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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.
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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.
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Delivered 10 reciplent

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

> Reject purchase order

« Propose change to the purchase order

« Convert to invoice: convert the purchase order into an invoice

© Basware Corporation 1999-2022. All rights reserved. 5



- ‘ basware

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:

Purchase order accepted on 05.22.2021

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:

== @

Purchase order rejected on 05.22.2021

You will get the following email to the same email address where the purchase order was sent:

EeAEuieordir e BASmENe, GO (i) ATain e oo i RS T -

Yiodd harwt Pefected B pUnehiss orodr.

Yise) Pt rqnciind] Dl PesCiursel Ceghi Sl s o ) ST 1 by Garl Tech USA

Cehint Barrisie PO-11M
Pownmd by llayware
Dars. Destxh Coanit) Cosenics) Csooh iCf Eodnhiil) Esgmh oz Cioafol Doecss fraciio (5 Frstdmn (CAl LEGAD Miov Moderiesd Medkoath (B Mook (Dol (o
Bty Setey Deeinhs Twleh Celing ENveed boet e SRS

© Basware Corporation 1999-2022. All rights reserved. 7



- ‘ basware

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:

New Purchase Order Response

T
Savvedl % GlT P

Supplier Order Response Data
Moea Trived Oy Perhate Order MamBer
Albbitiniats 3 I BO-SS
Eetuinks MW
e SR

Cwlevanny Inlsriation

" Sparify delivery information a1 hesber
Buyer ® Spaxify delivery information 3% line leeel
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Fintare
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2. Select whether the proposed change applies to all line items:

e 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:

Proposed change sent for purchase order on 05.22.2021

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:

Gat Tech LISA | Changes made to purchase order PO-574890 | Document date 10419 e & @

e L L i

Gat Tech USA has changed their purchass crder.
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You can see in the history of the order that it has been changed.
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Finland

Line Data
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Files L
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Changed
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Document mas changed Show More
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The document is being delivered to the meciplent Show Moe
The documend is being delivered to the recipient Show Moo

The document has been receised for processing Show More
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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.

Mew Invoice From Purchase Order

Saved at 507 M
Sender [ Remittance address Inwoice Details
Iveice Date D Date
BSIN B =1
Irrveice Number
Mian Travel Oy » Updase rETL )
Albeminkats 3 B
Helainkd 10857 Supplier's Reference Hember Pusrt harie Oether Numbser
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Tas Registration Country and I Dielivery Dute Supplinrs Contuil Person
Urted Sates 06D = selleriupplicdPary
LINKROWH RE-3)_Buyer 2 -
Recipient's Contue Perion Recipsent’s Email Address
Tast L7
» Edit Ship From Addeess
Contrast Mumbsr Buyet Riferends
e Uadefired -
Recipient
et Tach USA Fayment Terms ‘Cerency
BT Hamilon Avenue Within T days due date net 5D
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nited s Comment Shipmesn Sumber
Tas Regritratien Country asd I -
e ke Payment Peaalty Rate Tax Information
MR - _Buyer 1]
winwoicing Bddness Advance Payment Terms
(teamed elowcicing address)
AL Diraieins R

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

New Invoice From Purchase Order

T

Saved a1 510 P

Sender | Remittance address Invaice Details

Invoice Date Due Date:

[LAFFIET] s} [ 7]

Ieice Number
Moon Travel Dy » Uipdate
Albertinkats 36 0 '
Helzinki wrer Supplier’s Reference Number Purchase Order Numbss
Unied Statis P13
Tax Begistration Country and i Dedivery Date Supplier's Contact Person
Uniied States [y Tkari] 5] sellerSupplierParty
UNKMOWN RM-T40_Bayer i i

Recipient's Contact Perzon Recipient's Email Address

Test karanbizsalujagyopmail.oom Q
» Edit Ship From Address
Conftract Number Buyer Referene
a5 Undefaed =

Recipient
Gat Toch LISA Payment Terms Currency
53 Mamiltan Avesus ‘Within T diys doe date net USD -

2. Edit the details and save the changes.
3. Click the arrow to go back to the purchase order page.
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€ Moon Travel Oy

w O Basic details *

Registration country ® TIN ™ Li]
United States -

@ Mandatory value missing

Registered company name ™ Company trade name

Moon Travel Oy

Address Line 1™

Albertinkatu 35 B Add an address line
Postal Code ™ City ™
10167 Helsinki

County | State | Provinoe

TAXATION DETAILS

VAT

“ Primary contact *

@ Primary contact of your company towards Basware

8.2 Other errors

Fields with missing or incorrect data are marked with blue and an error message is shown.

Example of an error:

Whitc Flairs 5167 BY :

\Poited Stibes Commient Shapment Kumber
Tax Registration Country and 1D

Uit States Paymsbrrt Panadry Rite Tax information
LUHERCWN R-31)_Bayed 0

elmicing Address: Advance Peymest Terms

[

IP0ETS_Receiver_EDRD

hdd more items to group Line Dats O

You cannot send the doosment before
you hive sdded scee than 0 fesmit)
Irmio the group Line Data,

Line Data (0 | Files (0  History Z2
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©aod Line
Tax Details Irvoice Summary
Tax % Mel Total Amomt CUTTENCY it Trbal ana

© Basware Corporation 1999-2022. All rights reserved. 14



	Table of Contents
	Introduction
	Receiving smart orders
	Accepting purchase order
	Rejecting purchase order
	Proposing change to the purchase order
	Creating invoice from the purchase order
	Buyer cancels the order
	Errors when sending invoices
	Missing organization information
	Other errors


