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1. General information 
 
This manual describes all menu’s available in the Suppliers portal: 
 

• Home 

• News 

• Assortments 

• Deliveries 

• Crates  

• Quality 

• History 

• Crop registration 

• Invoices  

• Settings 

• Contact  
 
Menu items not applicable to your account (e.g. Invoice) will not be visible in the Suppliers portal. 
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2. Log-in 
 
You have received your  ‘creditor’ number and password in the announcement sent to you . You 
must use these to log-in to the Suppliers portal: https://www.telersportal.nl  
 
When you open the link the following screen should appear:  

 
 
Fill in your ‘creditor number’, username and password (see announcement) and click on Log in. If you 
would like the portal to remember your ‘creditor number’ and username please click on the 
remember username button.   
 
For reasons of security it is not possible to save your password alongside your ‘creditornumber’and 
username. 
  
Some computers may not be able to remember your username due to the cookie settings on the 
computer used. In that case you will have to type your username when logging in to the Suppliers 
portal.  You will be able to change your password as described in section 10: Settings.  
 
 
 
 
 

http://www.telersportal.nl/
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Once you have logged in the following screen should appear:  

 
 
Once you have logged in the portals functions will appear in the taskbar (upper right on the screen). 
The following functions are now available in the portal: News, Assortments, Deliveries, Crates, 
Quality, History, Cop registration, Invoices, Settings and Contact.    
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3. News  
 
This page contains both general news-items and produce specific news-items. 

 
 

• By clicking on Details you can read the news-item. 

• Unread news-items are in Bold type.  

• News-items which have been read move to the bottom of the page.  

• News-items remain on the News page for four months.  

• After four months news-items will be moved to the Archive where they will be visible for a 

further twelve months. 
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4. Product groups: communicating weekly prognoses and daily plans  
 
To communicate a weekly prognosis or day plan click Assortments in the menu bar and the following 

screen should appear:  

 
 
This screen shows all the product groups supplied by you (for example: Leek and Cauliflower).  
 

 
 
Your commercial contact will advise you if this option applies to you. 

Click Weekly Planning to enter your weekly prognosis for the coming week (starting Friday up to and 

including Thursday). The prognosis must be submitted every week before 15:00 on Wednesday’s. 

The following screen should then appear: 

 

Please fill in the amount of goods you expect for the coming week (in kilograms or crates). Please 
make certain you fill in the correct articles. 

If there are multiple varieties or countries of origin these can be added by pressing  to add an 
extra line for the same product.  
 
Once finished press Save. The weekly prognosis will then be sent to Bakker. 
  
Please note that if you do not click on Save then no prognosis will be sent to Bakker.  
  
Having saved you can click Assortments again to send daily plans and quality reports.  
 
An ordernumber will be generated for every day entered in the weekly prognosis which will be visible 
above the day in question on this screen as well as the daily plan screen. 
 
After sending the weekly prognosis you can immediately fill in your requests for delivery of empty 
crates. How to do that is explained in section 5.  

Entering a weekly planning 

invoeren 
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 You can also submit an order in the Assortments menu. 
 

Click per product group separately on Order. The order is the total number (in kilograms or crates) of 
goods for one delivery day. Thus it is possible to submit more than 26 pallets per day. The total 
amount of produce must be confirmed at latest by 15:00 the day before delivery. For example 
Thursday before 15:00 for Friday’s delivery.   
The following screen should then appear: 
 

 
 

The order shows the articles from the assortment selected. 
If there are articles in this group which are no longer active then please contact your commercial 
contact to have these articles made inactive. 
The Divide button should activate once the order has been saved. 
 
Step 1: Choose the date of delivery  
Choose the date of delivery you wish to submit. By clicking on the date in the upper left of the screen 
a calendar will appear. If you choose the correct date an order will appear corresponding to the 
prognosis given by you in the weekly plan. 
  

Submitting an order 

invoeren 
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Step 2: Filling in the loading address and time of loading or unloading. 
 

 
 

• Enter Time product ready. 

• Stacked blockpallets and europallets count as 1 pallet place for stacks of 2 pallets.   

• Enter Ground places block (100x120) for the order in question. 

• Enter Ground places euro (80x120) for the order in question.  

• Check that the Loading address is correct and if necessary choose the correct loading 
address.  

• Fill in Remark to supply additional information.  

• Fill in Transport text to supply additional information for transport.  

• Fill in Reference to supply a reference number. 
 

 
 

 
• Enter Time of arrival. 

• Stacked blockpallets and europallets count as 1 pallet place for stacks of 2 pallets.   

