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Introduction

Thank you for choosing mSupply’s HIS module.

Before you launch in (if you haven't already!), we suggest you plan to take the
following steps.

® Read the rest of this introduction.
® Read the setup, tutorial and licence chapters in this manual.

® If you are not sure, why not try, and email us if you get stuck.

Why an HIS module for mSupply?

As mSupply has become more widely used, it has become clear to us that many
hospitals that use mSupply now have a functioning computer system in their
pharmacies, and not much anywhere else. Other clients have spent close to $1
million on systems that we don’t think are financially justified in their environ-
ments.

By incorporating an HIS module into mSupply it allows a hospital to cover the
basics while sharing a server with the pharmacy, so a hospital that uses mSupply
can start using the HIS module with little or no extra hardware costs.

mSupply and the HIS module share a common patient database, meaning that
the pharmacy and other hospital functions are integrated.

What does mSupply-HIS do?

First, we should say that mSupply-HIS is not a fully-fledged Hospital information
system. It is designed to concentrate on a subset of a hospital’s activities that
form the core of it's operations.

It does handle:
® Patient registration and recording common static patient data.
® Recording a hospital’s wards and beds.

® Recording inpatient admissions (admitting a patient, assigning them to a
ward and bed).

Recordng ICD-10 disease codes for each patient admission. You can assign
multiple disease codes, and prioritise them (primary, secondary, etc..)

® Moving patients to different wards/beds

® Recording discharge data (patient status at time of dscharge)
® Reporting on

® Bed occupancy rates as a whole and by ward
® ICD 10 statistics

mSupply and mSupply-HIS

While mSupply and the HIS module are integrated, they also operate independ-
ently, and it is possible to use either module without using the other one.

Using this guide

This user guide is designed for either printing or viewing within Acrobat Reader
or other PDF viewer. It requires Adobe Reader 6 or later (or Foxit Reader or the
fantastic Skim on Mac).

In your PDF reader choose show bookmarks from the window menu. You can
then easily navigate through the sections and chapters by clicking on a book-
mark. You can also use the find command to find words and topics which inter-
est you.

The user guide has a comprehensive index, and if you are viewing the PDF ver-
sion, clicking a page number in the index will take you to that page.

The software is under constant development. As new features and facilities are
added, we strive to ensure that the user guide and the graphics that it contains
reflect these developments, but occasionally you may find that there are slight
differences between the program itself and the manual or its graphics. These are
usually of a minor nature, but should you have any difficulties, do please send us
an e-mail with details of your problem.

As mSupply-HIS is compatible with both Windows OS and Apple Mac OS, there is
a mix of screenshots in the manual taken from each operating system.



Introduction

About us

Sustainable Solutions was established in 2001 with the primary aim of supplying

and supporting mSupply software in developing countries. We are committed to

producing software that enables excellence in health care delivery. We take
pride in loo king after people and organisations who choose to use our services.

We are based in Kathmandu, Nepal and Auckland, New Zeland
We can be contacted at:

email:<info@msuppy.org.nz> or <info@sussol.net>

phone: 977 1 5548 021, fax: 1 (815)572-9431

post:

® PO Box 8975, EPC 355, Kathmandu, Nepal
® 6a Challenger St, St Heliers, Auckland, 1071, New Zealand

Please feel free to request more information.

Thanks

Lots of people have contibuted to make mSupply what it is. Most of the follow-
ing people have made positive contributions ;-)

Bandana Baidya, Craig Drown, Ujwal Khatry, Peter Laing, Sajan Ojha, John Ross,
Leif-Erik Stabell.

Copyright

mSupply-HIS software is copyright Sustainable Solutions, 2009-2010.

Licence Agreement and Free use conditions

Commercial users or any user wanting multi-user functionality enabled must
obtain a licence from Sustainable Solutions.

Please view our web site http://Awww.msupply.org.nz for up-to-date pricing.
Non-commercial use

® You may use mSupply software in single user mode for free as long as it is
used:

® in an approved not-for-profit organization
® in a developing country.
® Sustainable Solutions shall be the sole arbiter of those qualifying for free
use.
® All users (free and paid)must register with Sustainable Solutions to obtain
a registration code. Information supplied will not be used for any purpose
other than generation of registration code.
® Users who have obtained a free licence number are not eligible for free
support, although we will sometimes choose to give support.

Please contact us for quotes regarding customised versions and installation and
training packages.

Changes in recent versions

The first version of mSupply-HIS is version 3. This synchronizes the version num-
bers with mSupply.



Changes in recent versions

Conventions used in this manual

If you aren't familiar with using a computer, you should read this chapter, and
also work through the tutorial.

Menus

Choose new item from the /tem menu (sometime also written as Choose Items )
New item means.... Click on the word item in the menu bar, then choose new
item from the menu that drops down.

Field

An area where you can make an entry, either text or numbers - usually a white
coloured box.

Moving between fields

You can move from field to field by using the TAB key. Holding down the SHIFT
key while pressing the TAB key will move you from field to field in the reverse
order to normal. (Note that on Windows, some buttons are "tabable"- that is,
pressing the tab key moves the "focus" (the active area) to a button. Pressing
the "return" key then activates that button.)

Check box

is a box that changes from having an "X" in it to being blank each time you click
in it. To "check" a check box means to click it so that an "X" appears (if there is
not one already present). Check boxes have text beside them explaining what
the box is for.

Highlighted button

Pressing the ENTER key will operate the highlighted button in a window, which
is usually the OK button.

Drop-down list

A list that is shown when you click on an item. The item you choose becomes the
current choice for that list. Only one item can be chosenat a time.

Double-click

In lists (e.g. of Names or of Items), double click the left mouse button on a line to
edit or view more details.

Insertion point

is the blinking line in a field that indicates which field is currently accepting
typed input.

OK button

The OK button can be operated by pressing the "Enter" key,.

Cancel button

The cancel button can be controlled by holding down "CONTROL" ("COM-
MAND" on Macs), and pressing the period key (full stop).

Path to a file

(Or to a document) is a way of describing where a document is stored on your
hard disk. It is written as "hard disk:folder 1: folder 2:document”, which is the
same as "C\folder 1\folder 2\document".

Modifier keys

Windows and Macs have different modifier keys. We've tried to list both in the
manual, but sometimes one might slip through, so

The Windows "CONTROL" key does the same as the "COMMAND" (cmd) key on
Macs

The Windows "ALT" key does the same as the "OPTION" (opt) key on Macs.

Column headings
In mSupply column headings can be clicked to sort the list by that item..



Setting up mSupply-HIS

Setting up mSupply-HIS

Hardware requirements:

Windows

Hardware requirements vary widely depending on what you want to use mSup-
ply for

Here's a rough guide.

Absolute minimum Windows 2000 or XP computer with
a 500 Mhz Pentium processor or
equivalent.

Suggested single user Win 2000 or later, 800 Mhz or faster
or Client machine for Pentium processor or equivalent,
use with server. 256Mb RAM

Suggested server Win XP/2003 or later, 1.4Ghz Pen-
tium 4 or equivalent, 1Gb or more
RAM. 2 Hard disks. Attached to Uni-
terrupted power supply (UPS) unit
with software to shut down server if
battery power is about to run out.

If you have an older operating system, please contact us for an old version of
mSupply that runs on Windows 98 or later.
Macintosh

® Mac OS X 10.5 or later.

® 50Mb hard disk space.

® 1024 x 768 or better screen resolution.

Backup system

Once you start using mSupply, it is of crucial importance that you have a method
of backing up your data. mSupply stores all its data in a couple of files that rap-
idly become large if you are entering a lot of data. You need, therefore, to have
a high capacity removable storage device for off-site backups. We strongly rec-
ommend the use of an external hard disk using either firewire (IEEE 1394) or
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USB2 to facilitate off-site storage of backups.

You need to be able to store backed up data off-site to prevent the risk of loss by
fire, theft, etc.

For servers we recommend the use of RAID 5 and mSupply’s automated internet
backup system.

Note! Sustainable Solutions will not be able to help you if you have hardware
failures and you do not have a backup.

Hardware recommendations:

® A connected printer is not absolutely necessary in every situation, but for
most situations it is a requirement.

® Buy hardware for which you are able to obtain good support.

® Buy brands with a reputation for quality (even if it means buying a slower/
older machine).

® We have clients running mSupply on a wide range of hardware. We are
happy to discuss hardware options further via email or phone.
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Single user setup

Upgrading from previous versions

If you open a data file that was created with a previous version, it will automati-
cally be updated to the new format. Please note that this process may take some
time.

IMPORTANT! Always make a backup of your data file before upgrading. We will
not be able to help you in the event of some unexpected disaster if you haven't
followed this advice.

Single user Installation

For client/server installation instructions, please contact Sustainable Solutions.
We are assuming you have obtained mSupply either via the Internet.

If you have downloaded the file you need, and you have saved it to your desk-
top, it is important that you saved the file with an ".exe" extension or it will not
run (You can rename a file by right-clicking on it). The default name for the file
is "mSupply_installer.exe"

It is strongly recommended that users who are not familiar with program instal-
lation adhere to these directions.

® Double-click "mSupply_installer..exe", and it will automatically run the
mSupply installer.

® The installer will do the following:
® Create a folder on your chosen drive called "mSupply"

® Create in the mSupply folder a sub folder called "example folder" con-
taining an example data file. You can use this data file for practice. (Or

use the tutorial at the start of the manual to learn the basics quickly)
® Install the "mSupply.exe" application and associated files. Double-
clicking this file will do the same as double-clicking the "start mSup-
ply" icon on your desktop.
® Install "mSupply manual....pdf" -this document.

® Create two shortcuts on your desktop: "start mSupply" and "mSupply

user guide.pdf"
® Create a "mSupply folder" entry in the "programs" section of your
"start" menu.

Now you are ready to begin!

Example Data file

The mSupply installer treats example data files in a special way. Re-installing
mSupply on a previous installation will replace all the files except the example
data file. This is to prevent valuable data from being deleted as users may have
started entering actual stock into the example data file.

To install a fresh copy of the example data file on windows you can carry out
one of the options mentioned below :

® Uninstall mSupply using the Windows menu Start > Program Files > mSup-
ply > Uninstall mSupply . This will remove all installed files of mSupply
which inculdes the example data files. Re-installing mSupply now will
install a fresh copy of the example data file.
® You can manually delete the example data file and re-install mSupply. The
mSupply installer will install a fresh copy of the example database as the
previous file does not exist.
On Macintosh machines, simply replace the example folder from the mSupply
installer image.

Notes for Windows users

® In the regional settings in control panel, make sure the short date format is
set to display only 2 digits for the year (YY, not YYYY). mSupply lists are set
up to allow only enough space for 2 digits. Having the wrong seting here
will only affect display, not the actual data. It does not matter if you use
DD/MM/YY or MM/DD/YY or YY/MM/DD

® If the display of lists in mSupply overlaps the separator lines, turn off large
font in the display control panel.

Starting mSupply for the first time
To start mSupply, either

® double-click the start mSupply icon on your desktop, or



Single user setup

® choose the Start > Programs >mSupply (on Windows). If this is the first

time mSupply has been started after installation, then an example data file
will be opened allowing you to follow the mSupply tutorial. mSupply will
present you with a log in window.

Single-user systems: Note that mSupply will “remember” the last data file used,
and automatically present the log-in window for that file unless you move or
rename your data file. If you do this, mSupply will show you a standard open/
save window for you to choose the new name/location of your data.

Single user: Creating a new data file

If you would like to create a new data file now, then log in to the example data
file and from the mSupply menu do the following.

