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1. Terms and abbreviations 
 
 
D-U-N-S® The DUNS® (Data Universal Numbering System) 

number is a unique nine-digit identifier for companies 
and was introduced by Dun & Bradstreet (D&B). The 
DUNS® number is among other things used, recognized 
and recommended as standard by the United Nations, 
the German Association of the Automotive Industry 
(VDA), the European Commission and the ISO. The 
DUNS® number can be searched under 
https://www.upik.de/en/dunsanfordern.html.  

 
 
Jaggaer Direct AG Jaggaer Direct AG is a portal operator and provides an 

application platform on the Internet for its business 
partners so that they can exchange information with their 
suppliers. Klüber Lubrication is cooperating with Jaggaer 
(formerly Pool4Tool). 

 
 
Supplier Portal  The Supplier Portal is a web-based IT application which 

provides suppliers and Klüber Lubrication with central 
access to various information. It is also used to efficiently 
handle certain processes (e.g. management of 
complaints, certificates, etc.). 

 
 
Profile  The profile contains supplier-related data. In the 

registration process, a distinction is made between the 
small and the extended profile. The small profile is for the 
basis data only, while the extended profile requires more 
detailed information. Based on the small profile, a first 
evaluation is made for making a decision on the future 
cooperation. Upon positive decision, the data for the 
extended profile have to be entered.  
 

 
Material group  The range of goods of the supplier. The material group is 

to be indicated in the registration process and 
determines the person in charge at Klüber Lubrication.  

 
 
Purchasing organisation: Klüber Lubrication manufactures worldwide at 12 sites. 

Therefore, it has to be indicated in the registration 
process which sites can be supplied by the supplier.  

 
 
 

https://www.upik.de/en/dunsanfordern.html
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2. Introduction 
 
All the Klüber production sites worldwide procure production materials, in many 
cases from internationally active suppliers. Obtaining information from just one 
electronic system will help us interlinking our activities more closely and making 
things easier for you as our supplier. The increasingly complex requirements of the 
QM standards ISO 9001and IATF 16949 need to be managed efficiently 
(management of certificates, activities, complaints etc.); the new portal will help us 
achieving this goal. These are just two of the many reasons why we opted for a 
supplier portal. 
 
 
3. Technical requirements / Contact 
 
Access to the supplier portal is easy via the browser. The following minimum 
requirements apply: 
 
Browser  Version Supported 

Microsoft Internet Explorer 

 

>= v 11.0 Yes 

Mozilla Firefox 

 

>= 40 Yes 

Google Chrome 

 

>= 40 Yes 

Apple Safari 

 

 No 

Opera 

 

 No 

 
If necessary, the technical support can be contacted at the following e-mail address: 
 
SupplierPortal@klueber.com 
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4. Registration process 
 
Depending on whether a supplier relationship exists or not, there are two possibilities 
of registration in the portal. Existing suppliers receive an invitation e-mail from the 
system, containing a link to the portal, see point 4.1. New suppliers can access the 
registration form via the Klüber website, see point 4.2. 
 
 
4.1. Registration via invitation (for existing suppliers) 
 
The invitation e-mail contains a link to our supplier portal. Please click on the link to 
directly access the pre-filled registration form. Important: if you have received an 
invitation, please only use the link in the e-mail for registration. 
 

 
 
 
Via the link you directly access the registration form (see point 4.1.1) pre-filled with 
your company data. Please check the data and complete further fields, if necessary. 
Especially your telephone number, your DUNS number and the purchasing 
organisation to be supplied have to be entered again.  
 
Important: Please enter your DUNS® number to ensure clear identification of your 
company. If you do not know your DUNS® number, you can click on "DUNS®" on the 
UPIK Website to search your DUNS® number. If your company does not have a 
DUNS® number yet, you can get a DUNS® number for free. Otherwise - only if the 
above options do not work - please enter "999999999" to continue the registration 
process. 
 
