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Supply Order Management:
Standard Supplier Training



Click to edit Master title 
style

Click to edit Master subtitle style

Reminders

This is a standard training session and open to the public. We are looking 
forward to have everyone to connect with you!
We recommend having these instructions handy before we start the session.

Mute: All participants are on listen-only mode to guarantee client 
confidentiality.
Chat: Please use the chat feature on the lower righthand side of your 
screen if like to raise questions anytime during the session.
Questions: All questions will be discussed at the end of the presentation.
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Support Contact Information

If you have questions about the training or in need for specific client 
support, please contact Proactis International Customer Support:

US: +1 866 446 8203 (Toll Free)
US: +1 281 404 2095
France: +33 1 77 62 56 20
Deutschland: +49 308 967 794 11
España: +34 911 88 00 64
UK: +44 203 355 50 21

Or, email suppliersupport@proactisservicedesk.com
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Open Supplier Network
Perfect Procure

3
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Topics

Login & Dashboard
Login page
• Dashboard
• User Preferences

Viewing an Order
Accepting an Order
Accepting an Order with Changes/Change item details
FlexInvoice: Creating an Invoice
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Login page

2. Type your User ID and 
Password.

3. Click Login.

1. Go to 
https://secure.perfect.com
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OSN Menu
(Online Supplier Network)

Click OSN > Supply Order.
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Dashboard

Click Preferences to 
customize your profile

Use the quick links to open  
Orders according to status.
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Preferences

To customize items in OSN.

Enter a valid email address for 
which notifications will be sent.
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Change the frequency of 

receiving notifications.

Select ON to receive email 
notifications.

Do not change these 
items

Preferences

To personalize your pages
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1. Click Submit to save the changes you made.

2. A confirmation message will appear saying 
that changes you made are saved. 

3. Click Dashboard to go back to 
the Supply Order page.
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Viewing an Order: New Orders

Click New Orders to display  any 
new, unprocessed orders.
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Viewing an Order: Action Buttons

The hot keys on the right allow you to View, Export or Open a printable 
PDF copy of each order
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Viewing an Order: Header/Buyer 
Information
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Viewing an Order: Additional Information

Click the Expand/Hide icon to display the line item 
details. Use the same icon to view available attachments.

Click on the small arrow icon 
to display/hide item details.
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Viewing an Order: Additional Information
Find additional information on the order by clicking on the Expand/Collapse icon for each section

Click the small arrow icon 
to display/hide item details.
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Viewing an Order: Action Buttons
You can manage documents by choosing one of the action buttons just hover your mouse over each 
icon for more information on its function
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Accepting an Order

1. Maintain a Supplier reference number for 
this order. This number is for internal purpose 

only and won’t be visible to the customer. 

2. Use the dropdown arrow on the Status field to 
choose the desired status.

The buyer will be informed of the new status once you 
save & send the purchase order response

3. Click on Save and Send Document 
tab to send your response.
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Accepting an Order
A message confirmation will be displayed with the status of “Your order has been updated and an 
Order Response sent to the customer.” in red font.

Click on “Save and Send Document” 
once you have updated the status and 
the required fields, to send a Purchase 

Order Response to your customer.
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Accepting an Order with changes
Changing the status to “accepted with changes” will refresh to display editable components of 
the purchase order.

1. Change Status to 
Accepted with changes

2. Further editable fields 
become available once 
the status is changed.3. This Field allows you to leave 

a note for the buyer, which he 
will receive together with the 

Purchase Order Response 4. This button allows you 
to edit details on the line 

item level 
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Line item Level changes

1. Further fields that can be 
edited when the status is set 
to “accepted with changes”

2. Click “Save” to confirm your 
changes and ‘Back to PO” to 
return to the main document 

screen

Accepting an Order with changes
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Accepting an Order with changes

Click “Save & Send Document” to send 
your response to the customer. 
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FlexInvoice



Click to edit Master title 
style

Click to edit Master subtitle style

FlexInvoice Home Page:
After you have successfully Save and Send the PO to your client, you are now ready to 
electronically convert the fulfilled PO into an invoice via FlexInvoice. 

FlexInvoice is accessed the same way Supply Order. 

Choose FlexInvoice from the OSN Tab on the blue bar (Open Supplier Network) drop-down after 
logging in:

Choose FlexInvoice from the OSN Tab on the blue bar 
(Open Supplier Network) drop-down after logging in.
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FlexInvoice Home Page

Message Center
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FlexInvoice Home Page and Search Filters
Select the PO you would like to convert to INVOICE.  

Change the PO Status to Not Invoiced 
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Searching for an Invoice: Status
There are several filters to help you find the Purchase Order:

PO Number

Click Search to apply the filters

Date Range Filter
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Creating an Invoice: PO Summary page

PO Summary Details

Line Item Details
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Creating an Invoice: Status and Add to Invoice columns

Statuses

U (Un-invoiced)—means the PO has not been invoiced.