® File > New Data File...Navigate to a convenient location. Assign a name to

your data file and click the save button. mSupply will now start creating a
new data file.

® You will be presented with a login window. See next page for instrucions

1. Click on your name in the lst 2. Enter your password

et 1 [pass= s
urer2
user3
3, Choose store if available
General v
4, Choose lagin made if availsble
shore: v
5. Check arp messages

Using data file C:\Documents and Settings4/S0
\DesktopimSupply john 1osshhrow away. 40D

6. Click the OK button to proceed r

® Start entering your data.
Alternative method for creating a new date file
Here is an another way to create a new data file.
® Quit mSupply if it is running.

® Start mSupply and then immediately hold down the “alt” key (You will
now be shown the window to choose a data file. This window has a
“New” button allowing you to create a new data file if you wish.

10

BR
Lookirc | (3 example folder v Bo 2o
_ & example_data. 400
ol
.=
dhop_bs an
Mac 05 X (G4
mSupply Master
Clent Server
creculable
My Documerts
Deskiop  Files of type: Data File [* 4dd) v

Mew,

® Click on the “New” button in the bottom right coner of the window.
Another window will open where you can choose the location and name
of your new data.
Once mSupply has opened up a particular data file, that file becomes the default
file which is opened automatically on restarting mSupply. To use a different file,
it must be chosen, as described later. If the default data file is renamed or moved
to a different location, it must be openedusing its new name or location.
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Starting to use mSupply-HIS

Log-in to mSupply-HIS

Double-click the mSupply (or mSupply Client) icon on your desktop. The first
time you use mSupply, you will be presented with the log-in window like this:

D Log-in

1. Click on your name in the list 2. Enter pow passward
user 1 [pass=us

user2

user?

3. Chaase stare if avaikable )
General v

4. Choose login mode if available
store e

5. Check ary messages

Using data fie C-\Documents and SetingsWS0
“DesktophmSupply iohn ross\thiow awiay.4DD

E. Click the OK. button to proceed i

User name
You should select your name from the list

Password
Enter your password

Store/Mode

We will assume you only have access to the HIS module, in which case when you
clicked on your name, the correct store/mode will have been chosen for you.

Nowy, click “OK" to login



Starting to use mSupply-HIS
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Setting up Wards and Beds

Fill in the name and description. You can also add a note if you want to.

Wards For now, you can ignore the coordinates.
Choose Special > Show Wards Click OK to save the information and close the window.
You will be shown a window like this: Repeat the process for each ward.
[-Yaka! Wards.....
g2, .0 i Beds
| . ,,, e _r ; WE',""" T e ,, =S Make sure you have set up wards before setting up beds.

Choose Special > Show beds...

800 Beds....
New Bed Delete Bed
o Bed Number Room Ward

|
|
!
| | Bl
|
|
|

£

Click New Ward to add a ward.

Click New Bed to add a bed.



Setting up Wards and Beds

Fill in the bed number (or name).

If your wards have rooms, you can enter the room number or name. This is
optional.

Choose the ward the bed is in from the drop-down list.
Click OK to save and close the window.

Modifying wards and beds.

To modify a ward or bed, show the list from the Special menu, then double-click
on the entry you wish to modify.

Note that if you modify a ward or bed, all historical records will be updated.
Therefor, don’t change the name of a ward to a totally different name, and
don’t move a bed to a different ward.

ICD10 Disease codes

See the File menu chapter for instructions on importing a
An ICD10 disease list is available on the mSupply web site.

Show ICD10 codes

On choosing Special > Show ICD10 codes you will be shown the current disease
list.

ann Show Diseases....
=8 i}
New Delete
ICD Search
D ICD Code ICD Description
1/A000 Cholera due to Vibrio cholerae 01, biovar cholerae O
2{a001 Cholera due to Vibrio cholerae 01, biovar eltor
3|Ac08 Cholera, unspecified
4|a0100 Typhoid fever, unspecified
5/A0101 Typhoid meningitis
6|A0102 Typhoid fever with heart involvement
7|A0103 Typhoid pneumonia
B|AD104 Typhoid arthritis
9/AD105 Typhoid osteomyelitis
10/A0109 Typhoid fever with other complications
11/A011 Paratyphoid fever A
12/A012 Paratyphoid fever B Y
13/4013 Paratyphoid fever C -
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Find

To search for a particular code, type as much of the code or description as you
know, and matching entries will be shown. For example, typing “foot” will show
all entries that have “foot” in their code (not that many, we imagine”!) or their
description.

To Add a new entry, click the New button.
To Modify or view an entry’s details, double-click the row.

annm

New Disease ‘

| €D Code [A0100

i Description Typhoid fever, unspecified ‘
|
|

Valid Till {31/12/10

| Notes

| |
i (e ) |

Valid until...
This field allows you to use a code up until a certain date.
After that date is reached, you can't assign that code to any new encounters.

Note that you can use this field to disable use of a code at any time by entering
yesterday’s date and saving the record.

Setting up user access
Y



Setfing up user access

Preferences...

Choosing the Preferences menu item from the file menu opens a window with a
side bar. Clicking on a subject in the side bar shows the options for that subject:

General

[YaleD ) _HiS Preferences

Organization Name
Country
Max picture size 0 KB

Max number of users

_
(et )

Organisation name
Enter the hospital name here.

Country
Enter the country you are located in.

Max picture size

Enter the maximum size of patient pictures that can be inserted. We suggest you
set this value to 500KB.

Maximum number of users.

Enter the maximum number of users that can log into the HIS system at one
time. For example, if you purchase a 10 user license, and assign 6 users to the HIS
system, it will allow 4 users to log in to the pharmacy (mSupply) module.

15



Preferences...
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Working with lists

Whenever you perform a search in mSupply resulting in more than one item
being found, you will be presented with a list of records (be they items, names,
contacts or another list) that matches the criteria you entered.

mSupply uses two types of list display. Shorter lists, such as those you see when
you view an invoice, or view the stock for an item employ a list with a striped
background. These lists have resizable and moveable columns, and have an indi-
cator to show the sorted column. Their use is discussed in the next chapter. In this
chapter we are concerned with tools for handling lists of names and items and
transactions, which run into hundreds of thousands or millions of records.

When these lists are displayed, a series of buttons are present along the top of
the window, as shown:

« ltem list... B@
nz/9m El & & El+ & &
Newiten Repalt  Getflags Find Orderby Pirt Modiy Customise it

Item Cade Item name Default pack Category Stockonhand 4|
253 POVIDGNE [ODINE [BETADINE ) SOLH 10% BOT /S00ML 11 ANESTHETICS 0
0 ACETAZOLAMIDE TAES 250G 101 214 Wiotcs and artiglaucama medicies 14420
2011 ACRIFLAVINE 0.2% IN SPIRIT 70% BOT/S0NL 1 63
2010 ACRIFLAVINE IN SPIRIT BOT/15ML 1 0
671 ACRYLIC TEETH 1 dental 0
12 ACTINGHYCIN IN) 1182 Cyictosic medicines 0
2013 ACYCLOVIR OPHTHALMIC DINTMENT TUB/4 55 1841 Antherpes medicines 0
1110 ADRENALINE INJ TG I THL 1/12 2 Artihythic medicines 525
1112 ADRIAMYCIN [N VI 1 0
4025 AIRWwAY, GUECEL, ADULT LGE 1 medcal 0
4024 AIRWAY, GUEDEL, ADULT MED 1 medeal 0
023 AIRWAY, GUEDEL, CHILD LGE 1 medcal 0
022 AIRWAY, GUECEL, CHILD MED 1 medeal [}
021 AIRWAY, GUEDEL, CHILD SML 1 medcal 0
4020 AIRWAY, GUEDEL, INFANT 1 medeal 0
533 ALBENDAZOLE TAB 200MG 11811 Intestngl anthelinthics 20100
17 ALBENDAZOLE TABS 100MG 181.1 Intestnal anthelinthics 0
3327 ALBUMINAB352 1 leboratory 0
1115 ALCURDNIUM M) 10MG [N 2L 1120 MUSCLE RELERANTS (PERIPHERALLTAC 0
652 ALGINATE IMPRESION MATERIAL [NORMAL SETTING) SIOMGS 1 dental 0
3330 ALKALINE PHOSPHATASE4F311 1 lsboratory [}
20 ALLOPURINDL TABS 100G 1/2.3Medicines used to et gaut 57700 |
¢ 5

Customising the columns viewed
Clicking the Customise list button in the toolbar will display this window:

“D Customise columns... ‘;‘@@

[ Avallsble [ Chosen
user_fisld_1 | tem record number
user_field 2 |tem Code

user_fisld_3 | tem name

user_field_4 | Detaut pack
user_field_5 | Categary

|Flag |Stock on hand

| Department
|ATEC Categoy
|Backorder Quan
| Detault Price
|Essential Drug
|Sheff location

|Ciitical stock
|Mormal stock
|Mon-stock

On the right is a list of columns you are currently using.

On the left is a list of available columns. To add a column to the view, click on
the item in the left-hand list, then click the right--pointing button in between
the lists. You can control-click to add multiple columns at the same time.

To remove a column select the column(s) to remove from the right-hand list, and
click the left-pointing button to move the columns back to the available list. You
can not remove the first column in chosen list, as it is a hidden key column to
identify each row uniquely.

Renaming columns
By clicking twice on a field name in the right hand list you can change the col-
umn title.

Column widths

The easiest way to set column widths is to drag the dividers between the col-
umns in the list view..

Note that if the total column width is too wide for the window, a horizontal

17



Working with lists

scroll bar is added to the list allowing you to view columns to the right of those
displayed.
Choosing the column order

To change the sequence of the columns in a list, drag a column header to a new
location. This is done when viewing the Item list window, not in the Customise
columns window.

Viewing or editing a particular record

To view or edit a record, double-click the row in the list you wish to view. A new
window will open showing the details of the record you clicked.

Ordering (Sorting) lists
Ordering a list is the same as sorting it. Frequently a column may be ordered by
clicking on the column heading. The column will be sorted in ascending order.
Ascending means:

® A >Z (upper and lowercase are not considered different)

® 1> 2> 3 for numbers

® earlier dates to later dates
Descending means the opposite of Ascending.

Note that ordering a list does not add or remove any records from the list. It sim-
ply changes the order in which the records are displayed.

Should you require two (or more) sort parameters, clicking the Order by button
shows the Order by window:

Order by

| Q‘::j‘"/ Available Fields Ordered by Fields/Formulas

| i A key
| ; / At item_name Y
[A include_on_price_list
I]§ opening_stock_this_y...
| 02 default_pack_size
i 2% minimum_stock
| A atc_category
02 report_quantity
02 stock_on_hand
A supplier
A flags
At ddd_value
A code
07 prev_open_stock %
A type v (_Add Formula... ) Modify

HEIH

Cancel Order by
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The Available Fields list will reflect the type of records you are viewing. The list
shown is for Items. To order by a particular field, double-click it in the left-hand
list; double-clicking on the “stock_on_hand" field results in thiswindow:

Order by
| {;\ :‘, Available Fields Ordered by Fields/Formulas
| \l : A key I [items]stock_on_hand a
! / A item_name v

[ include_on_price_list
I].5 opening_stock_this_y...
| 05 default_pack_size
| 24 minimum_stock
| /X atc_category

0% report_guantity

02 stock_on_hand

A supplier

2 flags

A ddd_value

X code

02 prev_open_stock T

R

A type v (" Add Formula... [ Modify...

