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Login 
You will receive an email with your credentials for Plunet. Please change your password on first login. 

 

 
 
NOTE 
If you enter the wrong password three times in a row, your account will be automatically locked for 24 
hours.  
 
If you have forgotten your password, you can click on Forgot your password? and a new password will be 
sent to you by e-mail. To unlock your account sooner, please contact us. 
 
 
  

Dear John, 
 
We have created an account for you in our 
Business Manager: 
 
Plunet Business Manager: 
http://plunet.trustedtranslations.com  
 
LOGIN: 
John Doe 
 
PASSWORD: 
NDsfHvd 
 

http://plunet.trustedtranslations.com/
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Portal Overview 
 

 
 
 

 
 

 Info: Here you can add useful documents and links. 
 

 Help: Opens a window with a link to further information about the resource login. 
 

 User Window: You can access different sections in your profile: 
 
My Profile 

• Change your contact information. 

• If you are an agency, you can add, remove or update your contact persons. 

• View your profile properties and your payment method. 
 

Settings 

• Specify your availability periods by setting up the weekly planner and entering your absences. 

• Change your password 

• Change display settings 
 

 

 Logout 
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The Dashboard 
 

 
 
This page contains an overview of your jobs and invoices, organized by status. By clicking on a status (e.g. 
In progress or Delivered), you open a detailed list of all elements with that status. 
 

Jobs 
Requested 
The project manager has sent you a request about these jobs and is waiting for you to accept/decline 
the jobs. 
 
Assigned – waiting 
You have been assigned to these jobs, but have not started working on them yet. 
 
In progress 
The jobs that you are currently working on. 
 
Delivered 
The jobs that have been delivered back to the project manager. 
 
Approved 
The jobs that have been approved by the project manager. If you have the corresponding right, you can 
create a vendor invoice for these jobs. 
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Delivering a Job 
 
Once you finish a job, you need to deliver it.  
If you fail to do so, the PM will not be able to approve your job, and your invoicing might be delayed. 
 
 
 

1. In your dashboard, under Jobs, select In Progress.  
Click on your order number to open the PO.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
If you miss this step, the Job status will change to Overdue, and invoicing may be delayed. 
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2. In your PO, go to the Delivery tab. 
Complete the checklist and save the changes.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will not be able to deliver the job until you complete this checklist. 
 

3. Click on Final Delivery. 
You have the option to leave a comment before delivering the job. 
 
 

 
 

Your job status will change to Delivered. 
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Invoicing 
In Plunet, you can create new invoices for finished jobs and monitor the payment status of those that 
have already been submitted. 
 
Once the project manager has set the status of your job to Approved, it will appear in your 
Dashboard under Approved. Invoices are created automatically on the 20th of every month. See collective 
invoices. 
 
 
NOTE 
Once an invoice is created, all projects included will disappears from the Jobs menu. You will still be able 
to go over your delivered jobs in the Invoices section. 
 
 
 

Collective invoices 
 
On the 20th of every month, Plunet will automatically generate an invoice, including all approved jobs. 
You will receive an email stating that you have a new invoice ready for revision. 
 
 

 
 
You will find this invoice under Not submitted.  
 
You will need to check all details and submit it for approval. 
Otherwise, it will not be processed. 
 
 
 
 
 
 

 
If you completed a job after that date, that job will not be included. Please remember that while you can 
still create invoices manually, you will not be able to create an invoice for a single job. 
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Step 1 

 

 
 

 
 
 
 
 
 
 
 
 
The invoice will appear in your Dashboard, under submitted for approval. It will remain in that status 
until the end of the cycle. It will then change to Outstanding automatically and be processed for 
payment. 
 
 
NOTE 
Paid invoices are no longer displayed in the Dashboard. However, you can still search for them in the 
Invoices tab. See Invoice Search.  

1 

2 

1. Type an invoice number.  
This number is for your own control. You can put any number you find appropriate. 
 

2. Make sure all the items are correct and then click on Submit for approval 
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Going over your Jobs and Invoices 
There are several options in the platform for you to search and filter both your invoices and your orders.  

 

Invoice Search 

 
 
 
 
Use invoice search to filter your invoices. 
 
 

 

 

You can choose different dates, or even whole months or years. In addition, you can select different 

options from the drop-down menu: 

 

And you can filter your invoices by status.  
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Once you get your results, you can go into each invoice and see its details. 

 

 

 

Job Search 

 

 
 
Use Job search to filter your jobs 
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You can filter your jobs by date, and add additional filters from the drop-down menu: 

 

 

 

 

 

 

 

You can also filter them by status: 
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These results show more details: 

 

 

You can go into the Order, to review the tasks assigned, or you can go into the invoice itself. You will notice that several orders have the same 

invoice number.  

You can also select the amount of rows you can see per page.  
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Saving a search template 
 
 
If you believe that you will be using the same search parameters often, you can create a template for 
later use.  
 
Use the filters you would like to include and click on Search templates. You can also add a time frame to 
your search. Type a name and click OK. 
 

 
 
You will find your saved templates by clicking on the Search templates button.  
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Exporting Results 
 

You can export the results in both the Invoice search and the Job search. To do so, use the Options drop-

down menu: 

 

Choose Select all first, and then click OK, to select all the rows in that page quickly. 

Then, choose Output (the one of your preference), and then click OK. 

 


