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Introduction 
 

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

industry users in mind. The solution allows all users to easily track their ongoing projects and to go 

through a number of logical steps from start to completion. 

As a vendor you can access FlowDezk through the vendor portal account your client as created for 

you. In this portal you can update your expertise and availability information, upload ISO 

documentation, negotiate rates and much more. 

 

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 manual contains the information vendors need to get to know and use FlowDezk. 

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. 

Important: This manual may contain incorrect or outdated information.  

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


 

 

Logging on 
 

Your client’s 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 your client’s 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 [companynameof 

yourclient].flowdezk.com/vendor: 

 

 

 

Once you’re logged in, a pop-up will give you a quick overview of your profile settings 

 

You can modify your display language by clicking on Change and selecting a language from the 

dropw-down list. FlowDezk is currently available in Dutch, English, French, German, Italian, 

Portuguese and Spanish.  

You can also Enable two-factor authentication from this pop-up. If you click on Enable, you will be 

asked if you’re sure you want to set up two-factor authentication. If you confirm, a QR code will be 

displayed, which you should scan with the Google Authenticator app on your phone to set up 



 

 

authentication. Please enter the code provided by Google Authenticator in the Verification Code field 

in FlowDezk and click on Verify to complete 2FA activation. 

The pop-up will also allow you to create and edit project labels/colours (for the Categorize feature in 

the dashboard) under My Project Labels. If you click on Edit Label, a list of existing labels will be 

displayed. You can modify the colour or description of a label by clicking on it. You can delete a label 

by clicking on the cross. Click on Add New Label to add a label.  

 

 

Click on the colour box to change the colour. If you click on Other under the colour options you can 

fine-tune the colours beyond the standard colours. 

 

Click on Apply to save the new or edited labels. 

Click on Done to close the pop-up and access your dashboard. You can always go back to this pop-up 

by clicking on Logged in as. 

 

  



 

 

Once you’ve logged on, you will be directed to your home page, which consists of a My Projects and 

a My Profile tab. 

 

  

 

The top section contains two tabs (My projects and My profile) as well as the following items: 

Help: click this to get access to three options: 

 

Logged in as: click this to get access to the pop-up where you can change your display language, set 

your two-factor authentication and add/change project category labels. 

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



 

 

My Projects 
 

The project dashboard shows all projects that have been submitted to you at some point in time. 

Please refresh this screen regularly to check for updates.  

The header section contains a number of features you can use to sort, filter or process your projects. 

  

Filters section: the options in this section allow you to filter the display of your projects based on 

their status. 

Display Settings section: the options in this section allow you to sort your projects as follows: 

• Sort By: here you can determine if the newest/oldest project or the project with the 

nearest/furthest deadline should be displayed at the top. If you select Project Number, the 

projects will be displayed based on the order number. If you select Deadline, the projects will 

be displayed based on the deadline that has been set for you. If you tick the Include batch 

delivery dates checkbox, interim deadlines will be taken into account during sorting. Projects 

without a deadline are displayed at the top before the nearest deadline. If you have several 

projects without a deadline, you can request your project manager to set a deadline for you, 

so the orders get sorted properly. 

• Mark Delivery Dates: select one of the options to display all projects or only the projects that 

have a deadline within the next 12, 24 or 48 hours. 

Actions section: the options in this section allow you to perform specific actions on the projects you 

have selected: 

• Accept: allows you to accept a project heads-up that has been submitted to you by your 

project manager (you will receive an e-mail alert if a project heads-up has been submitted to 

you). If you click this button for a project, the system will send an e-mail to your project 

manager to alert him/her to the fact that the heads-up has been accepted. 

• Reject: allows you to reject a project heads-up that has been submitted to you by your 

project manager (you will receive an e-mail alert if a project heads-up has been submitted to 

you). If you click this button for a project, the system will send an e-mail to your project 

manager to alert him/her to the fact that the heads-up has been rejected. 

• Deliver: allows you to mark a project as delivered (you will need to use the specified delivery 

method to actually deliver the files; this is just a system status change). If you click this 

button for a project, the system will send an e-mail to your project manager to alert him/her 

to the fact that the project files have been delivered. 