(" cancel ) ( Orderby )
(You can also drag fields to the right, or click the right-pointing arrow after high-
lighting the field on the left)
You can order by multiple fields by adding further fields to the right-hand list.

To change to ascending/descending ordering

Each item in the “Ordered by Fields” list has a small triangle to the right. If
pointing up, the ordering will be ascending. If pointing down, descending.

To change the direction, click on the triangle.

To remove a field
Highlight the field in the right-hand column, then click the red single left-point-

ing arrow between the two lists. The double left-pointing arrow will clear the
“Ordered by Fields"” list

Using formulae

If you want to order by a formula, click the Add formula button. Here the for-
mula window is shown, and the formula “Length([items]code)” has been
entered.



Finding records

Formula Editor

Formula Editor
Choose below the elements which will enable you te build your formula

| Master Table [%) [ string Operators %] | commands by Themes H

2§ minimum_stock 4 | i= Assignment » 5% Boolean ¢

/X atc_category Y | + Concatenation - lipboard

(05 report_quantity # Repetition > ate and Time

07 stock_on_hand ;. [T Indexes s ath

A supplier " Empty string > n a Series

2 flags > ictures

/% ddd_value > rinting

A code > ecords .

07 prev_open_stock : > tring :
Length([items]code)

( Load.. ) (  Save.. ) ( Cancel ) (0K

Z

Using this formula would allow you to identify items whose item code is shorter/

longer than your organisation’s specifications.
Click the OK button to close the window.

Once the details are entered, click the Order by button to order the list.

Finding records

In the item list shown above there is a Find button.

This button shows a simple find window where you can enter the start of the
item name or code.

find item....

Find items whose name or code starts with |

Complex find | ( cancel ) (S Fnd)

Complex finds
The window shown above has a Complex find button. This allows you to per-

form a search using multiple criteria. Clicking this button shows the query editor

Query
r Query Ed_itnr
€ toads )
wvailable Fields: | Comparisons:
| Related Tables | :'] is equal to
A is not equal to

A key o is greater than

A item_name X is greater than or equal to

B include_on_price_list m is less than

0? opening_stock_this_year is less than or equal to

contains 4

07 default_pack_size
does not contain

24 minimum_stock

3 a
\u Ai are_rarennn: X
alue
\Lﬁmd [ or [except] ( clearal ) ( Deltine ) ( insertline ) ( AddLine )

Query in selection Query

( cancel )

£

Within this window there are four areas from which you have to choose or set a
value for each line of a query.

1.
2.
3.
4.
5.

Available fields,from where you make your selection

Operands, from where you select the one appropriate

Value, where you enter your specific criterion

For queries with more than one criterion, click Add line, .then ....
..... click the appropriate conjunction.

For example, if you want to find all items whose default pack size is greater than
ten and whose code starts with “A" these are the required steps

A WwN =

6.
7.
8.

Click on “default_pack_size” in the available fields list.

Click on "is greater than” in the Comparisons list

Enter “10” (no quotes) in the value field.

Click the Add line button

Scroll down the available fields lists then click on “code” in the available
fields list.

Click on "is equal to” in the Comparisons list

Enter “a@" (no quotes) in the value field.

Click the Query button to perform the query.

Before step 8, the window would look like this

19



Working with lists

Query

Query Editor

‘:& default_pack_size is greater than 10

( save. D ( toad. )
Available Fields: Comparisons:
Related Tables ¥ 3! is equal to
is not equal to
02 stock_on_hand 4 Is greater than
# supplier ¥ is greater than or equal to
A flags m is less than
24 ddd_value is less than or equal to
Acode contains
0 prev_open_stock . does not contain
v
una
Value
a@
[and | or [except] ( cClearal ) ( Deltine ) ( Insertline ) ( AddLline )

( Cancel ) (" Queryin selection 9 ( Query )
The upper area of the query editor shows a summary of the query that is about
to be performed.
Note that the wildcard character “@" has been used following “a” to find all
items whose code has “a" as the first character

This example will return a list of items where both the search criteria are met,
because the conjunction And was used. If you wanted to find items that
matched only one of the criteria entered, you would click on the second line in
the large upper panel to select it, and then click on the Or button where the
conjunctions are displayed.

Saving and Using saved queries

If you have spent time on developing a particular query, and you are likely to
use the same query in the future, click the Save button. You will be asked to
choose a name and location to save the query. The saved file is very small.
When a blank query window is first shown, you can re-use a previously saved
query by clicking the Load... button and locating the query file.
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Patients: using, adding and editing

Adding a new name. Showing and modifying patients

Choose Patient > New Patient, or click the New Patient button on the names list Choose Patient > Show names

Aann NewEdit Patient Info....
Fatiem code L Regateaties Dune 5/11/09
[ Conarai - Moter  Gncoustar jstory  Loge
Fatuet N Generad inog Next ol Kn
Tice 3 Mt 24104 | e 5] o g

First Name B Bhood Ceoup [ as 12 Fasient Code 78/ 31/02 Relaton | Chilg ]
Micidle Name D08 TR0 Age 2974 Fhane

Lt e W Cosder &) Famate iy il

Asdrest Cantat Pathnt Petare

Addresy § 1 Mwasndie email

Address 2 Fowiek b 1o

"0k Ph
Poin Code B

ade Remeve

Comtmn) (Com ) (i)
Most of the fields are self-explanatory..
Note that the following fields are compulsory:
® First & Last name
® Address 1
® Date of birth.

Next of kin . . . . . . . .
. . o . To edit or view a patient’s details, double-click on their name in the list.
Here you can link a patient to another existing patient.

Type the Last name then a comma, then the first name (or part thereof), and Finding patients

press tab. A list of matching names will be shown. Double-click on a name to Click the Find button, and a small window is shown:
select that person.

Patient picture
You can add a patient picture by clicking the Add button.
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Patients: using, adding and edifing

Find Patients..

Patient details

Last: 'smith
First:
Code:
Search...
(®) All names () selection
- Falal Encounter Livta..
( ComplexFing ) [ Cancel ) ( Find 3 0 P e e et
Fatw Encounter  Dnder By
_ Date Patient Code Fame 1Bed no: Ward namil stimated 0 D
Type as much of the Last name, First name or Code as you know, and matching s e 33 S
. i Dacharged 24111109 14733 S, Halan 7:1 /11009
patients will be shown. s
By dete
Note that you can search all patients or only in the already displayed list (the
selection).



Encounters

The second tab shows the disease records entered for this encounter.

OO0
| Patient Details
X e bs o J Female
Code: 1145/12/07 Address : Betio
Entered by Sussol
| &l i}

Add Encounter Disease  Delete Encounter Disease

{Location Details ~ Encounter Disease Details |

ICD Code Rank Description Nates.
| A0L05 Primary Typhoid osteomyelitis

Referred By
David Smith

Clicking the Add Encounter Disease button will show this window

L

. NaNa Add an Encounter Disease....
€D typh

ICD Code ICD Description
A0100 Typhoid fever, unspecified
A0102 Typhoid fever with heart involvement [
A0103 Typhoid pneumonia
0104 Typhoid arthritis
A0109 Typhoid fever with other complications
AOLL Paratyphoid fever A
A01Z Paratyphoid fever B E

Diagnosis AD105: Typhoid osteomyelitis

Notes

Diagnased by Smith, David
( Cancel ) oK )
i | i

The cursor will be in the ICD field, and you can type as much of the code or
name as you know to find matching records.

Double-click the record you wish to use in the list.
Choose from primary/secondary/tertieary for disease rank.
Enter any notes you wish to record.

You can enter the name of a clicnician who diagnosed the condition if you want
to.. To do so, enter the start of the name and press <tab>... a list of matching cli-
nicians is shown.



Adding disease records.

Choose a prescriber

New Merge
Last name First name Category
Smith c

Smith David

Double-Click an item in the list or select a i

Cavai )

Double-click on the clinician you wish to choose.

If you want to add a new clinician, click the New button. A window to enter the
clinician’s details is shown:

Add prescriber

Active @ Inactive

| |

| Code smc | Address 1 |
Lastname [Smith | Address 2

| Fistmame € | Phone |

| Initials s | Mobile [ | |

| Registration code (289374 | emal | |
Category | | O Female @ Male

! ( Cancel ) !

Enter details and click OK.

Once you have entered the disease details, cliick OK to close the list of dseases
for the current encounter.

You can now click the Add encounter disease button again to add another dis-
ease, or double-click an entry to edit it.
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Report Menu

Report Special He

Custom report...
HIS
Manage reports...

Alternatively, many reports are available from the Reports page of the Naviga-
tor, as shown below:

Report printing options...

Many of the reports below present you with a window like this before printing
the report:

w &

Header

[T [Sales From: 01/10/2005 to 31/12/2005 none v

Footer

[ [ nace [
Destination

@ Piinler [ Preview on soreen before pinting

3 Open in Excel

) Save 23 HTHL fis

O Save as Tert flle

Report name ;- ransaction_by_inv_date

This window allows you to set various options:
Report destinations

Printer

On selection of this option, the print window will be displayed. The preview of
the report can be displayed by turning on the print preview.

Open in Excel

If the ‘Open in Excel’ box is checked, mSupply will immediately open the report
as a spreadsheet in MS Excel, provided MS Excel is installed on your computer;
this feature also opens the report as a spreadsheet in Staroffice/lOpenoffice.
[We've included special code to make sure they open using the “Calc” module of
these applications.]

When this box is checked, you will first be asked to save the report. Once you
have given it a name, the report will be saved, and then automatically opened in
spreadsheet form.

The first time you use this option, mSupply may ask you for the location of your
spreadsheet program, which it will then store for future reference.

The location can also be set by choosing File > Preferences and clicking on the
“This Computer” tab.

Save to HTML file

If this option is selected, your report will be saved with extension “.html”. Hence,
it can be opened by any web-browser or spreadsheet application on any plat-
form or operating system.

Save as Text file

Your report will be saved to a file as a tab-delimited text file. (That is, a tab char-
acter between each column and a return character at the end of each row).
After saving, you can open the file in a spreadsheet or word processing pro-
gram.

Header and footer

You can choose what information will be displayed at the top and bottom of
each page. The default report heading is set according to the report you are
printing. By default, the date will print on the left and the page number on the
top right of each page.

If you have filled in a default header and footer in the Preferences, these will be
displayed at the top left (for the header) and the bottom centre (for the footer)

Preview on screen before printing

This option turns on print preview. Note that you can also turn on print preview
from the print window that is displayed after you click the OK button.
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Report Menu

Custom Report...

Fieport table A “which records

abbreviation @ Al tecords
account_code O new ssarch
backarders © Curent selection
bil_of_materials
RNkl Report form
budget_period

s new report v
currencies
drug_interaction
drug_interaction_aroup
email

goods_received
goods_teceived_fines
itemns

items_to_update
item_category

item_department <

The custom report window is displayed and this allows you to create a report
according to your own requirements using the quick report editor; once created
you may save the form of the report in the custom reports folder for future use

The window requires you to make three choices:

Report table

A list of tables on the left to choose which table (which type of records) you
want to report on, e.g. Names, Items, etc.

As of version 1.6 there are two options for transaction lines. The “Transaction
lines (Transaction query)” option allows you to search much faster on a large
number of transaction lines. For example, if you are wanting to get the quantity
of each item given to customers in a specific month, you would use this option.
Which records

A series of radio buttons to choose which records to examine

® All records

28

® New search (query), if you want to report on records meeting specific crite-
ria. If chosen, you will be presented with the Query (search) editor, where
you can build search statements to your heart's content! A short descrip-
tion of using the query editor is given below, and two example searches
are later described. For a more comprehensive description, a range of
books is available either in electronic or hard copy versions. Please email
info@msupply.org.nz for more information.

