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Introduction 
The supplier portal for receiving orders, sending Dispatch Advices and Invoices, and uploading 
Inventory Reports, has been put together through a cooperation between Imerco and 
TrueCommerce. It has been made from a common wish of offering a form of delivery for 
suppliers to whom a fully integrated EDI solution isn’t profitable.  
 

Overview  
The supplier will receive its orders in a portal, approve it, and then create Dispatch Advices 
and Invoices from the portal.  
The Purchase Order is sent to the supplier portal, and the supplier is then notified with an e-
mail.  
After the order has been received it’s processed through three simple steps.  
 

1. The order is received and checked for errors.  
2. A Dispatch Advice is created. 
3. An Invoice is created.  

 

General terms and conditions  
As a supplier on the portal, one is a subject to Imerco’s general supplier conditions.  
 

Supported Browsers 
The following browsers are supported.  

 Microsoft Internet Explorer version 8 and newer 
o If you’re using Internet Explorer this URL: wesupply.net, can’t be present In 

“Comparability View Settings”.  
 Firefox version 22 and newer 
 Chrome version 25 and newer 
 Safari version 5.1.7 and newer 
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Start using the system  
When you log on to the system for the first time it will be set up and ready to use.  
 
Login 
You’ll have received an e-mail with a UserID and Password that you need to use. The first time 
you log on to the portal you’ll be asked to change the password.  
 
The password Expires after 365 days.  
 
TrueCommerce’s genereal terms and conditions  
In order to use the portal you need to accept the general terms and conditions of 
TrueCommerce by clicking the green tick.  
 
Changing the language  
It’s possible to change the language (Danish, English, Italian, and German) 
 

 
Storing of data 
The data is saved for 60 days.  
 
Return function  

If you want to return to the last page you visited, you need to use this arrow:  
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Example of mail order 
When Imerco sends and order to your company you will be notified with an e-mail from 
“noreply@wesupply.net”. You are kindly requested to make sure these e-mail messages don’t 
end up in your spam filter.  
 
Example of subject: 
 

 
 
Example of content:  

 
 
 
Use the link in the received e-mail, or open your browser and type in the following web 
address: Imerco.Truecommerce.net/portal  
 

Standard View 
We’ve made a single standard Imerco-setup.  
It is though, possible to choose a different setup with more headers / information if that is 
wanted.  
 

Click on the glasses on the right side of your window to change it:  
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The chosen standard is the Imerco view, but if one wants to change it, it’s possible to try out 
the other views.  
 
The guideline is described from the Imerco Standard View. 
 

Ordrers 
Choose ”Web-EDI”/Orders in the toolbar on the top of the page.  
 

 

See the order 
In the order window you’ll be able to see the orders you’ve received, and a status for the 
particular order.  
 

 
 An unprocessed order has the status: “Awaiting Acknowledgment”  
 A processed order has the status “complete” or “rejected” 

 
You can also search for orders with specific statuses.  
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 Click on the icon the search icon (the one that looks like a magnifying glass)  
 Click on “Ackowledgement Status” (equivalent to Order status) 

o Here you can see the different statuses you can search for, and what status 
they’ll show you on the orders.  

 All   = Shows all orders  
 Not yet ackowledged  = Awaiting acknowledgement 
 Acknowledged/ Accepted = Awaiting shipment/Complete  
 Cancelled/Rejected = Rejected  

Click on the “Save-Icon”  to start the search.  
 

Order Treatment 
 
The following applies:  

 Accept  - If the order can be delivered.  
 Reject - If the order can’t be delivered or has been cancelled.  

 
This can be done in two ways.  
 

1. Click on the orders overview/front page 
 Click on “More” 
 Choose “Accept” or “Reject”.  

2. From inside the order you can choose “Accept” or “Reject” from the document header.  
 
Option 1    Option 2 

 
 

Changes to the order  
It’s possible to change the orders status from “Rejected” to “Accepted” but not the other way 
around.  
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When rejecting an order 
When you’ve chosen to reject an order you’ll have to provide a reason for the rejection.  

 
 

Click on the green tick  to confirm the rejection.  

 
Please note: Imerco will be notified when an order has been rejected. 
 

Order lines 
To see the specific order lines click on “view” on the left side and then “lines” in the tab on top.  
 
