
 

 

 

 

How to create requests in Plunet 
 

- go to https://plunet.traductanet.com 1 

- login using the details supplied by your project manager.  

- in the Main Panel, click on Create Request and chose whether you want to submit a quote 
request or open an order (both procedures are identical). 

 

- In the General tab, you must enter the project’s main data: name, description and reference 
number, etc. Please note in the Description field if you require a Certified Translation. Click on 
the languages button to go to the next screen. 

 
1 If you cannot access the site, please check it is not being blocked by your network firewall 

Watch our video tutorial here 

https://plunet.traductanet.com/
https://www.youtube.com/watch?v=JOyRtglf2es


 

 

 

- Select the source and target languages from the drop-down menus and add them by clicking 
the + symbol. Once you have entered the language combination you can define them for future 
requests by clicking on “Set predefined language combinations”. You can also set different 
deadlines by language combination. Click the “Project files” button to go to the next screen. 

 

 



 

- in this tab you must click on the folder icon underneath where it says “Load source documents”. 
This will open a new window into which you can drag the source documents. Click Load to upload 
them. 

 

 

 

 

 



 

- Once the files are uploaded close this window to return to the previous screen, which will show 
how many files have been loaded.  

 

 

 

- The final tab displays a complete summary of the request. At the end of this summary you can 
set a final quote deadline and provide an email address to which the request confirmation will 
be sent. When you click “Request a quote”, the request will be sent to your project manager.  

 



 

 

How to download files from previously delivered jobs 
 

- Click the “delivered documents” option on the Plunet dashboard to see a list of all previously 
completed orders: 

 



 

 

- click the order number to get its details and then go to “Project files” and click on the folder 
icon next to “Target folder”: 

 

 

- click on the name of the file(s) to start downloading them. 

 

 
 



 

 

How do you view requests, quotes, orders and invoices in Plunet? 
 

- Plunet’s Main Panel displays a summary of all requests, quotes, orders and invoices in the 
system. 

 

- Each of these categories are shown according to status, which you can click in order to see a 
more detailed list: 

 

- clicking on items on the list will provide more details about them: 



 

 

 

How do I accept or reject quotes in Plunet? 
 

- In the Main Panel click on “Quotes” to see a list of your pending quotes: 

 

 

- In the list of pending quotes, click on the number of the one you wish to accept or reject: 

 

  



 

 

- The program will display all of the details of this quote, including the price and deadline. Click 
“Place order” to accept, or “Reject quote” to reject. Your project manager will receive an email 
informing them of your decision and will take the necessary action.  
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