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Navigation



▪ To navigate to the 

Documents Overview, go 

to Documents -> 

Documents Pure.

▪ Another way to access 

the Documents Overview 

is to click on the icon that 

appears after hovering 

over the Documents box 

in the Dashboard.

Documents Pure
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Navigation

Documents Overview



▪ In the Documents 

Overview, you can see 

the list of documents.

▪ On the right side, you can 

click on the icon to view 

or open the document 

according to its type.

▪ By clicking the arrow in 

the upper right corner, 

you can go back to the 

Supplier Portal 

Dashboard.

Documents Overview
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Documents Overview



▪ Standard document – The buyer can upload the documents into 

the system or share them with you without requesting any 

action.

▪ Multi document – This type of document is designed for 

sharing with multiple suppliers. The buyer can see if the 

document was downloaded, but no action is required.

▪ Document confirmation – The buyer requests that you accept 

or reject the document.

▪ Document Request – The buyer requests that you upload the 

document.

▪ Document Exchange – Document exchange between the buyer 

and you.

Overview
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Document types



Standard Document



▪ When a Standard 

document is shared by 

the customer, no 

notification is sent, and 

no action is required from 

your side.

▪ The document can be 

downloaded directly from 

the overview by clicking 

on the file name.

Documents Overview
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Standard Document

Standard Document

Download



▪ The details of the 

document can be 

displayed by clicking on 

its name or the eye icon 

on the right side.

Show Document
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Standard Document

Show Details



▪ In the Detail of the

document, you can find 

base data, which contains 

basic information about 

the document and its 

related location.

Base Data
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Standard Document



▪ The document fields 

contain other settings 

such as the owner, who 

has signed the document, 

and its validity.

Document Fields
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Standard Document



Multi Document



▪ When a Multi document 

is shared by the 

customer, no action is 

required from your side.

▪ Open the document by 

clicking its name or the 

pen icon on the right side 

of the line.

Documents Overview
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Multi Document

Standard Document

Download

Open Document



▪ In the Detail of the

document, you can find 

base data, which contains 

basic information about 

the document and its 

related location.

Base Data
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Multi Document



▪ The document fields 

contain other settings 

such as the owner, who 

has signed the document, 

and its validity.

▪ Download the document 

by clicking the Download 

button.

Documents & Supplier Fields
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Multi Document

Download



▪ Download the document 

or documents by clicking 

the "Download All Files" 

button.

Download All Files
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Multi Document

Download



▪ After the document is 

downloaded, its status 

will change to 

Downloaded.

▪ Later, if the document's 

validity expires, the status 

will change to Expired.

Document Status change
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Multi Document

Downloaded



Document Confirmation



▪ A notification about a 

new Document 

Confirmation will be sent 

via email. You can open 

the document directly 

from the email by clicking 

the link.

Email Notification
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Document Confirmation

Link



▪ When a Document 

Confirmation is shared by 

the customer, your 

confirmation is required. 

This is notified in the 

"Task Required" column.

▪ Open the document by 

clicking its name or the 

pen icon on the right side 

of the line.

Documents Overview
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Document Confirmation

Open Document

Task Required



▪ In the Detail of the

document, you can find 

base data, which contains 

basic information about 

the document and its 

related location.

Base Data
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Document Confirmation



▪ The document fields 

contain other settings 

such as the owner, who 

has signed the document, 

and its validity.

▪ Proceed to accept or 

decline the document by 

clicking the "Check" 

button.

Documents & Supplier Fields
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Document Confirmation

Check



▪ You can open the 

document by clicking its 

name in the list.

▪ Select whether you would 

like to accept or decline 

the document.

▪ Confirm your selection by 

clicking the "Save" 

button.

Download All Files
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Document Confirmation

Open Document

Accept / Decline

Save



▪ After the document is 

approved, its status will 

change to Accepted.

▪ Later, if the document's 

validity expires, the status 

will change to Expired.

Document Status change
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Document Confirmation

Accepted



Document Request



▪ A notification about a 

new Document Request 

will be sent via email. You 

can open the document 

directly from the email by 

clicking the link.

Email Notification
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Document Request

Link



▪ When a Document 

Request is sent by the 

customer, your action is 

required. This is notified 

in the "Task Required" 

column.

▪ Open the document by 

clicking its name or the 

pen icon on the right side 

of the line.

Documents Overview
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Document Request

Open Document

Task Required



▪ In the Detail section of 

the document, you can 

find base data, supplier 

fields, and comments. 

This information 

describes what document 

is requested from you.

▪ To upload the document, 

click the Upload button.

▪ The request can be 

declined by clicking the 

Decline button.

Base Data
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Document Request

Upload

Decline



▪ When uploading a new 

document, you can either 

drag and drop the file or 

browse your folders to 

locate it.

▪ Set up the document's 

validity, which is a 

mandatory field.

▪ Add a comment and 

upload the document by 

clicking the Upload 

button.

Upload Document
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Document Request

File
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Upload



▪ After the document is 

uploaded, its status will 

change to Verification 

and will be waiting for 

confirmation by the 

buyer.

Document Status change
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Document Request

Verification



▪ After the document is 

approved, its status will 

change to Accepted.

▪ Later, if the document's 

validity expires, the status 

will change to Expired.

Document Status change
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Document Request

Accepted



Document Exchange



▪ A notification about a 

new Document Exchange 

will be sent via email. You 

can open the document 

directly from the email by 

clicking the link.

Email Notification
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Document Exchange

Link



▪ When a Document 

Exchange is sent by the 

customer, your action is 

required. This is notified 

in the "Task Required" 

column.

▪ Open the document by 

clicking its name or the 

pen icon on the right side 

of the line.

Documents Overview
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Document Exchange

Open Document

Task Required



▪ In the Detail section of 

the document, you can 

find base data.

Base Data
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Document Exchange



▪ After scrolling down, you 

can see the Document 

Fields, Supplier Fields, 

and comments.

▪ This information 

describes which 

document was shared 

with you and which 

document is requested 

from you.

▪ Start by downloading the 

document from the 

customer by clicking the 

Download button.

Document & Supplier Fields, Comments
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Document Exchange

Download



▪ Download the document 

or multiple documents by 

clicking Download All 

Files.

Download Document
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Document Exchange

Download



▪ After downloading, the 

status of the document 

will change to 

Downloaded.

▪ Additionally, the button 

for uploading your 

document will appear.

Continue by clicking this 

button.

▪ The request can be 

declined by clicking the 

Decline button.

Download Document
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Document Exchange

UploadDownloaded

Decline



▪ When uploading a new 

document, you can either 

drag and drop the file or 

browse your folders to 

locate it.

▪ Set up the document's 

validity, which is a 

mandatory field.

▪ Add a comment and 

upload the document by 

clicking the Upload 

button.

Upload Document
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Document Exchange

File

Validity

Comment

Upload



▪ After the document is 

uploaded, its status will 

change to Verification 

and will be waiting for 

confirmation by the 

buyer.

Document Status change
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Document Exchange

Verification



▪ After the document is 

approved, its status will 

change to Accepted.

▪ Later, if the document's 

validity expires, the status 

will change to Expired.

Document Status change
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Document Exchange

Accepted
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