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Introduction 
 

FlowDezk for the Translation Industry has been specifically designed with the needs of translation 

and localization project managers in mind. The solution allows you to create and process orders in a 

few simple steps yet at the same time provides all the details you need.   

• Get a quick overview of your active projects and their status on the configurable dashboard 

home page and effortlessly drill down where needed. 

• Enter all the project parameters and generate an auto-calculated quote that gets sent to the 

e-mail addresses you specified. 

• Select resources, enter planning and financial data and run through a logical set of steps – 

from the initial heads-ups to the receipt of the deliverables. 

• Tick the boxes of your ISO checklist, deliver the translated files and finalize your financial 

project data, sending them – if you purchased an API connection – seamlessly to your 

accounting software. 

• Have your vendors update their expertise and availability information, upload 

documentation and negotiate rates in their individual profiles while you add information 

about their performance. 

 

FlowDezk has four user types: 

• Super Admin (this user gets access to everything including admin features) 

• Project Manager (this user gets access to all projects that have been assigned to this user) 

• Account Manager (this user gets access to all projects of one or more specific clients) 

• Vendor (this user gets access to his/her own profile and project dashboard) 

 

This first main section of this manual contains configuration instructions for super admin users. The 

remainder of this manual is a copy of the manual for project/account managers. 

Important: Please click on Save Changes frequently throughout the process to save your work and to 

make sure all of the required information appears in the right places. 

  

Support: if you run into any technical issues using FlowDezk, please create a support ticket by 

sending an e-mail to support@flowdezk.com. Please note that this may generate cost, 

depending on the nature of your ticket. 

mailto:support@flowdezk.com


CONFIGURATION INSTRUCTIONS FOR SUPER ADMIN USERS 

User Management 
 

Click on User Management in the top right corner of your screen to go to the Create User page.  

 

 

 

On this page you can add and manage the following types of users: 

• Project managers 

• Accountmanagers 

• Super admin users 

 

User Creation 
 

This feature is used to create subscription users only (super admin users, account managers, project 

managers). Vendor users (which are free) are created under Client/Vendor Management. 

 

Create a subscription user 
 

Click on the Create User button to go to the user creation page.

  

  



 

1. Enter the Name of the user. This is the name that will be displayed to the user as the logon 

name. 

 

2. Enter the Email address of the user. This will be the user’s user name for logon purposes, but 

also the e-mail address from and to which system alerts for this user will be sent. 

 

3. Determine the Role of the user. The privileges of the various roles are displayed when you 

hover over the “i” icon. They are as follows: 

o Super admin: gets access to everything including admin/configuration features. 

o Account manager: gets access to all projects of all clients that this user has been 

assigned to as an account manager. Clients are assigned to an account manager from 

the user summary page (explained further down). 

o Project manager: only gets access to projects that this user has been assigned to. 

 

4. Click on Create to create the user. Note: when you click on Create an onboarding message 

will be sent to this user with a link to a password setup page. This link will only be valid for 

one hour and may end up in a spam folder, so please inform the user about this. If for some 

reason the link expires before the user clicks on it, you can resend the link as is explained  

Please note: your FlowDezk subscription measures your peak number of users. If this peak 

number of users increases, your subscription fee will increase too. Therefore a warning is 

displayed if you increase the number of users to a new peak: 

 

If you click Cancel, the user won’t be added and your fee won’t increase. If you click Yes, I accept 

the billing increase, the user will be added and your subscription fee will increase by the amount 

stated in the EULA (currently EUR 50/month). A confirmation will also be sent to all super admin 

users by e-mail. 

  



User Management 
 

On the user summary page you’ll find a number of features that will allow you to manage your users. 

 

 

Edit a subscription user/reset a password 
 

Click on the Edit button to go to the user management page.  

 

This page looks like the user creation page, but it has an additional Send password reset link 

checkbox. If you tick this box and then click on Update, a password reset message will be sent to the 

user by e-mail. Please note that the link will only be valid for one hour and may end up in a spam 

folder, so please inform the user. 

You can edit the name, the e-mail address and the role of the user as well. Once this has been done, 

click on Update to confirm. 

 

Delete a subscription user 
 

To delete a user click on the Delete button. A confirmation pop-up will ask you if you’re sure. If you 

click on OK, the user will be deleted permanently. Please note that the peak number of users will be 

reset to the actual number of users at the end of the month. So the reduced number of users will be 

visible in your bill from next month onwards. If you reduce the number of users to below the 

minimum of three, you will still be billed for three users. 

 

  



Assign accounts to an account manager 
 

Click on the Account Manager link next to the user you want to assign accounts to. 

  

 

This opens the pop-up where you can assign the client accounts. 

  

Select the client account you want to assign to this user in the Select Client dropdown and click on 

Add to add the account to the list.  

If you want to remove an assignment, simply check the box next to the account and click on Delete 

Selection. 

  



Client/Vendor Management 
 

This is where you create, configure and manage your clients and vendors. 

Click on Clients to go to client management. 

Click on Vendors to go to vendor management. 

 

Client Management 
 

From the client summary you can create new client accounts. Some basic data (name, e-mail 

address, street address and comments) can be mass imported.   

 

 

Import client data  
 

To import client data first download the Excel template by clicking on the Dowload Import Template 

button. Next enter the data in your template (or copy them from an existing export from another 

system), making sure you add no additional columns and don’t change the column names. 

When all the data are complete, you can import the sheet into FlowDezk by clicking on the Import 

Client Data button. You will then be offered the option to overwrite duplicate data or to keep them. 

 

  



Select the desired option and click on Ready to upload the populated template. This will take you to a 

generic screen that will allow you to select a file on your local device. Once this file has been 

selected, you will be taken to a confirmation pop-up where you can click on Upload to complete the 

import. 

 

 

Create a client 
 

Click on the Create client button to go to the client creation page.  

 

 



This page contains the following fields/features: 

 

Field Label Action Remarks/Screenshot 

Name Enter the name of the client. This name 
will appear in a number of places, so 
make sure it is clear and concise and 
complies with your company’s client 
naming policies 

 

Email address Enter the client’s email address. This 
email address will be suggested for 
quote and delivery messages to the 
client. 

 

Address Enter the client’s street address.  

Accounting software 
reference ID 

If you’re using an API to send financial 
project data to your account software, 
then this is where you need to enter the 
ID by which your accounting software 
recognizes the client as an accounts 
receivable account. 

Talk to your accounting 
colleagues to determine 
which number you need to 
enter here. If you’re not 
using an API to send financial 
project information to your 
accounting software, you 
can leave this field empty. 

Comments/Instructions 
Tekst 

Enter any notes that are relevant for 
this client, such as an invoicing 
instruction, if applicable. 

 

CAT Analysis 
Combination 

Here you can determine the rate 
percentages you want to apply to 
specific CAT analysis breakdown 
categories by entering them in the fields 
under Rate. You can also determine 
which categories will be visible to 
project managers for this client. If you 
untick a box under Display this category 
will not be displayed on the Resourcing 
tab for this client. 

 

Quality Checklists Check the boxes of the ISO checklist 
items that you want to display on the 
Delivery tab for this client. 

Please note that the list 
you’re choosing from here is 
a dynamic list which you can 
configure under 
Configuration -> Quality 
Checklists. 

 

Once you’re done entering the configuration data for this client, you can click on Create to save the 

client and add it to the client summary. 

 

  



Edit/delete a client 
 

Click on Edit Profile in the client summary to edit the contact data of a client.  

 

This will take you to a screen, where you can add any number of contacts for a client: 

 

The first three contacts will be suggested in the pop-up that appears when you send a quote or a 

delivery to a client.  

 

Click on Edit Settings in the client summary to edit the general profile of a client. 

 

 

Click on Delete in the client summary to delete a client.  

 

A confirmation pop-up will ask you if you’re sure. If you click on OK, the user will be deleted 

permanently. 

  

Watch the YouTube instruction video on how to create and use client contacts  

https://www.youtube.com/watch?v=R0O0sjwxuk8


Vendor Management 
 

From the vendor summary you can create new vendor accounts. Some basic data (name, e-mail 

address and street address) can be mass imported.  

At the top of the screen you can use the Allow vendors to upload invoices option to determine if 

vendors get to see invoice upload and management options in their vendor portal view. 

 

Import vendor data  
 

To import vendor data first download the Excel template by clicking on the Dowload Import Template 

button. Next enter the data in your template (or copy them from an existing export from another 

system), making sure you add no additional columns and don’t change the column names. 

When all the data are complete, you can import the sheet into FlowDezk by clicking on the Import 

Vendor Data button. You will then be offered the option to overwrite duplicate data or to keep them. 

 

Select the desired option and click on Ready to upload the populated template. This will take you to a 

generic screen that will allow you to select a file on your local device. Once this file has been 

selected, you will be taken to a confirmation pop-up where you can click on Upload to complete the 

import. 

 



Create a vendor 
 

Click on the Create vendor button to go to the vendor creation screen. 

 

 

This page contains the following fields/features: 

 

Field Label Action Remarks/Screenshot 

Name Enter the name of the vendor. This 
name will appear in a number of places, 
so make sure it is clear and concise and 
complies with your company’s client 
naming policies 

 

Email address Enter the client’s email address. This 
email address will be suggested for 
project heads-up and order 
confirmation messages to the vendor. 

