Making supplier and customer payments

Setting up you mSupply preference to be able to pay suppliers

Choose File > Preferences... and click on the "Invoice =

1" section.

Make sure the check box "Activate supplier payment
module" is checked.

Click the OK button to save your preference.

Activate non stock items

[] After deleting line: o
Activate budget module

Supplier In
Allow
[] Hide 0y
[J Confim supplier invoices without asking
Show compaitive purchases for supplier invoices
O supplier invoices

Note : During this tutorial "cash" can also be
understood as a cheque, bank draft or any other
way of making payment.

Making sure that you are entitled to make cash payment to the supplier.

Once the supplier payment module has been fal imer.. ®
User [Sussol

initiated. You now need to make sure that your OWn  [seeel rereers s et g s Dot

user preference is set to allow you to make cash tzﬁ"‘*ﬁ:j‘jﬁ:;‘;:;f;“j’ﬂ;:’:“
transaction. stimee | | St ||
Choose File > Edit users & groups... from the el
mSupply menu. (You may need to contact a mSupply &=
user with administration right) Hdl" :'d’"' T°h
Double click on the user of interest. Go to the D e e e st ttnies
second "permission” tab. Make sure the check box (oo JL toes (Lo )

"Can make cash payment" is ticked.
Click "OK" to continue.
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Paying your supplier

Suppose you are ready to pay your suppliers. View
the supplier invoice that you want to pay.

Make sure the supplier invoice is finalized.

Finalize the invoice if it isn't.

Click "OK" to continue.

Making payment

You need to clear the invoice above. Your organization
has already transfered the money to the supplier.

You now need to tell mSupply the the above invoice is
paid.

Choose Supplier > New cash payment... (this option is
only in the menus, not the Navigator)

Making a cash transaction

A "Supplier payment" window should appear.

1) For the "Name" field, choose the supplier whose
invoices you would want to clear. Once a supplier is
chosen, all finalized but outstanding transaction will
be shown.

2) Payment : Enter in a figure. The amount can be
higher than the invoice amount. The extra charge
could represent bank charges, agent commissions...
etc.

3) Click the "Re-distribute" button distribute the
payment amount.

4) If you double click on the invoice line, you could
manually pay off the amount. This allows you to

Supplier invoice E]
& e [Wedvaia med Invoice number : 1134
Billno. [2320 Confim dete [20709/2007 Date: 20/03/2007
Comment [goods received ID : 855 Period [01/07/2007 - 30/06/2008  ~ Status: en
Goods receive ID : 855
B3 .
Newline Delete line Categary None v Entered by Cathy
(General | Price| Store name General

Oty Pack Baich | Ewpiy | CostPrice| SellPice| Price edtension
2! 0718 30/04/2009 46.00
0719 30/05/2003)  46.00

46.00

P9 B §  Otherchages Subtotak 220804
e | 0 ek 000
Amount: 0.00 Total 2,208.04

oo Margin 0.00 (CoKanNert ) [_Delete m S

N——"

TR R S et el et e el

Show goods received...
MNew goods received...

Shaw

MNew cash payment...

Merge two names...

Show categories. ..

D Supplier naymn=t

(yame [Viedusteta med Entered by: invoice # 0
Cheque # Confim date [24710/2007  Date: 24/10/07 Status: m
Note Store name : General
@ _ peiod [01/0772007 3070672008 ©
e
<anmenl 270601 [C Redsibuteal )
G) ——

Enty date__ Canlisma L — L ? au

20/09/2007_20/03/2007" 11942320 goods received 1D 855 | 2208.04) 220804 2 %

Double-click lines to enter payment amount Extra charge 500.00
Hold down shift to allocate whole invoice amount
Total oustan r208.04

Allocated 2,708.04
Toalcate  (6) 0.00
(3

[ Print OK & Nest Cancel

Making supplier and customer payments - 2

Copyright Sustainable Solutions 2008



%

partially pay the supplier.

5) Enter extra charges that may be included in the
"payment” amount. Enter "0" if there are no extra
charges.

6) The "OK" button will appear enabled once the
entries have been properly filled.

Hint for correct data entry :

* Payment amount must be equal to the
Allocated amount, at which point the "To allocate"
amount should be "0"

Click "OK" once you are satisfied.
Congratulation you have now paid off an invoice !

One last thing : What happened to the extra service charge ?

Look at your list of Supplier invoices and you will
Name |Med Australia med Invoice number : 1196
notice that mSupply has created a finalized supplier == oo Ol e T
H H Goods receive ID : 0
invoice for you. - oy [l
eneral | Price| ore name : General
Double click to view the invoice. mSupply has i I ST

automatically created a supplier invoice and the extra
charge has been billed out as service charge.

B ] Otherchaes Subtotal: 50000
ttemis}: | 0 Ztax 0.00
Amount: 0.00 Total: 500.00

old
. Margin 000 [(oK&Newt | [ Deete | [ 0K O H

Receiving cash from your customers.

To receive payment from customers, you must

activate the "customer receipt module”.