® The "Current selection" is the group of records that were last displayed.
For example, you can use the Item | View or edit item command quickly to
find all items starting with "a". When you click the OK button, the items in
the list are the "current selection". If you are not sure which records repre-
sent the current selection, you should click the "new search" radio button.

Report form

® New report

® After clicking the OK button you will be presented with the report edi-
tor where you can design a report. The report editor is somewhat com-
plex, but time spent in learning how to use it is time well spent. It is a
powerful and invaluable feature. A brief introduction together with
designing two simple reports are given in Designing a Report below,
and more details are available in training courses on using mSupply,
and in publications available from Sustainable Solutions.

® If you want to save a report or search (query), you can save them on
your hard disk, and retrieve them next time you run the report.

® If you save the report you have created in the Custom reports folder it
will show up in the report form. drop-down menu on future occasions
when you choose custom report

® Note: Do not save any reports in the reports folder - these reports are
reserved for special use, and modifying them could create problems!

® New label layout

® presents you with the label editor, where you can design and save
label layouts. These are useful for use with names for addressing enve-
lopes, and with Items for making tags for labeling shelves in your
warehouse.

® If you choose this option the "Order by" window will appear after a
guery. This allows you to sort the records into a particular order before
printing labels. (In a nutshell: Drag fields from the list on the left to the
list on the right to use them for sorting)

® other items in the menu



Custom Report...

® if you have saved any reports in the custom reports folder which is in EE—
the same folder as the mSupply application, they will be listed here.

~Query Editor

For a list of the fields in each table, and what each field contains, see the Field
Descriptions chapter in this manual.

):)

Using previously saved layouts
Any report layouts which you have used previously, and saved, may be accessed

by clicking on File >Open on the menu bar, and selecting the required layout. valable Fieds:
[Related Tables =l :
. is not equal to
Available methods i/ supplier = is greall;r than
flags o :z g;attﬁgnthan or equal to
i z ddd_value is less than or equal to
Method Description Parameters B does not contin
LA
date_day_number_to_text i = =

alug

qr_account_code_return o
qr_flag_value_change
qr_get_currency
qr_get_location-from_key
qr_get_loc_from_key_new_process
qr_get_Name_code_from_key
qr_get_stockOnHand_from_itemKey
qr_get_store_name ® The field to query. Choose this by clicking on the field in the middle-left list
of fields. Just above the list of fields is a drop-down list that allows you to
also choose fields from related tables. If you want to perform related que-
_ . ries, you need to know a little about the internal structure of mSupply
ar_responsible_officer data. Please contact us if you would like a diagram of the table layouts. A
gr_ship_method simple example of a related table is that each transaction line is related to
a transaction (many to one relationship). The means that you can use the
information stored in the transactions table (eg invoice date, number, sta-
. . tus, etc.) to query transaction lines.

Using the Query Search editor ® The Comparator. Choose the comparator from the list of fields under

The query editor can be a bit daunting, but is also very powerful and once you "Comparisons" on the right by clicking on the comparator you wish to use.
are familiar with its capabilities, your competence to access the precise informa-
tion you may require from within the mSupply database will significantly
increase. Two examples will later be described, but here we look at a query
about to be performed on the items table:

and | or | Exeept | cearal | Deltine | Insertlie | Addline |

cancel | Guery in selection | Query |

v

When you open the Custom Report editor, it is ready to take input values for a
simple single line query. Each line of a query needs 4 items of information:

qr_keep_accumulative_value
gr_ns_customer

® The Query value. Is entered in the bottom area (above the buttons). In the
example above, the field chosen is an alphanumeric field (the item code),
so an entry area is displayed where you can enter text or a numeric value -
in this instance the item code "gri250t" has been entered. Note that you
can also use the "@" symbol as a wildcard in your query value to perform
“contains" queries.
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Report Menu

® The Conjunction. This does not apply to the first line of a query, but the

second and any further lines need to start with a conjunction. Set the con-
junction for the selected line by clicking the appropriate button in the bot-

tom-left area of the window ("And", "Or" or "Except")
To add lines to a query, click the "Add Line" button.

If you have spent time creating a complex query that you might wish to use on
future occasions, you can save it to your hard disk and select it again using the

"save" and "load" buttons in the window.

Once your completed query is entered, click the "Query" or "Query selection"

Yoo T

| Type of report

| Report
All wards

All beds

| |Currently admitted patients

| |Discharged

| |ward Oceupency rate

Date range

From|24/11/09 To 24/11/09 | today =

["] Open repart in Excel

N

All wards
Prints a list of Wards.

All beds
Prints a list of beds

Currently admitted patients

Prints a list of patients who have not yet been discharged, along with their ward
and bed and expected discharge date.

Discharged patients

Prints a list of discharged paitents for the date range specified.

Ward occupancy rate

Print the occupancy rate for each ward for the period speicified.

30

Manage Reports

Report

show [ All =

Report Name Custom name Default
S

category_level_3
category_level_4
category_level_§
closing_stock_summary
creditors
Cross_tab_by_province
Cross_tab_date_item_quan
Cross_tab_date_item_value
Cross_tab_month_item_quan
Cross_tab_month_item_value
Cross_tab_month_name_quan
Cross_tab_month_name_value
Cross_tab_name_item_quan
Cross_tab_name_item_value
debrars

expiring_items_date
expiring_items_date_med
expiring_ftems_item
expiring_items_item_med
expiring._items_value
expiring_items_value_med
items_and_codes

i}

Delete selected reports

Duplicate report

Edit report

B

Add report

E

Revert selected reports

Revert all

Save selected reports

-

The report management window allows you to customise the built-in reports
available in mSupply, and to create multiple versions with different display for-
mats that are available when the report is run.

For a description of the report management process, see the mSupply user

guide.



Manage Reports

3l



Report Menu

32



Manage Reports

33



Report Menu

34



Manage Reports

35



Report Menu

36



Manage Reports

37



Report Menu

38



File menu...

New data file...

This command only applies to single-user operation

This command will present you with a standard open/save window where you
can choose the name and location of a new data file:

If you click the OK button, mSupply will close the data file currently in use (sav-
ing any changes made automatically), and then open the new data file.

The new data file will contain no names or transactions. You can either enter
these manually or use the import commands (see later in this chapter) to import
names, .

Open data file...

This command only applies to single-user operation

This command will present you with a standard open/save window where you
can select an existing data file to open.

If you click the OK button after successfully selecting a valid mSupply data file,
mSupply-HIS will close the data file currently in use (saving any changes made
automatically), and then open the new data file.

Note that if you regularly use more than one data file, use the “About mSup-
ply...”. Command from the help menu (mSupply menu on Macintosh), where
the data file currently in use is displayed.

Warning:: Do not try to open the same data file from 2 or more single user copies
of mSupply at the same time. You will corrupt your data. If you require multi-user
access, buy a multi-user licence!

Change user

This menu item allows you to change to a different user without quitting mSup-
ply.

8ene Log-in
1. Click on your name in the list 2. Enter your password
Elizabeth Wrench |
1 Ruth Billy
[Eflchn Toma 3. Choose store if available
‘ David Ifuimag =
Nola Piriane General v
! Rollina Nunu
| Wiera Dick 4. Choose login mode if available
Bentley Soreh — <
Cosmas Pa'omu dispensary )
Edmond To'asua 5. Check any messages
luiie Zinihite
Ray Skinner Using data file Doris:Users: SusSol Desktop:mSupply:
Nelson Mono Demo_Data File:NRH_mSugply_data.ddd

Gelenta Salopuka
Tash Martin
Everlyn Quladuri
George Tabepuda

6. Click the OK button to proceed

——

4

If more than one user is sharing your computer, choose this item before you
leave the computer so that the next user will have to log in with their user name
& password before gaining access.

Clicking the Quit button gives you the option of quitting mSupply or re-entering
your user name and password. This stops a new user canceling the window and
continuing to use mSupply under your login details.

Switch ....

This menu item lets a user whose permissions allow switch stores and/or login
mode without the need to re-enter their password. Note that this screen does
not allow a change of user; pressing Cancel reverts to the current store/login
mode, so caution in using this feature should be exercised, and this screen
should not be displayed when the computer is left unattended.
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File menu...

= Log-in |;‘@E‘

1, Click o yaur name in the list 2 Enter pour passward

No password Required

3. Choose store f avsiable
v
4. Choose login mods if avaiable

Store v

5. Check any messages

Using data file C:\HMS_mSupply_dataZ 01
\WM5_mBupply_data.4DD

E. Click the OK button to proceed

Change Password

You can change your password using this command. You must know your old
password to do this.

edit password...

Enter old password
Enter new password

Enter new password again

You are required to enter the new password twice to ensure you have typed it
correctly.

Note: passwords are case sensitive- make sure you don't have Caps Lock on. If
you forget your password you must ask the user who is either first or second in
the password list to change your password for you.

Edit users and groups...

For further information see Restricting User Access on page 113.
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Show current user...

A small window appears to show the current user (in case you've forgotten your
name!). Actually, it is important to ensure that you do not start to use a compu-
ter where someone else is already logged in to mSupply, or else your work (and
mistakes!) will be attributed to the person who was logged in.

i Alert

The current user is Sussol

[ ] =]

Backup......

This function allows a backup of your datafile to be made to the specified loca-
tionin your computer.The backup path can be set from File> Preferences.You can
perform a backup manually as well as automatically. It is not necessary to quit
the database before performing a backup.

“Backup” function works both in single user as well as multi-user mode. Under
multi-user mode, this command performs a backup of the server data. A
progress window will show how the backup is proceeding.

Note:- In multi-user mode , you can‘t run “Backup” and “Restore” functionfrom
the client . This should always be run from the server computer.

Restore...

Choosing this item allows you to choose a backup data file,;uncompress it and
start using it as your main data file.

In client/server usage this command will have no effect.

Be very careful about restoring. We suggest you consult Sustainable Solutions
before attempting a restore.



Import ICD10 codes...

Import ICD10 codes...

If you have a tab-delimited text file with 2 columns, you can import codes suing

this command.

Column Column Field Description
number letter
1 A ICD10 8 alphanumeric characters (must be
code a unique value)
2 B disease 30 alphanumeric characters
descrip-
tion

A sample ICD-10 file with 65000 codes is available on the mSupply web site.

Preferences

See the preferences chapter for more information.

Exit/Quit

This command will exit mSupply-HIS.

There is no need to save your work. mSupply does this automatically.
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The Edit Menu

The Edit Menu

The commands in the Edit Menu can be used when you are entering text, just
the same as in a word processor.

Undo: The previous contents can be retieved if the document has not been
saved.

Cut: Deletes the currently selected text and places it on the clipboard
Copy: Copies the currently selected text and places it on the clipboard

Paste: Replaces the selected text (if there is any) with the contents of the clip-
board. If there is no selected text, the clipboard contents are inserted at the
insertion point (the blinking cursor)

Clear: Clears the text in the particular field.

If the copy/cut/paste items are dimmed out, it is because you are not currently in
a text entry field.
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The Special menu

m. Help

Show wards...
Show beds...
Show ICD- 10 codes...

Reminders...
Misc labels...

Prescribers...

Show Navigator

If for any reason the mSupply Navigator is not visible, choose this option to show
it again.

set the width and height of the labels you are using in millimetres.

Dn you are finished editing currencies.

Wards, Beds, Diseases

See the chapter on setting up mSupply-HIS for info on these items.

Reminders...