 

Send password reset 
link 

Tick this box if you want to onboard the 
user onto FlowDezk as a vendor (to give 
the user access to the Vendor Portal). 
An onboarding message will then be 
sent to the user by e-mail as soon as 
you click the Create button on this page. 
Leave this box unchecked if you’re not 
ready to onboard this vendor user yet.  

Please note that the link will 
only be valid for one hour 
and may end up in a spam 
folder, so please inform the 
user. Also you will want to 
make sure all essential data 
have been entered both on 
this page and in the vendor’s 
profile before you onboard. 



Accounting software 
reference ID 

If you’re using an API to send financial 
project data to your account software, 
then this is where you need to enter the 
ID by which your accounting software 
recognizes the vendor as an accounts 
payable account. 

Talk to your accounting 
colleagues to determine 
which number you need to 
enter here. If you’re not 
using an API to send financial 
project information to your 
accounting software, you 
can leave this field empty. 

Address Enter the vendor’s street address.  

ISO Documents Check the boxes of the ISO documents 
that you want to display in this vendor’s 
profile. These would be the documents 
this vendor needs to upload in order to 
allow you to comply with ISO standards. 

Please note that the list 
you’re choosing from here is 
a dynamic list which you can 
configure under 
Configuration -> ISO 
Documentation. 

 

Once you’re done entering the configuration data for this vendor, you can click on Create to save the 

vendor and add it to the vendor summary. 

 

Edit/delete a vendor 
 

The vendor summary contains two buttons that will take you to pages where you can edit vendor 

data: 

 

 

Edit Profile: this will take you to the vendor profile page within the Vendor Portal. More more 

information about this page, go to APPENDIX 1 -> Vendor Profiles in this document. 

Edit Settings: this will take you to the vendor creation page that is described above. 

 

To delete a vendor, simply click on the Delete button. A confirmation pop-up will ask you if you’re 

sure. If you click on OK, the user will be deleted permanently. 

  



Configuration 
 

Click on this button to go to the Configuration page where you can configure the master 

data/settings of your FlowDezk installation. 

 

 

  



Company settings 
 

Click on this option to go to a page with the following features: 

 

This is what these settings are for: 

 

Field Label Action Remarks/Screenshot 

Initial order number Set the number that you want your 
order number sequence to start with. If 
you’ve used a different project 
management system before, you can 
specify the number that follows the last 
number you used in your previous 
system. Or you can simply start with 1. 

Order numbers will also be 
passed on to your 
accounting software if you’re 
using an API. 

Company name Enter the name of your company the 
way you want it to appear in PDF 
documents that are generated by the 
system, such as quote and purchase 
order PDFs. 

Perform a test run by 
generating a quote and/or a 
purchase order from a test 
project to see how this name 
will appear. 

External storage 
system 

If you don’t want your users to 
upload/download/manage files in 
FlowDezk, you can specify a link here 
that should appear in the File 
Management section on the various 
tabs. 

The link will always be 
displayed as “External 
storage system” but will take 
you to the URL you specify 
here. 

Company logo Upload the company logo you want to 
display in the user interface (top left) 
and in PDF documents that are 
generated by the system, such as quote 
and purchase order PDFs 

Perform a test run by 
generating a quote and/or a 
purchase order from a test 
project to see how this logo 
will appear. 

 

 

  



Data retention policy 
 

Click on Data retention policy to go to a page where you can clean up old project (files).  

 

Use this feature with extreme care. The purpose of this page is to free up storage space or to remove 

projects entirely for compliance purposes but if used incorrectly this could affect running projects 

and/or financial reporting. 

There are two different options on this page: 

 

1. Project file clean-up 

The option at the top allows you to delete project files from projects before a specific date. The main 

purpose of this action would be to free up storage space. Your subscription includes 1 TB of storage 

space and you can add storage space (EUR 30/month/TB) but you may still want to delete project 

files to free up space or for compliance reasons. If you select a date up to which you want to delete 

project files and then click on Proceed, a warning will be displayed: 

 

If you click on Yes, the files will be permanently deleted but the projects will continue to exist (for 

financial reporting, etc.). 

 

2. Full project clean-up 



The option at the bottom allows you to delete all project data up to a specific date. The main 

purpose of this action would be to comply with data protection laws and regulations. The main 

downside of this option would be that these projects will no longer be available for financial 

reporting. If you select a date up to which you want to delete projects and then click on Proceed, a 

warning will be displayed: 

 

If you click on Yes, the projects will be permanently deleted and no longer be available for financial 

reporting. 

 

  



Consent statement 
 

Click on Consent statement to go to a page where you can upload a consent statement for your 

vendors. This is the statement that vendors that you onboard to the Vendor Portal get to see the first 

time they log on (or when they log on after you’ve uploaded a new version). 

This consent statement is an agreement between your company and the vendor (so not between 

FlowDezk and your vendor). That’s why you need to upload it to FlowDezk through this feature. 

FlowDezk can provide a template but you will need to edit it for your own purposes. 

If you don’t upload a consent statement, this step will be skipped when the vendor logs on the first 

time. This could be a breach of privacy legislation. 

The statement upload page looks like this: 

 

Select a file on your local disk and click on Upload to upload it to FlowDezk. It will immediately be 

visible to vendors logging on. 

 

  



User manual 
 

Click on User manual to go to a page where you can upload FlowDezk user manuals for specific user 

roles. 

 

These manuals will be available when a user clicks on Help in FlowDezk. Depending on the role of the 

user the appropriate manual will be downloaded (if you correctly assign the manuals to the various 

roles). If you assign a single manual to a role, this manual will be downloaded as a PDF when the user 

clicks on Help. If you assign multiple manuals to a role, these manuals will be downloaded in a ZIP file 

when the user clicks on Help. 

You can upload the standard FlowDezk manuals that FlowDezk provides for the various roles or you 

can edit the standard manuals and upload customized versions. 

To add a manual click on Create. The manual upload page will be opened. 

 

In Description enter a description for the manual. 

In Upload File select the file on your local disk. 

In Role select the role (user type) you want to assign the manual to. 



Click on Create to upload the file and return to the manual summary page. 

The upload date and time are displayed in the summary so you can easily see if the most recent 

version has been made available. 

Use the Edit, Download and Delete options to edit, download or delete manuals. 

 

  



Currencies 
 

Click on Currencies to go to a page where you can set all currencies that your company uses as well as 

the default currency of your company. 

 

The currencies you add are displayed in the list at the top (where you can select one to be your 

company’s default currency) and in the list at the bottom (where you can edit or delete them). 

To add a currency, click on Create Currency. The currency creation screen will be displayed. 

 

Enter the name and the code for the currency and click on Create to add the currency to the list. 

To edit or to delete a currency, use the Edit and Delete buttons in the currency list. 

The currency you select at the top will be displayed as the default currency in project headers and 

will also be mentioned as the default currency in the warning that is displayed when a user changes 

the currency in a project. 

 

  



Invoice model 
 

Click on Invoice model to define the header, the footer and the lay-out template for the invoices you 

generate using the Generate Invoice button on the Finance tab. 

 

  

Select the item you want to edit. This will take you to the editor screen. 

 

Invoice Header 

If you click on the edit icon for the invoice header, the following screen will be displayed. 

  

Enter the content you wish to appear on your invoices. This can be as much information as you like, 

including your company’s legal information, etc. The best way to find out what works for you is to 

generate some dummy invoices from the Finance tab and see how things look.  

You can use the editor features to choose fonts, font sizes and font colors. 

Click on Update to save the created/edited template. 

 



Invoice Footer 

If you click on the edit icon for the invoice footer, the following screen will be displayed. 

  

Enter the content you wish to appear on your invoices. This can be as much information as you like, 

including your company’s legal information, etc. The best way to find out what works for you is to 

generate some dummy invoices from the Finance tab and see how things look.  

You can use the editor features to choose fonts, font sizes and font colors. 

Click on Update to save the created/edited template. 

 

  



Invoice Template 

If you click on the edit icon for the invoice template, the following screen will be displayed. 

  

You can select an image that you would like to use as a background for your invoices. You can move 

and resize the image and you can use the Opacity slider to fade it out for background use. The yellow 

warning will be displayed if you select a large image. Large images slow down invoice generation, 

possibly to several minutes. It’s therefore recommended to use images with a relatively small data 

size. 

If you want the background image to replace your company logo and company name on invoices, you 

can enable the Hide master data logo and Hide master data company name options to prevent these 

items from being displayed on invoices and interfering with the background image. 

Enable Apply to quotes as well if you want to apply the invoice template not just to invoices but to 

quotes as well. 

  



Tax descriptions 
 

Click on Tax descriptions to view, add or edit tax descriptions for the tax description dropdown in the 

invoice generation module (available through the Generate invoice button on the Delivery tab). 

The following screen will be displayed: 

 

Click the Create Tax Description button to create a new tax description. This will take you to the 

following screen: 

 

Enter a description and click on Create to add it to the list. 

You can use the Edit and Delete buttons in the list to edit or delete a tax description. 

  



Tax rates 
 

Click on Tax rates to view, add or edit tax rates for the tax rate dropdown in the invoice generation 

module (available through the Generate invoice button on the Delivery tab). These rates will be used 

to calculate tax amounts that will be added to the billing total of invoices you generate. 

The following screen will be displayed: 

 

Click the Create Tax Rates button to create a new tax rate. This will take you to the following screen: 

 

Select one of the rates and click on Create to add it to the list. 