Go to File > Preferences... from the mSupply menu.
Choose the "Invoice 2" section. Click on the "Activate
customer receipt module" check box.

Click "OK" once satisfied.

[] Allow editing seling price on customer invoice lines
[ Allow placeholder fines [[] Delete placsholder lines when confiming invoices
[[] Select first batch when multiple batches present

[ Print the following message for placsholde fines

eeeeeeee

Able to specify manufacturer when receiving, ordering or quoting for items
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Checking your own user access rights

Once the Customer receipt module has been

initiated. You now need to make sure that your own
user preference is set to allow you to receive cash

transaction.
Choose File > Edit users & groups... from the

mSupply menu. (You may need to contact a mSupply

user with administration right)
Double click on the user of interest. Go to the

second "permission” tab. Make sure the check box

"Can receive cash" is ticked.
Click "OK" to continue.

Finalizing your customer invoice

You have been informed that a customer has paid

you.

View the customer invoice and finalize the invoice.

Click "OK" once it's done.

Edit user... @
User |Sussol

| General | Pemissions| Permissions (contd) | Log-on modes| Details

Names Invoices Builds and bill of materials
[liEreats customer & supplier namas Create customer invoices View cost prices on builds
Edit customer & supplier names Edit customer invoices Finalize buids
Edit name codes Create supplier invoices View bill of materials
Edit name categories Edit supplier invoices Edit bl of materials
[] Create & edit patient event Finalize invaices individually [] Can buid items

Edit comments on finaiized invoices [ Can edit buid items

] Can import supplier invoice

Reports Printing Cash transactions
Manage reports Print duplicate packing slips make cash payment
Revert reports to original Frint duplicate customer invoices receive cash

Web int Tenders.

Edit web [] Create & edit tenders

Edit and ci

ote data
Delte ] [ Cencel ] [_0OK__]

& Name [Nuclear Health Centre Confiim date [20703/2007 Invaice : 15,729
Theirref [EERZE Nuclear Period [01/07/2007 - 30/06/2008 Enky date’:1.20/03/2007
Purchase order 0
Comment [dated 2073707 Category |None 3
Status: cn
Bl @ Enteredby: Cathy
Newline  Delete ine(s) Store name : General

| General [Summary|[ Transport details

[Line | Location Item Name: Quan  PackSize Batch  Ewpdate SellPrice Price exen
1 [BULKI  |Melformin 500mg tab (glucaphage) 2 MANHODE|30/03/201  27.98|  587.16
2 |FRIDGE | Insulin Mistard 100iw/ml.10ml (70:30) in 0 1) SSE1095|26/04/200 1335 40080
Other charges  em: | Amount: [ 000
e,
¥ Subtotal 98766
0 %tan 000
Do Total: 98766
(] Finalze__) Export batch: 0 [Coxsnet J[_Deee [k O
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Creating a cash receipt

From the customer menu, Choose Customer > New
cash receipt...
This should display a "Cash receipt” form.

A "Supplier payment" window should appear.

1) For the "Name" field, choose the customer whose
invoices you would want to clear. Once a customer is
chosen, all finalized but outstanding transaction will
be shown.

2) Receipt : Enter in a figure. The amount can be
higher than the invoice amount. The extra amount will
be saved by mSupply and can be used to pay-off a
future sales.

3) Click the "Re-distribute" button distribute the
receipt amount.

Customer Report  Special Help
Show invoices... Ctrl+E
Mew invoice... Crl4+N
Show customers. .. Crl+Y

New customer. ..

Mew credit, ..

Show cash receipts..
MNew cash receipt...

Export invoice...
Export HTML invoice.

Print special invoice..
Print invoice series...

Show groups...

Invoice from supplier invoice..

Merge two names....

Show categories...

Show shipping methods. ..

Cash receipt @
Name [Nuclear Health Centre O, Nuclear  Enteredby: invoice #: 0
Cheque # I Confirm date |24/10/2007 Date: 24/10/07 Status: nw
Note Store name : General
@ Period | 01/07/2007 - 30/06/2008 v
3
(Receint | 5765 ) (_Redstibueal |
(@)
Entvdate  Confimdate, Inverds, | Theilref Comment Toal 0 Payment
20/09/2007| 20/09/2007 15723| 22244 dated 20/9/07 98786 98768 987, se)
Double-click lines to enter payment amount Estracharge | 0.00
Hold down shiftto allacate whole invoice amount
Total oustanding 987.66
Allocated 987.66
To allocate 0.00
[ Print OK &Next | [ cancel ] ( 0K ]
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4) If you double click on the invoice line, you could
manually receive the amount. This allows you to
partially receive from the customer.

5) Enter extra : The label is wrong, it should really be

"excess receipt". Enter the remaining amount if the
customer has paid you more than the outstanding
transaction. This amount can be used to pay - off a
future sale.

6) The "OK" button will appear enabled once the
entries have been properly filled.

Hint for correct data entry :

* Payment amount must be equal to the Allocated
amount.

* The "To allocate" should show "0"

Click "OK" once you are satisfied.

Congratulation you have now received cash for
an invoice!
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