2026/04/06 21:44 1/7 4.01. About items

4.01. About items

An item in mSupply is usually a product that you purchase from a supplier, hold in stock and supply to
a customer. However, there are also other types of items:

¢ A service item has no stock, but can still be added to customer invoices and charged for.
Service item examples are a freight charge, a consultation fee, an express delivery fee, etc.

¢ A cross reference item points to another item, so that when it is chosen in a list, it is substituted
with the item to which it refers. 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 or Item tab on the Navigator. The item menu
also contains commands for managing lists related to items such as accounts, drug interactions and
units.

For how to add a new item, see 4.02. Adding a new item.

Item menu
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Show items

Supplier Customer PReport Special Help

Show rbemns... Chrl+]

Mew tem...

Show repacks...

New repack...

Show builds....
MNew build... Ctrl+B

Ad Hoc ttemns...
Ad Hoc ltern histery...

show inventory adjustments
Inventory adjust- add stock
Irvventory adjust- reduce stock

Merge two items... Ctrl+Shift= M

Show departments...
Manage item access...

Manage drug interaction groups.
Show units...

Show accounts...

Show ibem categonies...

Show locations...
Show location types...
Merge two locations...

Show itern master list...
Show Stocktakes...
Show rbemns with stock...

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

First you are presented with a window asking you to enter search criteria to find the items you are

interested in:
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Find items
ltern mame starts with
and E Category 1 B is [il
and B VEN category is Don't Care B
and B Department is Don't Care B
and is on Master List Don't Care B
Randomly select 0 items from returned list,

Exclude hidden items

Complex Find cance | (D

If you click on the Find button (or press the Enter key on the keyboard) without changing anything
you will be shown a list of all the visible items in your store. But you can refine the search by entering
and selecting different values in the different filter lines shown in the window. If you enter no value for
a filter then that filter is ignored.

Randomly select x items from returned list text box: If you enter a number in here mSupply will
randomly select that number of items from the items which match the search criteria you have
entered in the filters above. Beware: if there are less items returned from the search than the number
you enter in here mSupply will return all the items it found with no random selection.

Exclude hidden items checkbox: This is checked by default and means that only items that are
visible in the store you are logged into are included in the search. If you uncheck this box then all
items in all stores in your datafile will be included in the search.

If only one item is found by your search then its details are displayed, otherwise you will be shown a
list of matching items.

The Complex find button gives you access to a more powerful query editor where you can find a
very specific set of items. A tutorial on using the query editor is to be found in section 13.14. Custom
reports.

To do a “contains” search, use the wildcard character '@";
e.g. entering “@250” will find all items with “250” anywhere
© in their name.

Here's an example of a list of items displayed after clicking the Find button:
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e list...
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Rrpart Set values Fimd Frint Mo ify Duplicate Customise

2051966

mem Code

DORAAEDDZ
DORAALOD4
DORsALO0E
DORAAMDDE
DORAAND LD
DORAAMT L2
DORAAM] |4
DORAAMI LG
DORAAM] LE
DORAAND D
DORAAM]ZZ
N A MO0 2

SMELAPOGZ

DORAARDZE
DORAARDZE
DORAKRD 4
DORAARDZ0
DN ARDID

DINJARDDS

DORAASDIZ
DEXTASO02

DINJATODS

ILEm name ~  Defauly pack Stock an hand
Abpavir flambiudine, 600 300mg, 1ah
Albendazale, 400mg, tab
Alumirium Hydrox. . Hydr ], 500mg, fab
Amlodipine, 10mg, tab
Amlodigine, 5mg, tab
Amaicillin + Flucl..n, 250/250mg, cap
Amppicillin Syrup....mg/smi, &0mil, bot
Amoxicillin, 250mg, tabcap
Amoxicillin, 500mg, tab/cap
AmoicillinfiCavul...g/Sml, 100enl, bo
AmaicilliniClavulanic acid, 625mg, 1ab
ampicillin, irg, $00mg, vial
Apran, plastic, disposible, poe
dirvemether [ Lume_ . Omeg, 12 1abs, strip
Arremerher [ Lume . Omeg, 18 1abs. strip
Artemather [ Lumae  Omg, 24 tabs, strip
Artemether [ Lume...20mg, & tabs, strip
Artemether, inj. B0mg/ml. 1ml, amp
Arpesunare, irj, 60mQ. vizl
Ascartic acid (Vitamin C3, 100mg. tab
Asepenl, 500ml, bot

L T T = T T B R SR R R R R —

Atrapine sulphate,...img/ml, lml, amp

Flags

Double-click the item in the list to view its details.