You can use the Edit and Delete buttons in the list to edit or delete a tax rate. 

  



Payment method 
 

Click on Payment Method to go to a page where you can find financial information about your 

subscription. In this release this is limited to the number of subscription users (not your vendor users, 

which are free) and the amounts of your next bill (credit card payment). 

 

 

FlowDezk automatically measures the peak number of users each month. If you reduce the number 

of users to below the peak number of users (in which case Current Users will be a lower number than 

Peak Users), FlowDezk will reset your peak number of users to your current number of users at the 

end of the month, so your bill will be lower next month (unless you add users again). 

 

  



Languages 
 

Click on Languages to go to a page where you can add, edit and delete languages. 

 

You can add languages and local language variants in any format and you can even add other skills 

here if that will help you find resources for specific non-language projects. You could for example add 

DTP here and define a resource with DTP as the source and DTP as the target in order to find DTP 

resources for additional services. 

To add a language, click on Create language. The language creation page will be displayed. 

 

 

Enter the name and the code for the language and click on Create to add the language to the list. 

To edit or to delete a language, use the Edit and Delete buttons in the language list. 

 

 

  



Supplied services 
 

Click on Suplied services to go to a page where you can add, edit and delete the services you supply 

to clients.  

 

These services are displayed as checkboxes under Supplied Services on the Quoting tab and at the 

top of Vendor CAT Analysis sections on the Resourcing tab. 

To add a service click on Create supplied service. The service creation page will be opened. 

 

 

Enter the name and the code for the service and click on Create to add the service to the list. 

To edit or to delete a service, use the Edit and Delete buttons in the service list 

  



Specialization Codes 

 

Click on Specialization Codes to define the specializations you wish to add to language combinations 

for vendors. This could be domain expertise (legal, medical, marketing) or any other skill that is 

relevant for your vendor selection. The items you add here will be added to the Specialization 

dropdown lists in the vendor profile. 

 

Click on Create Specialization Code to go to the screen where you can add a specialization to the list. 

 

Enter the name and the code for the specialization and click on Create to add it to the list. 

To edit or to delete a specialization, use the Edit and Delete buttons in the list. 

 

 

  

Watch the YouTube instruction video on how to configure and select a specialization  

https://www.youtube.com/watch?v=gsMkC7AfkLQ


Additional service units 
 

Click on Additional service units to go to a page where you can define pricing units for the Additional 

Services section on the Quoting and Resourcing tabs. 

 

To add a unit click on Create additional service unit. The unit creation page will be opened. 

 

Enter the name and the code for the unit and click on Create to add the unit to the list. 

To edit or to delete a unit, use the Edit and Delete buttons in the unit list. 

 

  



Quality checklists 
 

Click on Quality checklists to go to a page where you can create ISO checklist items for the Delivery 

tab. These are the items a project manager needs to check to move a project to the Quality Checked 

status. 

 

Please note that this is the full list of potential checklist items. In Client/Vendor Management -> 

Clients you can narrow this list down to the items that are required for a specific client.  

Click on Create to go to the checklist item creation page. 

 

Enter the description of the checklist item and click on Create to add it to the list. 

 

  



Heads-up templates 

 

Click on Heads-up templates to go to a page where you can create heads-up templates for specific 

clients. 

 

You can define any number of templates for a single client and you can define a single template for 

any number of clients. These templates will be available on the Resourcing tab when you prepare 

hand-offs for you vendors. If you define them well, you will save a lot of time at the resourcing stage 

and you only have to edit or add project-specific information. 

To add a template click on Create. The template creation page will be opened. 

 

Watch the YouTube instruction video on how to create and assign a heads-up template  

https://www.youtube.com/watch?v=HziKcajv7L8


In Template Name enter the name of the template that you want to appear in the dropdown on the 

Resourcing tab.  

Under Clients select one or more clients that you want to assign this template to (it will only appear 

in the dropdown on the Resourcing tab for these clients). 

In Content type or copy the body text for this template. A limited selection of lay-out options is 

available (bold, italics, underline, font type, font size and font colour) but you can include additional 

styling options if you prepare the content in Microsoft Word and copy it to this field. Please do some 

testing though as not all lay-out features will end up in the hand-offs to your vendors. 

Click on Create to add the template to the list. 

To edit or to delete a template, use the Edit and Delete buttons in the template list 

 

  



ISO documents 
 

Click on ISO documents to go to a page where you can add documents that vendors need to provide 

for ISO compliance purposes. 

 

Please note that this is the full list of potential ISO documents. In Client/Vendor Management -> 

Vendors -> Edit Settings you can narrow this list down to the items that are required for a specific 

vendor.  

Click on Create to go to the item creation page. 

 

Enter the name of the item and click on Create to add it to the list. 

 

  



System emails 

 

Click on System emails to define the standard body text of the various system e-mails FlowDezk 

generates. 

 

For client e-mails this is where you define the entire content of the e-mail (except the subject line 

and any links that may be added). 

For vendor e-mails this is where you define the initial portion of the e-mail, which is followed by the 

template content and links that you define on the Resourcing tab. 

Click on the e-mail type you want to define. This will take you to the editor screen, which initially only 

contains two placeholders: [Order Number] and [Project Name]. These placeholders will be replaced 

by the actual order number and project name of the project when the system generates an e-mail. 

You can move these placeholders to any position in your content, as is shown in the example below: 

 

Click on Update to save the template you created/edited. 

Watch the YouTube instruction video on how to configure a system e-mail template  

https://www.youtube.com/watch?v=MPL6ATW0i-I


Reporting 
 

This menu item gives access to the reporting features of FlowDezk. In this release there’s a Finance 

reporting feature available. More options will be added in future releases. 

 

Finance report 
 

Click on Finance report to go to a page where you can run a report with financial project information. 

 

 

This is what the various elements are for: 

Field Label Action Remarks 

Report data for In this dropdown you can 
determine what type of dates 
you want to use for your date 
range: Order creation date or 
Quote approval date. 

 

From / To Select the beginning and the 
end of the date range you want 
to run a report for. 

 

Client In this dropdown select the 
vendors that you want to run a 
report for. 

You can tick Select All if you want to run 
a full report including all of your clients. 

Status In this dropdown select the 
order statutes that you want to 
run a report for. 

You can tick Select All if you want to run 
a full report including all projects that 
fall within the specified date range. 

Clear Click this button if you want to 
clear all currently selected 
filters. 

 

Convert all 
currencies to 

In this dropdown select the 
currency that you want to 
convert all order amount totals 
to for reporting purposes. You 
can select any of the currencies 
you defined elsewhere in 
configuration. The conversion is 
done based on exchange rates 
that are stored in a table that is 
refreshed on an hourly basis. 

If you select Keep original currencies, no 
conversion will be done.  
 
Regardless of your selection, 
conversions are only for reporting 
purposes. The data in your projects will 
not be changed. 



Segment data by 
(table and line chart 
only) 

Indicate if you want your 
financial data to be segmented 
by day, week, month, quarter or 
year. 

This will generate corresponding boxes 
with totals in a generate table or a 
corresponding distribution of data in a 
line chart. 

Generate table Click this button to generate a 
table with financials totals per 
selected time segment. 

 
Generate pie chart Click this button to generate 

two pie charts, one displaying 
the portions of your turnover 
that were generated by your 
individual clients and the other 
one displaying the portions of 
your margin that were 
generated by your individual 
clients. 

 

Generate line chart Click this button to generate a 
line chart displaying your 
turnover and margin over time. 

 
 

In the generated table you can click on Go to Details to see the projects that are included in this 

report. 

 

This will allow you to get a better insight in what causes your margins to be the way they are. You can 

even drill down to a project from this summar y (by clicking on the order number) to check the full 

details. 

Click on Export to Excel to download the report to your local disk for further processing.  



APPENDIX 1 – GENERAL INSTRUCTIONS FOR ACCOUNT MANAGERS 

AND PROJECT MANAGERS 

Logging on 
 

An admin user needs to create an account for you to give you access to FlowDezk. As soon as you 

receive confirmation that this has been done, keep checking your inbox (and junk folder) for a 

password reset message that will allow you to set a password for your account.  

 

Please note that this link will only be valid for one hour. If you try to use it afterwards, you’ll have to 

request a new reset from the admin user. 

Click on the link to go to the password reset screen. Enter a strong password for your account, 

confirm it and click on Reset Password: 

 

  



Once your password has been set up, you can log on to FlowDezk through the URL 

[yourcompany].flowdezk.com: 

 

 

Once you’re logged in, a pop-up will allow you to confirm (Done) or modify (Change) your display 

language. FlowDezk is currently available in Dutch, English, French, German, Italian, Portuguese and 

Spanish. This welcome pop-up will contain more information (such as team collaboration 

information) in the future. 

 

Click on Done to close the pop-up and access your dashboard. 

 

The top section of your screen contains three generic features: 

 

Help: click this to get access to a user manual (and, from release 3.3.1 onwards, to create a support 

ticket or to leave a suggestion). 

Profile: click this to get access to the pop-up where you can change your display language (and which 

will contain additional information in the future). 

Logout: click this to leave the application and return to the logon screen.  



Projects Dashboard 

 

The project dashboard shows all projects that you’re entitled to see as well as their status: 

  

 

Filters Section 
 

The Filters section will allow you to select only specific categories of orders or orders that were 

created within a specific period. You can also filter by owner, client or status. The Search Projects 

feature will allow you to search for a specific (partial) word or number. FlowDezk will search in the 

following fields: Order Number, Project Name, Project Description and Comments. 

