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2. New Action



Navigation



▪ You can access the 

Actions overview directly 

from the Dashboard by 

clicking the Go to 

'Actions' icon.

Navigation from Dashboard
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Navigation

Actions Overview



▪ To navigate to the 

Actions Overview, click 

on the Requests icon on 

the left side of the screen.

▪ Select the Actions button 

from the expanded menu.

Navigation to Actions Overview
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Navigation

Actions Overview



▪ Actions can be filtered by 

their status. The filter 

menu is in the upper 

right corner.

Filter
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Navigation

Filter



New Action



▪ A new Action is notified by 

email.

▪ You can use the link in the email 

to access the supplier portal.

Email notification
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New Action



▪ At the same time, the 

new Action becomes 

visible in the Actions

Overview.

▪ Its initial status is Open as 

no action has been taken 

yet.

▪ Click on the Pen icon to 

open the details of the 

action.

Actions Overview
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New Action

Edit



▪ In the Action Task section, 

you can see the details of 

the action set up by the 

buyer.

Action Task
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New Action



▪ In the Action Details 

section, you can change 

the status, add progress 

updates, and leave 

feedback.

▪ Files can also be 

uploaded.

▪ Save the details by 

clicking the Save button.

Action Details
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New Action

Status

Progress

Feedback

Files

Save



▪ After saving, the status of 

the actions is changed 

and the progress is 

displayed in the Actions 

Overview.

Status changed
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New Action

ProgressStatus
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