Please indicate to the purchasing organization which of these plants your business 
unit could supply: 
 
Via the checklist on the right ( ) several plants can be specified that can be 
supplied. 
 
Via the checklist on the left ( ) you can select your favourite plant. Only one 
selection can be made. The material group manager in this plant will receive your 
registration data and become your future contact.  
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4.1.1. Registration form 
 

 
 
Once all fields are completed, click on "Check data" and then "Send" for the 
validation of the data and fields. 
 

 
 
You will then receive an automatic e-mail containing your access data (login name 
and initial password) as well as the link to the portal. Please do not delete this e-mail 
as it contains your login name. 
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Enter your access data and click on Login. 
 

 
 
After the login, you are requested to assign a new, personal password. For this 
purpose, the initial password from the e-mail has to be entered again. The new 
password has to comply with the password rules.  
 

 
 
You will now be directed automatically to the next registration step to enter the small 
profile data (basic data on your company) in six steps. Completed steps are marked 
in green, pending steps are marked in yellow. By clicking on the respective headlines 
you get to the corresponding input fields. Upon completion of individual steps it is 
possible to cache them and complete remaining steps at a later date.  
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4.1.2. Confirmation of basic data 
 

 
 
Please check all data entered so far and correct them, if necessary. Confirm by 
clicking on "Save". 
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4.1.3. Entry of contact persons 
 

 
 
In this step, contact persons have to be designated for certain areas of 
responsibilities. The persons already known to us have already been entered in the 
supplier portal. Please check if they are up-to-date and assign a corresponding area 
of responsibility to them if necessary. By default, all areas are assigned to the invited 
person. 
 

 
 
Assignment need 
For defined areas contact persons must be assigned. 
 
Portal activity 
Defined contact persons must actively take over activities in the supplier portal in the 
mentioned areas and also receive corresponding notifications from the system. User 
must be created in the system as portal users (see point 4.1.31). 
 
If necessary, other contact pesons can be assigned for the individual areas by 
creating further users. For this purpose, click on "New user" and fill in all mandatory 
fields (signed with star). 
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4.1.3.1. Contact person as Portal-User 
 
If user is to be assigned a responsibility area with portal activity "Create portal user" 
must be ticked so that access to the supplier portal is set up for the relevant new 
user. The system sends the access data by e-mail to the new user. This step is also 
necessary if you assign an area of responsibility with portal activity to an already 
existing contact person. 
 

 
 

 
 
Then click on  to assign the corresponding area of responsibility to the new user. 
 

 
 
Click on "Save" to complete this step. 
You can find a video tutorial on this topic in the download area (see menu item 
Downloads). 

1 

2 

3 



Klüber Lubrication Supplier Portal 

Page 10 of 48 Supplier Portal Manual Version 4 

 
4.1.4. Entry of material groups 
 

 
 
In this step it is necessary to show and assign the range of products by means of 
material groups. For this purpose click on the respective checklists of the 
corresponding material group.  
 
Via the checklist on the left( ) several material groups matching your range of 
goods can be indicated.  
 
Via the checklist on the right ( ) you can select your main material group which is 
your focus. Only one selection can be made. The selection determines the material 
group manager in charge at Klüber Lubrication. 
 
Please complete the step by clicking on "Save" . 
 

 



Klüber Lubrication Supplier Portal 

Page 11 of 48 Supplier Portal Manual Version 4 

 
4.1.5. Entry of the profile 
 

 
 
In this step, questions relating to the following subjects have to be answered one 
after the other: 
 
• Company data 
• Ethical standards 
• Certificates 
• Processes 
 
The answers can be cached any time and pending questions answered at a later 
date. In such a case, please complete your entries by clicking on "Save".  
If you want to continuously edit the individual sections, please complete each chapter 
by clicking on "Save & Next". 
 
 
4.1.5.1. Questions on ethical standards 
 
Please answer the questions on ethical standards.  
 