The buttons in the upper right section allow you to perform an action on a number of selected orders 

simultaneously. The Claim and Transfer features will prove to be useful when your colleagues need 

to handle your projects while you have time off. The Archive feature will allow you to clean up your 

dashboard. The Reactive feature will allow you to undo the archiving of one or more projects. 

 

Field Label Action Remarks/Screenshot 

Transfer Select the projects you want to transfer to a 
colleague and click the Transfer button. In the 
pop-up that appears you can specify to which 
colleague you want to (temporarily) transfer 
the projects. 

 

Watch the YouTube instruction video on how to organize your dashboard  

https://www.youtube.com/watch?v=LH3ESCbG-q8


Claim If a colleague forgets to transfer projects 
before going on leave and the projects belong 
to an account you have access rights to, you 
can claim a project and pull it to your 
dashboard. Select the project and click on 
Claim. A pop-up will verify if you’re sure you 
want to perform this action. 

 

Archive If a project has been completed and you no 
longer want it to appear in your active 
dashboard, you can archive it. You can still find 
archived projects by ticking the Archived box 
when you set a filter. 

 
Reactivate This button will allow you to undo the archiving 

of one or more projects. The button will be 
greyed out unless you’ve selected the Archived 
button to display archived projects. 

 

 

Display Settings Section 
 

The Display Settings section allows you to sort your order so the most urgent ones or the most recent 

ones appear at the top. The following settings are available: 

Field Label Action Remarks/Screenshot 

Sort By Sort your projects by 
Deadline (most urgent 
projects at the top) or by 
Project Number (newest 
projects at the top).  

 

Mark Delivery Dates Only display projects that 
are due within the next 12, 
24 or 48 hours. This will 
help you to deal with the 
most urgent projects first. 

 

Number of unclaimed 
projects 

These are all the projects in 
the current selection that 
haven’t been claimed by 
anyone yet. 

 

Include batch delivery 
dates 

Tick this box to sort projects 
not just by project delivery 
date, but by batch delivery 
date as well. 

If this box is ticked, the most urgent 
batch delivery will be at the top. 
 
This feature only works if Deadline is 
selected in the Sort by field. 

 

 



Project Summary Section 
 

This section contains basic information about the project as well as a Planning and Finance link that 

allow you to quickly view essential details without having to drill down. Moreover this section warns 

you if an (interim) deadline is near. The batch delivery dates can be switched off. 

 

 

Field Label Action Remarks/Screenshot 

Order Number Click on this link to drill 
down to the full project 
details. 

 

Client Name The client name you 
entered in the project 
header. 

 

Owner The project manager that 
currently processes the 
order (possibly you). 

 

Project Delivery Date/Time The final delivery date and 
time of the entire project. If 
you specified any batch 
delivery dates/times, these 
will be displayed below the 
project delivery date/time. 

You can switch the display of batch 
delivery dates in the dashboard on 
and off by toggling the Display 
batches in dashboard option on the 
Quoting tab of any project. 

  
Planning Click on this link to display a 

pop-up with essential 
delivery scheduling data 
without having to drill down 
into the project. 

 
Finance Click on this link to display a 

pop-up with essential 
financial data without 
having to drill down into the 
project. 

 

 
This warning is displayed if 
an interim or final delivery 
date for your client or for 
one of the vendors for this 
project is coming up within 
the next 24 hours. 

You can switch this warning off if 
everything is under control. It will 
display again when the next delivery 
date for this project approaches: 

 



Claim this project This button allows you to 
claim the project for further 
processing.  

You’ll be using this if somebody else 
entered a project for you or if a 
project came in from an external 
system through an API connection. 

Duplicate this project Click on this button to copy 
a project. Doing so will copy 
the general project header 
data, the languages and 
services on the Quoting tab 
and the languages, services 
and templates of the 
vendors on the Resourcing 
tab to a new project. 

Note: if you duplicate a project while 
a filter has been selected, you’ll need 
to clear the filter to see the new 
project in the dashboard. 

 

  



Project Details Section 
 

This section contains status information as well as essential comments about your project. 

 

 

Field Label Action Remarks/Screenshot 

Status bar This bar displays the stage 
your project is at. This can be 
an automatically set stage or 
– if you’ve used the manual 
status override feature – a 
status you set manually.  

Please note that once a status 
has been set manually for a 
project, you’ll need to keep 
updating the status manually as 
well. Automatic status updates 
will not be resumed for this 
project. 

Project Name This is the main project name 
from the Project Name field 
in the project header. 

 

Description This is the additional 
information you entered in 
the Project Description field 
in the project header. 

 

Comments This is the additional 
information you entered in 
the Comments field in the 
project header. 

 

 

Now to create a new project click on Create Project (marked green below) in the toolbar at the top: 

 

Please note that the items marked red will only be available if you’re an admin user.  



Create a Project  
 

To create a new project, click on Create Project at the top of the page. This will take you to the 

project creation page, which consist of the following main sections: 

• General order data header 

• Quoting tab 

• Resourcing tab 

• Delivery tab 

• Finance tab 

 

General Order Data Header 
 

Enter your general project data in the general order data header. You can tick the Lock Header field 

(marked green in the screenshot below) to lock the top section of the screen for easier navigation. 

 

Please note that it’s important to click Save Changes as soon as the header data have been entered 

as some features on the tabs will not be available if the project number has not been locked by 

initially saving the order. 

This is what the fields are for: 

 

Field Label Action Remarks 

Project Name Enter the name of the project  This is the name that you want 
to appear in quotes, heads-
ups, hand-offs, invoices and 
purchase orders. 

Request Date Enter today’s date or any other 
data if required 

Today’s date is marked grey on 
the calendar. 

Client Name Select a name from the drop-
down list 

Select the client carefully. You 
cannot change your selection 
later. 

Request By (Client) Enter the name of your client 
contact 

 



Client Reference Enter any additional project ID 
that the client may have 
provided (like an internal order 
number) 

This may not always be 
necessary 

Currency Select a currency The standard currency for your 
company (as set by an admin 
user) is displayed by default. If 
you select a different currency, 
a warning will be displayed. 

Project Description Enter any additional project 
description that you find useful 

Please note: this information 
will be visible on quotes and 
purchase orders! 

Owner Your name. This field is autopopulated. 

Quote Issued On The date on which the quote is 
sent to the client. 

This field is autopopulated 
when you click Submit Quote 
further down on this page. 

Cost Centre Enter any cost centre ID the 
client may have provided. 

This may not always be 
necessary. 

Comments/Instructions Enter important project 
instructions 

These are instructions that are 
important for you as a PM (or 
for a colleague you may 
transfer this project to). This is 
NOT a field for hand-off 
instructions to vendors. This 
information will be displayed 
in the dashboard. 

 

  



Create a project – Quoting Tab 
 

The Quoting tab is the first stage of your project management process. Here you will prepare a quote 

for your client and submit it for approval. 

 

Supplied Services Section 
 

 

Select the services that need to be supplied to the client. Your company’s admin users determine 

which services appear in this section, so if something is missing, ask one of them to add categories. 

 

Supplied Languages Section 
 

This section is used to enter information about services that are charged on a word basis using CAT 

tools. 

Click on Add Language Combination to display the language selection fields: 

 

Select the source language, the target language and a word rate. The Subtotal – Combo x field will 

display the total amount for this language combination.  

If you add multiple language combinations, they will all be listed in this section. The active language 

combination is marked by a blue box. 

 

If you add multiple language combinations, the field Total Cost – Supplied Languages will display the 

combined cost of all language combinations you entered (excluding the cost of the additional 

services, however, which are displayed further down). 

 

  



CAT Analysis Combination Section 

 

Once you’ve added at least one language combination, you will also see a CAT Analyis Combination x 

section below, where “x” corresponds to the language combination that you selected (marked by the 

blue box): 

 

Here you can import or enter the various wordcounts from your CAT analysis. The standard CAT 

breakdown of the client is applied automatically. This breakdown is configured (for each client) by 

your company’s admin users so if you think something is wrong, talk to one of them. This is what the 

various fields mean: 

Field Label Action Remarks/Screenshot 

Words Enter the number of words for 
this category from your CAT 
analysis 

 

Unit Rate This is a fraction of the full 
word rate 

This field is autopopulated. The 
value in this field is full word 
rate multiplied by the 
breakdown percentage for this 
category (as configured by an 
admin user in the client 
profile). 

Subtotal This is the weighed word count 
for this category 

This field is autopopulated. The 
value in this field is the 
number of words in the Words 
field multiplied by the 
breakdown percentage for this 
category (as configured by an 
admin user in the client 
profile). 

Total Words – Combination x Total number of unweighed 
words for this language 
combination 

This field is autopopulated. 

Weighed Words – 
Combination x 

Total number of weighed 
words for this language 
combination 

This field is autopopulated. 

  

Watch the YouTube instruction video on how to import a CAT analysis  

https://www.youtube.com/watch?v=UKRGEyT-yi8


Import CAT Analysis  Click on this button to import a 
CAT analysis file from your CAT 
tool. FlowDezk currently 
supports SDL Studio, memoQ, 
Memsource, Smartling. 

Copy analysis to all language 
combinations 

 Click on this button to replicate 
the analysis you imported or 
entered to all language 
combinations for this project. 