The Reminders command shows reminders that are not yet completed.

& Reminders. .. > @@
Done| Date | Repeats | User Message
02/02/2006 SUSS0L Please cany out a stock take.
01/04/2006 LAINGP ‘We need to clean up the ware house

To add a new reminder, click the New reminder..." button at the bottom of the
list.

To edit a reminder, double-click it in the list.

To delete a reminder, click on the reminder to delete, then click the Delete but-
ton.

You can sort the list by clicking on the column headers. Click a second time to
sort in the opposite direction.

Filtering the list

You can change the reminders displayed according to the status and whether
the reminder is for you to complete or was created by you.

To show only complete or in-complete reminders, choose from the status drop-
down list.
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The Special menu

The Reminder details window

B8] Hew reminder....
Date |02/02/06 Reminder For Uger | SUSSOL \v'

Message [Please cary out a stack fake.

[] Riepeats automatically

fepeat | monthly [v]

tepeatonday 2 ofeven [ 1l months

Date
The due date of the task

Reminder for User

By default you create reminders for yourself, but you can also create them for
other users. If you're the micro-managing type, you could put everyone else’s
work plans in for each day or week!

User Sussol v
Elmse]

Chaiman

Krishna

Dashbahadur

Shambu

Yaays

Note
The text of the reminder message

Completed
Check this box if the reminder is completed (but note that it won't usually show
in the list once is is checked)

Repeats automatically
Once this box is checked, you will be shown options for the reminder to repeat
daily, weekly or monthly.
particular store from this window; its purposes are these:-
® to create a store
® to display the created stores
® to edit or delete a store

4

Note that deletion of a store being possible only when that store contains zero
stock and there have been no transactions recorded.

Misc labels

Choosing this item shows a list of previously saved label formats.

P =

| Description

160  Els Spiranolactone Suspension & 25ma/oo
|&tenall Susp 15ma/Sml

| CHloramphericol Eye Drop.

| Clomiphne tab 50mg

| Clonazepam Susp

| Closacilin 250mg Capsule

|COLOXYL SUPPOSITORIES
|E1Phenergen Smy/5ml

|FOLIC ACID SUSPENSION THF 0.5MG/CC
| Frusermide suspension 20mg/Sml

| gentian violst paint 1%

| Glibenclamide tablets EP Smg,

| Liquid Paraffin |

Double-click ta show an item in the list

New

Double-click an item in the list to edit/print that format, or click the New button
to add a new format. The format details window looks like this:

Label name &
Label details

Heading | SHAKE THE BOTTLE ]
Body | ATENOLOL SUSPENSION T5MG/SMLS

{Inu'a e Bmls ' he 'aho.
iTauh\ ‘i ha feitu'u mokomoko. Malu'i mei he maama

[Batch No: 0510637 |[ MINISTRY OF HEALTH TOMGA |

8 Quanity to print | [ Prirtt previgw

Delets Fink | [ Cancdl | | 3

Label name
This field will not print on the label- it is for you to identify the label. It is shown



(linicians...

in the list of available formats when the Misc labels menu item is chosen.

Heading, Body, Footers

These fields will print on the label in roughly the position that they are on the
screen. Note that if you enter a very long left and right footer they may overlap
in the middle of the label. Print a single test label to check first.

The labels are designed to print to plain 90mm x 40mm (w x h) labels from a
Zebra label printer. Please contact us if you require support of other printers and
other label formats.

Print button

Clicking this button will print the number of labels specified in the quantity to
print field to your label printer. If the print preview button is checked, you will
be shown an on-screen preview of the label. Note that if you enter a large quan-
tity and check the preview option, you will be shown a preview of each label!

Cancel button

Clicking Cancel will close the window without saving any changes you have
made

Delete button

Clicking this button will delete the currently displayed format and return you to
the list of available formats.

OK button

Clicking OK will save any changes you have made and close the window. (Note
that the quantity to print is not saved- it is reset to 1 each time you open the
window).

Clinicians...

We were going to title this section “Managing Prescibers” but we all know that’s
not possible ;-)

When you are in dispensary mode, issuing items to a patient allows you to add a
prescriber. This menu item allows you to set up your list of prescribers.

= Choose a prescriber. |;|@JE|

Last name Fitst name Category
Adu Ayodeii o
Alependava Cediic di
Apia Feginald D
Auta James D
Ba'erodo Dudiey o
Batalibasi Sukuna o
Becher Chiistopher D
Bossto Fred O
Buin Michael Belande o
Dalpanda Terncth o
Diamutalau Boniface D
Danitofea David O
DENTIST TAIWAN
Denty Joel Dent
Dersveks Chiis O
Devesi Nestor o ~
Double-click ta chooss an item in the st
R

To add a new prescriber, click the “New"” button.

Status () Active () Inactive

Code [BEE Addess? [
Lastnsme [Boms pddess2 [
Fistname [Dickson Phons [

Iniials [DE Mobie |

Registation code | Emal |

Toge [Dent OFemale (&) Make

3 [ pelte | [ Cacdl | [k ]

Add a code for the presciber. You can use the code quickly to look upthe pre-
scriber when dispensing.

Other fields are fairly self-explanatory. Note that the code, first name and last
name can all be used for looking up prescribers when dispensing.

Initials
The text you put in the “Initials” field will print on dispensary labels.

Active status

If you have a prescriber that is no longer used, you can change their status to
“inactive” and the prescriber will not show in the choice list when dispensing.
Inactive prescribers will still show when you choose Special > Show Prescibers...

We suggest you might want to add a “Miscellanous Prescribers” item to the list,
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and use this if you have a lot of prescribers whose prescriptions you only dis-
pense infrequently.
Category

This field can be used to group prescribers together, and can then be used to fil-
ter prescribers when producing a transaction report.

Merge prescribers

This menu item is used to merge two prescribers, where the same prescriber has
inadvertently been entered twice. You are shown a window like this:

Merge two prescribers into one- use with caution!

Freseiiber to keep

[Faivalla, Salise D200

Prescriber to merge- will be deleted

[Fatu, Sela D2022

Note: meiging prescribers will affect al historical
records for the merged prescriber. Onls
prescribers that hawe been mistakenly double:
entered should be merged

Enter the two prescriber names by entering the start of their surname or their
code, and then pressing Tab. The top prescriber is the one who will be kept. The
lower prescriber will be deleted.

Once you have entered the two names, check the details are correct, and then
click OK. You will be warned one last time, and then the operation will be com-
pleted.

All transactions that recorded the deleted prescriber will now show the name of
the prescriber that was kept.

Transaction categories

Categories allow you a way of grouping transactions together. Each type of
transaction can have its own list of categories. For example customer invoices
might have a category “normal” and “urgent”. Inventory adjustements might
have categories “expired”, “damaged” and “stock take”
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Viewand add transaction c... @
Transaction category | Customer v
Bl i'§
Mew Delete
Categaries

Click on “New" button to create a new category.

5] add Category... @
Transaction calegory

The categories can be added to customer, customer credit, supplier, supplier
credit, repack, build, inventory adjustment while creating or editing transactions.
Once you have assigned categories they will show as a drop-down list when you
enter a new invoice or transaction.

(In versions of mSupply prior to v1.8 categories were set in the Preferences, and
there were only categories for supplier and customer invoices).

Contacts...

This command displays a window where you can edit contacts.



New e-mail...

=loi

last Tirst oiganization oiganization phone  comment -l
Gupla Sariay 55 Erterprie Cugioat] 721628
Bunung Shaha Butbang CHP B
Guning Mizn SCHEER MEMOFIAL HOSP_[011) 61112,
Guning Mrs. Sabha Amp Pipal Hospital Sugical  06429180.30
Hanet Nei INF Miscelaneas 08120111
Hem Di Freidbet_Gireen Pastures Lepiosy Hosp U671 20342
Jha DN LAL GADH HOFITAL BE1622[KTM) 01 21_Gen Adrniistaiin |
Joshi Dr. Sunil Kum Kb Profect Cansorium
Kale Gopal Nemal Safer Motherhood Proie 248110/ 248981
Kafle Puskar Netherkand LR East 02128571
Kruttia Drlukks  Gresn Pastures Lopiosy Hoso 06120342
Koirala Hai Girean Pastures Laprosy Hoso 06120342
Laue M. Tori
LeMaster  Joe UM Miscelaneous 228118
Lomaster Judy Open House CliiclUMN] 214745
Livbu CoptsinS  BGN Hesdousrers, Pokhera 06120274
Lynch Patick Nepal Lepiosy Trust 521622
MacDonagh  Sandia Nepal e Motherhood Praje 248110 7 248961
MacFore  DiR TLP Proj SurkhetlINF) 09320346
Mahato Rathe Shyam_Malional Healhcare Pt Lid (51 24336 22956
Manel 0 Intemaiional Dispersary ssac
Matin Becky Team Hosp Chauhai 07
Malthew  Elie INF Expairicte Cliic 06120111
Mawson  Ray Tansen Hospital (IMN)
Meys Drd Netherland LRA East 02128571
Mishia Piangya __Maripal Hospital

ind | repor | oderby | pit | new | | =
il JJ

Contacts are usually associated with a name (a customer or supplier), and it is
easier to edit such contacts using the "show suppliers..." or "show customers..."

command.

If a contact is not associated with a name, you can edit details for that contact

using this comm

and.

Buttons in the contact list window:

Query

Use to find the contacts you wish to report on or wish to produce a set of
address labels for.

Report

presents the Quick report editor window. See the using the report editor chapter
for more instructions.

Order by
sort the contacts

Print
clicking this button will present you with a dialog with two choices:

® If you click /ist a list will be printed of the records in the window.

® If you choose labels, you will be shown the label editor, allowing you to

print a set of address labels for the current list of contacts. Note that you
can save a particular label layout and then use the "load" command in the
label editor to restore your layout.

New

To edit a contact, double-click on the line you want to edit. You will be shown
the contact details:

edit contact

last [cho |
first [Jecng-rmin ]
position |Dverseas trade 11 |
cormment | |

user field [ res

Info if ralzte

name [koRE & GREEN CROSS CORPORATION !
[ R [ — ; 11 . 1]
| Deiete 11 Cancei | ]

New e-mail...

Choosing this command reveals this window:
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Oe——7 L wenilee—i—o——
o] status | queue =
suject [ date 00/00/00
body [
fromer]
>t
[=]
~
— e T | [l
Iink 10 ame: | Cancel ||l 0K I
[ah Iz

The email window allows you to compose and then send an email from directly
within mSupply.
The inbuilt email sending functions of mSupply allow you to:
® Send invoices to customers that they can print (using the "export HTML
invoice" command)
® Send orders to suppliers (using either the "Email" or “Email pdf” menu
item when editing an order)
® Send electronic invoices to customers that they can automatically import
into their copies of mSupply.
® Send an email as you would using another email application. If you use

mSupply, the advantage is that the email can be linked to the name, and
easily viewed from the Email tab of the name details window.

To compose an email
® Enter the recipient email address in the o field. If you have email addresses

entered for names in mSupply, type the start of the name, and click the find
button to automatically insert the address. To enter more than one
address, separate the addresses with commas.

® Enter a subject in the subject field
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® If you want to enter addresses in the "CC" or "BCC" fields, or want to
attach a document to the email, then click the small "plus" icon on the left
to show those fields. (See below for how to attach documents). To enter
more than one address in the "CC" or "BCC" fields, separate the addresses
with commas.

® Type the text of your message.

® Click the OK button to queue your message.

® To send your message, click the send button in the message list window, or
choose Send quened mail... from the special menu.