• Archive: allows you to archive projects that have been completed, canceled or rejected, so 

they won’t appear in your default dashboard anymore. 

• Reactivate: allows you to bring archived projects back to your production dashboard for 

further processing. 

 



 

 

 

 

The details section contains all the information you need to process an order properly. 

 

Project Summary section: the options in this section provide summary information about the project: 

• Order Number: the project number that has been allocated by the system and that you can 

reference to when talking to your project manager. 

• Status: the status, which is also indicated by the status bar. You can double-click on a section 

of the status bar to set the project to this status. 

• Owner: your project manager. 

• Project Delivery Date: the date your project manager has set for you. 

• Categorize this project: click this button to choose one of the project labels you defined 

(through the pop-up that displays when you click on Logged in as). 

• Planning: if you click on this link, you get to see scheduling and rate information for your 

project: 

 

 

Deadline: this warning is displayed if you have a deadline coming up within the next 24 hours. 

  



 

 

Project Details section: this section provides additional information about the project and contains 

buttons that allow you to download project instructions, download/upload project files, view your 

purchase order and manage your invoices/payments. The status of the project and the selection your 

project manager makes determine what exactly you get to see in this section. These are the various 

stages this section can go through: 

Heads-up received: 

 

When you receive an e-mail alert telling you your project manager has submitted a project to you, 

you’ll find this project in My Projects. (You may have to refresh your screen first.) It will have the 

status Received. The following buttons will be available: 

• Download Heads-Up Files: click on this button to download a zip with all project files. If this 

button is not available (displaying the message “This link has not been made available by 

your project manager”) your project manager has decided to make your files available 

through a different channel. 

• Upload Delivery Files: click on this button to upload your project deliverables. If this button is 

not available (displaying the message “This link has not been made available by your project 

manager”) your project manager needs you to deliver your files through a different channel. 

• Download Heads-Up: click on this button to download the project instructions. If this file is 

empty, there may be no specific project instructions. 

 

Project accepted: 

 

If you select the project and click Accept, the project will move to the Accepted status. You may need 

to refresh your screen to make this change visible. The system will send an e-mail to your project 

manager to alert him/her to your acceptance of the project. If you accepted the project through a 

different channel, your project manager may have set this status for you. 

  



 

 

Project confirmed: 

 

If your project manager confirms the project in FlowDezk, the project will move to the Confirmed 

status. You will be alerted to this change by an e-mail message. Please refresh your screen to make 

this change visible. Please note the following changes: 

• The Download Heads-Up Files button has been renamed to Download Hand-Off Files. 

• The Download Heads-Up button has been renamed to Download Hand-off. 

• You will be able to download the PO using the Purchase Order/Download button under 

Invoicing documents. 

 

Project delivered: 

 

Once you’ve delivered all project files through the specified channel, you can select the project and 

click on Deliver to move it to the next stage. Your may have to refresh your screen to make the 

change visible. Your project manager will receive an e-mail message alerting him/her to the fact that 

you made a delivery. 

 

  



 

 

Project invoiced: 

 

Once you’ve uploaded your invoice using the Upload button under Invoicing documents, the status of 

the project will move to Invoiced. The date on which the invoice has been uploaded will be displayed. 

 

Project paid: 

 

Once your project manager has set your invoice to Paid, this will be visible in your dashboard. The 

date on which the invoice has been paid will be displayed. 

 

Project rejected: 

 

If you select a project and click on Reject, the status bar will disappear and the project will be clearly 

marked as rejected. Please note that you will not be able to undo this change (although your project 

manager can resubmit the heads-up if needed). You may have to refresh your screen to make the 

change visible.  



 

 

Invoicing documents section 

 

The Invoicing Documents section contains several buttons. 

 

 

This is what they do: 

Element Function Comments 

Purchase order/View If this button is clicked, the purchase order PDF is 
displayed. 

 

Purchase 
order/Download 

If this button is clicked, the purchase order PDF is 
downloaded. 

 

Invoice/Upload If this button is clicked, you can select an invoice 
PDF on your local disk and upload it to FlowDezk. 
The upload date is displayed in the “Invoice 
uploaded” field mentioned above and an e-mail 
alert is sent to the PM as soon as the invoice has 
been uploaded.  