• Enter Ground places block (100x120) for the order in question. 

• Enter Ground places euro (80x120) for the order in question.  

• Fill in Remark to supply additional information.  

• Fill in Transport remark to supply additional information for transport.  

• Fill in Reference to supply a reference number. 
 

 
 
Step 3: Submitting a daily plan  
 
Enter the amount of crates or kilograms  per product  you are delivering (discrepancies will be noted 
on unloading and communicated to you). To ensure a swift and accurate supply chain it is important 
to fill out the daily plan as accurately as possible.  
 
You can amend the amounts supplied on the day of delivery to the exact amount of crates/kilograms 
supplied to Bakker.  
 

  

If goods are loaded by Bakker 

invoeren 

If goods are transported to Bakker by you 
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Step 4: Saving the order  
 
Once filled out you can click on Save and the plan (including amounts, times and addresses) will be 
sent to Bakker. If you are used to receiving a confirmation after sending a daily plan then you will 
automatically receive one via e-mail after sending your daily plan via Suppliers portal.  
 
Please note that if you do not click Save then no daily plan will be sent to Bakker!  
 
Click on Assortments to fill out other products if required. 

 
Orders can be placed in advance. Click on the date of delivery (step 1) for orders after the date first 
selected and then repeat steps 2, 3 and 4 as necessary.  
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4.1 Partial deliveries 

 

 

After filling out the daily plan the order can be distributed. Click Divide and the following screen 

should appear:  

 

If less than one truck is to be supplied then the amount in delivery 1 will be filled out automatically.  

The  button gives you the option to split your delivery amongst several deliveries. 

You can enter the distributed amounts per delivery per order. You can then enter the amounts 

delivered per order per line. The header TBD (To Be Divided) shows the total amount of products (in 

crates or kilograms)still to be divided.  The exact distribution of products must be supplied the day 

before delivery before 15:00, or before the truck has loaded the specific delivery. 

  

Distribution of planned products 
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If supplying more than one delivery on any given day then you can add a new delivery via the  
button. A new delivery will appear with a new delivery number.  
Fill out the loading/unloading times, loading address, amount of pallet places and amount of product 
as per the first delivery.  
 

 

Changes to country of origin, variety or higher amounts than planned must be changed in the daily 
plan first before they can be distributed.  
 

 

4.2 Overview deliveries 
 

 

Click Overview and the following screen should appear:  

 

All deliveries in the chosen period will be displayed. The distribute screen can be accessed by clicking 

on the delivery.  

Multiple deliveries per day 

Delivery overview 
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4.3 Quality report 
 

 
 

If you have filled out a quality report for a product you can upload this via the portal. Go to the 

distribution screen and to the right of the entry field for each delivery is an icon. Click this  to 
upload the report.   
 

 
 

This icon  means that no quality report has been uploaded yet. Once uploaded the icon will change 

color and become . 

Click on the quality report icon  and the following screen should appear: 
 

 
 
This screen contains the information necessary to fill out a quality report. Both generic information 
as well as product specific quality items to check per crate are to be filled out. 
 
Start by selecting the harvest date and weather type on that date. Also give the expected shelf-life 
and loading temperature. 
 
If the report concerns the entire order then check the box behind “Applies to all pallets of this item 
for this loading location”. 
Next choose 4 crates and grade all criteria. 
 
For the following items you need to fill in the actual measured value: 
• Temperature 
• Brix 
• Color  
  

Uploading quality reports 
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For the other items you can grade with a 5-point rating scale:  
1. Does not meet specifications 
2. Dubious, lower end of specifications 
3. Meets specifications 
4. Above specifications 
5. Well above specifications 
 
Once filled out press  Save and the report will be uploaded and sent to Bakker. 
Please note that if you do not click Save then no quality report will be sent to Bakker!  
 

You can check the  symbols, to make sure all necessary quality reports are completed. 
 
After receiving your goods the quality department will also assay the quality and make a report. The 
results of that quality report, and your own, will be visible the day after delivery in the menu item 
Quality Both your and the report made by Bakker will be visible by selecting the order in question. 
For an explanation of this menu item please read section 6.   
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4.4 Delivery receipt 

 

 
 
In the Distribution screen a delivery receipt can be printed once completely filled out. Press Print 
delivery receipt and the following screen should appear:  
 

 

You can fill out the amount of pallets and BBE (Best Before Date) or daycode per article in this screen. 
The amount of pallets is necessary for receiving the right quantity of pallets, with this information we 
can print the correct number of pallet labels.  
Also you need to fill in the amount of pallets per pallet type supplied. These details will be added to 
the delivery note.  
You can now press Print delivery receipt, a PDF document will be opened. You can print and save the 
delivery note in PDF-format. Please give the truck driver who collects/delivers the goods two copies 
of the delivery note. You can also print a copy for your administration. 