Notes:

® Make sure you have set a return address and a mail server in the Prefer-
ences.

® If you are using a dial-up connection, you must close the connection when
you have finished sending.

Attachments
® mSupply allows you to attach documents to an email.
® To attach a document, simply click the "attach" button. You will be pre-
sented with the standard window to find a file.
® There is no limit to the number of attachments you can add to a email.
(Well, actually it's a few thousand. Let us know if this isn't enough.)

® To delete an attachment, click the attachment in the list you want to
delete, then click the delete button.

Show e-mails...

You will be requested to enter the number of days of mail to display. The default
will display all mail for the last week.



Send queued e-mails...

mailbox: |Dut - edit B

et to date subject

9 | s_udas@iname com 220302 | mSuppl versian 1.41

| Mohan@hotmal com 2/0%02 Suny Day

a | Shuam@yahoo.com 220302 iinter price

3 | Gopsl@mainems.com OB network cable

delete | duplicate|  new find print send o | -
5| v

Viewing a messages
To view a message from the list, double-click it.
To view a different mailbox, choose the name of mailbox from the list

Status
The status of a message will be one of the following:

® S - the message has been successfully sent. Once a message has been sent

you can no longer edit it. To send the same message again, use the duplicate
button to make a copy of the e-mail.

® Q - the message is queued, and will be sent next time e-mail is sent
® H - the message is on hold, and will not be sent.

You can click on the "status" and "date" column headers to sort messages by
those columns.

To view a message, double-click it, and it will open in the message composition
window.

Managing mailboxes
Click the edit button beside the drop-down list to show a list of mailboxes:

Buttons in the message list window:

Delete

To delete a message, click on it to highlight it (control-click (Mac: command-click)
to select mulitple messages). You will be given a warning allowing you to
change your mind!

Duplicate

A copy of the message you have highlighted will be made, and will open in the
message composition window to allow you to edit it.

New

A new message will be created, and the message composition window will
open, allowing you to edit it.

Find

The find window will open, allowing you to find messages. The results will be
displayed in the list.

Print

The displayed list of messages will be printed.

Send queued e-mails...

Any queued e-mailed messages will be sent. If you have a dedicated network
connection, the messages will be sent straight away. If you have a dial-up con-
nection and you are not already connected to the internet, you will be shown
the "connect to..." window to initiate a connection.

Note that if it takes a long time to establish a connection, mSupply may give an
error. If you are experiencing problems, first establish the connection to your ISP,
then choose Special | send quened e-mail.

Set start of year stock...

This command sets the start of year quantity for each item, and records the start
date. The starting stock date and stock quantity are used when printing a ledger.

The idea is that you reset your starting stock on the first day of each new finan-
cial year. Then, at the end of the year, the item ledger will print the starting
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value, all transactions for the year, and your ending stock quantities.

Using this command does not change any stock-on-hand values or archive any
transactions.

You are not required to use this command, but if you do not, you will not be
able to archive transactions, and you will get very long item ledger printouts!

Show Web messages

If you are using the mSupply web server, web messages give you a way of giving
information to your clients. For example, you might want to let them know
about a change in packaging, a drug recall or that you will be closed next Tues-
day for stock taking.

The messages you add will be shown in the customer’s web browser after they
have successfully logged in.

&

mSupply

“Simply Powerful Pharmaceutical
Inventory Control”

mSupply Web Interface

Search for| Show recent confirmed invoices v

News and Messages...
New Staff at Sustamable Sclution. More
Trportant Information for the Holiday Period More

Choosing this menu item shows a list of messages
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BEE

Date Headlines Message Priority Active
22/06/2005 Mew Staff at Sustainal| Andrew has joined us s an accountar 1
22/06/2005 | <blink> Impartant Infor | We are closed for a month during Chris 2

Double-click a message to edit it.

Delete button
Click on a message in the list, then click this button to delete it.

Click the New button to add a new message. The window to add or edit a mes-
sage will be shown



View log

<D Edit message...

Active @Yes  OMNo

Date |22/06/05

Pty (1 |

Headline: |<blink>New Staff at Sustainable Solution.</blink>

Message [Andrew has joined us & an accountant, All accounting queries should now be diected to him
<strongre-mail : andrew(@ss.org.np</songy

Only messages with the “active” radio button checked will be displayed.

Priority
Choose a priorty from one to five. Messages are sorted by priority before they

are displayed, so messages with a priority of “1” will display at the top of the list.

When a customer successfully logs on, they will see the headline message only,
with a “more...." link, which will display the full message text.

Note that you can put HTML tags in the message headline and body.
For example, to make a message appear in bold, write it like this:

® <strong>Urgent request for assistance</strong>
To make a message blink:

® <blink>Blinking messages are very annoying</blink>

You can also use this facility to make complex newsletters with columns and links
to other web pages etc.

View log

When you choose view log you will be asked how many days history to view (the
default is 7 days)

This menu item can only be used by users in the "high access" group.

It displays a list of significant events, along with the date, the time and the user.

“D log reconds on or after, 23/01/2005 EER
a

Date Time _ User Tope Event
RS 1220 John backup  backup successhul
030205 1223 John quste new quote: 1008 Supplier: 4833
UHOZ0E 1223 John quole change prefened bicarbk 1 Neopreferred tumed on
RO 1228 John quote new guote: 1017 . Supplier: 4533
0302/05 1643 John Create item  cialhenS000 Dislysic Heparin in 250001 /Sl
W4A02/05 0347 Jokn backup  backup successhul
D4OZHE 1343 John Cicate ftem  wouclos Wwound dosure strp Gmms3Gmm
070205 1002 Jokn backup  backup successhl
0PAZE 1162 Jokn Create item  tapedura 2 T ape Durapore Sik 120 ¢ 1.9m
7AZHE 1154 John Cieate ltem  steristripdmm Ster-stip 3mm » 75mm
D726 1207 Jokn Cieate ftem  whachhatty B attery Welch Alln rechargeable 3.5v 72200
070205 1208 ke Create item  Cidesinstimnt Instrument Disinfectant Cidex
U206 1224 Jokn Create ftem 0416 Stump socks AK 1643
D7A02HE 1224 John Cicate fiem 0415 Stump socks AK 1542
07A02/05 1225 Jokn Create ftem 0414 Stump socks AK 1443
WS 1226 Jokn Create item  mullstx Mulistis 1065 Urinarysis Stips
O7A0ZHE 1450 John Cicate ftem  propafenonz Frapafenane tah img
070205 1516 Jokn Create item  chins Benazepil HCI (Ch)
0205 1516 Jokn Create item  china Cedianid inf [Ch
NTAOME 1518 ioken Fioote bom _clins Paltasidime i 1o 10k1

Ewpot | [ Pt | [ Oweby ] [ Fed ] [ OK

~

< >

Buttons in the window:
® OK- exit the window
® Order by- sort the log
® Search- find particular records in the log.

® Export- allows you to export the log for use in another application

User's report

Choosing this menu item displays a report of the list of names of the users, their
access group, active status, number of logins, last login date and last login time.
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The Help Menu

‘ About mSupply... ‘

About mSupply...

Choosing this item displays information about the version of mSupply in use,

and provides details of the location and size of your data file.

@

x

Authorisatian
Intemmsl version 186 Latest versicr
Thisrelease 0 Latest rslssss
Releasedate  D1/02/06 Lstest dats
Click to check anline *
Fath o data fle
Ciideme datshT angaWHPRYHP dats new DE0S21EYYHP dsts new 050921, 400
Pith o stucturs fils
C:ADcuments and SettingshCraigthdy DocumentsProjectsimSupplymSupply cunent 20044mS upphy185.4DB
Records
e s Suistairisbls S tions fetsins the fights to this scttwsrs
2054 racords in e lives ) ) )
Sepibl e Cornmensisl use o radfisstion of this
B proram ol allwied vith suthorizstion of Sustainable Solutions (NZ) Ltd
17 records in users " .
Sl o el info@msupply e i o infoi@ss o rp
B oo i i
e e ® Copight Sustainable Salutions. 2001 - 2005
2 records in hackorders
28040 records intransations
D records in orders
0 recoids in order_lines
D recoids in contacts

You can click the blue arrows icon to retrieve the current version number from
the internet. (This will not download a new version- it will only advise whether a

newer version is available for download).

Authorisation

The Authorisation button is provided largely for developers’ use. Its purpose is to
assist our technical staff to resolve clients’ problems. It is recommended that you

ignore it.

Why is there no help option?

We haven't included a help file in mSupply to keep download sizes small, and
because we think that this PDF help file is a thing of beauty and you ought to
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Miscellaneous Topics

Maintenance and Repair

If you are using your data file regularly, it is a good idea occasionally to check
that no problems have developed. Problems can develop due, for example, to
faulty hardware and other reasons outside our control.

For technically competent users or professional IT staff

In the case of a serious hardware failure, the first option should always be to
revert to the last known good backup of your data.

If for some reason you must repair a damaged data file, please contact Sustaina-
ble Solutions for advice.

To check your data, download a product called 4D Tools. (4D Tools and a manual
is included on the CD) from ftp:/ftp.4d.com.

4D Tools can simply check your data file for errors, or repair your file. Please con-
tact Sustainable Solutions if you believe your data file has a problem, before
repairing it.

Always use 4D Tools on a backup copy of your data first.

If 4D Tools is unable to repair your data, Sustainable Solutions is able to use spe-
cialist tools to examine your data, and even export your data and re-import into
a new data file. We have not had to do this for a customer yet, but the option is
available as a near-last resort.

How do | move a window whose title bar has been hid-
den?
On Windows:

® Method 1: Press Ctrl and both mouse buttons, and drag the window to the new loca-
tion.
® Method 2: Press Alt-Ctrl-right mouse button, while dragging the window to the new
location.
On Mac OS

® Press Control-Command-mouse button, and drag the window to the new location

Printing notes

When printing you are usually presented with two dialog boxes (Windows). The
first box is the "page setup" window. What this window looks like will depend
on which printer you have chosen. The second box is the "print" window.

The "print" window has a check box that allows you to preview each page
before printing. Buttons in the print preview window:

b @ Print - Prints the current page

b @ Stop - Stops the print preview. Useful to view a report without printing it.

® ﬂ Previous page (left arrow icon)- Move to the previous page of the print job
d Next page - Move to the next page of the print job

hd Q Zoom - Magnify the view, or see the whole page (if the view is already magni-
fied).
Note that once you have set the print preview to "on", the "print preview" check
box will remain checked until you uncheck it or you quit mSupply.

Security of your data

If you maintain the mSupply password system carefully, your data is fairly secure.
Note, however, that if a person has access to the original copy of mSupply, they
will easily be able to open the data file, as the "user 1" password is clearly
shown in the password entry screen until it is overwritten the first time you click
"OK". It is your responsibility to keep copies of your mSupply software and data
in a safe place.

As of version 1.4, passwords stored in the data file are encrypted with strong
(512 bit) RSA encryption, so there is little danger of someone finding your pass-
word.
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Technical Notes

mSupply Client/Server installation

If you are using the client/server version of mSupply you will be supplied with a
CD with 2 installers. One installer, mSupply_server_installer.exe is used to install
the server software on a single server computer. The installer
mSupply_client_installer.exe is used to install the client software on as many
computers as you wish. You will be limited in how many clients can connect at
any one time by the server licence you have purchased.

To run the installers, simply insert the mSupply CD, open Windows Explorer and
double-click the installer file on the CD that you wish to run.

