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Vendor Portal - Introduction

 Flex Supplier Portal is an Internet based Web application for the suppliers of Flex across the globe 

 This portal can be accessible from any external network by using set of User Id and Password for logging into portal.  

 Our Portal is compatible with all commonly used browsers (IE, Chrome, Firefox and Safari)

OKTA Link - https://flex.okta.com/login/default

Vendor Portal Link - https://supplierportal.Flexronics.com/SupplierPortal/public/login.aspx

Technical / Access issues – Vendor.portal@Flextronics.com

https://flex.okta.com/login/default
https://supplierportal.flexronics.com/supplierportal/public/login.aspx
mailto:Vendor.portal@Flex.com
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View of Supplier Portal Home Page 
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Key Features and Benefits

Key Features Benefits

- Not required to send invoice copies through Post and Save printing & Postal charges

- Cycle Time Reduction in Invoice Date to Invoice Approval Date

- Better penetration of auto approval of uploaded invoices

- No Missing Invoices

- Quote confirmation id during discussion with Flex team for an easy reference

- Easily Track status of a particular Invoice 

- Simply get status of all Invoices through customized “Invoice Report” option

- Suppliers can generate the Report at a convenient time for reconciliation

- Standard Operation Procedure and Videos available for easy navigation and guidance

- Flex AP and Buyer Contacts with Escalation Matrix available

Upload soft copy of invoices online

Unique confirmation ID generated for all uploaded Invoices

Report – Invoice Report in Excel

Help & Contact



Access Request Procedure

7



8

Access via Web Portal

New Suppliers can browse to the Portal home page to register themselves for getting the access by clicking on the Request Access link 

as shown in the below screen.
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Access via Web Portal

The Sign Up link will open up the registration form where the Supplier is required to fill in Supplier Company information, user information and the list of Flex site for which access is  required. 

All the fields marked with asterisk are mandatory to be filled in.

Following are the fields that a Supplier needs to fill in to request for access to the Portal:

Field Name Description

Supplier Name Supplier Company Name

Address 1 Address Line 1

Address 2 Address Line 2 (Non Mandatory)

City City

State State

Zip Zip Code

Country Country

EU Supplier User Check this only if the company supplies goods or services under an EU VAT registration number

First Name Requestor First Name

Last Name Requestor Last Name

Designation Requestor Designation

Requestor Email Requestor Email Address (This email address will be used by Portal to send out the account credentials and invoice information)

Requestor Phone 1 Contact Number 1

Requestor Phone 2 Contact Number 2 (Non Mandatory)
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Access via Web Portal

After entering the above information, 
please select the Flex Sites for which 
you have business or require access 
and submit the request by clicking on 
Submit Access Request button. 

Upon submission, the system will send 
the request for approval based on 
access requested and upon approval 
the system will grant access to the user 
and will send the notification email to 
the user along with the login details for 
the Supplier Portal to the email address 
which is provided during the 
registration.

Note: Each supplier will have a unique 
user id through which they can access 
all the Flex companies in which they do 
business with. 



Access via Web Portal

Once you have submitted your access request– you can click on “My Registration Status” link in the login section to check the status of your request.
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This will open up the registration status page where you can enter your email address and click on Check Status button – which will display the status of 

your registration request.
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Access via Web Portal

Once access request approved by approvers then supplier will receive access status email from 

portal. Access approved supplier will get email from OKTA application with “user name”. Supplier’s 

registered email ID will become user name. 

Password needs to be set by supplier’s user himself. Password must have at least 8 Characters, 

minimum one lower case letter, an upper case letter, a number and a symbol and no parts of 

supplier’s user name.



Invoice Upload
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Invoice Filing - Overview

Invoice filing section allows the Suppliers to upload invoices to the respective Flex Sites. Under this section first the Supplier has to select the Flex Site (from the available list) to which the

invoice is billed to. Depending on the site selected, the system will show multiple options for supplier to upload the invoices.