OBS: An order line can’t be edited. Only the whole order can be accepted or rejected. In case 
of changes to an order please contact Imerco.  

 
By clicking on the “Arrow/ ” on the left side you can fold out the specific order line.  
 
Overview 
Under overview you can see a complete “Summary” of the order including the total amount 
that needs to be paid.  
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Print the order 
Find the order as it has been described above, and click on either “View” or “More”. 
 
If you press “View”:  

 
 
Then click on “Output/Export”  

 
Then press “Print” 

 
 
If you press “More”:  

 
 
A PDF is now created and can be saved on your computer or printed at once.  
 

Comments to accepted orders 
When you press “Accept” the following window will appear: 
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Here you are given the opportunity of writing a comment to the order. This comment is only 
for internal use, and Imerco won’t be able to see it. You also have the option of leaving the 
comment field empty.  
 

When you want to move on you have to click on the green tick in the top right corner, . 
The order will then have been accepted and the status of the order on the portal will be 
changed to “Awaiting shipping”.  

 
 

Dispatch Advice  
Generating a Dispatch Advice 
If the order has been accepted you’ll have the option of creating a Dispatch Advice. This can 
be done in two ways.  
 
1: Press “More”, and then “Build shipment by SKU” 
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2: Click on the red delivery truck under “Shortcuts”.  

 
 
When you’ve done either of the two things described above you will enter the following 
window:  

 
 
Shipment reference: A reference to the shipment.  
Delivery note: Dispatch Advice number.  
Carrier: Write the name of the company handling the delivery.   
Tracking reference: If a Track and Trace number is available it should be written here.  
 
OBS!: The “Shipment reference” is the only of the four fields that is mandatory to fill out. It is 
though, requested that the others are filled out too in case it’s possible.  
 
When you have filled out the mandatory field (and preferably the others too), you need to 
move on to the “lines-tab”.  
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If everything looks alright you are now ready to send your Dispatch Advice. If you’re 
interrupted or suddenly need to do something else you have the option of saving the Dispatch 
Advice. Then you can return to it and send it when you have the time to do so.  
 
SAVE:  
 

If you want to save the Dispatch Advice you click on the “Save-Icon”, , that is the one 
farthest to the left.  
 

 
 
Dispatch:  
 

If you want to send the Dispatch Advice you press paper air plane (Build and despatch), , 

that is the third icon from both the left and right.  

 
 
After you’ve pressed “Generate and send” a window, in which you have to type in the 
shipment information, appears.  
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When that has been done you once again press the paper air plane, , and the Dispatch 
Advice is sent to Imerco.  
 
In the order view the orders status will now have changed to “To be invoiced” and appear as 
seen below:  

 
 

Print Dispatch Advice  
To print out a Dispatch Advice the first thing you need to do, is to click on the “Web EDI” tab, 
and then click on the category “Shipments”.  

 
There are now two ways to print the Dispatch Advice: 

 Press “More” and then “Print Manifest”. 
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 Press “view” and go to “lines”. Then click on “Output/Export” , and 

then ”Print manifest” .

 
 

Invoice Treatment 
There are two options when you are to generate an invoice, as soon as the order has been 
accepted and sent. 

1. The invoice is generated under the “Web EDI”-tab. 
Choose “Orders” 
Click on “More” and click on “Create Invoice” 

 
2. You can use the shortcut.  

When using the shortcut it’s very important that one presses the right shortcut, which 

is the one with a green plus . The one to the right, marked with a red plus, changes 
the order status to “Invoiced”, but an electronic invoice is not sent to Imerco. If the 

shortcut with the red plus, , has been chosen, it’s not possible to reverse the action.  
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If the order of some reason isn’t to be invoiced, the shortcut with the red plus/”Invoiced” 
would be the right one to use.  

 
Creation of invoice 
Choose “Create invoice” 
The portal will now show you an invoice header with information from the original order.  

 
 Document number = Your unique invoice number from your accounting system.  
 Document date = The date the invoice has been created. It’s automatically set to the 

days date.  
 Click on the tab “lines” to verify that the product information and pricing is correct, if it 

isn’t correct edit it. At the moment it’s only possible to downgrade the number. - For 
changing of lines – see the section “Changing of amount or price on line” 

 Press “Validate” under “Actions” to see the total line amount after any changes have 
been made.  

