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CETRA’s Resource Portal – Plunet

The intention of this guide is to provide general information about CETRA’s 
resource portal (Plunet) as well as detailed instructions on how to accept, 
deliver and invoice projects using Plunet.

The resource portal offers many beneficial features:

• Bypasses email spam filters

• Bypasses email file size restrictions

• Enables the secure transfer of sensitive files

• Organizes CETRA jobs using an informative dashboard

• Offers reporting features for active and past jobs

• Reduces invoicing discrepancies

• Speeds up invoicing process



Browser Requirements and the Login Screen

Browser Requirements

• Microsoft Edge

• Google Chrome

• Mozilla Firefox

*** Latest Versions Supported ***

After three failed login attempts, your account will be 
locked for 24 hours. If this happens to you, you 
can unlock your account by one of the two 
methods below:

1. Recover your password using the “Forgot your 
password?” link. In order to recover your 
password, you will need to know your 
username. An email with instructions will be 
sent to the address on file.

2. If you cannot remember your username, send 
an email to michael.harter@cetra.com to 
request your login information.



Dashboard

• The dashboard in Plunet serves as 
the central hub for information 
about all the active jobs you are 
working on.

• Each of the areas in the example 
image to the right will be 
explained in detail later within 
this guide.

• The dashboard is accessed by 
clicking on the       icon. 



Orders > Status Report - Jobs

Under Orders > Status Report – Jobs, 
you can run status reports.

• The search criteria can be filtered 
by date ranges and job status.

• The status report will provide you 
information on current and 
previous jobs. 

• Jobs can be directly accessed in 
the results area.



Settings

The settings area allows you to customize 
your Plunet experience, change your 
password and create absences.

The Settings page is accessed by the 
Dashboard icon > Settings.

• Absence
– To create an absence, select the ⊕ icon, 

enter in a start & end date/time, reason 
and optional description. Once this is 
entered, click the Save button in the 
lower left.
• If you are unavailable for a full single 

day, you must check All-Day Event.

– Adding these will inform project 
managers that you are not available and 
will not be able to accept new work 
during the selected timeframe.



General Information – My Data

The My Data section contains general contact 
information, calendar and address information. This 
information is initially entered in by CETRA’s Global 
Resource Manager. 

• Under Communication and Calendar, much of 
this can be updated. If you move, change your 
phone number, change your last name, etc., 
update the information stored here. 

Note:  Before you can edit this, you need to unlock the 
record. To do so, click on the lock icon at the top of 
the record.

• Calendar – this displays a summary of the 
current jobs you are working on and status of 
each job. Additional information is displayed if 
you hover over this with your mouse. This also 
displays any Absent times you entered.
– Absences can also be entered on this screen. 

To do so you must first unlock the record.



Locked Records

• Job records and My Data can only be accessed by one 
user at a time. Occasionally you will see a red lock 
icon when these records are open by another user. 
Before you can make any changes (for example, job 
delivery or updating contact information), you will 
need to unlock the record.

• To unlock the record just click on the lock icon and 
select OK. The page will refresh and you will have the 
ability to modify the record.



Resource Portal Workflow – from request to invoice

1. The CETRA Project Manager 
sends request e-mail

2. The resource receives and 
reviews the request email

3. The resource accepts or 
rejects the request

4. If accepted, the Project 
Manager changes the request 

status to In Progress; the 
request is now a job

5. The resource performs the 
requested work

6. The resource uploads files 
into the job in Plunet and 

completes the delivery process

7. The Project Manager 
reviews the deliverables and 

assuming everything is in 
order, the Project Manager 
changes the job status to 

Approved

9. The resource creates an 
invoice directly through Plunet

10. An invoice is created and is 
ready to be reviewed by 

CETRA’s accounting 
department; the job status is 

set to Invoice Created

11. CETRA’s accounting 
department will review the 

invoice and assuming 
everything is in order, they set 

the job status to Invoice 
Accepted

CETRA 
Steps

Resource 
Steps



Steps 1, 2, & 3: Receiving the request and logging into Plunet

1. You will receive a request via e-mail 
from a CETRA project manager. 
The email will contain many 
details about the project. 

2. Review the request email for 
information about the job. 

3. Follow the instructions within the 
email to accept or reject the job 
using the provided links or by 
logging into Plunet.



Step 3: Reviewing the request & files, and confirming the job

If the job was accepted using the 
provided links in the email, you 
will skip to step 4.

3.1 - If you choose to log into Plunet to 
accept the job, the initial screen 
you will see is the Dashboard.

3.2 On the dashboard, you will see a 
“Requested” category.  If you have 
a request, you will see a number 
within the parentheses.