Items list view

New item: Click this button to enter the details of a new item you are adding to your inventory. You
can find out how to do this here

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 highlighted records).

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

Set flags for highlighted items

Setflagto [ |
(®) Append to essting flags
(C) Replace existing flags

Set forecasting options for highlighted tems
When calculating future consumption:
(®) Do not change- use current setting
(_) Use historical Average Monthly Consumption [AMO)
(C) Use historical AMC increased by a factor of:
() Use a fixed, estimated AMC of:
() use projection:

Cancel

0 items/month

——
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*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:

We recommend 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 existing 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 clicking the OK button.

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

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

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

Modify: Click this button to show details for the first record that is highlighted. Clicking the OK and
Next button in the item details window will jump to the next highlighted record. To select multiple
records, hold down the control key (command on Mac) while you click on the records you wish to
select.

Duplicate: Click this button to create a new item with the same details as the selected item. A
message box like the one below will appear. Click on button Duplicate to confirm creating the
duplicate. Note that the only difference you will see between the existing item and the newly created
item is the name of the new item ends with the text '(copy)'. The new item will be added to the end of
the currently displayed list of items.

Confirm

Are you sure you want to duplicate this item : 4 Hooks + Bm
Mylon rope for Mosquito net

Duplicate | Cancel

Note that for recording and audit purposes a Log event is created when an item is duplicated. For
more information on log events see section 25.19. The system log.

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. See Working with lists.

Item details window
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L ] [ ] Item details
CEECE 5 e name Albendazole 400mg, tabs, chewable Store
Storage
Mise al Item code alb400tw Pricing
Usage ] Default margin o
Deefault sell price of preferred packsize 0.00
Stock a6l Units
Ledger
Price editable when issuing
Quotes Department | None a
Backorders Category LY
Mot I— Fulll description
otes
. Category 2 Mone
Reconcile & e
Bill of materials Category 3 Mone B
Purchase Orders
Interaction group Mone a
Order aptions
Dispensing fd v, Product specifications
Reparting Universal code Il
Log
- Doses I5 3 vaccine?
Requisitions
Stores Hold: da not issue
| in il nl
Barcodes sl b Stock category Custom fields...
Custom data Allow pack To one conversion
Normal stock user Field 1
Master lists Convert pack to 1 when receiving -
Interactions LIMRCHS stk user_field_2
Include in DHISZ data push On essential drug list
user_field_3
VEN Canegory wser_field_5 0.00
© Mot assigned user_field_6
R wser_field_4
Essential
wser_field_7
Mot essential
Delete QK & Previous OK & Next Cancel _

Buttons in the item details window

Delete: Provided that an item has no transactions, quotes, order lines or backorder lines, it can be
deleted, and this button performs that action.

Once you have received stock for an item, it cannot be
_ deleted. 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
transaction such as an invoice or build).

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.

Cancel: Exits the window without saving changes.

/i\ Changes you have made to quotes, notes and backorders
. will be saved, even if you click Cancel .
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OK: Saves changes then exits the window.

Tabs on the item details window

The item details window displays a vertical list of 'tabs' down the left side. Click on the appropriate
item to view a 'tab' displaying particular information about an item. The Item Details Window normally
opens at the General tab.

4.01.01.
4.01.02.
4.01.03.
4.01.04.
4.01.05.
4.01.06.
4.01.07.
4.01.08.
4.01.09.
4.01.10.
4.01.11.
4.01.12.
4.01.13.
4.01.14.
4.01.15.
4.01.16.
4.01.17.
4.01.18.
4.01.19.
4.01.20.
4.01.21.
4.01.22.

Items - General tab

Items - Storage tab

Items - Misc(ellaneous) tab
Items - Usage tab

Items - Stock tab

Items - Ledger tab

Items - Quotes tab

Items - Backorders tab
Iltems - Notes tab

Items - Reconcile tab
Items - Bill of materials tab
Items - Purchase orders tab
Items - Order options tab
Iltems - Dispensing tab
Items - Reporting tab
Items - Log tab

Items - Requisitions tab
Items - Stores tab

Iltems - Barcodes tab

Items - Custom data tab
Items - Master lists tab
Items - Interactions tab

Previous: 4. Items | | Next: 4.01.01. Items - General tab
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