entered.

e |f necessary, update the Requisition date, Order received and Required date - these will default
to the current date.

e Select a Category if required - see Requisition categories for setting these up.

e Use either the New line button to manually add a single item, or Add from master list to add
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items from a master list.

X

When you click on the Add from master list button you will
see a list of all the master lists assigned to your store and
your customer (see the 4.04. Item master lists page for
details on master lists and how to assign them). Whichever
master lists you choose to add items from, only the items
that are both on that master list and visible in your
customer's store will be added to the requisition. This will
avoid the situation where you send a store an item that they
didn't previously have visible to them!

If, for any of the lines, there is already a value in the
Customer current stock on hand cell, then this is because the
customer is actually another store in your mSupply system,
mSupply already knows their current stock, and is displaying
it here. While it is possible to process a new ‘'manual’
customer requisition for such customers, mSupply is
designed for these facilities to place an internal order to your
store through mSupply. You can then 'respond' to these by
processing a Response (internal) requisitions. Please check
to make sure that there isn't an existing response requisition
waiting for you to process, rather than creating a new
‘manual' customer requisition.

e Each line on the requisition will have four editable fields:

o The focus will first go into the Customer current stock on hand cell, where you can enter

the customer's current stock for that item.

o Hitting the Tab key will move the focus into the Customer requested cell, where you can
enter the value of what the customer has requested. This is not necessarily the quantity

that you intend to supply; it is just what the customer has requested.

o Hitting the Tab key will copy the quantity from the move the Customer requested cell to
this invoice cell and the focus will move to the Supply this invoice cell. You can
Supply this invoice value if necessary and, optionally, hit the Tab key to enter
a Comment (e.g. the reason why the amount supplied is less than requested).

the Supply
amend the

e |f necessary, use

If the requisition has a lot of item lines, you can filter them by typing into the Filter items field. If you
do that, only the lines with items beginning with the letters you have typed in the field will be
displayed. The text X/Y will be displayed after the search field to indicate that X lines of the total Y

the Delete line(s) button to remove selected item lines.

lines in the requisition are currently being displayed (2/8 in the following screenshot):
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Note that, while a filter is active, some of the other buttons are disabled e.g. you can't create an
invoice or save the sort order unless all lines are visible. To make them active again, simply delete
any text in the Filter items textbox (which will remove the filter).

Once you are satisfied, the Create customer invoice button should be clicked, and you will proceed to
creating the customer invoice. The Supply this invoice values will be used to populate the new
customer invoice and the requisition status will change to cn (confirmed).

Finalise Checkbox

Clicking on the “Finalise Checkbox” finalises the requisition form. After this no changes can be made
and no additional customer invoices can be created from it. Finalised requisitions will no longer
appear on reports that show “Remaining Quantities” as pending. Finalised requisitions are be
considered as fully processed.

Reference documents

The Reference documents tab on a requisition enables you to save documents and other files relating
to the requisition. The tab looks like this:
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The table shows you all the files currently uploaded to this requisition.

e Upload document button: Click this to upload a document ot the requisition. This will open a
window enabling you to search for and select the file on your computer. After you've selected it,
click on the Open button to upload it. If you upload a file with the same name as one already
uploaded, mSupply will upload it as a new version of the already uploaded file.

e Delete document button: Select a file in the table by clicking on it and click this button to
remove it from the requisition.

e Download document button: When you click on this button you are presented with two
options:

o Download: this will download the file to a location you select on your computer.

o Download and open: this will download the file to a location you select on your
computer and then attempt to open it using the default application on your computer for
that file type. If there is no application associated with the file type on your computer
then mSupply will tell you that the file could not be opened.

Requisition categories

You can assign requisitions to a category for reporting. To setup the categories that users can select
from, choose Special > Requisition categories from the menus. This window will open:
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This window shows a list of all the requisition categories currently setup. The ones with a tick in the Is
active column are the ones that can be selected on a requisition. If there is a long list then you can
type in the Type here to search field to show only categories that contain what you type.

To add a new category, click on the New button. This window opens:

@ 2 Requisition category

Description |}

g active

Enter a Description, click the OK button and the new category is added to the list.

To edit a category, double-click on it in the list and the same window as creating a new one will open
but populated with the selected category's settings. Edit the category's name or the active status and
click the OK button to save your changes.