 

If you click on Import CAT Analysis, the follow pop-up will appear: 

 

 

 

Perform the following actions to import your CAT analysis file: 

1) Select your CAT tool from the dropdown list. 

2) Select the analysis file on your local disk. 

3) Click on the Import CAT analysis button to import the numbers into FlowDezk. 

 

  



Additional Services Section 
 

This section is used to enter information about services that are charged using different units, such as 

hours, lines, pages, etc. 

Click on Add service to display the service selection fields: 

 

This is what the field are for: 

Field Label Action Remarks/Screenshots 

Item Description x Enter a description for the 
service 

This is a free text field, i.e. you 
can enter any description that 
works for you. 

Unit Select a unit If a unit you need is missing, 
ask one of your company’s 
admin users to add it. 

Volume Enter the number of units  

Rate Enter the rate per unit  

Subtotal This is the subtotal for this 
service 

This field is autopopulated. The 
value in this field is the 
number of units in the Volume 
field multiplied by the rate in 
the Rate field. 

Total Cost – Additional 
Services 

This is the total cost for all 
additional services 

This field is autopopulated. It 
adds up the amounts in the 
Subtotal fields of this section. 

 

  



Delivery Date Info Section 
 

In this field you enter all of the delivery planning information the client needs to know: 

 

This is what the fields are for: 

Field Label Action Remarks/Screenshots 

Rough Lead Time Indication Indicate a rough number of 
days you’ll need for the 
translation. 

Use this field if you cannot 
commit to a specific delivery 
date (for example if the kick-
off date for the project isn’t 
known yet). 

Project Delivery Date 
(Date/Hours/Minutes) 

Enter the project delivery date 
and time. 

Use these fields if you can 
commit to a specific delivery 
date. 

The committed delivery dates 
can only be met if the quote is 
approved and the files are 
available on/at 
(Date/Hours/Minutes) 

Enter the date by which you 
need the client to approve the 
quote in order to meet the 
delivery date specified above. 

 

 

If you’re planning to do partial deliveries before the end delivery date, you can click on Add Batch to 

display the fields where you can enter this information. The additional fields are marked green 

below. 

 



You can add a description for a batch to provide additional information in for example the Planning 

pop-up. The Display batches in dashboard option at the bottom allows you determine whether batch 

delivery dates are to be displayed in the dashboard. 

You can add any number of additional batches using the Add Batch button. 

File Management Section 
 

In this section you can upload files to the system or copy files that are already in the system for this 

project (copying will be more useful on the Resourcing and Delivery tabs). 

To upload files, click on Upload Files, select one or more files from your local or cloud drive and add 

them. Files that have been uploaded can be viewed, downloaded or deleted (one by one or in 

batches). 

 

To copy files, click on Copy Files, in the pop-up select the repository you want to copy files from (PM 

Upload, Vendor Upload, Client Upload) and click on Copy. Please note that only files that have been 

uploaded to this same project can be copied.  

 

In this pop-up the tabs have the following meaning: 

PM Upload = files uploaded by the PM for this specific project (as a hand-off to vendors or a delivery 

to the client) 

Vendor Upload = files uploaded by vendors for this specific project (as a delivery to the PM) 

Client Upload = files uploaded by the client for processing by you (this feature isn’t available yet; it 

has been prepared for future use when a client portal will be added). 

For clients that require you to download and upload files through a different system (like a client 

storage system) the External storage system link can be clicked to go to that system. This link is set by 

your company’s admin users, so talk to one of them if it doesn’t work. 

  



Quote Approval Status Section 
 

This section allows you to submit the quote and to confirm that a quote has been approved or 

rejected. You can also add discounts here. 

 

 

This is what the buttons and fields are for: 

Field Label Action Remarks 

Submit Quote Click on this button to submit 
the quote to the client. 

A pop-up will allow you to 
verify the quote before you 
send it. If you click on Send 
quote, the next pop-up will 
allow you to determine the e-
mail addresses you want to 
send the quote to and the 
subject line of the message. 
Don’t forget to click on Save if 
you change the subject line. 
The modified subject line will 
only be stored for this 
message. Once the quote has 
been sent by clicking on Send, 
the status “Quote Submitted” 
will be displayed. 

Approved Click on this button if the client 
approved the quote. 

You can only click this button if 
the quote has been submitted. 
If you click it too early an 
instruction will be displayed. 
This button will turn green 
once it’s been clicked and a 
message “Quote Approved” 
will be displayed. You will 
automatically jump to the 
Resourcing tab but you can 
simply go back by clicking on 
the Quoting tab again. 

Rejected Click on this button if the client 
rejected the quote. 

You can only click this button if 
the quote has been submitted. 
If you click it too early an 
instruction will be displayed. 
This button will turn red once 
it’s been clicked and a message 



“Quote rejected” will be 
displayed.  

Quote Approved By If the Approved button has 
been clicked, this field displays 
the client contact as the 
approver. 

This field is autopopulated. 

Client Comments Enter any important 
information the client provided 
about the quote. 

This could be financial 
information, legal information 
etc. 

Updated By The name of the PM who 
performed the last change. 

This field is autopopulated. 

Updated On The date and time of the last 
change. 

This field is autopopulated. 

Total Cost before discount The total quoted cost of the 
project (including language 
combinations and additional 
services) 

This field is autopopulated. 

Discount Amount Enter the discount amount you 
wish to apply to the quote.  

This amount will automatically 
be deducted from the total 
cost before discount. If this 
field is filled, the Discount 
Percentage field will disappear. 

Discount Percentage Enter the discount percentage 
you wish to apply to the quote. 

This percentage will 
automatically be deducted 
from the total cost before 
discount. If this field is filled, 
the Discount Amount field will 
disappear. 

 

 

  



Create a Project – Resourcing Tab 
 

Vendor Summary Section 

 

Initially this will be the only section you see, but the page will expand as you start entering vendors. 

The fields in this section will be autopopulated when you add vendors, except the Currency – All 

Vendors field, where you’ll need to add the currency you’ll be using for all vendors. A warning will 

inform you about the company’s standard currency, so make sure to consult with a manager if you 

want to enter a different unit. 

 

 

Start by clicking on the button Add Vendor, which will display the Add Vendor pop-up: 

 

 

 

  

Watch the YouTube instruction video on how to add a vendor to a project (legacy video; will be 

replaced with update for enhanced functionality) 

https://www.youtube.com/watch?v=itpg3S7UYhI


The pop-up offers three ways to search for vendors: 

General parameters: Select the source language, the target language and a specific specialization 

(skill set) you need resources for (or leave all options blank for a full list) and click on Find Vendors. 

The first source and target language from the quoting tab will be selected by default. A list of vendors 

matching your criteria will be displayed. If this is a language combination you often need vendors for, 

you can click the Add current parameter combination to favorites button to save this combination as 

one of your favorites, for easy selection in the future. You can save up to three favorites. 

Favorite parameters: Select one of the favorite combinations you stored and click on Find vendors to 

display the corresponding list. If you decide not to use one of your favorite combinations after all and 

specify a new combination instead, you can click the Deselect favorite button to undo your selection. 

Search by name: If you know whom you’re looking for, you can simply enter a (partial) name and 

click the Find vendors button. All vendors matching the search term you entered will be displayed. 

The more precise your entry is, the more precise your results will be. 

This is how vendors are listed that match your search criteria: 

 

 

  



This is what the various elements are for: 

 

Field Label Action Remarks 

Review Score This is the average review 
score of the vendor based on 
a number of criteria. 

 

Rates Click this link to display a pop-
up with rate information. If a 
rate list PDF has been 
uploaded for a vendor, this 
PDF will be downloaded when 
you click on Rates. 

Please note the status of a rate. 
Rates that don’t have an 
Approved status should be used 
with care. You may want to 
check with a manager before 
you use them. 
 

 
Display all details Click this link to go to the full 

vendor profile for more 
information. 

Check the Vendor Portal 
appendix to this manual for 
more information about vendor 
profiles. 

Use selected vendors Tick the boxes of all vendors 
you wish to add to this project 
and then click on this button 
to actually add them. 

 

 

Once the vendors have been added, you can highlight them one by one in the vendor list in order to 

expand the required sections and start entering your data: 

 

A number of sections will now pop up for this vendor you enter, i.e. Vendor x Details, Vendor x 

Supplied Languages, Vendor x Additional Services, Vendor x Files and Vendor x Hand-Off Status. As 

you enter more vendors the numbers in these sections will correspond to the vendor that’s 

highlighted (marked by the blue box). If you leave the project and then return to edit it, you’ll notice 

that all additional sections have collapsed again. You can simply open them again for a specific 

vendor by clicking on the blue link to the vendor in the Vendor Name column of this section. 

  



Vendor x Details Section 
 

Highlight a vendor to expand the corresponding sections. A vendor summary is displayed, where you 

can check the rates and display all details like you could in the Add Vendor dialogue. 

 

 

Vendor x Supplied Languages Section 
 

Your next step will be to define which language combinations(s) this vendor will supply (if this vendor 

is charging on a word basis). Click on the Add Language Combination button to display the various 

fields you need to do this: 

 

Select the source language, the target language and the unit rate. The language combination that 

you used to search for the vendor in the vendor selection pop-up will be displayed by default. The 

Subtotal – Combo x field will be empty until you start entering wordcounts in the Vendor x CAT 

Analysis section. 

You can add multiple language combinations for each vendor. 