There are two possible options for uploading the invoices to Flex AP System:

 Option 1:- Upload of Invoice soft copy and Invoice details via Web Form (recommended)

 Option 2 :- Upload of Invoice soft copy and Invoice details via Excel template (Bulk Invoice Upload)

Go To Option 1

Go To Option 2
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Invoice Filing – Option 1 ~ Page

Option 1:- Invoice Input in the Web Page

With this feature, Suppliers will be able to key in invoice information into the web page along with uploading the soft copy invoice. This will

help better tracking of invoice (due to availability of information) and also in processing high priority / overdue invoices

Step 1: Kindly go to my dash board screen
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Invoice Filing – Option 1 ~ Page 2 

Step2: select the respective site and currency, to upload invoice with purchase order click UPLOAD PO (as highlighted below)

And to upload a credit note click UPLOAD CN (as below)
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Invoice Filing – Option 1 ~ Page 3 

NOTE: you can also reach this step even from invoice filling option.  Currency selected should always be as per 

your Invoice.
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Invoice Filing – Option 1 ~ Page 4 

Step 3: Fill your respective invoice details like Invoice#, Invoice Date, Invoice Amount and Attach the invoice PDF by using the Browse option

Step 4: please enter your PO # and click Search 
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Invoice Filing – Option 1 ~ Page 5 

Step 5: Now all your open order lines will be displayed as below, Tick the check box to select the respective lines and click submit
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Invoice Filing – Option 1 ~ Page 6 

 If the pre-populated Packing Slip is not correct, you may edit to do the changes accordingly.  

 If the Packing Slip field is blank, then please enter the correct Packing Slip before submitting the Invoice



21

Invoice Filing – Option 1 ~ Page 7 
Go to Invoice Filing Overview

Note: In case you get any highlighted pop up message from the system, please reconfirm it before you click submit button. Incase if would like to make any changes use the 

edit option, then give Add Invoice.

If you have uploaded the detail correctly then the screen will appear like below.
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Invoice Filing – Option 2 ~ Page 1

With this feature, Suppliers will be able to key in invoice information into the web page along with uploading the soft copy invoice.

Step 1: Kindly go to my dash board screen

Please follow the below steps to upload bulk invoices in new portal
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Invoice Filing – Option 2 ~ Page 2 

Step2: select the respective site and currency, to upload invoice with purchase order click UPLOAD PO (as highlighted below)

And to upload a credit note click UPLOAD CN (as below)
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Invoice Filing – Option 2 ~ Page 3

Step 3 Click the highlighted link (Click here to download Excel Form) for Bulk uploading which is mandatory

Once you click the link you will get the below POP up, click open and you can view the excel sheet in your screen 
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Invoice Filing – Option 2 ~ Page 4

Step 4: Kindly fill your invoice detail in the excel sheet.  For example

Step 5: Create new folder in your desktop
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Invoice Filing – Option 2 ~ Page 5

Save your invoice copies PDF and also paste your excel sheet where you have entered the invoice details in the new folder

Step 6 : Zip the new folder which contains the excel sheet and the invoice copies .

The Zip file should not exceed 3mb
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Invoice Filing – Option 2 ~ Page 6

Step 7 :    Click on Browse button to select the Zip file created in step “ 6” and  Click on ‘Extract Zip’ button, this will load the content of Zip file

Once you click extract ZIP there will be a Pop up saying “Invalid data will be ignored“ 

Note : If you have entered any invalid details like PO number, then system will not include the respective line item in the add invoice field 
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Invoice Filing – Option 2 ~ Page 7

Click OK for the following POP UP !



Invoice Report
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Invoice Report Procedure 

This module allows

Suppliers to search and

check the status of their

invoices..

Suppliers will have the

option to select the report

filtering parameters

Click on Generate

Report button to view the

data based on the

selected filters.

The report output can be

exported to excel file by

clicking on Export

Report to Excel link.

1

2

3

4
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Invoice Report Output

Status of Invoice Approved OR Paid OR Blocked



My Dashboard
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My Preferences

Here the Supplier can select the maximum number of invoices to be shown under My Dashboard page and can also add / remove additional fields to be 

shown for each invoice. Three fields (Invoice number, Amount and Status) are set as mandatory and cannot be removed from the My Dashboard section



Change Password & FAQ’s
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Change Password

This section allows Suppliers to change their login password. 

The system will ask Supplier to enter the Old Password, New Password and 

confirm New Password. Once the details are entered - click on Change 

Password button.

FAQ’s

Under FAQ’s we have a list of frequently asked questions for Supplier Portal.



Error Messages
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Error Message during Invoice upload



User Manuals
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User Manuals

Select “Help” for Documents

This section is helpful for you to 

download Supplier Portal user 

manual in pdf.

Second section for Videos about 

Flex Supplier Portal

In third section, you can view the 

Videos for using the Supplier Portal



Thank You
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