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To start the process, Warehouse Stationery (WSL) will invite you to use The Warehouse Group 
Supplier Electronic Portal and will send you the link to the website where you can register 
online. 

 
Complete the form and submit. 
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Once your registration is approved you will receive an email providing you with your login 
details. 
 
For security reasons, you should login within 5 days to activate your account. 
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Once activated, Warehouse Stationery will send orders intended for you to the Portal.  
 
When an order for you is received by the Portal, the Portal will send you a notification via email. 
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You access your orders by logging into the Portal. 
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On login, you will be presented with a summary screen that lists all your orders sorted by 
order date.   If the requested delivery date is today or in the past it will be highlighted in red 
text. 
 
The right hand column indicates the current status of the Purchase order (PO) 
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You can select the ‘Active POs Only’ checkbox which can be used to view the POs which were 
raised within the last 30 days. 
 
These are the orders which are not cancelled or have not been invoiced completely. 
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At this point you can elect to export the order as a CSV to another system  or export it as a PDF. 
 
Simply select the order via the tick box in the first column and then select the appropriate 
button. 
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This is an example of a Purchase Order (PO) PDF 
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You can view the details of an order and perform further actions on it by selecting the PO 
Number which will take you to the Order Details screen. 
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Warehouse Stationery Supplier Electronic Portal 
Supports two types of Purchase Orders 
 

• Standard Order        (Delivered to the store) 

• Drop Ship Order      (Delivered directly to the Customer) 
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Standard Orders 
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This is the Order Details screen for a Standard Order which is delivered to a particular 
Warehouse Stationery store. 
From here you can generate a Picking List 
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Picking list for a Standard Order.   
You can generate a PDF of the picking list if required.  You can go back to the Purchase Order 
Details screen by using the hyperlink provided on the webpage. 
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There is a change request functionality available.  However if you need to short supply (due to lack of stock) or correct a 
pack size /FLM  quantity please DO NOT use this feature. Just click on create invoice, make the necessary changes and 
confirm the invoice (Alternatively you can upload one with the corrected details).  You can email the WSL Category 
Manager separately to advise of these issues and if there is no resolution these can be escalated to 
Richard.Munro@stationery.co.nz.  
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The change request feature can be used when you need to add /remove a line on the existing 
Purchase order.  Clicking on the button allows you to edit the PO details and email it to the 
WSL buyer as a change request.  The buyer will review the changes and send an updated PO 
through the portal. 
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There is an option to add additional notes for the buyer and you can either insert the buyer’s 
email address or select it from the drop down screen. 
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Below is the email notification that you will receive after sending the Change Request. 
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The status of the Purchase Order becomes ‘Change Requested’. The WSL Buyer should now 
send a new update corresponding to the change request. 
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Warehouse Stationery will send the updated order intended for you to the Portal. 
  
The Portal will send you a notification via email. 
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Once the update arrives into the system, the status of the purchase becomes ‘Updated’ and the 
PO Version changes to ‘1’. 

21 



The PO version number is a hyperlink that directs you to the View PO History screen. 
 
The View PO History screen allows the supplier to see a list of all versions of the selected PO.   
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The supplier can select a version and view the version details in a pop-up window. 
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You can also request for line items to be cancelled in this screen by checking the cancel line 
checkbox or entering 0 in the quantity ordered field.   
If a product/GTIN change is required the line should be cancelled and a new PO will be raised. 
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You can request to cancel the entire PO by selecting a buyer email address and clicking the 
Email Cancel PO Request button.  An additional Note can be entered if required. 
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The Portal will send the PO cancel email notification to you and the WSL Buyer. 
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The Portal will reject any PO updates coming into the system if the PO is in ‘In Progress’ status. The 
supplier would need to revert the PO to ‘Updated’ or ‘Open’ status. 
At the point where the PO update fails, due to the PO being in the ‘In Progress’ status, if you are logged 
into the Portal you will see a message pop-up on screen alerting you that a PO update failed and 
prompting you to update the status to allow the update through or else contact the Buyer to discuss an 
alternative solution.  
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In addition to the on-screen pop-up, you will also be notified via an email regarding the PO 
update.  
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You can view the PO by clicking on the PO number hyperlink in the alert message.  
The Revert PO to Open/Updated button will change the status of the PO to Open or Updated 
(depending upon the PO’s previous status) 
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Drop Ship Orders  

Note: These orders are applicable to some suppliers only 
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This is the Order Details page for a Drop Ship Order which is directly delivered to the customer instead of the Warehouse 
Stationery store. 
This is also handled in the same manner as a standard order.  The PO will be highlighted as a Drop ship order and display 
the customer’s delivery and contact details instead of a WSL branch.  Drop ship orders may also contain an additional note 
with details of the shipping instructions; if present this will be displayed. 
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PO Status Changes and Actions 
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If you have accepted the PO with the current quantities ordered and prices you can move the PO to “In Progress” status by 
clicking the “PO In Progress” button.  Once a PO is in this status the PO can no longer be updated by WSL. 
If you have set the PO to “In Progress” and you notice that you require a change while working on the PO, you can click 
“Change Request” to email WSL with the change details.  This will move the PO status back to “Change Requested” status. 
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Once the PO has been shipped you can set the status to “Shipped” by clicking on the “PO Shipped” button.  This is an 
optional step, therefore it is possible for a PO to go from “In progress” status to “Invoice Complete” or “Invoice Sent 
Partial”. 
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Create Invoice - Portal creation 
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You can create the invoice by clicking on the Create Invoice button in the Purchase Order 
Details page.  
You can only create one invoice per PO unless you have been flagged as a back order supplier 
by WSL.  
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You can create an invoice based on the selected PO by completing the details on the Create 
Invoice screen.  The default values will be based on the latest version of the PO from WSL.   
You can edit the invoice number, quantity invoices and cost price (down only).  You also have 
the ability to add freight or minimum order charges. 
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Create Invoice – import single invoice 
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You can choose to import a single invoice in CSV format if you wish.  This could be exported from your own finance system. 
The CSV file will require header information to be completed and also specific line level for each line. 
 
