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Introduction 

This manual is for all users who work with the Plunet supplier portal. You can use Plunet to check, 

accept and deliver jobs, create invoices and maintain your own data in the system. This description 

gives you an overview of the workflow of a typical job. 

Login 

You can access Plunet from Comtext in your web browser via https://plunet.sprachenservice.de 

Then you need to log in to the system with the username and password provided. 

 

 

https://plunet.sprachenservice.de/
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NOTE 

If you enter the wrong password three times in a row, your account will automatically be locked for 

24 hours. To unlock the account earlier, please contact your project manager. If you have forgotten 

your password, you can click on Create a new password and a new password will be sent to you by 

e-mail. If you have any other problems accessing Plunet, click on Problems logging in and fill out 

the form to send a message to the system administrator. 

Navigation 

Plunet is based on web technologies and is completely browser-based. Therefore, the controls are 

largely similar to those of website browsers on the internet. 

Navigation in Plunet is divided into the following levels: 

• Main menus 

• Submenus 

• Areas 

The number of menus available to you depends on your rights and activated modules. If you move 

the mouse over a main menu, the submenus below it are displayed. Each menu has areas that are 

arranged one below the other. The area headings can be found under the page title. If you click on 

the heading there, you will automatically be taken to the desired area. 
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Users 
 

 

Info 

Here you can find useful documents and links, e.g. the current confirmation of assignment for 

interpreter assignments, instructions for working with Trados GroupShare or this Plunet 

manual. 

Settings 

Here you can customise the appearance of Plunet, record any absences or change your password. 

Logout 

You can log out of Plunet by clicking on  . 
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Dashboard 

Once you have logged in, the first thing you will see is your dashboard. This page gives you an 

overview of your jobs and invoices, which are organised by status. If you click on a status (e.g. In 

progress or Delivered), a list of all elements with this status opens. 

 

The dashboard can also be accessed at any time via Home → Dashboard. You can also edit your 

personal Settings via this menu. 

My Data 

The main menu "My Data" contains your profile. Here you can manage your stored contact details 

and addresses and view stored properties, price lists, and payment details. You can also access 

your weekly schedule from here and record absences. 

Filling in the weekly plan 

HOME →  SETTINGS →  PERSONAL SETTINGS  

Video Tutorial (EN): Setting Up The Weekly Working Schedule 

To ensure that your availability for jobs is visible, it is very important that you indicate your working 

hours and planned absences (e.g. holidays). 

You can enter your weekly working hours and absences in your personal settings or via your profile. 

https://register.gotowebinar.com/recording/2920235123490739714
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Click on Manage weekly schedule. You can select the time zone on the left-hand side. Enter the 

week from which this weekly schedule is valid under Schedule valid from and click OK.  

To create a new weekly schedule for the selected week, enter the working times (from-until) and 

select the days of the week. As long as the number of working hours per day is correct, any time can 

be entered at this point. The exact "from-until" working times are displayed in your time recording. 

You can also select several days at the same time. 

 

Click on OK. The times are then displayed in grey in the table. You can adjust the times more 

precisely by clicking on the individual blocks. 



 
Plunet supplier portal: Manual - V20241128 

 Page 8 of 15 

 

 

Recording absences 

You can record your absences using the Add absence option. Enter the dates, times, and reason for 

absence. You can also enter a comment or a more detailed reason in the Memo field. Select All-day 

if you will be absent all day or for several days at a time. Hourly absences do not need to be 

entered. 
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Accepting a job 

Job assignment at Comtext takes place in two steps: 

1. Job enquiry and job acceptance 

2. Job assignment 

The project manager will send you a job enquiry per e-mail. You can confirm this via the "Accept 

job" link in the email or on your Plunet dashboard (described below). The job will then be 

permanently assigned to you and you will automatically receive the job assignment in a second 

email. The job notification consists of brief information in the e-mail text section and a detailed 

PDF. 

In rare cases, the project manager might send requests to several linguists, with the first linguist 

who accepts the job being commissioned directly. You may also be assigned a job directly (e.g. for 

ad hoc interpreting assignments). In this case, you can start processing immediately. 

Your current and previous jobs are listed under Dashboard → Jobs. There are the following statuses: 

• Requested → The project manager has sent you a request and is waiting for you to accept or 

reject the corresponding jobs. 

• Assigned - waiting → Jobs that have been assigned to you but cannot be started until the 

previous job has been completed. (e.g. if you have been assigned to the revision job in a 

workflow and have to wait until the previous translation job has been completed). 

