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1 Introduction
One or more of your customers have implemented the Basware SmartOrders solution to exchange
business documents with their suppliers using emails. There is no cost for you as a supplier, and it is not
necessary to register or log in into any application to use this service.

This guide has step-by-step instructions on how to receive smart orders, how to accept, reject, or
propose changes to the smart orders, and how to convert the smart orders into invoices, all from the
email itself.
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2 Receiving smart orders
1. Open the email sent by the buyer.To view the email in another language, select a language from

the footer of the email.

To view the email in another language, select a language from the footer of the email.

2. To open the purchase order, click View purchase order in the email, or the corresponding button
on the language page.

The purchase order opens on a web page. The web page is shown in the language that you
selected from the email. If you did not select any language, the page is shown in English.

Depending on how the buyer has configured the solution, you may have the following actions available in
the top right corner of the page:

June 2022

© Basware Corporation 1999-2022. All rights reserved. 4



• Accept purchase order
• Reject purchase order
• Propose change to the purchase order
• Convert to invoice: convert the purchase order into an invoice
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3 Accepting purchase order
To accept the purchase order, click Accept. An order response is sent to your buyer, and the response
tells that you have accepted the order. You can also add a message to the order response.

The following page is shown after you have accepted the purchase order:

You will get the following email to the same email address where the purchase order was sent:
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4 Rejecting purchase order
To reject the purchase order, click Reject. An order response is sent back to your buyer, and it tells that
you have rejected the order. You can also add a message to your order response.

The following page is shown after you have rejected the purchase order:

You will get the following email to the same email address where the purchase order was sent:
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5 Proposing change to the purchase order
1. To ask the buyer to make changes to the purchase order, click Propose change.The New

Purchase Order Response page opens:

The New Purchase Order Response page opens:

2. Select whether the proposed change applies to all line items:
• To define common delivery information for all line items, select the Specify delivery

information at header radio button.
• To define delivery information for each line item separately, select the Specify delivery

information at line level radio button.
3. Add a message in the Message to Buyer field, to describe the changes that you propose.
4. To send the proposal to buyer, click Send Response.

The following page is shown after you have sent the response:

You will get the following email to the same email address where the purchase order was sent:
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If the buyer sends you an order change, the same purchase order will be updated. You will receive the
following email about the change:

You can see in the history of the order that it has been changed.
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6 Creating invoice from the purchase order
You can convert the purchase order to invoice.

1. Click Convert to invoice button on the purchase order page.The New Invoice From Purchase
Order page opens.

The New Invoice From Purchase Order page opens.

2. Fill in the mandatory information marked with blue in the invoice.
3. To send the invoice to the buyer, click Send invoice.The e-invoice is sent to the buyer and you

will receive an email with the invoice image attached.

The e-invoice is sent to the buyer and you will receive an email with the invoice image attached.
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7 Buyer cancels the order
The buyer can cancel an order at any time. If the buyer sends a cancellation, the status of the order
changes to "canceled", and you will receive a notification email.

If you open a canceled order, you can view it, but there are no available actions.

June 2022

© Basware Corporation 1999-2022. All rights reserved. 12



8 Errors when sending invoices
If some invoice information is missing or incorrect, you are not able to send invoices to the buyer. Check
the errors and fill in the missing data. When all errors are fixed, the Send invoice button becomes
available.

8.1 Missing organization information
1. To update your organization details, click Update on the purchase order page.Your organization

details opens.

Your organization details opens.

2. Edit the details and save the changes.
3. Click the arrow to go back to the purchase order page.
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8.2 Other errors
Fields with missing or incorrect data are marked with blue and an error message is shown.

Example of an error:
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