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What will this overview cover

▶ What is WebSupplier

▶ Process

▶ Log in screen and home page

▶ Steps on how to: 
• Accept/Amend/Reject an Order

• Record a Shipment

• Enter the Invoice 

▶ Manually completing an order

▶ Important notes
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Users should refer to the Websupplier User Guide for more detailed instructions on 
how to use Websupplier



WHAT IS WEBSUPPLIER?



What Is WebSupplier?

Centralises the inventory purchasing process in one web-based system

Ensures the Order reflects the contractual commitment (price/quantity)

All EDI capability prebuilt with no software to install

Single email address for all order queries - Purchase.Confirmations@farmlands.co.nz



Purchase Order Process

Farmlands creates 
and sends the PO

Review PO / PO 
Change in 

WebSupplier or 
ERP

Accept the order 
with no changes

Reject the Order

Suggest 
Amendments to 

the order

Farmlands 
updates the PO 
and sends a PO 

Change

PO updated to 
“Confirmed”

Farmlands Supplier

Websupplier limited to 1 amendment cycle before the 
order must be either Accepted or Rejected.

Farmlands

PO updated to 
‘Cancelled”

Review PO 
amendments

Supplier

Sends Shipment 
Note

Supplier

Sends Invoice, 
referencing 

Shipment Note

Farmlands

Pays Invoice per 
payment terms

Confirm Ship Invoice



LOG IN SCREEN, HOME PAGE

AND VIEWING A ORDER



1. Username

2. Password

3. Forgot Password? Click here 

to reset

Log in Screen
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1. Navigation Tab

2. Search bar

3. Filters

4. Orders Tab

5. Order Status

6. Order options

7. Standard User Guide

8. Support # and email

9. Click on Order 

Number to view

Home Page
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1. Buyer detail

2. Ship to detail

3. Supplier detail

4. Date required

5. Product info

6. Quantity

7. Price 

8. Related Documents 

(Filing system)

9. Download to Excel

Viewing an Order
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CONFIRM



From the Order click on Confirm

Before you send the Order confirmation check the Product, Price, Quantity and Delivery Date 

• Confirmation Number is automatically created or you can use your Sales Order Number 

• Delivery Date should only be changed if delivery will be more than 5 days after the 
delivery date on the order

Double check Product, Quantity, Price and Delivery Date again

Click Save to save the order confirmation to return to later to amend/send. 

Only click on Send once you have confirmed everything is correct

Once sent there is no way to recall, an Order Confirmation Notification will be sent back to 

Farmlands confirming that you will be delivering the ordered items at the ordered price.

Accept with no changes



From the Order click on Confirm

For each Order line the Price, Quantity and Delivery Date can be changed. 

Delivery Date can be changed for the whole Order or on individual lines.  Do not change if 

delivery is within 5 days of the Delivery Date on the Order.

Click on BO (Backorder) to record split deliveries.  Adjust the Quantity on each line to reflect the 
quantities and dates delivery is expected. 

Click Save to save the order confirmation to return to later for further amendments or to send. 

Only click on Send once you have made all required amendments.

Once sent there is no way to recall, an Order Confirmation Notification will be sent back to 

Farmlands with requested changes to be made to the order. Farmlands will update the order 

and send back an Order Change (see Order Change).

Amend the Order



Other Adjustments 

• Document Adjustments can be done on the Document Header or Line Level

• Document Adjustments should only be used to add on Charges (such as Freight).

• Document Adjustments should NOT be used to add Product to an Order!

• With Deductions - remember to add the ‘-’ before the Amount

• Calculate and when total is correct click on Done

• Line Adjustments can also be done at the ‘+/-’ next to the Gross amount. The Net will be 

adjusted to reflect the amount including Line Adustment



Partial Acceptance is where you accept one line, and reject another (or multiples of each)

• Remove the tick in the line to be rejected before you click on confirm 

• You will see Quantity has been set to zero

• You will be required to add a Note regarding the reason for the rejection

• Only click on Send once you have confirmed everything else is correct

Farmlands will cancel the rejected line on the PO but if there are no other order amendments you will not 

receive any further notifications from them on this Order as the remaining lines will be considered Accepted

Reject a Line (Partial Acceptance)



Full Rejection is where you reject the entire Order

• From the Order, click on Reject All

• Rejection Number is automatically generated

• A Rejection Reason must be provided

Farmlands will cancel the PO but you will not receive any further notifications from them on this 

Order

Reject the Order (full rejection) 



Order Change

If the Order has been amended on the Confirmation, Farmlands will update the PO and send back to you 

an updated Order reflecting the requested changes and/or cancelling lines where the changes are not 

accepted by them.

When an Order Change is received, the Order status will be Pending Changes
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1. Click on Pending Changes, the changes will be highlighted as shown below
2. Check the changes.  To reject a change, uncheck the line(s). Line rejections will cancel that order line.

3. Click Accept/Reject to update the order. Farmlands will automatically receive an Order Confirmation 
that records the remaining Order lines as Accepted.



SHIP



Shipment

All Orders must have an EDI Shipment. (An order cannot be invoiced if not done)

Double check the items that you are going to ship is on the Shipment.

Partial Shipment can be done by just removing the tick or adjusting the quantity

1. From the Order click on Ship

2. Add Shipment Number / Packing slip number

3. Add Carrier Name and contact number (optional)

4. Add Notes if required

5. Check the details are correct and click on Send
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Make sure status is always sent
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INVOICE



Invoice

All Invoices must be sent via Websupplier

Each Shipment requires an Invoice 

Multiple Shipments per Order require multiple Invoices  

1. From the Order click on Ship 

2. Add the Invoice Number genr

3. The Shipment Number will be copied from the Shipment

4. Double check that it’s the same as your internal invoice (Product, Quantity, Price). Invoice 

should be 100% the same as your internal invoice

5. Click on Send (a PDF copy does not need to be sent)
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MANUALLY COMPLETE ORDERS



Manually Complete

If an Order needs to be closed with no further processing use the Manually 

Complete Button.  For example, Farmlands advise they wish to cancel an 

Order. 

Warning, if you Manually Complete an order it is closed off, Farmlands will not
be notified, and you will not be able to Confirm or Invoice the order.

You can undo the Manually Completion if you go back into the order and 

click on undo Manual Completion



IMPORTANT NOTES



Important Notes

1. Always check the following:

• Product

• Quantity

• Price

2. If not 100% sure about something - SAVE instead of SEND.  Once you’ve clicked on 

SEND there is NO WAY to recall

3. If you Accidentally Confirmed or Rejected an order, contact Farmlands to resolve

4. You can’t go to the next step in the process if you haven’t clicked on SEND.  Always 

double check under Related Documents to confirm a document is Saved or Sent

5. If you remove the Tick before doing a 

• Confirmation - you will REJECT the line

• Invoice - you can ALWAYS GO BACK

6. Your EDI invoice should be the same as your own invoice.
7. For Order related questions/changes email Farmlands

Purchase.Confirmations@farmlands.co.nz and we will work together to resolve the 

Order issue

8. For Websupplier related assistance email Support on apac.support@proagrica.com or 

call us on NZ 0800 3900 99 or AU 02 8858 2400

mailto:Purchase.Confirmations@farmlands.co.nz
mailto:apac.support@proagrica.com