 
 
By clicking on "Save & Next" you will get to the next questions. 
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4.1.5.2. Enter company data 
 
Now you have to answer further questions on your company. 
 

 
 
By clicking on "Save & Next" you will get to the next questions. 
 
 
4.1.5.3. Upload certificates 
 
Please answer the questions on the certificates (quality, environmental and 
workplace safety management) and upload your current certificates. For each 
certificate a date of validity has to be entered. For this purpose, please click on the 
calendar. 
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Important: If relevant, please upload the existing certificates of all of your plants 
which are part of your business unit and enter the date of validity. For distributors: 
please upload the certificates of the respective producer here. 
 

 
 
 
By clicking on "Save & Next" you will get to the next questions. 
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4.1.5.4. Questions relating to the process 
 
In the last step, you have to answer questions on your processes. 
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4.1.6. Publish profile 
 

 
 
Once all mandatory fields are completed and each step shows a green check mark, 
the data have to be published. This means that your data can now be viewed by the 
responsible material group manager at Klüber. He receives a message from the 
system and will check and assess your data.  
 

 
 
 

 
 
 
Once the material group manager has checked your data, you will be informed by e-
mail.  
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4.2. Registration of new suppliers 
 
Open the page www.klueber.com/Supplier and click on "Initial registration for new 
suppliers". You can now access the registration form (see point 4.2.1). Please 
complete all mandatory fields.  
 

 
 
Function: „I’m already a supplier for JAGGAER Direct“ 
 
If you are already using the Jaggaer Portal with another customer, you can use your 
access data to log in. The relevant company data will be loaded from the other 
account and a new entry is no longer necessary. This speeds up the registration 
process. 
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4.2.1. Registration form 
 

 
 
Important: Please enter your DUNS® number to ensure clear identification of your 
company. If you do not know your DUNS® number, you can click on "DUNS®" on the 
UPIK Website to search your DUNS® number If your company does not have a 
DUNS® number yet, you can get a DUNS® number for free. Otherwise - only if the 
above options do not work - please enter "999999999" to continue the registration 
process. 
 
Please indicate to the purchasing organization which of these plants your business 
unit could supply: 
 
Via the checklist on the right ( ) several plants can be specified that can be 
supplied. 
 
Via the checklist on the left ( ) you can select your favourite plant. Only one 
selection can be made. The material group manager in this plant will receive your 
registration data and become your future contact.  
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Once all fields are completed, click on "Check data" and then "Send" for the 
validation of the data and fields. 
 

 
 
You will then receive an automatic e-mail containing your access data (login name 
and initial password) as well as the link to the portal. Please do not delete this e-mail 
as it contains your login name. 
 
Enter your access data and click on Login. 
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After the login, you are requested to assign a new, personal password. For this 
purpose, the initial password from the e-mail has to be entered again. The new 
password has to comply with the password rules.  
 

 
 
You will now be directed automatically to the next registration step to enter the small 
profile data (basic data on your company) in six steps. Completed steps are marked 
in green, pending steps are marked in yellow. By clicking on the respective headlines 
you get to the corresponding input fields. Upon completion of individual steps it is 
possible to cache them and complete remaining steps at a later date.  
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4.2.2. Confirmation of basic data 
 

 
 
Please check all data entered so far and correct them, if necessary. Confirm by 
clicking on "Save". 
 

 
 



Klüber Lubrication Supplier Portal 

Page 21 of 48 Supplier Portal Manual Version 4 

 
4.2.3. Entry of contact persons 
 

 
 
In this step, contact persons have to be designated for certain areas of 
responsibilities. By default, all these areas are assigned to the initial user. 
 

 
 
Assignment need 
For defined areas contact persons must be assigned. 
 
Portal activity 
Defined contact persons must actively take over activities in the supplier portal in the 
mentioned areas and also receive corresponding notifications from the system. User 
must be created in the system as portal users (see point 4.2.31). 
 