You can quickly set a category as inactive (which means that it will no longer appear in the drop down
list for selection on a requisition) by selecting it in the list and clicking on the Set inactive button.
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Requisition status

Summarising from above, the status of the requisition has the following meanings:

e Status = sg (suggested): No customer invoices have been created yet

e Status = cn (confirmed): At least one customer invoice has been created from the requisition

e Status = fn (finalised): No changes can be made to the requisition and no additional customer
invoices can be created from it. It will no longer appear on reports that show “Remaining
Quantities” as pending. Finalised requisitions are be considered as fully processed.

Requisition type

There are a number of different types of requisition:

Type = im (Imprest), created through a Type = sh (Stock History), created through a Type =
response (Requisition), created automatically from an internal order from a customer's mSupply
store or manually through a

New customer imprest

A typical use case of imprest is for a hospital pharmacy that has to stock it's ward or departments
with items and stock on a weekly basis. Here the master list items will have the order quantities
specified and the hospital pharmacy will aim to top of the ward or department with stock when the
levels are low. Click here for further guidance

Customer stock history method

A Customer stock history requisition uses the customer's history of stock on hand to calculate how
much stock should be sent to the customer.

The Stock history method is particularly useful for customers that:

e Are not using mSupply to manage their store
 Are able to report stock on hand for each item
¢ Do not receive stock from suppliers other than your store

Theory

The theory behind the stock history method (sometimes referred to as the Historical Logistics Method)
is based on the assumption that future customer usage will be similar to historic usage.

We can calculate the customer's average usage over time if we know their stock levels at two points
in time, and what stock they received from us in that intervening period. We assume that this average
usage rate will continue over the coming supply period.
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The Customer stock history is one of the few areas of
~ . mSupply that still works in days rather than months. This is
@ mainly because it is a suitable replacement for the Imprest
method, where the order cycle is normally just a matter of
days.

There are three more variables that need to be estimated:

e The number of days in the coming supply period

e The lead time required to supply them. That is, the time lag between the customer doing a
stocktake in order to trigger re-supply, and receipt of the stock. In a hospital setting, you hope
this is no more than 1!

e The number of days's worth of buffer stock they need

With this data, the calculation is like this:

e A = Stock on hand on datel

B = Amount supplied to customer between datel and date2

C = Stock on hand on date2

D = Quantity used in period between datel and date2 = A+B-C
E = number of days between datel and date2

F = Usage rate = D/E

G = Number of days in coming supply period

H = Number of days of buffer stock desired

| = Lead time (days) between date2 and delivery of stock

e | = Amount to supply = F¥(G+H+I)-C

Using the stock history method:

e A and C are reported by the customer on datel and date2 respectively
e B is calculated by mSupply based on mSupply records

e G, Hand | are entered by the user

e D, E, Fand ] are calculated by mSupply

mSupply uses stock issued by the supplying store to arrive at
the parameter B.

Obviously, if the customer has received goods from
other sources during the calculation period, B will be
a lower figure than reality. This will result in D, F and
J being calculated as less than reality!

’
—
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First stocktake record

In order to calculate the usage rate, mSupply requires stock on hand figures of the items recorded on
an earlier date (datel) = A, above. This becomes the initial stock history record.

If you have access to this earlier stock record for your customer, you can create this initial stock
history record prior to processing their regular order. To create such a record, follow the procedure
described below for New customer stock history, with the following changes:

1. Enter the correct Stocktake date. That is, the date when the customer undertook the
stocktake. If you don't know the exact date, estimate it, accepting that there may be some error
in resulting calculations. You will see this alert. Just click No (or press Enter):

| i

Days to Supply has been changed. Do you want to
update all the existing "Actual quantities’ values?

|

|

|

|

|

| |
|

|

Update MO :

2. Ignore any figures that appear in the table, except for the Customer current stock on hand
column. In this column, enter your customer's stock figures as reported on the Stocktake date
entered above.

3. Click the Confirm checkbox.

4. Close the window using the OK button.

If you don't have this earlier stock record for your customer,
you can just proceed to create a New customer stock history
| requisition, ensuring that you do enter the Customer current
&% . stock on hand values. These values will then be used as the
initial stock history record when you enter the next customer

requisition as a New customer stock history.

Regular use

Once your customer's first stocktake record has been entered, and a period of time has passed with
some customer stock usage, re-supply can be be generated on the basis of this usage.

A re-supply using the stock history method is normally initiated by a customer stocktake. If your
customer is set up with mSupply customer web interface, then this process can be initiated by the
customer directly, and then completed in the supplying store as described below.