I (Invoiced)—means this the PO has already been invoiced

P (Partially Invoiced)—this means the PO has been partially invoiced

O (Over Invoiced)—means the PO has been over invoiced, and you may likely find the 

“You have Disputed Invoices” message when first logging into FlexInvoice

Add to Invoice

The Add to Invoice option allows you to deselect line items from multi line item POs not  ready to 
be included in the current invoice you are about to create. If you deselect Line Items while 
creating a Invoice, the Purchase Order will stay in status P, partially invoiced.

The Add to 
Invoice box 

should have a 
check mark.
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Creating an Invoice: Review
This screen gives the user a chance to review the line items to be included, before creating the 
invoice

Click the Convert to Invoice 
button to proceed.
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Creating an Invoice: Edit Invoice Details
This screen gives the user the opportunity to edit details of the invoice. It is mandatory to add the 
Invoice number on the Invoice Number field.

The invoice number is a mandatory 
field and is used as a reference 

number for this document

Header and Line item comment 
fields are available to add 
comments  to your client. 

Action buttons.

Invoice total, for products and services only, exclusive of  tax, shipping 
and other costs. This field is not directly editable. This will be updated if 

quantities or prices are changed and the document is updated.

Total Amount represents 
the Invoice total, for 

products and services only, 
inclusive of shipping and 

other costs.
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Creating an Invoice: Action Buttons

Add Lines: allows you to add additional lines to the invoice

Cancel: allows you to cancel out of the creation process

Ship Info: opens a page that allows you to enter shipping information to the invoice. Be sure to 
click the Add/Accept button once you enter the information to confirm it saves to the invoice

Update: if you have edited pricing or quantity, you will need to click the Update button to ensure 
the information added/edited is saved to the Invoice.

Create Invoice: once you have provided all the needed information, you will click this button to 
be taken to the read only summary page. This allows you to review the invoice before submitting 
it, or, you also are given one last opportunity to cancel out of the process if needed.
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Creating an Invoice: Submitting the document
If needed additional fees, charges or discountsQ can be added to the invoice, before 
submitting it to the buyer.

Click on the Create 
Invoice button.
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Creating an Invoice: Summary page
The summary page is a read only version of the document allowing a final review

Cancel and Submit buttons
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Creating an Invoice: Summary Page
The invoice has been submitted to the customer
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If you need to pull the invoice back up for any purpose:
1. Open FlexInvoice
3. Change Document Type to Invoice
4. Enter the Invoice Number in the Invoice Number field
5. Select Search and it will open up in the Summary page

4. Enter the Invoice 
Number in the Invoice 

Number field

3. Change Document 
Type to Invoice

5. Select Search and it 
will open up in the 

Summary page

Finding a previously created Invoice
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Reminder: Payment Details

HOW TO RETRIEVE 
CREDIT CARD INFO

There will be no invoicing in 
Supply Order for G6 suppliers. 
Instead, click on Payment 
Information to retrieve the 
credit card information.
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Only the delivery date can be changed for St. Gobain orders. The delivery date change has to be 
made on the line item level.

St. Gobain expects a response for every PO (either accepted or declined). If a PO remains without 
a response, reminders are sent after 48 hours. To change the recipient of the email notification, 
please contact supporteurope@perfect.com with following template:

Subject: Saint Gobain - OSN: Change notification email for [User ID]
Description:
Dear support team, may you please change the PO notification address as follow
Company name:
User ID:
Email to receive notifications:

Customer Specific Reminder St Gobain
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Invensys Purchase order is slightly different than the standard one:
There are few information in the header (no buyer address, no billing contact, no shipping 
information).

Shipping address appears at the line level.

An account code is provided in General Information

Payment terms are sent into « Payment Information ».

A Note can be sent by the requester into « Notes »

The supplier can only change the status of the PO, but no other details. If other changes are 
needed he has to contact the purchaser directly and ask for a change order (CO).

Customer Specific Reminder Invensys



Click to edit Master title 
style

Click to edit Master subtitle style

FAQs
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FAQs

How will I be notified of new orders?

An email notification is generated and delivered to designated email address every time an order is 
placed.
Suppliers will use Perfect Commerce’s OSN for Transactions (Hosted or Integrated) - URL and Credentials 
to be provided after initial training and before Go Live. 

Whom should I contact in the case I have any of the following issues/requests?   

Password resets for Supply Order Manager/FlexInvoice

Reporting issues in production 

Adding/removing Supply Order Manager/FlexInvoice accounts for your organization 

Please contact SupplierSupport@perfect.com to ensure that your requests/issues are reported to the 
appropriate Perfect Commerce department.   

Supplier Support can also be reached at: (866) 889-8533. 
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For further information, do not hesitate to 
contact us:

+1 866 446 8203 - US Toll Free

+1 281 404 2095 - US Local

+33 1 77 62 56 20 – France

+49 308 967 794 11 - Germany

+34 911 88 00 64 - Spain

+44 2033 555021 - UK

customercare@proactis.com


