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INTRODUCTION 
The main purpose of TRIMIT Supplier portal is to handle purchase orders and giving the supplier the ability 

to feedback on the purchase order. By using supplier portal, it is also possible to send messages from the 

company to the supplier, view the PDM information from TRIMIT, download pictures and make both PDM 

and workflow comments. 

 

The functionality described is the functionality in TRIMIT 2018 W1 

The pictures in this White Paper are based on the demo database for TRIMIT 2018 W1 (based on Microsoft 

Dynamics NAV 2018) in the demo company CRONUS TRIMIT W1 Ltd. (based on CRONUS International Ltd. 

from Microsoft Dynamics NAV 2018). 

 

 

SUPPLIER PORTAL DASHBOARD 
The first page the logged in user can see is the dashboard. The supplier portal dashboard gives a possibility 

to open all important areas by a single click. 

 
 

The dashboard has the following docks: Actions, Messages, News, My account and My links.  
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DESCRIPTION OF THE DOCKS 

ACTIONS 

Contains the links to documents (quotes and orders all together), orders, quotes and products 

MESSAGES 

Contains the messages from TRIMIT. Messages are added via Departments/Portals/Message/Messages in 

TRIMIT 

NEWS 

Contains supplier related news. Managed by supplier portal administrator  

MY ACCOUNT 

Contains links to areas related to a supplier, such as My details, My company and Change password 

MY LINKS 

Can contain useful links to websites. 

 

SUPPLER PORTAL DOCKS 

DOCK ACTIONS 
This dock contains links to purchase documents and products which are on purchase documents. 

 
 

Clicking on Documents link opens a list page Documents which shows purchase orders and quotes 



SUPPLIER PORTAL 

REV. 06-06-2018 © TRIMIT A/S PAGE 3 OF 23 

 
 

Clicking Orders or Quotes link opens the same list page Documents but with a filter on corresponding 

purchase document type: 

 
 

It is possible to use filter fields in the page header to filter the purchase documents – for this, enter a value 

in the field and click Ender. It is also possible to sort the document list by clicking on the column name. 

 
 

By clicking on document number link in column No. – it is possible to open Document page. Read more 

details about this page further in this document. 
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Clicking Products link, in dock Actions, opens a list page with all the products from all registered purchase 

documents: 

 
 

It is also possible to filter lines by entering values in filter fields in the header of the page. Sorting of the 

lines is possible by clicking on the column names: 

 
 

Column Related Purchase Documents on Products list page indicates the amount of purchase orders where 

this product has been added.  
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It is possible to click on numbers – this will open a list with related documents. It will be notified in the 

header of the page that you are currently viewing documents related to specific product number with a 

button Clear filter: 

 
 

By clicking on product number link in column No. – it is possible to open Product General Info page. Read 

more details about this page further in this document.  

 

DOCK MESSAGES 
This dock contains supplier massages created in TRIMIT.  

 
Header of the dock contains icon See all messages. Clicking this icon opens page Messages. Here it is 

possible to see a list of all existing supplier messages. This is an un-editable list and can be modified only in 

TRIMIT. 

 

DESCRIPTION OF MESSAGES PAGE COLUMNS 

DATE 

Message creation date 
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MESSAGE 

The subject of the message 

COMMENT 

Can contain icon More which indicates that there is a comment. Clicking this icon opens a message 

comment in a popup window 

ATTACHMENTS 

Can contain Attachment icon which indicates that there is a message attachment. Clicking this icon opens a 

page with all related attachments 

MARK AS READ 

Here it is possible to set a check mark for a message that was read and out of date. Setting check mark and 

clicking Save filters out the corresponding message. Clicking Show read messages allows showing all the 

messages that have been marked as read. 

Clicking Back button navigates to the Supplier portal dashboard. 

 

The body of the dock Messages contains a list of message subjects. Each message subject can have the 

following related icons: Attachments and More. Clicking on Attachments icon opens a corresponding page 

where it is possible to view and download message attachments. 

 
 

Clicking on More icon opens a Comment popup window where is it possible to see the full message. 

 
 

 

DOCK NEWS 
This dock contains supplier related news. The news items are managed by supplier portal administrator.  

The header of the dock has a link See all news. Clicking this link opens a News list page. Each news subject 

is a link, clicking this link opens a page with a current news item.  