 Click on the “Summary” tab to see invoice totals and send the invoice to Imerco.  
 
OBS!: In the field, “Invoice charges” you can add extra charges such as freight or similar 
charges.  

 
 
It’s now possible to send the invoice to Imerco, or save the invoice for later corrections to 
be made, doing one of the following to things:  

 Click on the paper air plane, , to send the invoice to Imerco. 
o Status will now be “Sent” and the order CAN’T be edited anymore.  

o When using the paper air plane, .  
- Click on “Create document and send” to send it to Imerco.  

 Click on, , to save the invoice if you want to finish it later.  
o The status will then be “Created”, and you have the option of correcting the 

invoice.  
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Changing amount or price on line 

 
 Deleting an entire line:  

If you need to delete an entire line in the order, you can do so by removing the tick from the 
box, farthest to the left, under include.  

 Downgrading the quantity on a line.  
If you need to downgrade the quantity on a line you need to be in the tab “Lines”. Then you 
adjust the quantity in “Invoice Quantity” to the desired quantity. Then press “Validate” under 
actions.  
 
 
 
 
 
 
 
 
 
 

Note on invoice line  
It’s possible to add a note on a line by clicking “More”, and then clicking “Notes”. 

       
OBS! The information written here will be sent out with the “raw” XML file but won’t enter their 
ERP system, and is therefore not something Imerco is likely to see.  
If needed Imerco has the option of seeing the note in the XML file.  
 
Recommendation: Use the note field for internal use, and notify Imerco if there is something 
you want them to be aware of in addition to the information from the portal.  
 

Search for an invoice or credit note  
Click on “Web-EDI”  
              “Invoices” 



 
 

17 
 

 

 
 

It’s possible to switch between “Invoice” and “Credit” in the following field:  
 Invoices with status ”Created” can be edited by clicking ”Amend”  
 Invoices with status “Sent” can be converted to credit notes by clicking “More” 

And choosing “Create credit”  
You can also search on invoices with specific statuses: 

 Click on the magnifying glass to find orders with specific statuses.  
 Click on “Status” 

o Here you’ll see the different statuses you can search for, and the status that 
comes with it on the order side.  

 All           =    Shows all invoices no matter their status.  
 Created    =    Can be corrected by clicking “Amend”.  

Click on the “Save”-icon, , to start the search.  
 

Print invoice  
Find the invoice you want to print and click on “more”, and afterwards “Print”. 
A PDF is now created and can be saved on your computer or printed directly.  

 
Alternatively you can press “View”, then go to “Summary”, and then click on “Output/Export” 
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The last step is clicking on ”Print”  
 
 
 
 

Create a credit note  
Credit notes are created under the “Web-EDI” tab. Choose “Invoices”.  
Find the invoice you want to credit under “Document number” = write the invoice number.  

Use the magnifying glass:  to search.  

Choose an invoice, click on “more”, and choose “Create credit”.  

 
 
The system now shows a credit note header with all the information from the original invoice.  
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 Add a unique credit note number from the accounting system.  
 Click on the tab “lines” to see the lines and can make adjustments to quantity or lines 

that are to be credited.  
 Choose a “Reason” for the creation of the credit.  

 
If one wants not to credit certain lines from the invoice, those can be removed under “Include” 
on the lines one wants to leave out. Afterwards it needs to be validated under “Actions”. 

 
 
 Click on “Validate” to see the line total after changes have been made.  
 Click on the tab “Overview” to see the credit note totals.  

 Click on  to create and send the credit note to Imerco, or click on  to create 
and save the credit note for later treatment.  

You will now see that the credit note’s status has changes to “Sent” or “Created”.  
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Upload of inventory report  
You will be asked by Imerco to regularly upload an inventory report. These are to be uploaded 
in CSV format and have the following layout:  

 
 Supplier: In this column you need to write your supplier-ID.  
 EAN: The EAN product number.  
 Quantity: The inventory quantity of each specific product written in the same row as the 

products EAN.  
Go to “B2B Integration” and choose “Upload to the portal”.  

 
Then press the enhancement glass by “Mailslot” and choose “Inbound Integrated (1)”. 
One then finds the CSV file, with the layout described above, and upload it.  

 


