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Supplier Portal: Printing Orders Feature 
How to print labels and order reports 
 

Here you will learn how to do the following: 

1. Log in to the Supplier Portal and locate the new Print Orders page 

2. Print your orders on labels 

3. View your orders 

• Including how to re-print one or multiple orders 

4. Printing reports 

• Items Report 

• Class Report 

• Sales Report 

 

Logging in to the Supplier Portal 
 

1. Log in to your Flexischools Account with your username and password. 

2. Navigate to the Supplier Portal in the left menu  

3. Once you’re in the Supplier Portal, click on ‘Print Orders’ in the left menu 
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4. You are now on the Print Orders page. This defaults to today’s date and will display the services 

available on the date you select. 

 

 

Printing your Orders on Labels 
 

1. Once you have landed on the Print Orders page, you will see the number of orders placed for the 

date selected (it will default to today’s date) and the number of orders that need to be printed – 

‘unprinted’ orders. 

2. Underneath the service name you will see the ordering cut-off time you have chosen for that service. 

It is best practice to print your orders after the cut-off time has passed. 

3. To print all the orders, press the green ‘Print Labels’ button.  

 

 

 

4. The browser printer dialogue will appear – make sure you have selected the label printer as the 

printer destination and click ‘Print’.   
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You will see that the number of ‘Unprinted’ orders will go to 0. 

 
 

5. If you want to re-print all the orders, you can click on the same green ‘Print Labels’ button. You will 

be asked to confirm you want to re-print those orders.  

 

 

 

 

 

View your Orders 
 

1. To view your orders in more detail, and to re-print one or multiple orders, click on the ‘View Orders’ 

button.  

 

 

2. This screen will take you to the orders for the date you had selected in the previous ‘Print Orders’ 

page.  
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3. You can filter for orders in either Printed or Unprinted state, search using customer name or Order 

ID, or filter using label numbers.  

 

 

 
4. To view an order in more detail, you can click on the arrow > to expand 

 
 

5. To re-print an order, select the order using the box on the left-hand side. You will see that the Print 

button has updated with the number of orders selected. 
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6. To select all the 

orders, simply 

click on the box 

at the top 

 

 

 

 

 

 

 

 

 

 

7. To print the selected orders, click on the green Print Labels button and follow the same steps as 

before. Make sure you have the correct printer selected and click print. 

 

8. To view the details of the order, click on the arrow > to expand 

 
9. If you need to re-print an order, select the order by clicking on the box on the left hand side. You will 

see that the ‘Print’ button is now a brighter green and will state how many orders you have selected. 

Click this button to re-print the selected order 

10. To select all orders, click on the box at the top  
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Note: Each order is assigned an Order ID as it is placed. When you print the order, the label will be assigned 

a label number. One order may need to be printed over multiple labels. Some orders will have multiple label 

numbers against them. 

 

 

 

 

Label numbers start from 1 each day. 

 

Printing Order Reports 
 

1. To print your reports, click on the blue ‘Print Reports’ button on the Label Printing Page 
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2. Click on the report you want to print – you will be directed to a page where you can preview the 

report. 

3. Click on the blue ‘Print (A4)’ button to print the report. Remember to check the printer destination 

in the pop-up so you send the report to an A4 printer and not your label printer. 

 

Items Report 
This report will show a breakdown of the quantity of each item ordered, as well as the options for that item 

on the date selected. 



8 

 

 

Class Report 
The Class Report is an order list by class for the date selected. 

 

Sales Report 
The Sales Report shows the number of orders and the total for the date selected. 
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