To create a news item - open news list page as admin user and click New Document / Language in admin 

helper menu: 
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In order to modify an existing news item – open a news item page and in admin helper menu click Edit 

HTML: 

 
 

 

DOCK MY ACCOUNT 
This dock contains links to supplier related information. The links are My details, My company and Change 

password.  

Clicking My details opens the supplier user details page. Here it is possible to view and modify the user 

information such as name, address, postcode, city and phone. Click Update to save modifications. 

Clicking My company opens the supplier company details page. Here it is possible to view and modify the 

company information such as company number, name, address, phone, email and fax. Click Update to save 

modifications. 

Clicking Change password opens a page where supplier portal user can change the login password. Click 

Change the save modification. 

 

DOCK MY LINKS 
This dock can contain links to specific home pages added by supplier portal user. The dock’s header has the 

following icons: Toggle action buttons and Add a link. Clicking Toggle action buttons enables showing link 

related controls – up and down arrows and crosses. By clicking up and down arrows it is possible to move 

link up or down and by clicking cross – delete the link. 

 
 

Clicking plus icon in the header the dock allows creating a new web page link. In field Name write the name 

of the link which will be shown in the dock and in field URL write the web page address, click Add when 

finished. 
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HANDLING DOCUMENTS 
Document list page shows the purchase documents assigned to specific vendor. If a document is modified 

by another user and not checked in, then this will be reflected in column Checked Out – hovering mouse 

over the icons in this column displays a tool tip with user email (user ID) who modified this document. 

Documents checked out to a current user will have a flag in the beginning of the row (shown with arrow on 

picture): 

 
 

Clicking on the document number link opens a document page where it is possible to see the products on 

purchase document. 
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Clicking on the arrow next to product number allows to expand or collapse the product variants: 

 

DESCRIPTION OF DOCUMENT PAGE COLUMNS 

PRODUCT NO. 

The number of the product 

DESCRIPTION 

The description of the product 

OUTSTANDING QUANTITY 

The ordered and not shipped yet product quantity, cannot be changed on Supplier portal 

QTY TO RECEIVE 

Product quantity which can be delivered, can be changed on Supplier portal. After change is done then it is 

required to click Update button in the bottom of the page 

CURRENCY 

Currency of the purchase document 

PURCHASE PRICE 

Product purchase price 

REQUESTED RECEIPT DATE 

Requested receipt date, cannot be changed on Supplier portal 
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PROMISED RECEIPT DATE 

Promised receipt date, can be changed on Supplier portal. After change is done then it is required to click 

Update button in the bottom of the page 

PRODUCT 

Clicking a link in this column opens a related product page 

EDIT 

Clicking a link in this column opens a product matrix page where it is possible to make changes to quantity 

to receive and promised receipt date. This is valid only for products with matrixes. Flat items do not have 

an icon in this column. 

 

DESCRIPTION OF PRODUCT MATRIX 

The number on the left side of the variant option name (image below) is the total quantity for this VatDim 

variant option (white) including all sizes. The number on the right side is VarDim variant number: 

 
 

The number in cell’s upper corner represents the outstanding quantity. The vendor can input 

corresponding number in the cell if this needs modification. In order to shift to receipt dates, it is required 

to click button Quantity / Date below the matrix. This button allows switching between “quantity – date” 

view on the matrix. When receipt dates are displayed in the matrix (requested receipt date is reflected in 

the upper corner of the cell) – it is possible to input another promised receipt date into the cell: 
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When needed changes are done it is required to click Save changes below the matrix.  

All these actions can be done on the document page – by expanding the product variants it is possible to 

modify Qty. to Receive and Promised Receipt Date columns.  

When making a change to a document in Supplier portal and clicking a button to save changes then a copy 

of this document will be created in Advanced Purchase Documents within Advanced Purchase Integration 

area: 

 
 

After saving a change to a purchase document on supplier portal then it is needed to check it in. Checking 

in a document gives a possibility to post this document from Advanced Purchase Documents further to the 

system, to e.g. a requisition or a purchase order. Checking in a purchase order also means that other 

supplier portal users can edit this document as well. 

 
 

If a document has not been checked in on supplier portal but is being posted from Portal Purchase 

Documents, then there will a following warning: 
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If a purchase document has been modified on supplier portal but has not been checked in, then it is 

possible to force the check in by clicking Check in icon in Checked Out column on Documents list page. The 

web site will ask you for confirmation. Clicking OK checks in the document. 