You can also add information about delivery batches for each language combination. To do this click 

on the Add Batch button. 

 

You can add multiple batches and batch descriptions for each language combination. 

 

  



Once you’ve entered this information it will be available through the Delivery Schedule link in the 

Vendor Summary section as well. Please remember to click Save Changes first though. 

Click here: 

 

To see this: 

 

Vendor x CAT Analysis – Language Combination x Section 
 

In this section you can specify the role of the vendor as well as the wordcounts per CAT category. The 

x’s in the title of this section will change depending on the vendor you highlight and on the language 

combination you’re viewing for this vendor. You can go from one vendor to the next by selecting the 

vendor in the Vendor Summary section. The various language combinations per vendor are listed 

below each other, so no need to select a language combination when a vendor is displayed. 

 

Select one of the radio buttons at the top of the section to specify the role of the vendor. Please note 

that these roles have been configured by your company’s admin users. Contact one of them is 

something is missing. 



Then import or enter the wordcounts of the various categories based on your CAT analysis. If the 

project is a simple one with just one vendor and just one language combination, you can click on 

Copy from Quote to copy the analysis numbers from the Quoting tab. 

Just like on the Quoting tab the fields in this section have the following purpose: 

Field Label Action Remarks/Screenshot 

Words Enter the number of words for 
this category from your CAT 
analysis 

 

Unit Rate This is a fraction of the full 
word rate 

This field is autopopulated. The 
value in this field is full word 
rate multiplied by the 
breakdown percentage for this 
category (as configured by an 
admin user in the client 
profile). 

Subtotal This is the weighed word count 
for this category 

This field is autopopulated. The 
value in this field is the 
number of words in the Words 
field multiplied by the 
breakdown percentage for this 
category (as configured by an 
admin user in the client 
profile). 

Total Words – Combination x Total number of unweighed 
words for this language 
combination 

This field is autopopulated. 

Weighed Words – 
Combination x 

Total number of weighed 
words for this language 
combination 

This field is autopopulated. 

Import CAT Analysis  Click on this button to import a 
CAT analysis file from your CAT 
tool. FlowDezk currently 
supports SDL Studio, memoQ 
and Memsource. 

Copy analysis to all language 
combinations 

 Click on this button to replicate 
the analysis you imported or 
entered to all language 
combinations for this project. 

Change CAT breakdown for 
vendor 

 This button is the only 
difference between the 
Quoting and the Resourcing 
tab for this section. Its function 
is explained below.  

 

On the Resourcing tab you’ll find one additional button: Change CAT breakdown for vendor. If the 

breakdown you use for your vendor differs from the breakdown you agreed upon with your client, 

you can click this button to go to a pop-up where you can enter a vendor breakdown. 



 

Change the numbers and click on Save to store the changes for this specific vendor and for this 

specific project. 

 

If you click on Import CAT Analysis, the follow pop-up will appear: 

 

 

 

Perform the following actions to import your CAT analysis file: 

1) Select your CAT tool from the dropdown list. 

2) Select the analysis file on your local disk. 

3) Click on the Import CAT analysis button to import the numbers into FlowDezk. 

 



If you would like to additional language combinations for this vendor, just click on the Add Language 

Combination button in the Vendor x Supplied Languages section. The additional language 

combination will be displayed below the previous one in the Vendor x Supplied Languages section: 

 

The corresponding vendor CAT analysis will be displayed below the previous CAT analysis in the 

Vendor x CAT Analysis section: 

 

 

Vendor x Services Section 
 

Just like on the Quoting tab you can add additional services here too. Click on Add service to display 

the service selection fields and click on Add Batch to schedule delivery batches for each service. The 

expanded section (after clicking on both buttons) looks like this: 

 

 



Here you can enter additional services that are not charged on a word basis. This is what the fields 

are for: 

Field Label Action Remarks/Screenshot 

Item Description x Enter a description for the 
additional service. 

This is a free text field, i.e. you 
can enter any description you 
want. 

Unit Select a unit. If a unit you need is missing, 
ask one of your company’s 
admin users to add it. 

Volume Enter the number of units.  

Rate Enter the rate per unit.  

Subtotal This is the subtotal for this 
service. 

This field is autopopulated. The 
value in this field is the 
number of units in the Volume 
field multiplied by the rate in 
the Rate field. 

Total Cost – Services This is the total cost for all 
additional services. 

This field is autopopulated. It 
adds up the amounts in the 
Subtotal fields of this section. 

Delivery Date – Batch x 
(Date/Hours/Minutes) 

Enter the date and the time on 
which you want the vendor to 
deliver this batch. 

 

Description Enter a description for this 
delivery batch. 

 

 

Vendor x Files Section 
 

Just like on the Quoting tab you can upload or copy files. This time you’re preparing a batch of files 

for this specific vendor. All the files you upload or copy to this vendor will be available to the vendor 

through a link in the autogenerated heads-up or hand-off e-mail message he/she receives as well as 

on their portal page in the vendor portal. So make sure you’re only uploading or copying files this 

vendor should/can see. 

To upload files, click on Upload Files, select one or more files from your local or cloud drive and add 

them. Files that have been uploaded can be viewed, downloaded or deleted (one by one or in 

batches). 

 

To copy files, click on Copy Files, in the pop-up select the repository you want to copy files from (PM 

Upload, Vendor Upload, Client Upload) and click on Copy. Please note that only files that have been 

uploaded to this same project can be copied. 



 

In this pop-up the tabs have the following meaning: 

PM Upload = files uploaded by the PM for this specific project (as a hand-off to vendors or a delivery 

to the client) 

Vendor Upload = files uploaded by vendors for this specific project (as a delivery to the PM) 

Client Upload = files uploaded by the client for processing by you (this feature isn’t available yet; it 

has been prepared for future use). 

For clients that require you to download and upload files through a different system (like a client 

storage system) the External storage system link can be clicked to go to that system. This link is set by 

your company’s admin users, so talk to one of them if it doesn’t work.  

  



Vendor x Hand-Off Status Section 
 

This section allows you to prepare a heads-up/hand-off using pre-defined templates and to go 

through the various workflow steps. This is the order of the steps: 

1. Select, edit and save the heads-up template (adding a download link, an upload link, the 

analysis and or the cost where needed). 

2. Send the heads-up to the vendor. 

3. Wait for the vendor to accept or reject the heads-up (directly from the FlowDezk vendor 

portal or otherwise). 

4. Wait for the client to approve the quote. 

5. If the client approves the quote and the vendor accepts the heads-up, confirm the project to 

the vendor OR if one of these conditions is not met, cancel the project for the vendor. 

Buttons are enabled (blue) depending on where you are in the process. If you click on a grey 

(disabled) button, an instruction will be displayed explaining how you can enable this button. 

Initially this section is empty and looks like this: 

 

The various fields and buttons are used as follows: 

Field Label Action Remarks/Screenshot 

Click here to add download 
link 

Add a download link to the 
heads-up/hand-off. It will 
give the vendor access to all 
of the files you uploaded or 
copied to File Management 
for this vendor. 

This link will be available on the 
vendor’s page in the vendor portal 
as well. 

Click here to add upload link Add an upload link to the 
heads-up/hand-off. It will 
allow the vendor to upload 
deliverables to FlowDezk. 

This link will be available on the 
vendor’s page in the vendor portal 
as well. 

  



Select Heads-Up Template Select one of the templates 
that are available for this 
client. 

The heads-up are defined at the 
master data level. If you would like 
the template to be 
reviewed/changed, please contact 
your manager. 

Heads-Up Template – Please 
adapt before you submit 

Edit the standard template 
for this specific project, 
adding project-specific 
information for the vendor. 

Make sure everything the vendor 
needs to know for this project is 
included. The heads-up mail the 
system generates contains an 
standard introduction, so you may 
want to take this into account. This 
standard introduction is 
determined by your company’s 
admin users, so talk to them if you 
think it should change. 

Save Heads-Up Make sure to save the edited 
heads-up by clicking this 
button. 

This button is always available. 

Add Analysis to Heads-Up Click on this button if you 
want to add extensive 
financial information to the 
heads-up/hand-off. 

This is recommended as you’ll be 
adding a very detailed summary of 
wordcounts, additional services, 
batch delivery dates and cost to 
the heads-up. This button is always 
available. You can fine-tune the 
layout. 

Add Cost to Heads-Up Click on this button if you 
want to add the total cost at 
the end of the heads-up. 

Use this button only if you’re not 
adding the analysis to the heads-
up. This button is always available. 

Submit Heads-Up Click on this button to 
generate a heads-up for the 
vendor. This heads-up will be 
sent by mail and will be 
visible on the vendor’s page 
in the vendor portal. 

A pop-up will allow you to 
determine which e-mail 
address(es) the heads-up should 
be sent to and what the subject 
line of the e-mail should look like. 

 
If you change the subject line in 
the bottom field, don’t forget to 
click on Save before you proceed. 
The new subject line will only be 
stored for this particular message. 
Once you’ve clicked on Submit, the 
screen will display the notification 
“Heads-up submitted” in amber: 

. This button is 
always available. 



Accept Heads-Up Click on this button if the 
vendor accepts the heads-up. 
If the vendor accepts the 
project on his/her page in 
the vendor portal, this 
button will be clicked 
remotely. 