If your customer has not used the mSupply customer web interface to report their stocktake, then
their stock data needs to be entered in manually to the supplying store as a new customer stock
history.
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Add new customer stock history

Click the New customer stock history button, to display the Enter new customer stock history...

window:

Warne ||
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Stecktake date 23/07/2028

Days to supply 30
+ [
| -
P line Dielege latepis
Line Item code Itemn nasne
L Confirm
'-L Hide inbe; |
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on
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stk

on hand

&

Their
usage

Cancel

B Glack I0: 4726

Thasir
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usage
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Stabws: nw
Type: sh
Ertered by: mSupply Sugpon
Stere; HI Sone
Previniss SockTake ID: 0

Our Actual
suggested CUstamer
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quantity sl ghwen

Customi
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ueed

OF & Mexd

Select the customer in the usual way (by typing the first few letters of customer's name in the Name
field, then press the Tab key to call up the list of customers' names from which the required customer

may be chosen.)

Once you have chosen a customer, the window is populated with all of the items that match the

following conditions:

e |f the customer is a store: the items that are on any Item master lists assigned to the store -

refer Master list - In use by tab.

e If the customer is a facility: the items that are on the Item master lists assigned to the customer

with “Requisition™ box ticked - refer Customer - Item lists tab

* The items are visible and active in the supplying store (your store) where the “customer stock
history™ record is being created. It is quite possible that your customer can handle items that
your store can not. These items will not appear on the customer stock history requisition.

You are presented with this window:

https://docs.msupply.org.nz/

Printed on 2026/04/02 11:06


https://docs.msupply.org.nz/items:master_lists#in_use_by
https://docs.msupply.org.nz/names:adding_and_editing#item_lists_tab

2026/04/02 11:06 15/29 8.07. Stock control methods for your customers (requisitions)
] [ ] Enter new customer stock history...
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The contents of the columns are:

e Line Sequential numbering of the lines.
e Item code, Item name, Unit: Item details

e Our stock on hand: mSupply's record of the stock on hand in 'Our’ (this) store.
e Their Previous Stock on hand mSupply's record of the customer's stock hand on the

previous Customer stock history requisition. If you see zero here for all items, then check that

you did actually carry out the First stocktake record for this customer.

* They received from us: mSupply's record of what was sent by us to the customer since the

date of the previous Customer stock history requisition.

e Customer Previous balance The customer's report of their stock balance before they
received the stock that we sent them from their previous order.

e Customer Received stock The customer's report of the stock that they have received
between orders.

e Customer Current Stock on hand The customer's report of the 'current' stock on hand, at

the time of placing their order.
e Their usage The customer's usage over the period between the date of the Customer

Previous balance and the date of the Customer Current Stock on hand based only on their
SoH reporting and mSupply's record of what was sent to them: Their Previous Stock on hand
+ They received from us - Customer Current Stock on hand. If the usage is negative then

we know that there is some missing data.

e Their Daily Usage This is the Customer quantity used (column further to the right) divided
by the number of days between the date of the Customer Previous balance and the date of

the Customer Current Stock on hand

e Our suggested quantity mSupply's suggestion of the amount to issue based on the

customer's provided numbers.

e Customer requested Whatever quantities the customer has requested. Enter this from the

customer's paperwork.
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e Actual quantity given mSupply's suggestion of the amount to issue based on the customer's
provided numbers and the Days to supply This value can be overwritten by you, and is the
value that will be transferred to the Customer Invoice when you are ready.

¢ Customer quantity used The customer's usage over the period between the date of the
Customer Previous balance and the date of the Customer Current Stock on hand based
on the customer's supplied numbers: Customer Previous balance + Customer received
stock - Customer Current Stock on hand. This calculation allows for factors that would
cause errors in the strict customer stock history method, e.g.

o The customer may have mis-reported their previous balance.
o The customer may have received stock from another source, resulting in Customer
received stock being greater than They received from us.

e Comment Space for a comment

Initially, the Actual quantity given figures will be
calculated by the customer provided values for Customer
Previous balance and Customer Received stock; the
Their Previous Stock on hand and They received from
us values will be ignored. However, you can choose to use to
revert to the mSupply suggested quantities by:

e Selecting all lines to be reverted
e Clicking on the Revert to suggested quan button.the
recorded in mSupply when calculating the suggested

quantities.
L
Sk Revert to suggested quan

You can choose to use to revert to the customer requested
quantities by:

e Selecting all lines to be reverted

e Clicking on the Revert to suggested quan button.the
recorded in mSupply when calculating the suggested
quantities.