• In progress → Jobs you are currently working on. 

• Delivered → Jobs that have been delivered back to the project manager. 

• Accepted → Jobs that have been accepted by the project manager. If you have the appropriate 

authorisation, you can create an invoice for these jobs. 
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Click on Requested to open a list of your requested jobs. 

 

If you click on a job, the job opens as an overlay with all the relevant data. You can read through the 

job details before accepting or rejecting the job. Under Job → Specification you can confirm your 

availability and accept the job. 

 

After you have accepted the job, you will automatically receive the job assignment. 

Your project manager is also informed automatically. 
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Job assignment 

As soon as you are assigned to the job, you will receive the job assignment as a PDF via e-mail 

with all the relevant job details. The job number is specified in the subject line. This e-mail also 

serves as a request for you to log in to Plunet and download all the documents you need to process 

the job (as an alternative, you can download via download link in the job e-mail). The entire 

workflow in Plunet is described below. 

Processing and delivering jobs 

You can find an overview of your assigned jobs in the dashboard under In progress. If you click on 

the job number, the job opens as an overlay. 

 

Downloading source files 

In the Output files area, click on the Download ZIP archive button to retrieve the output files (and 

any reference files, if applicable). 

Alternatively, you can download the files via the download link from your job assignment. You do 

not need to log into Plunet to do this. 
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Delivering target files 

JOB →  DELIVERY  

Once you have completed the job, you can deliver the documents via Plunet. Open the Delivery 

tab in the job: 

 

1. Under Deliver data to server click on Target files. Click on Browse... and select the finished 

documents. Alternatively, you can upload the documents via drag & drop by dragging the 

files from your Windows Explorer into the FileManager. 

 

2. Click on Upload and the data will be saved in the inbox folder (!in ) of your job. Once the 

upload is complete, you can close the window. 

3. If there are work instructions for the job, the checklist under Check work instructions should 

be completed before the job can be delivered. To do this, tick off the work instructions with 

Tip for interpreters: Speed up your invoicing process by uploading your assignment 

confirmation as a scan and delivering the job as described below (unless the original was 

explicitly requested by post with the job assignment). 
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Not completed or Completed. 

 

4. Under Send delivery, you can enter a delivery note if necessary and inform the project 

manager, for example, of the number of lines you will be invoicing. Depending on the 

progress of the job, then click on either Partial delivery or Final delivery. The delivery date 

now appears below the delivery note and the project manager receives an email with a 

delivery note and the specification (Partial delivery) or (Final delivery) in the subject line. 

 

Questions about assignments 

You can ask questions about the assignment at any time by e-mail. For simple and correct 

allocation, please reply to the job assignment e-mail. 

This is also applicable if you deliver your translations by e-mail. 
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Invoices: Creating credit notes 

If you have the appropriate authorisation, you can create a credit note in Plunet for your jobs. If 

the right is not activated for you, please contact your project manager. 

 

After the project manager has changed the status of your job to Accepted, the job will appear in 

your dashboard under the heading Approved - please create invoice. 

You can now create an invoice by selecting the relevant jobs and clicking on Create invoice for 

approved jobs. If there are any discrepancies between the data in the system and your data, please 

contact the office manager or project manager. 

 

If you have worked on jobs with different company codes (= Comtext location), only jobs with the 

same company code can be billed together. Plunet automatically selects the company code. If you 

select all jobs, for example, a collective invoice for Comtext Leipzig is created first. All other jobs 

remain unchanged and can be billed in a subsequent invoice round. 

After you have clicked on Create invoice for accepted jobs, a new invoice will open. This will be 

automatically assigned an internal invoice number. You can enter your own invoice number in the 

corresponding field. 

Note: Plunet uses the term invoice. The document created is called "Credit note". 

For the sake of simplicity, we use the term "invoice" in the following, corresponding to the term in Plunet. 

For organisational reasons, we request that invoices be issued as a collective invoice at the 

beginning of the month (1st to 10th day of the month). 
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The term of payment is 30 days. 

 

 

Click on the Print invoice button to create a copy of the invoice document for your own records. 

Once you have entered all the data for the invoice, click Send invoice for approval. The status of the 

invoice changes to Sent for approval and the invoice is sent to the relevant Comtext office. 

 

After submitting the invoice via Plunet, you complete the process. 

The Plunet invoice replaces your own invoice. Please do not send your self-generated invoice or 

the invoice copy from Plunet to the central invoice reception or by post. 