  

Delivery receipt 
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5. Ordering crates 
 
You can order crates via Crates in the menu. If you require crates or pallets that are not listed you 
can call the logistic planning department at (+31)0180 695 899. 
 

 

If you have multiple unloading addresses you can select the correct address from the list. If you pick 
up your crates and/or pallets then the loading address will be listed.  
 
You can change orders until 12:00 on the day before delivery. After 12:00 changes cannot be made 
any more in the suppliers portal and you will have to contact the logistic planning department at 
(+31)0180 695 899.   
 
Once finished you can click Save and the request will be sent to Bakker.  
 
Please note that if you do not click Save then no request will be sent to Bakker!  
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6. Quality 
You can find your quality reports in the Quality menu  and view them by day or by week. You can 

also see how your report compares to other suppliers reports (all comparisons are made 

anonymously).  

 

6.1 Daily quality reports  

 

This overview shows the quality control reports on any given day and compares them with the report 

made by Bakker’s  Quality department. The reports can be viewed from 00:01 in the portal the day 

following delivery of goods.  

The following screen should  be visible: 

 

First select the date of the reports you wish to see. Please note that the date is when the goods were 

received by Bakker (nearly always the same as the date of delivery).  

You can then see the orders placed on the selected day, as well as the time of loading. Please select 

the order you wish to see if there are multiple orders on the day selected.  

 

You should then see: 

• The grades you gave per crate per criteria (K-1 t/m K-4);  

• The weighted average of the 4 crates per article   

• The average grade of all suppliers grades (Supplier Average, T-Gem)  

• One or more reports (per article) made by Bakker’s Quality Department 

• A weighted average (if multiple reports were made by Bakker) per item and per criteria (BK-

Gem) 
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6.2 Weekly quality reports 

 

You can also see your reports and those made by Bakker for a whole week. Press Quality in the menu 

and choose Weekly quality reports and the following screen should appear:  

 

This overview shows the average grades,  per criteria, of all of your reports and those of Bakker.  
Press Back or Forward to see earlier or later reports.  
 

6.3 Comparisons 

 

This overview allows you to compare your reports with those made by other suppliers. Click 

‘Generate Report’ in the Quality screen. The following screen should appear:  

 

You can select reports by period (such as per week or month) or by day. Select the period required by 

choosing the dates necessary. For instance:  

From delivery date: 10-01-2019 

Until delivery date: 08-01-2019 
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Select the required article to view it’s reports and to compare it to other reports. Click  Generate 

report to see the report. The following screen should appear:  

 

You will see two charts. The left shows the average grades of all criteria. Blue bars are the grades 

given by Bakker’s Quality Department. We strive to get as many suppliers as possible to grade and 

send in their reports every year  

The right chart shows your average  grade per criterium for the selected period. The column(s) next 

to it shows the average grades of  other suppliers of the selected article for the selected period. You 

can compare your reports to others in this way.   

Please note that the grades in the chart above are fictious and not based on fact!  
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7. Crop registration 
 
Click on the menu button Crop registration and the following screen should appear: 
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8. History 
 

You can see your prognosis, planned and factual orders for the past few weeks by clicking the History 

button . 

 

By clicking Back or Forward (below the overview) you can view an earlier or later week.  



 

 
Manual Suppliers portal – 2019                                                                                                                            Version 1.0  
  
 22 

9. Invoices 
 
Click on the button Invoices and the following screen should appear:  
 

 
 
Every Tuesday the previous weeks invoices will be published here. Click Invoice xxxxxxxxx.pdf to 
open the invoice in a new window.  
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10. Settings 
 

10.1 Password settings 

 
You can change your password in this menu. Click on Settings and the following screen should 
appear:  

 

Fill in your current password and then your new password and confirm by typing your new password 
again. Click Change to save your new password.  
 
 

10.2 Users 

 

 

You can add users and change the rights per user in this screen. By hovering your mouse cursor over 
the abbreviations of the items the complete description will be visible.  
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11. Contact 
 
Click Contact to view contact details if you have a question or run into a problem.  
 
You can also address your questions to your contact person of the commercial department. 
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12. Log off 
 
To leave the portal you will have to log off. This can be done from any menu item by clicking Log off 
located in the bottom of the screen. You can then close the portal.  
 