.

-
'
Sl

Revert to customer
request

If the customer is a store within the mSupply system then
. mSupply will populate Customer Current Stock on hand
@ with mSupply's record of the customer's Stock on Hand. You
can then compare what the customer has recorded in their
copy of mSupply's with what the customer is now telling you

https://docs.msupply.org.nz/ Printed on 2026/04/02 11:06


https://docs.msupply.org.nz/_detail/issuing_goods:pasted:20250802-094703.png?id=issuing_goods%3Astock_control_methods
https://docs.msupply.org.nz/_detail/issuing_goods:pasted:20250802-094856.png?id=issuing_goods%3Astock_control_methods

2026/04/02 11:06 17/29 8.07. Stock control methods for your customers (requisitions)

o)
G,

The Hide Internal Column Checkbox

The Hide internal column when clicked will simplify the window by displaying less columns.
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The Our SOH column is the stock on hand in our own store, while figures in all subsequent columns

are the customer's data.

The first entry to be made is in the Days to supply field, where the appropriate figure should be

entered.

Be careful, Days to supply is not just the order cycle. It
needs to include provision for lead time, and buffer stock as
well - refer Calculate required stock quantity for the theory.
So, if:

e Order cycle = 60 days (~two months)
e Lead time = 30 days
e Buffer stock = 2 x Order cycle = 120 days

Then the Days to supply = 60 + 30 + 120 = 210 days

Sounds like a lot? Don't worry, when calculating the
suggested order quantity, mSupply will deduct from this the
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- number of day's worth of stock that your customer already
0 has in stock.

You will see in the example above that

e 13 days have passed since the last stocktake
* Days to supply has been set to 30

As figures are entered, mSupply re-calculates Our suggested quantity and *Actual quantity given.
Once all the figures have been entered, Our suggested quantity can be compared with
Customer requested. Initially, Our suggested quantity and *Actual quantity given are calculated
on the basis of the customer provided values for Customer Previous balance and Customer
Received stock. The Their Previous Stock on hand and They received from us values will be
ignored. However, you can choose to use to revert to the mSupply suggested quantities by:

¢ Selecting all lines to be reverted
* Clicking on the Revert to suggested quan button.the recorded in mSupply when calculating the
suggested quantities.

ﬂ!

o

Revert to suggested quan

You can choose to use to revert to the customer requested quantities by:

e Selecting all lines to be reverted
e Clicking on the Revert to suggested quan button.the recorded in mSupply when calculating the
suggested quantities.

|
| -
| - i
—

Revert to customer
request

Ultimately, the Actual quantity given column should be updated taking into account pack sizes,
ensuring that actual quantities match exact multiples of the pack size.

Once you are satisfied, the Confirm check box (bottom left corner) should be checked, the Create
customer invoice button should be clicked, and you will proceed to creating the customer invoice.

Printing forms

Clicking the Print button provides several options for printing forms:
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1. Customer stock takes: This form you can give to the customer (for example, if they are a

ward in a hospital that has mSupply running in it's pharmacy store), and they can fill out the
quantities they have on hand, and then values are entered into mSupply.

. Customer stock supply: This form provides information to give to the customer about the
quantity they will be supplied.

. Customer stock request and issue: This form provides information for the customer
comparing what was requested with what was actually supplied.

The second two reports are for use after you have entered quantities to be supplied into the customer
stock history window.

Imprest method

The Imprest method is probably the most commonly understood and used method of stock control,
and has been used for many years (centuries?).

As can be seen by the discussion below, the Imprest method is a simplification of the
Stock History method discussed above. We argue that the Stock History method is
superior to the Imprest method because it dynamically calculates a number of values
based on live customer consumption data, rather than relying on some historic
calculation that is likely out of date. It is quite understandable why the Imprest method is
the standard approach in hospitals - because it was developed before the computer age,
and its hard to change old habits. However, now that you have mSupply ready to do the
number crunching, we suggest that you seriously consider using the Stock History

o0

A 4

method instead of the Imprest method...