Further contact persons can be assigned for the individual areas by creating further 
users. For this purpose, click on "New user" and enter the user data for the new user. 
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4.2.3.1. Contact person as portal user 
 
If the new user is to be assigned a responsibility area with portal activity "Create 
portal user" must be ticked so that access to the supplier portal is set up for the 
relevant new user. The system sends the access data by e-mail to the new user.  
 

 
 

 
 
Then click on  to assign the corresponding areas of responsibilities to the new 
user. 
 

 
 
Click on "Save" to complete this step. 
 
You can find a video tutorial on this topic in the download area (see menu item 
Downloads). 

1 

2 

3 
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4.2.4. Entry of material groups 
 

 
 
In this step it is necessary to show and assign the range of products by means of 
material groups. For this purpose click on the respective checklists of the 
corresponding material group.  
 
Via the checklist on the left( ) several material groups matching your range of 
goods can be indicated.  
 
Via the checklist on the right ( ) you can select your main material group which is 
your focus. Only only selection can be made. The selection determines the material 
group manager in charge at Klüber Lubrication. 
 
Please complete the step by clicking on "Save" . 
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4.2.5. Enter further company data 
 

 
 
In this step, questions relating to the following subjects have to be answered one 
after the other: 
 
• Ethical standards 
• Company data 
• Certifications 
 
The answers can be cached any time and pending questions answered at a later 
date. In such a case, please complete your entries by clicking on "Save".  
If you want to continuously edit the individual sections, please complete each chapter 
by clicking on "Save & Next". 
 
 
4.2.5.1. Questions on ethical standards 
 
Please answer the questions on ethical standards.  
 

 
 
By clicking on "Save & Next" you will get to the next questions. 
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4.2.5.2. Entry of business data 
 
Now you have to answer further questions on your company. 
 

 
 
By clicking on "Save & Next" you will get to the next questions. 
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4.2.5.3. Upload certificates 
 
Please answer the questions on the certificates (quality, environmental and 
workplace safety management) and upload your current certificates. For each 
certificate a date of validity has to be entered. For this purpose, please click on the 
calendar.  

 
 

 
 
Important: If relevant, please upload the existing certificates of all of your plants 
which are part of your business unit and enter the date of validity. For distributors: 
please upload the certificates of the respective producer here. 
 

 
 
 
Click on "Save" to complete this step. 
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4.2.6. Publish profile 
 

 
 
Once all mandatory fields are completed and each step shows a green check mark, 
the data have to be published. This means that your data can now be viewed by the 
responsible material group manager at Klüber. He receives a message from the 
system and will check and assess your data. 
 

 
 
 

 
 
Once the material group manager has checked your data, you will be informed by e-
mail. If you meet the basic requirements for our suppliers, you will be asked to 
complete the registration process by entering the extended profile data. 
If, based on your input, we realize that the basic requirements for cooperation have 
not been met, you will be rejected for inclusion in our supplier portal. 
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4.2.7. Enter and publish extended profile data 
 
Please click on the link in the e-mail and sign in with your username and your 
password to complete the registration process. 
 

 
 
Now please answer further questions on your company and processes and complete 
the step by clicking on "publish".  
 
 

 
 
Important: Among the questions from the extended profile, the questions from the 
small profile, including your answers, will be displayed again for information on the 
respective topics. This gives you the opportunity to view all questions in the overall 
context. 
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After publication of the extended profile your data will be checked again and 
assessed by the material group manager. You will then receive an e-mail with the 
final decision. 
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5. Corrective actions 
 
If required, the material group manager at Klüber Lubrication can define corrective 
actions in the supplier portal to be processed by the supplier to improve quality and 
delivery performance. Actions can be defined for the following topics: 
 

• Corrective actions from audits 
• Corrective actions from complaints 
• Measures from supplier ratings 
• Measures from supplier monitoring 

 
The corresponding contact person (see points 4.1.3 or 4.2.3) receives a notification 
(e-mail) from the system as soon as a measure is assigned to him. 
 