If there are any errors in the import these will be displayed in a complete list on screen.  You will need to correct the errors 
in the original CSV file, save the changes and try to upload again.  This cycle will be repeated until the import is successful. 
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The invoice can be sent by clicking on the Confirm and Send Invoice button.  
When the quantity invoiced is greater than the quantity ordered a warning will be displayed 
stating that the full quantity ordered has been invoiced and oversupply on the invoice can 
create payment matching issues.  This is for information only. 
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Create Invoice – import multiple invoice 
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You can import and send multiple invoices for a single PO and also send invoices for multiple POs.  
You can create and import multiple invoices for a single PO only if you are flagged as a Back Order supplier. 
Once successfully imported the first invoice will be displayed on screen where you can review it.  There will 
be a ‘next’ arrow allowing you to tab to the next imported invoice.  Once you have reviewed all imported 
invoices click “Confirm and Send invoice”, this will send ALL imported invoices to WSL at the one time in 
separate EDI files. 
 

The Stores in Red are the Priority Stores 
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If the quantity invoiced across all invoices for a PO is greater than the quantity ordered a warning message 
will be displayed before submission of the invoice.  The warning message states “The full quantity ordered 
has been supplied.  Oversupply can create payment matching issues and delays in payment.” 
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A warning message will be displayed when you click on the “Confirm & Send Invoice” button to 
check you are aware that you will be submitting ALL imported invoices. 
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View Invoice 
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View Invoice allows you to view the invoice which was created in the Create Invoice Screen 
and then sent to WSL.   
  
You can also download and/or print a copy of the invoice, this can be done in PDF or CSV 
format. 

46 



Invoice PDF 
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From View Invoice you can flag that a Credit Note has been requested by clicking on the 
“Credit Note Requested” button.  This will update the status to Credit Note Requested.  This is 
used for your reference only and is optional. 
To create a Credit Note for this invoice click on “Create Credit Note” button. 
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Create Credit Note – from invoices 
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To access the Credit Note module, you can to go back to the PO Summary screen and click on the ‘Invoice Number’ 
hyperlink. This would be the specific invoice for which you want to raise the credit note. 
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After you have clicked on the ‘Invoice Number’ hyperlink, the system will direct you to the ‘View Invoice’ screen. Now, you 
can click on the ‘Create Credit Note’ button. The system will direct you to the ‘Create Credit Note’ screen where you can 
create a credit note for the current invoice. 
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The Create Credit Note screen allows you to create a credit note for WSL, following an offline discussion, and send the 
credit note to WSL as an EDI file.   
The credit note details are based upon the submitted invoice details. 
You can add a credit line by clicking on the button next to the product line which would open a pop-up where you can 
enter the quantity credit details. 
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You can raise a quantity credit and enter the quantity to be credited.  
If you want to create a quantity credit for a line then you must click on the ‘Qty Credit’ button 
and fill the credit details.  
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The credit can also be an amount, for example related to freight or other charges.  In this case 
you can add an additional line and enter the required amount. 
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You can click on the Confirm and Send button after the credit details have been entered. The 
credit note gets sent to the WSL system. The Portal takes you to the View Credit Note screen 
where the you can view the credit note details and export it in the form of PDF or CSV. 
 

55 



Credit Note Summary 
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When you select the Credit Note Summary option from the Purchase Order menu, you will be presented with the Credit Note Summary screen 
which contains a list of all the credit notes raised by the Supplier for any TWG Company. 
This screen will display Credit Notes with invoice references and Credit Notes without references. 
You will be able to view Credit Notes from this screen by clicking on the Credit Note Number from the Table. 
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Create Credit Note – free form 
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You are directed to the Create Free Form Credit Note screen when you click on the Create Credit Note button from the 
Credit Note Summary page. 
The Create Free Form Credit Note screen allows you to create a credit note for WSL without any invoice references and 
send the credit note to WSL as an EDI file. The credit note details are based on the values that you have entered. 
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From the Orders Summary Page, for any order type, you can select an Invoice or Credit Note to view by selecting the 
Invoice or Credit Note number. 
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Setting up your WSL Buyers in Maintenance 
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Click on ‘Maintenance’ on the menu bar.   You will then be taken to the Buyer List maintenance area where you can view, 
add and edit WSL Buyers. 
These WSL Buyers will be displayed in the email address drop down list on the Change Request screen. 
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To create a new WSL Buyer click “Create New Buyer”. 
Enter the buyer details, name and email address are mandatory, then click the ‘Save” button.  
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You will be returned to the View All Buyers list and will see a message saying “New Buyer has been created.” 
 
To edit an existing buyer click on the email address hyperlink of the buyer you wish to edit.  Update the details you require 
and click the ‘Save” button. 
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To remove an existing buyer tick the box on the left column and click on the “Remove Selected” button. 
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