Installing mSupply server

Run the installer

e mSupply Server Setup

Installation Folder

Select an installation folder and click Next to continue

The saftware will be installed in the folder sted below, Ta installto a different folder,
cither type in a new path, or click Change ta browse for an existing folder

Install mSupply Server to

| change

Space required on drive: 311 ME
Space available on selected diive 12957 MB
<Back | Mews> | [ Cancel

What is installed where:

We strongly recommend you do not change the default installation directories,
which are as follows:

mSupply Server: c:\Program files\mSupply\mSupply Server
mSupply Client: c:\Program files\mSupply\mSupply Client
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(The volume may have a name other that “C” depending on how your system is
configured)
mSupply server installer also installs the following files and folders:

A folder called “Plugins” containing mSupply reports and plug-ins in the same
folder as 4D server.exe

Address \ua C:\Program Files\mSupply\mSupply Server

Folders

= [ mSupply
(= 12 mSupply Server
123 Plugins @WebFoldEr
[ server application [ irumin. b
() WebFaider = irnin, st
() WetMeeting “Birunin.ini
(2 Online Services irunin.Ing
() Openoffice.orgl.1.4 =0 msupply. 40C
153 Outlook Express Ko msupply.ico
(3 Qualcomm mSupply.RSR

Starting the Server for the first time

The first time you start the server, double-click the “Start mSupply Server” icon
on the desktop

You can also start the server by choosing Start > mSupply Server > mSupply

Server
4B windows Messenger ’h
() Adobe Acrobat

[ Moneyworks Gold Dema

& sy Server ]

5 Uninstall mSupply Server

You will be shown a welcome window where you should choose the “1 would
like to activate 4th Dimension” radio button.

Then click “Next”



mSupply Client/Server installation

Welcome Lo 4th Dimension...

Thanks for choosing 4th Dimension! (& I would like b activate 4th Dimension,

Thave a praduct number and would ke ta Follow the
registration procedure.

€1 would like bo evaluate 4th Dimensian.

4th Dimension will operate in demo mode for an unlimited
time: with no limit on its functionalities. The restrictions will
concern the maximum number of methods and records.

()1 would like to purchase 4th Dimension

Allthe information necessary for purchasing 4th
Dimension. .

In the next window you should read the agreement.Click on the “l agree” check
box, and then on the “Next” button”

the Softweare for which LICEWSEE has purchased a license and
has received the authorized serial number, subject o the
methods defined in the Documentation

[T aares

( < Back ][ Mext >

Then the activation mode window is shown.
Choose “Offline activation” then click “Next”

D

* welcome Activation mode

ense
To use your product, you must follow an © online Activation

Activation mode
activation procedure:

Activation will be cartied out immediately and in a secure
manner via your Internet connection,

@ offiins Activation

Activate this option if yau da ot have an active Intermet
acress on this machine,

(O Emergency Activation

In case of an emergency, this option will sctivate your
products for a period of 5 days. This procedure can orly be
Used onece.

You will then be shown the window to generate a file.
Do not enter information here- just click the “Next” button.
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D s Offline Activation

Step 3: Inkegrats the file received

* Welcome Generate file

® License [\GHdrop_boxiserver registrationl 45k TA0WESOOLCNEAY 1A
Generate hle 1 already have a clisnt account at 40 and OFffine Activation

I do not want ko (or cannot) send more
d il information by Internst. 1 would just ke
ta generate a file that T will send to 40 in Step 1: Generate the file bo be sent
order to abtain a serialization file in
return,

product Burber: Then click the “Next” button.
You should then be shown a window with the following message:

Congratulations, the following nurbers have been registered
successfuly:

= You can now use 4D
Generate file..

You will then be shown the following window with the “Open a database” tab
selected.

D Welcome |X‘

Opening a database...
Favarites 1~ @

Interpreted Database

] check the Structure Fle =
[ Farce the update of the local resources

Add to Favorites

e Data file

You will then be shown a window instructing you to send the generated file.
Just click the “Next” button.

Offiine Activation Recently Used Databases o
Step 2: Send the gensrated file
Then you will be shown a window where you are asked to integrate the file 2 %
received. ]
~ Backup file
OFfline Activation
Step 3: Inteqgrate the file received
Other database W

[ ]

N Browse...
Opzn Compled Open Interpreted

This product is licensed to: Craig Drown - Sustainable Solutions

Click the “Choose File” button and choose the file sent to you by Sustainable

Solutions. Click the Browse button. You will be shown an open/save window where you

Once you have chosen the file, it will show in the box in the window: choose the program file. It is located in C:\Program Files\mSupply\mSupply
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server\Progam\mSupply.4Dc

Lok in: | (23 mSupply Serves ¥ % = mE
o IE=)Plugins

Iaserver application
er

My Recent
Documerts

Click the "Open” button.
You will be shown a window where you can choose or create a new data file.

Create a data file... E

Savein: | £ myown data vi Q% m-

&

My Fiecent
Documents

=]
@

skl

g
a

%

My Documents

@

My Computer
ﬁg File name; important_data. 40D v [[sae ]
MyMetwok  Saveastype | Data File [ 4dd) v/ [ camal |

—
Open lﬂ@
Loak in: | 55 mSupply Server #H 02 E
= (Plugins
{ ‘) ()server application
My Riecent |0 WebFolder
Documents
(€
Desktop
MWy Docurents
by Computer
. Fio name [ v
My Netwark  Files of type: | Data File [ 4dd) v{ [ Cancel
New.

We suggest you create a folder called “mSupply data” inside your “My Docu-
ments” folder. You can create the data file anywhere you like, but make sure
you have read/write access to the directory or there will be problems.

Once you have clicked the Save button you will be shown a message stating that
your data file has been updated with new Preferences.

our data File has been updated with new preferences.
Choosa file | preferences to enter your information

Click the New button to create a new data file. Another window will be shown
where you can choose the location and name of your new data file.

You will have to connect with the client software to configure the Preferences
for mSupply and to enter the mSupply registration number. You will then be

shown the 4D server admin interface:
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4D 4D Server @@
4D Server version 2004
4D 54 1985-2005,
Structure: mEupply, 4DC Connected User(s): g ﬂ
Data File: C1\Documents and Settings\sussoliMy Documentsimy  Pracesses Running: 4 g
Lo File:
Last Backup!

Last Backup Date:
Mext scheduled backup:

Tatal Memory: 28397K Activity:
Cache Merory: 16384 K Cache Hit Ratio:
P Users & Time Status Ratio

[SsKernel
~#1 ; User Interface Executing
+#2 1 Client Manager Executing
#3 ; Cache Manager Delayed
Stored Procedures

This product is licensed to: Craig Drown - Sustainable Sohtions

Congratulations!

If you get a Windows Security alert

If you are running Windows XP with SP2 or later installed you may get this alert:

% Windows Security Alert @

@} To help protect your computer, Windows Firewall has blocked

some features of this program.

Do you want ta keep blacking this program?
Name: 4D Server
.2 Publisher. 4D

KeepBlocking | [ Urblock | [ Ask Me Later

windaws Firewall has blocked this pragram from aceepting cannestions from the
Internet or & netwark. If you recognize the pragram or frust the publisher, yau can
unblack it When should | unblock = program?

Make sure you click the Unblock button or the server will not function properly.
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About the backup scheduler window

The new version based on 4D 2004 server has an integrated backup scheduler.
Please request detailed documentation from Sustainable Solutions regarding its
use.

Setting the server to run as a service

The server should now be set to start automatically when the machine is turned
on. This can be accomplished by setting the server to run as a service. Choose File
> Register Current Database as Service

Flle Edt Process Backup Data WebSery
Select Log File. .
o Log Fie

Register as Service
Untegister Current Database
Unregister all 4D Server Services

Quit i+

Quit the Sertver admin window by clicking the close box on the top right (or
choose File > Quit from the menus). You will then be shown a disconnect win-
dow:

4D Server

2 Disconnect from Server in: i
€1 Wiaitfor all Users to disconnest

Eancel

Type “0" into the box, and click OK. The server will quit.

Now open the services administrative interface by choosing Start > (Settings) >
Control Panel > Administrative Tools > Services.

Right-click on the Services icon and choose Send to > Desktop (as shortcut). This
will provide quick access this area in the future.

Double-click on Services in the list. You will be shown this window.
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=lolx]
| acton vew ||+ = |Em|FRB[@2]r = 0 =

Tres | Description Startup Type
e Services (Locah b Manual
B plerter Notifies sel. . Manual LocalSystem
“tn application Manage... Provides s... Manual LocalSystem
4 ClipBook Supports C... Manual LocalSystem
oMt Evert System  Providesa... Started  Manual LocalSystem
Computer Browser  Mantainsa.. Started  Automatic LocalSystem
DHCP Client Manages ... Started Automatic LocalSystem
“aDistributed Link Tra...  Sends notF.. Started  Automatic LocalSystem
“pDistributed Transac,.. Coordinate... Starked  Manual LocalSystem
SDNS Client Resolvesa.. Started  Automatic LocalSystem
BaEvent Log Logs event..., Started Automatic LocalSystem
i Fax service Helps yau ... Manual LocalSystem
i Indexing Service Manual LocalSystem
i Internet Connectio...  Provides n. ., Manual LocalSystem
IPSEC Policy Agent Manages 1. Started Automatic LocalSystem
“aLogical Disk Manager  Logical Disk...  Started Automatic LocalSystem
“Ralogical Disk Manage... Administrat. . Manual LocalSystem
o Messenger Sendsand... Starked  Automatic LocalSystem
et Logon Supports p... Manual LocalSystem
SNsthosting Remote... Allows aut... Manual Localsystem
Sanstwork Connections  Manages o, Starked  Manual LocalSystem =l
I I

Double-click on 4DServer:mSupply - fortunately it is usually the first item in the
list!
You will be shown the 4D service properties window. Change the Startup type in
the drop-down list to automatic.
2|

General | Lag | Fiecavery | Dependencies |

Semicensme:  4DS m3upply. 40T

Display name: |4D Server: mBupply

Desciption: |

Path to executable:

Startup type: [Manual =l
Marial
Disshled
Service stahus:
st | | Pase | [ Fesune |

“You can specify the stat parameters that apply when you start the service
from here.

I Start parameters: |

] ok | canca | e |

On the “Log On" tab, the settings should be shown below:

4D Server: mSupply Properties {Local Compul 2l
General Log 0 | Recovery | Dependencies |
Log on as

@ Local System account

¥ &llow service to intaract with desktop

€ This account Biowse
Passiord [
Carfift passiord:

*¥'ou can enable or disable this service for the hardware profiles listed below:

Hardware Profile | Service [
Fiafile 1 Enabled

Enable Disable
0K | ceneel | ey |

® Make sure “Log on as” is set to “local system account”

® Make sure “Allow service to interact with desktop” is checked.
Click “OK" to close the window.
You can now start the service by clicking the little play button (right facing trian-
gle) on the toolbar with the 4D service highlighted.
From now on the 4D server will start automatically when the machine is turned
on. There is no need to log-on to the machine.

On the desktop, we suggest you delete the Start mSupply server shortcut, as this
will not start the 4D server as a service, and should not be used.

Should you need to manually stop and start the server in future:
® To start, double-click the “Services” shortcut you made on the desktop, highlight the
4D server service, and click the “start” button (looks like a “Play” button on a VCR)

® To stop the server, make sure clients are not connected, then choose File > Quit on the
server.
Next steps: install mSupply client then register mSupply.

Entering Extra 4D serial numbers

When you registered 4D server the licence allowed 2 concurrent connections. If
you have purchased extra connections, you should enter the serial number(s)
now.