This does not automatically mean 
you’re ready to confirm the project 
to the vendor as the client may not 
have approved the quote yet. The 
screen will display the notification 
“Heads-up accepted” in green: 

 and the button 
will turn green. This button will be 
available only if a heads-up has 
been submitted. 

Reject Heads-Up Click on this button if the 
vendor rejects the heads-up. 
If the vendor rejects the 
project on his/her page in 
the vendor portal, this 
button will be clicked 
remotely. 

The screen will display the 
notification “Heads-up rejected” in 
red:  and the 
button will turn red. This button 
will be available only if a heads-up 
has been submitted. 

Confirm Project to Vendor Click on this button to send a 
confirmed hand-off to the 
vendor. This confirmed hand-
off will be sent by mail and 
will be visible on the 
vendor’s page in the vendor 
portal. The status of the 
order will change from 
Accepted to Confirmed on 
the vendor’s page in the 
vendor portal and a PO PDF 
download link will now be 
available as well. The PO PDF 
will also be attached to the 
e-mail. 

A pop-up will ask if you need to 
edit the heads-up for this 
confirmed hand-off: 

 
If you edit the heads-up, don’t 
forget to save it again using the 
Save Heads-Up button. If you click 
on No, a pop-up will allow you to 
determine which e-mail 
address(es) the confirmation 
should be sent to and what the 
subject line of the e-mail should 
look like. 

 
If you change the subject line in 
the bottom field, don’t forget to 
click on Save before you proceed. 
The new subject line will only be 
stored for this particular message. 
Once you’ve clicked on Submit, the 
project confirmation will be 
sent/posted. The screen will 
display the notification “Hand-off 



confirmed” in blue:   
                                    and the button 
will turn green. This button will 
only be available if the quote has 
been approved and the heads-up 
has been accepted. 

Cancel Project for Vendor Click this button to cancel 
the project for the vendor. 
The project will be marked as 
canceled on the vendor’s 
page in the vendor portal 
and will become uneditable 
for the vendor. 

Use this button if the vendor 
rejected the heads-up and/or the 
client rejected the quote. The 
screen will display the notification 
“Canceled project to vendor” in 

red:  
and the button will turn red. This 
button wil only be available if a 
heads-up has been submitted. 

Job Delivered Click this button if the vendor 
has delivered everything. 

The use of this button is optional. 
It may help you to keep an 
overview, but more specific 
delivery information will be 
available on the Delivery tab. This 
button will only be available if the 
project has been confirmed to the 
vendor. The button will turn green. 

Total Cost Displays the total cost of the 
purchase order for this 
vendor. 

This field is autopopulated. 

Updated On Displays the date and time of 
the last change in this 
section. 

This field is autopopulated. 

 

  



Create a Project – Delivery Tab 
 

On this tab you can complete a quality checklist and package files for delivery to the client or just 

mark the project as completed if you use an external delivery system. 

 

Quality Assurance Section 
 

In this box you can tick a number of quality steps to confirm that they have been completed. The 

items in this list are configured by your company’s admin users, so contact one of them if something 

seems to be wrong or missing. 

If all boxes have been ticked the status changes from QA Pending to QA Completed and the entire 

project moves to the Quality Checked stage. 

 

If you check all the boxes, the status will change to “QA Completed”: 

 

 

  



Language Combinations Section 
 

In this section you can upload and/or copy files for delivery to the client. This is done per language 

combination. 

 

 

 

You can either click on Upload Files and upload deliverables you received through a different channel 

or you can click Copy Files to copy the files the vendor delivered into the File Management section. 

The following pop-up will appear: 

 

 

This time you will be selecting the Vendor Upload tab to find the files that have been uploaded by 

vendors for this project. They’ve been sorted by vendor, so you’ll know where to store them on the 

Delivery tab, even if the file names are identical. 

Select the files that you want to appear in this delivery section and click on Copy. The files will now 

be displayed in the File Management section. 



You now have several options: 

 

 

Field Label Action Remarks/Screenshot 

View Click this if the file is small and 
you want to check it online for 
immediate delivery. 

Files will only display properly 
if they are MS Office or PDF 
files. Zip files and CAT tool 
packages need to be 
downloaded first. 

Download selection Click this if the selected files 
need to be downloaded for 
further processing. 

You will be able to upload 
them again with the Upload 
Files button once further 
processing has been 
completed. 

Deliver selection Click this if the selected files 
are final and you want to 
deliver them to the client. 

A pop-up will allow you to 
enter/select the e-mail 
address(es) you want to 
deliver the files to as well as 
the subject line of the 
message. Don’t forget to click 
on Save if you change the 
subject line of the message. 
The change will only be stored 
for this specific message. After 
delivery Delivered will be 
mentioned in green next to the 
files. The client will receive an 
e-mail that contains a link 
which will download a zip with 
all the delivered files for this 
section when clicked. 

Delete selection Click this if the selected files 
need to be deleted. 

 

 

If you need to use an external file system for delivery to the client, click the External Storage System 

link. The URL this link takes you to has been configured by your company’s admin users. 

Once you’ve completed delivery for this section, you can click on Deliver Files to confirm that all files 

for this section have been delivered. The system will display the notification “Combo delivery 

completed”.  

So                                        will become 

Repeat the same process for the other language combinations. 



 

Services Section 
 

Proceed as described for the Language Combinations section above. The only difference is that the 

status that appears when you click Deliver Files is slightly different: 

 

 

  



Project Delivery Status Section 
 

Once all project files have been delivered to the client, you will perform two actions in this section: 

 

Click on the Project Delivered button to confirm all files have been delivered. The system will display 

the notification “Project fully delivered”. 

Click on the Send Project to Accounting button. Please note: this will freeze all financial data of the 

project for accounting. You can then go to the Finance tab to perform the last (financial) steps for 

this project. 

Once these actions have been performed the section will look like this: 

 

  



Create a Project – Finance Tab 
 

You’ve done most of the work now. The Finance tab is where you generate and manage your billing. 

If your company has an API between FlowDezk and its accounting software, this page is where you 

send the invoice and purchase order amounts to your accounting system.  

If your company does not have an API between FlowDezk and its accounting software, you will be 

able to create, receive and manage invoices on this tab. 

Some of the images in this section are placeholders and do not reflect the final functionality yet, as 

these features are at the final stages of development. 

 

Client Section 
 

This section contains all the amounts and features for outgoing invoices. 

 

For API users only:  

Tick the All amounts are correct box to confirm that all data in this section are correct. The Confirm & 

Send button will change from grey to blue. 

Click on the Confirm & send button to send the amounts to your accounting software. A message will 

be displayed if this is done successfully. 

 

For all users: 

This is how the various UI elements of the “Client” section work: 

Element Function Comments 

Generate invoice If this button is clicked, a pop-up is generated 
(see description below this table) and after the 
required data have been selected/entered and 
“Generate invoice” has been clicked in that pop-
up the invoice is generated and saved in the 
system. The file will not be automatically 
downloaded. Instead the file name (Invoice-
#xxx.pdf) will be displayed under the action 
buttons in green. The buttons “View”, 

 



“Download” and “Send” (which are initially 
greyed out) will turn blue to indicate they’ve 
become available. 

Invoice sent/Date If API is available: The “Invoice sent” box is 
automatically ticked and the corresponding 
“Date” field is automatically populated with 
today’s date when “Confirm & Send” is clicked. 
If API is not available: The “Invoice sent” box is 
automatically ticked and the corresponding 
“Date” field is automatically populated with 
today’s date once the invoice has been sent using 
the “Send” button. 

In both scenarios it is 
possible to manually 
overwrite the 
selection of the box 
and the date in the 
field. If the date field 
is clicked to manually 
overwrite it, a 
calendar pop-up will 
appear. 

View If this button is clicked (once it becomes 
available), the PDF of the generated invoice will 
be displayed. 

 

Download If this button is clicked (once it becomes 
available), the PDF of the generated invoice will 
be downloaded. 

 

Send If this button is clicked a pop-up similar to the 
one that appears when “Submit Quote” is clicked 
will appear, allowing the user to preview the 
invoice, select the required e-mail addresses and 
send the invoice directly to the client. 

 

Invoice paid/Date If POST API is available: The “Invoice paid” box is 
automatically ticked and the corresponding 
“Date” field is automatically populated with 
today’s date when the payment is marked as 
done in the accounting system and this 
information is sent to FlowDezk through the 
POST API. 
If POST API is not available: The “Invoice paid” 
box can be ticked manually and the 
corresponding “Date” field can be filled manually.  

The project status bar 
will move to the 
“Paid” status as soon 
as the “Invoice paid” 
box has been ticked. 
In both scenarios it is 
possible to manually 
overwrite the 
selection of the box 
and the date in the 
field. If the date field 
is clicked to manually 
overwrite it, a 
calendar pop-up will 
appear. 

 

 

  



If “Generate invoice” is clicked, the following pop-up will be generated: 

 

 

This how the various UI elements of this pop-up work: 

Element Function Comments 

Client Address The address in the client profile that is marked as 
“Use for invoicing” is suggested here. You can 
edit this address. 

 

Invoice Number A standard FlowDezk invoice number is suggested 
here. You can edit this number. 

 

Tax Information / 
Description 

Here one of the tax descriptions from 
Configuration -> Taxes can be selected. 

 

Tax Information / 
Rate 

Here one of the tax percentages from 
Configuration -> Taxes can be selected. 