 
 
You can access the action in the portal via the menu item "Actions". 
 

 
 
The following information can be taken from the overview page: 
 

1. Title of the measure 
2. Contact person at Klüber who created the measure 
3. Contact person at the supplier who was assigned for the measure. 
4. Time frame for the measure. 
5. Attachments to the measure (if available) 
6. Number of topics assigned to this measure 
7. Status of the measure 
8. Open the measure for detail view and for editing 
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5.1. Working on the corrective action 
 
The action structure consists on the content (header data) and on the action details.  
 
The content contains the description of the action, the responsibilities and the time 
frame for the completion of the action.  
 
The following fields are available for the details. These must be filled in by the 
assignee (supplier) in due time. 
 
Status: the status can be adjusted according to the progress.  
Processing: Free percentage value for the processing. 
Description: Enter processing steps and explanations regarding the processing.  
Files: Files concerning the processing can be attached here.  
 
Click on "Save" to save the entries.  
 
On the expiry date as well as in the case of exceeding the deadline, the assignee will 
be informed of the measure by e-mail. 
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5.2. Enter comments to actions 
 
It is possible to enter comments or queries in the action. Click in the comment field 
and enter your text. When you click on "send", the comment will be sent to the 
contact person (creator of the measure) at Klüber Lubrication and he will also be 
informed by e-mail. 
 

 
 
If you have an answer to your comment, the system will send you an e-mail 
notification. 
 

 
 
Klüber Lubrication answers are also visible in the Comments section. 
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5.3. Complete the corrective action 
 
After completing all activities, the assignee (supplier) must complete the data in the 
input fields and set the status to "Checking". Click on "save" to save the entries. The 
contact person at Klüber Lubrication receives a corresponding e-mail message. 
 

 
 
Klüber Lubrication checks the information that has been entered. While the status is 
"Check", no further entries can be made. However, it is possible to enter comments. 
 

 
 
If the mentioned activities are accepted, Klüber Lubrication will set the status to 
"Done". The action is then completed. If the activities are not accepted, the status will 
be set to "Open". Processing of the measure by the assignee is again possible. The 
assignee will receive an e-mail notification of the respective status change. 
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6. View supplier assessment 
 
If a new supplier assessment is available, the relevant contact person will be 
informed by e-mail. The supplier rating can then be viewed under the menu item 
"Ratings". Click on "Ratings" and on “Yearly Assessment” in the menu and select the 
current year. 
 
You will now see the supplier assessment for the selected year. In the "Value" 
column, you will see the points achieved, as a total in line 1 and also per Klüber plant 
supplied for each of the individual assessment criteria (on-time delivery performance, 
quality, commercial-logistic quality). In the column "Classification", you will find the 
corresponding grading. 
 

 
 
By clicking on a value for a Klüber plant, you will get a list of all deliveries to this plant 
with the corresponding rating per delivery. 
 

 
 
Further information on the topic of supplier assessment can be found in the download 
area in the document "Explanation of the supplier assessment". 
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7. Complaint processing 
 
If a deviation is found for a delivery, the supplier will be informed. Depending on the 
type of deviation, the supplier will be asked to process the complaint using the 8D 
methodology. The supplier portal maps the 8D / 4D report, so that the relevant 
content can be entered directly into the supplier portal. 
 
Process 
 

 
 
New complaint 
 
You will be informed about a new complaint by e-mail. 
 

 
 
By clicking on the link in the e-mail, you can go directly to the 8D / 4D report. 
Alternatively, please log in to the portal and click on the menu item "Complaints - 
Company Complaints". A list of all complaints is now displayed. By clicking on a 
complaint, the 8D / 4D report is opened. 
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7.1. Basic functions 
 
Results, measures and progress in the various disciplines are documented in an 8D / 
4D report. The report should be updated regularly; completing the report at the end of 
the process is impractical and unacceptable. The report must contain the 
responsibilities and deadlines for the various measures at each stage. When 
individual measures and steps are completed, the report should be sent to Klüber 
Lubrication as confirmation of interim status.  
 