With the Imprest method, the quantity to be ordered is the quantity necessary to restore the stock on
hand to a pre-agreed fixed quantity. This imprest stocktake must be carried out on a regular fixed
frequency (daily, weekly, fortnightly, monthly, whatever.) This pre-agreed fixed quantity is arrived at
on the basis of a number of simplifications to the stock history method:

+ E = numberof days between datel and date?

e F = Usage rate PRE-DETERMINED AND FIXED

¢ G = Number of days in coming supply period PRE-DETERMINED AND FIXED
¢ H = Number of buffer stock days desired PRE-DETERMINED AND FIXED
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e | = Lead time (days) between date2 and delivery of stock = 0
The Imprest Quantity = F¥(G+H+I)
e | = Amount to supply = Imprest Quantity -C

If stocktakes are not taken at the pre-determined frequency, and particularly if they are missed, the
system will fail. It is a fairly rigid system, in that once set, F, G and H must remain constant. It is
suitable for supplying wards in a hospital setting, where operations are generally more rigidly
controlled.

Using the imprest system

The imprest system operates in this way:

e The stock of a particular item which a customer (usually a clinic, ward or department) should
hold is agreed. This is the Imprest quantity.

e A stocktake is carried out at the facility, giving us a Stock on hand.

e The amount to be ordered by the facility is calculated as:

Order quantity = Imprest quantity - Stock on hand

For example, take the case of a rural clinic which receives a
monthly order from a central store:

e |t is agreed that the clinic, when fully stocked, should
hold 10, 000 paracetamol 500mg tablets. This is the
Imprest quantity.

e At the end of a particular month, a stocktake shows
that the Stock on hand is 2,400 paracetamol tablets.

e To restore the stock of paracetamol tablets to the
Imprest quantity, the amount to be ordered is
calculated as:

Order quantity = 10, 000 (Imprest quantity) minus
2,400 (Stock on hand) = 7,600

This feature caters for mSupply users who operate an imprest system, where a central store supplies
goods on a regular basis to a number of customers, who may/may not be mSupply users themselves.
We advise that the customers should be provided with a list - perhaps for a 12 month period - of the
dates on which they should perform a stock check and submit the figures, ideally on a customised
form, to the central store acccording to the prearranged schedule. It is important to note that the
customer needs to supply only the current stock on hand figures, a relatively simple task; customers
are not required to submit details of what they perceive to be order quantities.

It should be remembered that the items to be included in the list and their imprest quantities must be
defined for each customer individually. The imprest quantity defined for a particular customer is
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unique to that customer, and has no bearing on imprest quantities defined for other customers.

Processing the order from the customer

The central store, on receiving the stock on hand details from the customer, selects from the
Navigator or Customer menu the item Show requisitions, which displays this window:

Regulsition list

5 B @ 5 @

Shaw] Past 30 diys a8
LR Wi Curiiairan Mirm CuRlOmET Oelele Firuliie
requmsEon mprest stock histony L
D Mame Date eatered  Reguisicion dane St Type CosmenAr
4 ke Hoxpetal LI L) LIl AL ] sh
2 Amnesty Hospital Joory2024 Joparraeaa ] im
I Cactus heapétal a0 £l ] 5g FERpONSE
Dizasble cick om row 0o edin detaik “

If you are working with a customer for whom no imprest list has been defined, clicking on the New
customer imprest will display the Enter new imprest window, where appropriate entries are made.

tame |

Stock take dabe 260813

DOrder Receved 260813

(=) [ S

D lete el Create Cusitamer brgice Rowirt bo fusggedted quan

Lir.. tem Hame Unit Cour S0OH  Their Old 5. Imgperest q.. Theeir ommen..

7] Confiem

Sugpested quam

B Elack D: 1158

Enbry dabe : 260813
Stakus @

Stock Type: Im
Erfered by Sussad

Storer General

Adual quan
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Continuing to use Highland Health Centre as our example (for whom we have created an imprest list),
double clicking on that entry displays this new window on which the imprest list appears:

Mame [Highland Health Centre io:
Stock take date |26,/08/13 Entry date :
Status :

Order Received |2608/13 Stock Type - i
Entered by: Sussol

[_i/ EJ E“J @J - Store: General

Mew line Delete line(s) Create Customer Invoice Revert to suggested quan

Lin... Bem code tem Hame Linit Our SOH  Their Old 5... Imprest ... Their curren...  Suggested guan Actual gquan
1|Ibu2 Tbuprofen 200mg tab eath 1336 a 2000 i) 2000 2000 =
2|Preds Prednisolone Smg tab each 540 a 1000 o 1000 1000
3|Hals Haloperidol Smy tab each 213956 a 200 of 38 200

[I-_'l'l Confirm

Save Som Order

You will note that there are no entries in the Their current stock column, and the figures supplied by
the customer should be entered; click on each line, and then edit the zero appearing in that column
with the supplied figures.