Choose Help > Update licence. This window is shown:
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] X
of}.;, — Livense Humber E
‘e
. Serial No - B3w9bv10f9iGLENAT03YmE -
= Senal No_: RF38e104Y10Y804103%kZ

Setial Mumber Add Remave
Expansion Serial Mumber Add

Click the Add button to enter additional licences.

Creating a new data file or choosing a different data file

From this point there should be no need to revisit any of the about procedures
to operate mSupply. However, if you are testing, or starting a data file for a sec-
ond organisation, you may wish either to change the data file mSupply is using
or to create a new file.

The mSupply program (the files named “mSupply.4DC” and “mSupply.RSR")
store the path to the last data file used, and the next time mSupply is started,
the previous data file that was open is opened again unless there is user inter-
vention or the “old” data file has been moved to a new location.

To intervene, hold down the “alt” key as the 4D server starts up.

You will be shown the standard open/save window:

oren 21x|
Lok ire [ =3 Data | emoE

webFolder

File name: [my_precious_data = Open |
Files of type: [DataFile (* 4dd) =l Cancel

A
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To create a new data file, click the “New” button.

To select an existing data file, navigate to the file’s location then click the
“Open” button.

Setting server memory settings

The most important settings you may want to change are the memory settings
and the cache flush interval.

Choose Edit > Preferences. This window is shown:

T Intertace =] -SetCPU Priori to:
E L somicaion T O I,
= System R
patem Resources Other applications |1 4D Server [ Custom Settings
Client/Server — 0o
u Design mode ther applications — lent
@ Database ~Database Cache Memo
[E Compilation
& Web (Server) Masimum Cache: 2048 Kb Minimum Cache: 1024 Kb

I~ Use Mew Memory Allacation Scheme on Macintosh

Flush Data Bulfers every 10 Minutes

—Application Main Memer

Used Blocks: 4 Block Size: 4096 Kb

These modifications will e taken into account when relaunching the application

~Temporary Folder Location

@ Automatic
' User Defined

|

Carcel | 0K |

Click on the “Application” section in the left-hand list. Provided you have more
than 256Mb of RAM installed, set the “Maximum cache” setting to half the
physical RAM installed (eg. if you have 768Mb, set it to 384000 Kb). This cache
memory is automatically integrated with the data stored in the data file, but
provides much faster access times, significantly speeding up non-Ind queries and
other procedures. The cache settings will have more effect in subsequent years
once the system has a larger number of records to manipulate. In the first few
months the performance differences will be negligible.

The “Flush Data Buffers every ...." setting determines how often the data on the
hard disk is synchronized with the data in the cache. We recommend you set this
to “2" minutes. (From the version based on the 4D 2004 engine we intend to use
the ability to run a log file that records all unsaved changes and allows auto-



mSupply Client/Server installation

matic integration of the unsaved changes should there ever be a crash - e.g. in
the event of a hardware failure or a sudden power outage)

Installing mSupply Client

To run the installer, insert the mSupply CD, open Windows Explorer and double-
click the mSupply_client_installer.exe file on the CD. Once the installation is com-
pleted, double-click the “start mSupply Client” shortcut on your destop. The fol-
lowing window will appear:

|| Connection to 4D Server x|

Recent TCRAP | Custom |
Servers
WK

mSupply. 4DC

TCR/AP vB &

The window lists available mSupply servers on your network. Click on the server
you wish to connect to. Once you have connected successfully, the “Recent” tab
will be shown first, and you can choose the server there. If for some reason net-
work settings have been changed, and you cannot connect from the “Recent”
tab, remember to look at the “TCP/IP” tab as well.

Clicking the “OK" button will take you to the mSupply password entry window.
For new data files, the password is “user1” for the first user in the list. Click on
the first user, then enter the password and click “OK”

Firewalls and the like

To make it easy for you to connect, mSupply publishes details about available
servers on a specific port. It is quite possible that products such as “Zone Alarm”
and “Norton Personal Firewall” will block access to this port and stop discovery
of the servers. Contact your system administrator if the list of available servers is
blank.

Registering mSupply
The procedure is described earlier in “Preferences” chapter of the mSupply user
guide.

You will either have to phone or email the information to Sustainable Solutions
to obtain a registration code.

Note that the code is keyed to your organisation name and the MAC address of
the server. Changing either of these will require a new code, which we shall will-
ingly provide.

mSupply Preferences

Once registered, you may want sytematically to go through the mSupply Prefer-
ences and choose appropriate setttings.

Saving your data file

At this point you should have a “clean” data file that is registered and is set up
ready to use, but does not have other data in it.

mSupply client installer also installs the following files and folders:

A folder called “\AD\Network"” in the Windows folder on the startup volume,
which contains network component files that need to be present for 4D to com-
municate over a TCP (and othe types of) network(s).

Note that no reports are installed on 4D client. Each time 4D client connects to
the Server, reports that have been added or modified on the server are automat-
ically copied to the client.

Note that the installers have been set up to overwrite existing files, so reinstall-
ing the software will restore any potentially corrupted files to their original
state. The installer will not overwrite your data files, unless you have been wise
enough to name your data file “example data” and put it in the “example data”
folder.

Graceful shutdown in the event of a power failure

Your mSupply server should be attached to a UPS. The UPS should be fited with
a control cable (serial, USB or network cable) that allows control software to
detect a low power situation and shut down the server.

In the UPS control software set the shutdown to start at least two minutes
before the power will fail.

Set it to run a batch file at that point. The file should contain the single line “net
stop Service name” where the service name is the name displayed in the proper-
ties when you double-click the service name in the services window. In the exam-
ple below the service name is “4DS mSupply.4DC" (not to be confused with the
display name)
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Servicename;  4DS mSupply 4DC

Display name

Description [

You may wish to test your typing skills by opening a command prompt:

Microsoft Windows 2088 [Ue
<C} Copyright 1985-1%99 Hi
C:\>net stop "4DS mSupply-4DC"

The 4D Scrver: mSupply service is stopping...
The 4D Server: mSupply servi stopped successfully.

CzN>

mSupply Server backup configuration

This information applies to 4D Server. If you are using mSupply in Single-user
mode, the backup Preferences are set using the menu File > Preferences.

Full database backup and restore functions are available, and it is not necessary
to exit the database before performing a backup.

The files to be included in the backup are set in the application Preferences.

It is recommended that backups be performed automatically at regular intervals
without user intervention.

Before performing a scheduled automatic backup, the required parameters
should be set. Choose Edit > Preferences, then click on “Backup” in the left-hand
pane. There are four sub-headings in the Backup Preferences section.

Configuration options

Check the boxes adjacent to the files to be backed up ....... it is recommended
that only the Data File box is checked.
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[ o
& Application Backup Contents
B; Des'gh“ Mode Data File imporkant_data, 40D 1728KB
Database ;
@) buck Structure File mSupply 4DC 83548
) Backup
5 User Structurs File mSupply.4ds 6KE
Attachments
ek (rddrode )
Backup
Restore £dd

& web (Server)

$ web Services Backup File Destination Folder

(C:\Program FilesimSupply|mSupply Serverl -
Used Space: 6643 MB Free Space: 12815 MB

Last Backup Information

Last backup: M., M.,
Nezxt scheduled backup:
Backup il name: M.
Lag backup File name: M4
Status:
Log Management
[]use Log File:

G )

The Backup File Destination Folder should be on a different volume from the
one containing your database, and not on a different partition of the same
drive.

It is possible to use a log file to provide complete roll-back functionality in the
event of a system problem. Please consult Sustainable Solutions before turning
this option on.

Scheduler Options

The Scheduler option allows the frequency of the backups to be set - in the
above example, backups are made daily except Saturdays at 20:00 . Note that if
Saturdays had been included, the “Every day(s)” option would have been
selected, and the figure “1” entered in the box.. Sustainable Solutions recom-
mends daily backups.
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# application Backup Frequency
l3¢ Design Mode
@ Database

T Backup (O Every | 12] hour(s) starting at |00:00:00 ;

Configuration

() o automatic backup

(O Every |1 day(s) at

Backup (&) Every [ 1] week{s)
Restaore
zg Client-Server

& v (server) I N
%E web Services :
[¥] Wednesday at |20:00:00 ~

[¥] Thursday at IZU:UU:UU vJ

[#]Monday a [momon ﬂ

[¥] Friday at
[ 5aturday at IUU:UU:UU

1 monthis)

' 1 Day at |050506 ;

() Every

Cancel i oK

Backup options

The Backup options window (shown below) allows the user to specify the
number of backup files to be kept, and whether to create a backup in the event
of no changes having been made since the previous backup (you can leave this
unchecked).

We reccomend you keep 30 backups.

The other available options are self explanatory, and the ones appropriate to the
user’s requirements should be selected.

& spplication General Settings
& ,
e DesignMode [@lkesp orly the last [ 50] backup Fies
() patabase —
) Backup [7] Backup only IF the data file has been madified
Configuration Delete oldest backup file | aFter | backup
Scheduler
1f active transactions or index operations:
-~ Er
Restore () Alvays wait for the end of operations
Py Client-Server (5 Abort backup after waiting (mind: 3]

& web (server)

T backup Fails:
%= Web Services

(O Retry at the next scheduled date and time

@ Retry after: [ 8] [Mnues ]
archive
Segment Size (Mb): \ :{
Compression Rate: | Compact =
Interlacing Rate: [h
Redundancy Rate: e ¥

Restore options

Do not set the automatic restore option for mSupply- if you should need to do a
restore please contact Sustainable Solutions for help.

mSupply file extensions and types
This information is just for reference and to help your understanding.
On both Macintosh and Windows OS - five files.

® A structure file (4DC suffix)

® A structure resource file (.rsr suffix)

® An executable file (.exe suffix)

® A data file (.4DD suffix)

® A data resource file (.4DR suffix)
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File arrangement

It is easiest to keep all relevant files in the same folder, in a reasonably accessible
place on your hard drive. (For example, directly on your "C" drive.)

If you make copies, don't leave them in the same folder, or you'll just get con-
fused!

There are several folders to store reports and queries that need to be in the
same folder as your structure file. Note that these folders are automatically cre-
ated when you unzip the program files the first time. They are mentioned here
so those of you with an inquisitive streak won't unknowingly do damage!

® A reports folder. This stores reports that are used by the program. Leave this folder
alone- store your own reports in the custom reports folder.

® A custom reports folder. Store the reports you create here.

® A custom queries folder. Store the queries (searches) you create here.

® A custom labels folder. Store any label templates you create here.

Note that on Windows or Macintosh the run time application (that is, the data-
base engine- "4Drun.exe" file on windows) can reside anywhere on your hard
disk, and does not need to be regularly backed up (although you should have
one backup copy somewhere!)

Getting the right data file when you open mSupply

Important! If you open mSupply by double-clicking the "start mSupply" icon on
the desktop (Mac users- by double-clicking the structure file), mSupply will try to
open the same data file that was last opened. It will open the same file each
time if you repeat the same procedure. If you make a copy, and then double-
click the copy of the structure file, mSupply may still open using the data file
from the original if it can find it.

To choose the data file manually do this: hold down the option key (Mac) or Alt
key (Windows) as you click the OK button in the password window. You will
then be given an open/save box to choose the correct data file.

If you are not sure which structure and data file you are currently using, choose
about mSupply... from the help menu (Windows) or the apple menu (Mac)
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Field formats

The following tables list the main tables in mSupply (There are some others, but
we're not telling you about those!). This information will help you if you are
building your own reports.

Note that if a field is indexed, finding information (querying) using that field
will be very quick.
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