 

Include These boxes can be selected to indicate if these 
items should be included on the invoice: 
Project Description: the content of the “Project 
Description” field in the project header will be 
included.  
Cost Center: the content of the “Cost Center” 
field in the project header will be included. 
Requester: the content of the “Request by 
(Client)” field in the project header will be 
included.  

 



Client Tax ID: the content of the “Tax/VAT ID” 
field in the contact box in the client profile that 
has been marked as “Use for invoicing” will be 
included. 
Gridlines: if this box is checked, the table 
gridlines will be displayed on the invoice. If left 
unchecked, the gridlines will not be displayed on 
the invoice. 
Full CAT breakdown: if this box is checked, the 
full CAT breakdown will be included in the invoice 
(i.e. not just the totals). 
Full delivery schedule: if this box is checked, the 
full delivery schedule will be included in the 
invoice. 

Generate invoice When this button is clicked, the invoice is actually 
generated and saved in the system as described 
earlier.  

 

 

 

Vendors Section 
 

This section contains all amounts and features for incoming invoices. 

 

 

This is how the various UI elements of the “Vendors” section work: 

Element Function Comments 

Regenerate PO If this button is clicked, a pop-up similar to 
the one that appears when “Submit Quote” 
is clicked will appear, allowing the user to 
preview the PO, select the required e-mail 
addresses and send the PO directly to the 
vendor. The PO will also be updated in the 
vendor’s view of the vendor portal. 

 

Invoice 
received/Date 

If “Allow vendors to upload invoices” is 
switched on: The “Invoice received” box is 
automatically ticked and the corresponding 
“Date” field is automatically populated with 

In both scenarios you can 
manually overwrite the 
selection of the box and 
the date in the field. If the 



today’s date when the vendor uploads 
his/her invoice in the vendor portal. The 
buttons “View” and “Download” (which are 
initially greyed out) will turn blue to indicate 
they’ve become available. The name of the 
file the vendor uploaded will be displayed 
under the action buttons in green. 
If “Allow vendors to upload invoices” is 
switched off: The “Invoice received” box can 
be ticked manually and the corresponding 
“Date” field can be filled manually. 

date field is clicked to 
manually overwrite it, a 
calendar pop-up will 
appear. 

View If this button is clicked (once it becomes 
available), the PDF of the invoice uploaded 
by the vendor will be displayed. 

 

Download If this button is clicked (once it becomes 
available), the PDF of the invoice uploaded 
by the vendor will be downloaded. 

 

Invoice paid/Date If POST API is available: The “Invoice paid” 
box is automatically ticked and the 
corresponding “Date” field is automatically 
populated with today’s date when the 
payment is marked as done in the 
accounting system and this information is 
sent to FlowDezk through the POST API. 
If POST API is not available: The “Invoice 
paid” box can be ticked manually and the 
corresponding “Date” field can be filled 
manually.  

The project status bar will 
move to the “Paid” status 
as soon as the “Invoice 
paid” box has been ticked. 
Moreover the payment 
date will be displayed in 
the “Invoice paid” field in 
the vendor’s view of the 
vendor portal. 
In both scenarios you can 
manually overwrite the 
selection of the box and 
the date in the field. If the 
date field is clicked to 
manually overwrite it, a 
calendar pop-up will 
appear. 

 

Financial Status Section 
 

This section contains a financial summary. 

 

Total amount in:  This is the total invoice amount for the client. 

Total amount out:  This is the total purchase order amount for all vendors. 

Profit margin amount:  This is the total profit on this project. 

Profit margin percentage: This is the profit margin percentage for this project. 



APPENDIX 2 – VENDOR PROFILES 

Vendor Profiles 
 

Please note that this appendix describes the internal view of vendor profiles, so don’t share these 

instructions with vendors. Vendors will have access to a customized vendor manual through their 

Help option. 

If you click on Display All Details for a vendor, a new browser tab is opened which displays the full 

vendor profile.  

 

 

Please note: Any changes you make will be immediately visible to the vendor, with two exceptions: 

Rates section: this section has a negotiation mechanism. 

Vendor Review Summary section: this section is only visible to you and not to the vendor. 

Moreover the vendor will be updating this information, so be careful when you start editing data as 

you may overwrite changes the vendor has entered. 

 

  



Primary/Secondary Contact section 
 

In this section you can enter or update the contact data of the vendor. Freelancers will most likely 

just have Primary Contact data. For LSP companies you may want to add additional contact 

informaton in the Secondary Contact section. 

 

 

Language Combinations section 
 

In this section you can specify all the language combinations a vendor handles as well as the 

corresponding specializations. The dropdown boxes show the languages and the specializations your 

company’s admin users have set. If you would like to specify a language combination or 

specialization that isn’t available in the list, please contact an admin user. 

 

Add a language combination by clicking on Add Combination. A new line will appear under the 

existing ones. If you’re entering more than ten language combinations you may have to scroll down a 

bit to see the new line. 

On the new line select a Source and a Target and indicate if the vendor is a native speaker for the 

target language by ticking the Target Native Speaker checkbox (for an LSP you can mark several 

languages as native speaker languages). You can also select a Specialization (skill) the vendor has for 

a specific language combination or leave this field empty. You can remove redundant lines by clicking 

on Trash. 



If you tick LSP handling all major languages and upload a PDF with the languages the vendor is 

offering using the Upload List link, this company will pop up in all language combination searches. 

Use this feature if the vendor is offering a really long list of language combinations. 

 

CAT Tool Expertise section 
 

In this section you can specify the CAT tool expertise the vendor has. The fields are free text fields, so 

you can add anything you consider relevant. 

 

Add a CAT tool by clicking on Add Tool. A new line will appear under the existing ones. If you’re 

entering more than ten tools you may have to scroll down a bit to see the new line. 

On the new line enter the name of the CAT tool in Tool Name and the most recent version the 

vendor is using in Version. Select a number of stars under Level of Expertise to indicate how 

experienced the vendor is as a user of this tool. If the vendor owns a license to the tool, tick License 

Owned. You can enter additional information in the Comments field. 

If the vendor works with a long list of tools and tool versions, you can tick LSP handling all major tools 

and upload a PDF with the tools the vendor is offering using the Upload List link. 

 

  



Rates Section 
 

In this section you can negotiate rates with a vendor. The mechanism works both ways, so both you 

and your vendor can propose rates here. You can propose a new rate, propose a change to an 

existing rate, approve a rate proposal from your vendor or reject a rate proposal from your vendor. 

 

This is how the negotiation feature works: 

• Add Rate: click on this button to add a new line.  A new line will appear under the existing 

ones. If you’re entering more than ten rates you may have to scroll down a bit to see the new 

line.  

• Rate Unit Description: enter any description of the rate in this free text field. 

• Currency: choose a currency from the list. This list has been defined by your company’s 

admin users and shows the currencies your company accepts. 

• Rate per Unit: enter a rate in this free text field. This should be the rate for a single unit. 

• Submit: click on this button to send your rate proposal to the vendor. Your vendor will 

receive a message alerting him or her to the fact that you proposed a rate. 

• Change: click on this button if you want to change a rate you proposed, regardless of its 

status. The line will become editable again. You cannot change approved rates that were 

proposed by your vendor. 

• Approve: click on this button to approve a rate that has been proposed by your vendor. An 

alert will be sent to your vendor. 

• Reject: click on this button to reject a rate that has been proposed by your vendor. An alert 

will be sent to your vendor. 

If you have a rate agreement with your vendor for a long list of rates, you can tick LSP with rate 

agreement and upload a PDF with the approved rates using the Upload List link. Chances are your 

vendor has already done this for you, in which case you can click on Download List to download and 

review the rate list. 

 

  



ISO Documentation section 
 

In this section you can upload the documents that are needed for ISO certification purposes or to 

otherwise establish a vendor’s skills. Your company’s admin users determine which documents are 

mentioned in this list. 

 

Click on the upload symbol           to upload the required document. As soon as the document has 

been uploaded, the item turns green to indicate the requirement has been met. You can delete a 

document or simply upload a new one to replace the previous one. 

 

Pitch section 
 

In this section a vendor can add information about him/herself. You are not supposed to provide or 

modify this information as a project/account manager. 

 



Availability Section 
 

In this section you can indicate the vendor’s availability and leave additional comments. Only change 

this section if the vendor is known to not regularly update his/her availability information. 

 

By clicking on a date several times you can toggle the colour to indicate if the vendor is available, 

partially available or fully booked that day. This will help you to quickly make decisions about project 

assignments. 

 

 

 

 

 

 

 

 

 

 

 

  



Vendor Review Summary Section 
 

In this section you can review the performance of the vendor. This section is not visible to the vendor 

in their vendor portal. 

 

All of these are freely definable. This is how it works: 

Field Label Action Remarks/Screenshot 

Add Item Click on this button to add an 
item. 

A line will be added where you can 
enter a description and click a rate 
by clicking on the stars. 

 
Change Item Click on this button to 

change an existing item. 
The fields and the stars will 
become editable again. Moreover 
a trash icon will appear so you can 
remove the line. 

Overal Review Score This is the average score 
FlowDezk calculates based 
on the individual review 
scores you entered. 

The field will also indicate when a 
score was last changed and by 
whom. 

 
Upload Review Document Upload a document with a 

full review of the vendor. 
The document name will be 
displayed once it has been 
uploaded. 

Download Review 
Document 

Download the document that 
has been uploaded. 

 

Comments Enter any additional 
comments about the 
performance of the vendor. 

 

 

 


