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Tender Management: Entering quotes received from suppliers

Review

We're assuming that you've already done the following steps

1. Created a new tender

2. Quantified how much you need to order, and added these lines and quantities to the tender
3. Decided which suppliers to send the tender to, and added those suppliers to the tender

4. Sent out the tender

As suppliers return their responses, we need to enter them into mSupply. That's what this lesson
covers.

Open the tender

mSupply navigator

Choose SU pp'lerS > ShOW tenderS Mode: Store G Store: General Data File: Kiribati_mSupply_data.4DD ,L Sussol
P B ® &
Suppliers Item Reports Special Admin

&

Show supplier New supplier Show New
invoices invoice suppliers supplier

Show purchase New purchase New blank Show transaction
order purchase order i

%
Show goods New goods
received received |
WYy
L
DEPARIMEN] OF PHARMACY ‘
' mSupply help MHME, REPUB.IC OF KIRIBATI
000 Tenders

Double-click the tender you are working with

2
sl

New Generated Tender  New Tender Delete Tender  Compare tenders
Description Ourref | Status |Creation Date lIssue Date Deadline
drugs example SG 6/4/09 6/4/09 6/5/09
2009 May tender Items for quote May tender 20|  FN 13/5/09 | 13/5/09 13/6/09
Pharmacy Tender 09 Overall summary CTU L S 2T /1) 27/6/09
ender 2010 -~ Tender 7(26/08/09 15:17:10) G 26/8/09 1/9/09 15/@

oK
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Supply

Go to the "Choose Suppliers and Enter Quotes" tab

000 Edit Tender...
Description: Tender 2010 -~ Tender 7126/08/09 15:17-10)
Creation Date: 26/08/09 Issue Date: 01/09/09 Response By Date: 15/10/09 sutws: (56 1) @locked  Basedon (24 %) months usage:
Our ref: KiribatiPharm2010
Comments: Tender 2010 - created on 26/08/09 at  oana with 251 items. |
————————————{Fems and Compare Prices-[-Notes Sandard coniitons J————————————————— |
14 < =] ]
Add Suppliers Email Selected
Supplier Name Supplier code Date sent | Date Responded Total on PO
Anspec Py Ltd Ansp 3/9/09 000
International Dispensary Association ida 3/9/09 000
Makans Drug & Pharmaceutical Mak 3/9/09 000
£805 Group Lid 05 3/9/09 000
Muiichem Exports Ltd Mk 3/9/09 000
Mission Pharma " 3/9/09 000
Leon Trading Leon 3/9/09 000 |
Boucher & Muir bouchm 3/9/09 000 |
|
|
Total PO for al Suppliers 0.00 o |
v

Double-click on the Supplier whose response you are going to enter

Click the new line(s) button

Select the lines to add

The easiest way is to press control + A (Windows)
or command + A (Mac) to highlight all the lines
available.

Then click the Use button to add all the lines in the
tender to the quote

From supplier: EBOS Group Ltd Dates. Freight
0 3
Their Mmmnmf% Date s-n-DZIWIOB per m:
Date responded: 00/00/00 0 per kg
{ EditQuote | Setup PO
& T ‘Edit Quote | Setup PO
NN i This quote curency: Suppies defaul: AUD
Code Item name Pack Size | Currency Price Freight Comment Price in PO
DR (=]
.

Item name | Quantity Pack Size

Acetazolamide 250mg tab

Aciclovir 3% eye oint

Acriflavin powder BP powder (g)
Allopurinol 100mg tab

Amoxycillin 125mg/5ml susp (100mL)
Amoxycillin 250mg cap

Amoxycillin 500mg cap
Amoxycillin+Clavulanate 500mg+125mg t
Ampicillin 500mg vial

Antihaemorrhoid 30g oint

Aspirin 300mg tab

Autoclaving tape 18mmx50m

Bandage Adhesive Elastic 10cm x (Im - Sn
Bandage crepe 8cm x 4m

Bandage crepe elastic 7.5cm x (Im - Sm)

Bandage crepe elastic 10cm x (Im - 5m)

Bandage gauze 7.5cm x (Im - 5m)

Battery C (Alkaline)

a»

(" cancel )M/
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Ready to enter prices

eno Edit Quote

From supplier:EBOS Group Ltd Dates Freight

Firstly, er?ter the response d:_;lte at the top (the date i Y =L
the supplier's quote was received)

Then set the currency to the currency of the bid.
(Note that some suppliers may submit bids in multiple
currencies. While you can enter them all on a single
guote, it makes it hard when generating a purchase
order later, so it is best to then enter two separate
guotes from the manufacturer- one for each currency.

oo

0.00
0.00
0.00
0.00

1/aup 0.00
5000/AUD 0.00
100/ AUD 0.00
1/auD 0.00
1000/ AUD 0.00
1000/AUD 0.00
100/ AUD 0.00
1/aup 0.00
1/auD 0.00
1000|AUD 0.00
1/auD 0.00
1/auD 0.00
1/auD 0.00
1/aup 0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0004

0
0
0
0
0
0
0
0
0
0
0
0
0
0
!l

Coeiete ) (oKanen)

Double-click the first line in the list to enter the price.

Enter each price

8no Edit Tender Response Item

Relating to Tender: Tender 2010 -~ Tender 7(26/08/09 15:17:10)

1. Date: The date should automatically have the o =

Price break quantity g Discount 0
Item Acetazolamide 250mg tab Acetaz Comment

supplier response date entered @y e

2. Manufacturer: If you are wanting to record the (3) me— . vausfmm ] | me L
manufacturer, type the first few letters of the m:f:ﬁ O =Nl
manufacturer name and press tab. A list of matching | = e
manufacturers will be shown, and you can s
double-click the one you want. The list has a new ) Cam) o
button at the bottom left to add a new manufacturer.

3. Price: Enter the price for a single pack in the bid

currency

4. Pack size: Enter the pack size the manufacturer

offered to supply

5. Currency: The currency should already be

displaying the bid currency. You can change it if not.

Preferred ()

Click the OK & Next button to proceed to the next
item and repeat the process.

Once you've Finished entering prices, click OK or
cancel to close the window, and then OK to close the
quotes list.

If you have a quote from another supplier, click that
supplier's name on the "Choose Suppliers and Enter
Quotes" tab.
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