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Dashboard Alerts 

 
Dash board alerts allow you to select areas requiring action and act as a navigational shortcut in the 
system. 
 

 

 
 
 

Click on the relevant alert to navigate to the required area of the system. 
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Acknowledge Orders 

 
Signal willingness to supply goods in quantities requested 

 

 
 

An email is sent to inform the Supplier that there is an order ready to be acknowledged. 
 
You can either click the dashboard alert “You have X new orders to acknowledge” or go to 
Acknowledge order menu within the Document Administration Folder on the left hand side menu. 
 
Click the ‘Select’ link against the order that you wish to acknowledge.  
 
Any comments can be added in the Supplier’s Comments box. 
 

Select  to supply requested quantities. 
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Amend an Acknowledged Order 

 
Amend the order quantities or Freight Charges and send back to Procurement for approval 

 

 
 

Click the Select link against the order that you wish to acknowledge. 
 
If you are unable to for fill the complete order you can amend the qty you wish to despatch. 
 
You can add Freight charge against each product line. 
 
Please enter any amendment information in the Supplier’s Comments box. 
 

Select  this will send the order back to the Procurement Dept for approval. 
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Price Amendment 

 
Amend the Product Price and send back to the Procurement for approval 

 

 
 
 

Click the Select option against the relevant order line. 
 
Enter unit price in Supplier’s Comments Box. 
 

Select  this will send the order back to Procurement for approval. 
 

Once approved and updated by Procurement an invoice can be entered against the order.  
 
Once the goods have been receipted on Cardea, the invoice is immediately available for payment.  
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Invoicing 

 
Ability to manually enter an invoice against an order. 

 

 
 

An email is sent to the Supplier stating there is an order ready for Invoicing. 
 
You can either select the dashboard alert “You have X new orders ready for Invoicing” or 
go to ‘Orders ready for Invoicing’ link located within the Document Administration Folder on the 
left hand side menu. 
 
Place a tick against the order lines that you wish to create an invoice for. 
 

Click . 
 

Click  Tab. 
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Invoicing Cont. 
 

 
 

 
Enter your company Invoice Number and Invoice date. 
 
A note can be added in the Vendor Notes Box. 

 

Select . 
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Invoicing Cont. 

 

 
 

 

Select if the quantity you wish to invoice is correct, otherwise select 

  and change the quantity.  
 

Select . 
 

Select . 
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Raise a Credit Note 
 

 
 

 
Click the ‘Raise Credit Note’ link within the Document Administration Menu. 
 
Select against the invoice you wish to raise the credit against. 
 
Enter Credit Note Number and date. 
 
Enter the Quantity you are returning in the Credit box. 
 
Or enter a monetary value in the Credit Value box.  
 
Click the drop down arrow to select the reason for the Credit. 
 

Select  
 
 
 