=

Revert to suggested quan

Nd 5... Imprest q..] Their curren... | Suge

0 20 730
0 1 380
0 le4

actually another store in mSupply then the Their current stock column will be

6 There is an important exception here: if the name you entered in the Name textbox is
automatically filled in with the stock in the store. Very useful time saving feature!
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Simultaneously, mSupply completes the next two columns, Suggested Quantity , and Actual Quantity.
The Actual Quantity entries may be edited to reflect, for example, pack sizes, to ensure that actual
quantities match exact multiples of the pack size. After editing, the window may appear like this:

MName |Highland Health Centre |- Black ID:
Shock take date |26/08/13 Entry date: 26/0813
Status: 19

Stock Type : im
Entered by: Sussol

Order Recerwed |26,/08/13

:— {‘ --
E-_.' t“l EI =i Store: General

Mewr lime Drelete line(s) Create Customer Invoice Revert to suggested quam Print

Lin.., Hem code tem Name Unit  Our SOH Their Old 5. Imprest quantity  Their current S0H Suggested quan Actual quan
1|lpu2 Ibuprofen 200mg tab each 2336 2000 730 1270 1500 =
2|Pred5 Prednisolone Smg tab each 540 1000 380 620 1000
3| Hal3 Haloperidol Smyg tab each 21396 200 154 35 100

Should you have any reason to identify one or more lines, this may be performed by highlighting the
line(s), and changing the colour of the font. Black is the default, but other options may be selected
from the drop-down list:

|= Black
Black
lqud ] Orange
1ol ] Pink
14.:- Red
EE:| Cyan
IDE- Blue
1ol Bl Green
32- Brown

Selecting 5 or more lines brings up an alert requiring confirmation of your intention.

Once you are satisfied, the Create customer invoice button should be clicked, and you will proceed to
creating the customer invoice, which is the same for all requisition types.

Response (internal) requisitions

These work in much the same way as a New customer requisition, but with some notable differences:

e Most importantly, you don't need to create it! A response requisition will be automatically
created in your (supplying) store as a result of an internal order created in another mSupply
store where most of the data will have been entered already by them.

e The customer Name is already filled in and cannot be changed.

e The Customer current stock on hand and Customer requested columns are already filled in and
cannot be changed i.e. only the Supply this invoice and Comment columns are editable.

e |f necessary, you can still add and/or delete item lines manually.
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e |t is possible to generate multiple customer invoices from a single response requisition e.g. if
not all of the requested stock is available at the time the requisition is entered, this allows for
an initial customer invoice to be sent to partially fulfil the request and another to be sent at a
later date when more stock becomes available.

The Response requisition is @ more accurate way to track demand vs supply.

You can create a new manual customer requisition for a customer that is an mSupply store one. This
is especially useful if the customer's mSupply system is not functioning.

Creating the customer invoice

Regardless of the requisition type, when the Create customer invoice button has been clicked, and
the following window appears:

F@‘ Mame [Highland Health Centre &J Confirm date [00/00/00 | Colour - I-T
Theirref [ | HC4 Invaice : 30,034
l Comment [Invoice from customer stock history @"_,I Category |Mone z) Entry date : 26,08/13
Goods receive ID: O
Status: sg
[_il EJ &J &J Entered by : Sussol

Mew line Delete line(s) History Confirm
Store : General

General Summary by ltem l Summary by Batch l‘[mn;pnrt details l Log |

M... Li.. Location lbem Name Quan  Pack Size  Balch Expdate  Sell Piice Price exten
[ 4 buprofen 200mg lab 1500 1 none 0.00 oo -
F_tf_' 2 Predrizolone Smg tab 1000 1 FuIrE 0.00 ouoo
] Halopesidal Smag tab 100 1 none (3,000 oo
— = Other charges  Tem: | amount:[ 0.00]
I Es
B i) (B bt Subtotal: 0.00
0 % tae 0.00
Total: 0.00
[ Hold o
Finalize Expart batch: 0 [ oKxanen Delete | oK O

If the customer invoice has been generated from an original
internal order in another store, the customer invoice window
0 will have a red Stock transfer label.

Similarly, if the customer invoice has been generated from
an original internal requisition in another store, the customer
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o invoice window will have a red Internal requisition label.