If your PM doesn’t 
allow you to upload 
invoices, the following 
message is displayed 
when the button is 
clicked: “This feature 
has been switched off 
by your client”. 

Invoice/View If this button is clicked, the invoice PDF you 
uploaded is displayed. If no invoice has been 
uploaded, the following message is displayed 
when the button is clicked: “You haven’t 
uploaded an invoice yet.” 

If your PM doesn’t 
allow you to upload 
invoices, the following 
message is displayed 
when the button is 
clicked: “This feature 
has been switched off 
by your client”. 

Invoice/Download If this button is clicked, the invoice PDF you 
uploaded is downloaded. If no invoice has been 
uploaded, the following message is displayed 
when the button is clicked: “You haven’t 
uploaded an invoice yet.” 

If your PM doesn’t 
allow you to upload 
invoices, the following 
message is displayed 
when the button is 
clicked: “This feature 
has been switched off 
by your client”. 

Invoice/Delete If this button is clicked, the invoice PDF you 
uploaded is deleted after a confirmation pop-up 
has been displayed: “Are you sure you want to 
delete this invoice?”. If no invoice has been 

If your PM doesn’t 
allow you to upload 
invoices, the following 
message is displayed 



 

 

uploaded, the following message is displayed 
when the button is clicked: “You haven’t 
uploaded an invoice yet.” When the invoice is 
deleted, the date in the “Invoice uploaded” field 
will disappear. 

when the button is 
clicked: “This feature 
has been switched off 
by your client”. 

  



 

 

My Profile 
 

This tab shows your profile, which displays information that your project manager uses to determine 

your suitability for specific projects. The great thing is that you can change all these data and that 

your changes will be immediately visible to your project manager (except the Rates section, which 

has a negotiation mechanism): 

 

 

The My Profile tab contains several sections, which are described below. 

 

Contact section 
 

In this section you can enter or update your contact data. You can enter up to four different contacts. 

Please enter only one e-mail address in each box. Only the first contact is displayed fully by default. 

You can unhide the other contacts by clicking on the eye icon. 

 

 
  



 

 

Language Combinations section 
 

In this section you can specify all the language combinations you can handle as well as the 

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

your client’s admin user has made available. If you would like to specify a language combination or 

specialization that isn’t available in the list, please contact your client. 

 

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 you’re a native speaker for the target 

language by ticking the Target Native Speaker checkbox. You can also select a Specialization (skill) 

you have 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 you’re offering 

using the Upload List link, your company will pop up in all language combination searches of your 

project manager. Use this feature if you’re offering a really long list of language combinations. 

 

CAT Tool Expertise section 
 

In this section you can specify the CAT tool expertise you or the company you’re representing have. 

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 you’re 

working with in Version. Select a number of stars under Level of Expertise to indicate how 

experienced you are as a user of this tool. If you own a license to the tool, tick License Owned. This is 

important because a project manager may appreciate your experience but if you don’t hold a license 

it may be impossible to allocate the project. You can enter additional information in the Comments 

field. 

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

upload a PDF with the tools you’re offering using the Upload List link. 

 

Rates Section 
 

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

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

rate, approve a rate proposal from your client or reject a rate proposal from your client. 

 

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 tools 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 client’s admin 

user and shows the currencies your client 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 client. Your client 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 client. 

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

alert will be sent to your client. 

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

be sent to your client. 

 



 

 

If you have a rate agreement with your client 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 

client 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 your client needs for ISO certification purposes or 

to otherwise establish your skills. Your client determines 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 you can add information about yourself. Upload a picture and/or tell your client more 

about yourself, your newest skills, your interests, etc. 

 



 

 

Availability Section 
 

In this section you can indicate your availability and leave additional comments. 

 

By clicking on a date several times you can toggle the color to indicate if you’re available, partially 

available or fully booked that day. This will help your project manager to quickly make decisions 

about project assignments. 

 

That’s it for this release of FlowDezk! 

If your company is interested in purchasing a FlowDezk subscription for its own projects, please 

contact us at sales@flowdezk.com. Rediscover project management. Discover FlowDezk. 

 

 

mailto:sales@flowdezk.com

