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Thank you for taking the time 
to view our guide to help all 
suppliers who are either joining 
Orders Made Simple or are 
considering using our platform.

We very much look forward to 
working with you.

Stephen Scurr

CEO - Orders Made Simple

WELCOME



HOW YOU 
RECEIVE ORDERS

Orders come in via email from;

info@ordersmadesimple.com

Please ensure this email address is white listed with your email server 
to ensure orders are received. We need to know what email address 
you would like these orders to be sent to, so please make sure you 
provide us with this.

These emails detail your customers orders that have been placed 
with OMS. The email has a link to a checklist where you can see 
what they’ve ordered, you can select what’s in stock, which tells the 
customer what’s coming, then you deliver as normal.

You then deal with it just like it was a standard email order you would 
receive from your other customers. Delivering the orders on the next 
available delivery day.

Frequency
Orders come in all the time, Mon-Sun. You are expected to accept 
orders promptly during your opening hours and just as soon as 
possible if orders come out with your opening times.  



Customers use our app to order from their supplier - which is you! They can 
order from all their suppliers in one place and then when they are ready to 
send off the order, the app sends emails to all of the suppliers showing just 
what has been ordered and what needs to be delivered. The customer pays 
OMS just at the point where you accept/confirm the order (any rejected 
items aren’t charged for) and then we pay you. That is why it is important you 
accept the orders and items that you are going to be delivering. 

All Financial Info (invoices and Statements) Need To Come To OMS

Orders Made Simple is actually the legal entity placing the orders - 
invoices should come to us and the email you need to send the invoices 
and statements to is accounts@ordersmadesimple.com. It is your legal 
responsibility to do so.

You invoice OMS and we pay you within our credit terms. We are also happy 
to set up a direct debit to give you peace of mind. We deal with payment 
collection from the customer so you never have to worry about statement 
chasing again!

Deliveries Don’t Need An Invoice

If you could deliver the goods with an unpriced delivery note, that is great, 
but if not, just don’t give them an invoice. This confuses things for the 
customer as we place a small commission on the prices we get from you - 
that is how we generate revenue. 

This Is All Free!

There is no joining fee or commission for you to sell on OMS, it is completely 
FREE!

Changes In Product Listings

If at any point, prices, sizes, or any sort of information like this change, you 
need to let us know immediately so we can change it on our database. 
Changes are to be sent to accounts@ordersmadesimple.com.

HOW WE WORK 
TOGETHER
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WHAT WE NEED 
BEFORE WE START
Send us your account forms to info@ordersmadesimple.com so we 
can set up Orders Made Simple as a customer with you. You can send 
us your Direct Debit forms too. Direct Debit is great, it means you’re 
going to be paid on time for everything you sell through OMS and we 
don’t have to worry about making sure you’re paid on time.

OMS Acts A Little Like a Head Office In a Larger Chain
With these forms, we need to be set up like a ‘Head Office’ where we 
can just add delivery addresses to the account as new customers join 
and then the invoicing and statements come to us! Once you’re set up 
as a new supplier, we will send you a list of our current clients so their 
delivery addresses can be added to our account.
 
Once those are filled out, and you have the details of our customer 
base, kindly give us an Account Number and the email where you want 
orders to come to. With this information, we will get you set up as a 
supplier.

Sending Your Product List
If possible, send us a CSV file or PDF of all your products and the 
prices you want listed on OMS. We then upload that file to our 
database where customers will see everything. Please send this file to 
accounts@ordersmadesimple.com

If this is not possible, please let us know and we can come to some 
arrangement on how best to fix this issue. 

It is recommended (but not essential) that you give us the best prices 
you can, there will be other suppliers on there, so you want to be as 
competitive as you can. Also, please bear in mind that we are bringing 
a lot of trade your way, so we’d like the best prices you can offer as this 
is what our customers will be expecting.
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Please send us the following information to
info@ordersmadesimple.com before you go live.

With the following information and your understanding of how 
everything works in this pack, we can work seamlessly together. 

• Office Opening Hours

• The Days You Deliver

• Order Cut Off Times

• Minimum Order Quantity

• Email Address You Want Orders To Come To

• A CSV or PDF of your entire product list including Product Codes, 
Names of Products, Prices, Pack Sizes and Any other relevant 
Information.

• Any Special Information (Such as Two Deliveries a Day)

Credit Terms
As far as credit terms go, we would like 30 days, however, if you need to 
start us out on a short period, that is fine, but we do not accept shorter 
than 7 days. 

Done!
Then you start accepting orders that come through!
How does that all sound? Pretty simple, right? And once you’re set up, 
you just trade like normal, emails come through for orders, you accept 
them and send them out. The only difference is that Orders Made 
Simple foots the bill and not the customer.

Questions?
If you have any issues, just contact us at info@ordersmadesimple.com.
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