All the entries appear as (red) placeholder lines. The operator needs to allocate stock to each of these
placeholder lines before a pick list can be printed. The operator can either manually allocate stock or
by using the Grinder button.

Manually allocate stock

The next step is to double click on each entry and allocate stock. In the example, the 1st item on the
invoice, Ibuprofen 200mg tablets, is being processed; there are several batches in our store, some of
which have reached their expiry; although line 4 indicates there are sufficient to meet this order in
the store, you will note that only 106 tablets are available, so we select line 6.

Item [Ibuprofen 200mg tab

Ling [
Quan 1500 of 2500

Pack 1| each Bulk/Cuter pack size 0

Add Place holder | Re-dookup Sell Price |

Li.. lssue Avalable Totinstore Pack Hold Batch  Expdate Supplies  Location  Cost Fiice  Sel price Status
0 B00 00 1 IDIHOZE0, 304140 s TAB 0o 0.0
0 140 140 1 IDIHOZE0 30411410 s TAB 0.01 001
10 106, D00 1596 1 IDIHOZE0, 2341416 s TAB 0o 0o
0 1000 1000 1 G3|E 3216 invad BAA 0.00 0.00
2500 4000 1 DPE0E1| RNANAT ida A 001 0.01

Total quantity issued
Total quantity available

Clicking on OK & Next displays the next item on the invoice, Prednisolone 5mg tablets.
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Item |Prednlsulnne Emg tab
Line I 1
Quan | IIEEE of O

Pack | 1| each Bulk/Cuter pack size o

| AddFlace holder | | Re-distributeall | | Re-lookup Sell Price |

Li.. lszue Awvalable Totmstore Pack Hold Batch  Ewxpdate  Supplier Location  CostPrice  Sel price

1 1000 0 0 1 raone A] 0.00
2 0 540 540 1 WE2N, INA2ME invvad AAA A] 0.00

Total quantity issued
Total quantity available

Click Redistribute all, which is the normal procedure. There is only one batch available, but there is
insufficient stock to meet the order, so mSupply® creates a placeholder line for the outstanding
amount.

Thete was ol enough stodk 1o meis The femaining balande ; 460, This
‘will be added fo the placebolder line.

When the final item has been processed, clicking on OK will display the completed invoice.
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l Hams |H|thand Health Centre l Confirm date (00,0000 colour: (I Black
Their ref HC4 Invoice : 30,034
Camment |lnu:-||:r from customer stock histary .l, Categary [HIH\I: "'] Entry date : 260813

Goods receive ID: 0

Status: sg

oy EJ

| & =) = G Extaredby: St |
Mew lime Dalete lingls) Histany Canfiim

Slare: Gendral

General ‘Summuh_rlm] Sumary by Batch | Transport dﬂuls[Luu|
M... Li. Location Itszaory [l ey Quan  Pack Seze Bach Espdate  Sell Pics Puica eulen
H 1 |bupralen 200mg tab 1500 1 rone 0.00 oog =
X 2 Pracrizoiee By tab 2D 1 riceie 0.00 0.00
B 2 ass Iopeaten 200mg t2b 1500 1 DPEDY 3MAT nm 15.00
¥ 3 Asa Predrisalone Smg lab 5S40 1 WE201| NH2NE 0o 0.oo
3 TAR Halopeeidal Simg tab 100 1 7MEZ23 11100 0o E.00
G ¥ = Other charges  fem: | Amaunt; [ 0.00
i ['L' LE‘ [I'-li Subtotal: .00
0 % taw: 0,00
Tetal: palii}
[¥| Haold
Finalize Export bateh: [ oxamet || Detete [ ok | OF

The Grinder button

If your store is organised well, particularly by use of location priorities, you can automatically allocate
stock to all placeholder lines by use of the grinder icon at the bottom Ieft.E"J

= ] MILILIYILAITIT BF Ldis

14 Multivitamin Syrup BP Bot/60m]

11 Yitamin Bl (Thizmine HCL) 50mg tabs

12 Vitamin B& (Pyridoxine HCL) 50mg tabs

13 | Dexamethasone Sodium Phosphate 0.5mg t
=17 (el G5

o1

1 Renumber lines in the current order
Issue stock for all placeholder lines

Make sure the Hold checkbox is not checked, and at this stage the invoice may be confirmed.

