
Tender Management: Entering and using standard conditions

Standard conditions explained

mSupply allows you to set up a list of standard tender conditions. 
Usually you will have the same set of conditions that applies from year to year.
Each time you create a tender you can copy the standard conditions list to make a set of conditions
just for the current tender. You can then edit any specific conditions if you need to without affecting
the mater list.
When you print your tender letter, the conditions list will print, followed by the list of items you are
requesting prices for.

Set up conditions

Choose Suppliers > Show tenders
Click on the Master conditions List tab.
The master list is shown.

Adding Master conditions

Click the New Condition button to add a new
condition.

Point: The conditions will sort by their point entry
when printed. We suggest you label your points 1.1,
1.2, 1.3, 2.1, 2.2 etc.
Note that if you will have more than 9 points in one of
the levels, add a leading zero so they sort properly
(01.1, 01.2, etc)

Heading: Enter the Heading. 
Body: The body can be as long as you like for each
entry.
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Flag: Say you have some entries that need changing
after copying to an individual tender (e.g. a closing
date). You can enter a value in the flag field to
identify such entries.

Print heading and body: Use this drop-down list to
choose what will print. Normally you'll want to print
both heading and body, but near the top of a tender
form you may want several headings together.

Click OK & Next to add further conditions.

Editing and Deleting conditions

Double-click an entry to edit it.
To delete a condition click on it to highlight it, then click the Delete condition button.

Copying master conditions to a tender

When you enter a new tender, go to the Standard
conditions tab.
Click the Copy from master button to copy
conditions from the master list

Once you have copied conditions, you can Add, edit
and delete them in the normal way.
Note that when deleting rows you can highlight
multiple rows by holidng down the control key as you
click rows, or press control + A to highlight all rows.
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Printing invitations to bid

Once you have set up items and chosen quantities,
the invitation letter can be printed. 
The bid conditions will be printed near the start of the
letter, followed by the item list.
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