3.3 Click on the Requested link and a list 
of your requested jobs will be 
displayed.

3.4 If you click on the job, a new 
window with full job details will be 
displayed.



Step 3: Reviewing the request & files, and confirming the job

The job details page supplies all of the information you need to review the job. 

3.5 Summary View Tab – each area should be reviewed with every job request
a. Your CETRA contact, due date and total word count is displayed at the top of the 

screen.
b. The Details section provides general information about the job.
c. The Work Instructions section provides job specific instructions supplied by the CETRA 

PM.
d. The Source Data section contains the files uploaded to Plunet by the CETRA PM. The 

files can be downloaded separately or as a Zip file (                         ).*
e. The Prices tab provides a complete quantity breakdown of word counts, hourly rates, 

etc. 
– You will notice that all rates are initially 0 for the Unit Price. This will be updated with your rates that 

we have on file after the job is accepted. 

3.6. Confirm Availability – to confirm if you can or cannot accept the job, you must use this 
section. You can write in a message and this will be delivered to the CETRA PM. The job will 
not be accessible from your dashboard until the PM confirms the acceptance.

Note: It is very important this step is completed. If this is not completed, the CETRA PM will not know if you 
accepted or declined the job. This may result in the PM reassigning the job to another resource.

An example screenshot is on the next page. 

* A download link is also available in the request email.



Job information



Steps 4 & 5: Proceeding with the job  

4. If accepted, the CETRA PM will issue a Purchase 
Order (or work document as needed) and 
change the job from Requested to In Progress.  
You will also notice that the job now appears 
in the In Progress section on your dashboard.

5. Proceed with the job as instructed.

If any questions occur while the job in in 
progress, please contact the CETRA project 
manager by replying to the initial request 
email. Similarly, if the CETRA project manager 
needs to contact you about the project, they 
will contact you via email. 



Steps 6 & 7: File delivery and approval  

6. After the job is assigned to you, a new Delivery tab will appear on the Job 
Information screen. When you have completed your work and are ready 
for delivery:

a. Submit your work using the “Upload files” button. (If your job does not 
require the delivery of files, you can skip this step.)

b. Complete the “Work Instructions” checklist. (This may not appear in all 
jobs.)

c. Add a note to the delivery if necessary. 

d. Select Partial Delivery or Final Delivery. Selecting Final Delivery will move 
the job into the Delivered category and indicate that the work is 
complete. (Partial Delivery should only  be used when you are 
submitting some, but not all of the deliverables.)

7. Once the CETRA PM reviews the files and agrees the work is complete, they 
will mark the job as Approved.

An example screenshot for Step 6 is on the next page. 





Steps 8, 9 & 10: Submitting jobs to invoicing

8.1 After the CETRA PM approves the 
job, the job can be invoiced. To 
submit the job to invoicing, 
select the Approved category.

8.2 A list of jobs that can be invoiced 
will appear. Select each job you 
are ready to invoice and click on 
“Create invoice for approved 
jobs”.

Note: If you are creating multiple invoices at 
once, Plunet will automatically separate 
the jobs based on the company that 
issued the job. This information can be 
found under the Details section in the 
job information screen.



Steps 8, 9 & 10: Submitting jobs to invoicing

Before your invoice is submitted to the accounting 
department, you need to review the invoice information and 
submit it for approval. 

9. Preparing your invoice

1) If you have your own internal invoice number, you 
may reference it here. This is an optional field.

2) Once you have reviewed the invoice and have not 
found discrepancies, this button will create the 
invoice.

3) If you have your own internal invoicing software, 
you may upload a copy of your invoice here for 
reference.

• This is required for all European vendors to 
comply with EU invoicing regulations. 

4) This is the final step. Selecting this button will send 
a copy of the created invoice to CETRA’s accounting 
department.

Note: Invoices created using Plunet take priority over 
uploaded invoices.

Note: Do not backdate the invoice as doing so will cause 
a delay in having your invoice processed.



Contact Information
• If you have technical questions, contact michael.harter@cetra.com.

• Note: From time-to-time Plunet is brought down to perform regular maintenance. 
Maintenance typically lasts under 30 minutes. If you cannot immediately access Plunet, please 
wait a few moments and try again. If after 30 minutes you cannot access Plunet, contact 
michael.harter@cetra.com. 

• If you need your login information resent, or have questions about updating 
your contact details under “My Data” or entering in absence information or 
general information, contact simon.nazir@cetra.com.

• If you have questions about job information or pricing information, contact the 
PM that issued the job.

• If you have general questions about invoicing, contact:

– invoice@cetra.com for jobs issued from our offices in the US and Korea

– invoice-ireland@cetra.com for jobs issued from our office in Ireland.