If the customer invoice is for another store (i.e. if it has a red
o Stock transfer label or red Internal requisition label), it

must be finalised in order to transfer the goods to the other
store:
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e For a stock transfer, this will generate a supplier
invoice in the other store - see Transferring goods to

= another store
@ e For an internal requisition, this will generate a goods

received record in the other store - see Receiving
goods from another store

After creating a customer invoice

e The Already issued column will be updated to reflect any non-placeholder lines (i.e. those not
coloured red in the customer invoice) in any customer invoices which have been generated
from the requisition regardless of the customer invoice status (i.e. it doesn't have to be
confirmed).

e The Remaining to supply column will be reduced by the amount already issued, and Supply this
invoice will be updated accordingly:

3 Fdit requisition.., e IE
Mame [Cactus Hospral CaLC Their ref 578 — N Io: 2

Requisition date [L5011E Camment | Shatus = ¢n

Order Becered LS0118 Sl
- p Eréry date - 130278
= e =
et I._, |.:, "'-:1' k Erieied by - Admin

Hew line Add from master lid  Delete Bnez|s) Filles Hems Create customer imvmice Prinit Shores Centesl Medical

Owmta entry Invoices orealed Log

Char Cuitomer

- N Suppl
L. Memoode hem name Uni "::;" ‘;';::' r::::;:-lc "’L‘:‘:; 'f_:‘s':;:_;il mlf;?':: Comment
Fansd on hand

1 30453 Amuiciliny 250 msg Lakyi Tabh 2357 600 M5 i) 150 50 50 partal wupply

2 COBAE Selbadamgl scored fmg kaba ol 17,000 449 300 o n n

3 047784 Diazepar [njettion Smgéml &mpml | &m 1,450 5 m m ] 0

4 250804 Oral Rehydeation Sohution Reso Ma.. | Sac. 15,000 73 100 120 o 0

Avetyaliogic Acid 300mg Lk [l 5 Ex L]

6 Miiis Barsdage W.OUW, 1 5cm wide = Smrall | Bal 4,533 184 i A0 1] (]

Flod1sal aptoprl scored 23myg 1abs Tabl 47,500 L 200 200 n n

BoaTa20 Fraracetamol 300mQ tabs Tabl. BL,000 280 500 500 o 0

A

&Y

Swve Sort cader [ Finalrs Cancel O & Hext oK

In the example above, a single customer invoice has been created to supply most of the requested
stock, apart from two items. You can then create a second customer invoice to supply the outstanding
amounts.

Details of the related customer invoices can be seen in the Invoices created tab:
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I,-I-_[ﬁtruquiﬂiun... |3 'E
Mame [Cachus Hospha AL Their et 78 [T D 2
Requisition date [ 502718 Comment | Stabai: cn

Type ! responde
Entey daste : 130278

Entared by : Admir

Cwder Receved (1502715

Store Ceniral Medical

Diats enilry Irwenices created Lag

cumbte  conmemed bt co08 Rem Mose cigeds AT by B Eply date

27 DEME0LE 030062 | Acetybalicyler Acid 300mg tabs 0L 300 7ETe HA2020
k] 5Q 030062 | Acetyhalicyls A 300y tas o0 100 100 ETa 442020
N DESE0E cn D353 |Amesicilin 250mg tabi o 1m0 150 B AL
m g 030453 | Amowicilin 230mg tebs o 100 w B K200
27 DEME/20LE cn 201116 |Bandage WO, L5cm wide x 5m rall 3 12 35

7 DEOE0LE 00106 |Eandage WO, 15cm wide s Sm rall 13 12 164 456455 2001
1 DESEALE en 030661 |CapRoped seared 25mg babs o ] 200 CET56] AT
N ORO6200E cn MIT44 | Discepam Injection Smpiml dmpinl 1 H L] salflj FLO32020
27 D&OE/20LA BW0B0d | Cral Betydration Solution Fesa Mal 420 sschet for 1 tred CAR-100 1 100 100 BSATIHT

7 DEOE20LE tn 037020 |Purscetsmiol 500mg tabs o0 100 500 D5ETES

17 DEOEAOLE tn 038439 |Sulbutamsd seared I tass o 100 300 S5LTETE 3032002

Cancel O & Mext oK

Double-clicking on any of these lines will open the corresponding customer invoice.

Danger of failing to re-supply in time

Obviously, regardless of the calculation method employed, if

/|\ the supplying store fails to re-supply the customer within the

LR supply period (G) then the customer will start eating into the
buffer stock and is in danger or running out of stock!

Previous: 8.06. Box management | | Next: 8.08. Customer budgets
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