  
 

It is also possible to force check in from within TRIMIT. To do this go to Portals Purchase Documents list 

and click Release for Posting in ribbon Actions.  
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NOTE: 

Forcing document check in can create data differences. Therefore, it is recommended to encourage 

(contact) the supplier portal user who checked out the document to finish modifications and check it in 

again. 

 

It is possible to view or save a purchase document in Excel or PDF format. For this, click Excel or Print 

buttons in the bottom of the document page. 

  
 

 

NOTE: 

To post a document from Portal Purchase Documents then the status should be Open. Otherwise click 

Reopen 
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HANDLING PRODUCTS 
Access product page is possible through Products list page, through purchase document page (clicking icon 

View in Product column) or by clicking Products in the top supplier portal menu. 
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On General Information page, it is possible to view the product related data such as variant images and 

sizes on the left side and master number, descriptions, status code, collection number, shipment date code, 

statistic groups, vendor number and vendor item number on the right side. Related information can be 

viewed in XML, Excel or PDF formats by clicking the corresponding buttons in the bottom of the page.  

 

It is also possible to open the following product related areas: Additional Information, Bill of Materials, 

Measurements, Workflow and Additional Comments. 

 

NOTE: TRIMIT does not provide the reports for viewing the product information in different formats. i.e. 

the corresponding reports have to be developed by TRIMIT partner in accordance to customer needs. The 

supplier portal report setup is done in Supplier portal profile 
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DESCRIPTION OF PRODUCT RELATED AREAS 

ADDITIONAL INFORMATION 

Shows the available product related additional information, such as Composition, Wash and Care.  

 
 

This data comes from master additional information in TRIMIT. 
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In order to get additional information in Excel or PDF formats – click corresponding buttons in the bottom 

of the page. 

BILL OF MATERIALS 

This page shows the product related bill of materials. Can be displayed per VarDim type, e.g. per color or 

per size. For this – select a view type in the header of the page and click Show Production Bill of Materials 

 
 

The data is taken from the standard master bill of materials in TRIMIT: 
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MEASUREMENTS 

This page shows standard product measurements from TRIMIT. The measurements cannot be modified on 

supplier portal. 

  
 

It is possible to view a Measurement Version and switch between values in Measurement Type field. 

Access to standard master measurement chart in TRIMIT: 

 
 

The supplier portal Measurement page can display measurement related images and comments. Images 

can be added in Measurements Chart Header page in fast tab Pictures. Comments can be added to each 

specific measurement cell. 
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And the result on supplier portal is as follows: 

 
The cell comment gets a number and it will be possible to locate this number and corresponding comment 

in the bottom of the page. 
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WORKFLOW 

This page displays a standard product workflow 

 
 

The supplier portal user sees only the workflow steps assigned to this specific vendor. 

 
 

Here is a full list of workflow steps in TRIMIT, only highlighted steps are shown in supplier portal: 

 
It is possible to approve or disapprove and add a comment to a workflow step by clicking icon in column 

Edit on Workflow page in supplier portal. Clicking this icon opens Workflow detail page: 
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Here it is possible to create, read and delete workflow comments as well as set Approved to TRUE or FALSE. 

After changes are done – click Save to return to Workflow page. 

ADDITIONAL COMMENTS 

On this page it is possible to view and create product related additional comments. Comments can be 

related to different stages of production, such as design, prototyping, labeling, packing and so on.  

 

DESCRIPTION OF ADDITIONAL COMMENTS PAGE COLUMNS 

DATE 

Comment creation date 

CODE 

Comment group code 
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DESCRIPTION 

Comment group code description 

VIEW 

Clicking on icon in this column opens Additional Comments Details page (or PDM Comments detail). Here it 

is possible to view existing comments related to a certain group code, e.g. ACCESSORIES, QUALITY, and 

input new comments or upload images. 

 
In order to be able to add comments to a group code on supplier portal – this group code needs to have a 

value equal to Add or Create in Supplier Portal column in TRIMIT. To create a new comment on Additional 

Comments page (click button +New Comment) the comment group code has to have Supplier Portal 

column value set to Create. If value is set to Read then adding or creating new comment will not be 

possible on Supplier portal, only viewing. And if value is set to No Access then this comment group code will 

not be visible on Supplier portal: 
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When uploading an image to comment details – it is important to wait until the dot in front of the image 

name becomes green. Then click Save. 

 
 

 

 

 

 

 