 
7.1.1. Header of the report 
 
The report contains the header data, in which relevant information such as the 
purchase order number, description of the deviation, attachments, etc. are specified. 
 

 
 
Furthermore, depending on the report type (8D / 4D), the respective complaint steps 
are included: 
 
8D report 
- D1 - Team 
- D2 - Problem description 
- D3 - Emergency measures 
- D4 - Cause analysis 
- D5 - planned closure measures 
- D6 - Containment measures introduced 
- D7 - Avoid repetition of errors 
- D8 - appraisal & conclusion 
 
4D report 
- D1 - Error description 
- D2 - Emergency measures 
- D3 - Cause analysis 
- D4 - Containment measures introduced 
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7.1.2. Deadlines: 
 
For each step there are defined deadlines that must be met. If they are exceeded, 
you will receive a corresponding reminder e-mail from the system. If you still do not 
react, escalation measures are initiated which can have an effect on the supplier 
evaluations.  
 
Deadlines for the 8D 
 
D Description Deadline 
1 Team In max. 3 working days 

2 Problem description In max. 3 working days 

3 Immediate actions In max. 3 working days 

4 Cause analysis In max. 10 working days  

5 Planned corrective measures In max. 15 working days  

6 Corrective measures implemented In max. 20 working days 

7 Avoidance of repeat errors In max. 25 working days 

8 Evaluation and conclusion In max. 30 working days 

 
 
Deadlines for 4D processing 
 
D Description Deadline 
1 Problem description In 3 working days 

2 Immediate actions In 3 working days 

3 Cause analysis In 10 working days  

4 Corrective measures implemented In 20 working days 

 
The time limit is displayed in days in the header of each step. 
 

 
If you exceed a deadline, the system will send you an e-mail requesting you to 
process the complaint. 
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7.1.3. Saving the entries 
 
Each entry in the steps must be confirmed by clicking on "Save". Otherwise the 
entries will be lost. 
 

 
 
 
7.1.4. Complete steps 
 
After completion of the tasks in the respective steps, the step must be marked as 
"completed". Otherwise, the step is not finished and you will receive reminder e-mails 
from the system after the deadline has expired. Furthermore, the complaint cannot be 
closed in the end.  
 

 
 
7.1.5. Attachments  
 
It is possible to attach documents / photos etc. in the steps. Just click on "Browse" 
and navigate in your drive to the respective document. 
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7.1.6. Mandatory fields marked with “*” 
 
All fields with “*” are mandatory and must be filled in. Otherwise no processing is 
possible. 
 
 
7.1.7. Send report to Klüber 
 
As soon as all or individual steps have been completed, the report must be sent to 
Klüber for review. To do this, click the "Send to customer" button at the end of the 
report. Klüber will be informed by the system via e-mail. 
 

 
 
 
7.1.8. Receipt of feedback 
 
After sending it to Klüber, the report is checked at Klüber. Either the report is not 
satisfactory and must be corrected, or the report is OK and the complaint is closed. In 
both cases, you will receive a response by e-mail. In case of rejection, the e-mail also 
contains the reason for the rejection. 
 

 
 
 
7.1.9. Printing of 8D report 
 
You can print the 8D Report at any time. Simply click on print in the menu bar. 
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7.1.10. Forwarding the complaint 
 

 
 
It is possible to pass on the complaint to someone else for processing. However, this 
person must have portal access. By default, a complaint is sent to the person who is 
defined as the contact person. 
 
Click on the green arrow button in the complaint list. A pop-up window opens in which 
you select the person you want to send the complaint to. You can also enter a 
comment. In addition, it is necessary to set the check mark at "Send Notificator" so 
that the recipient receives an e-mail notification.  
 

 
 
 
7.1.11. Complaint status 
 
You can check the current status of the complaint on the overview page. The system 
displays whether the complaint is currently being processed by the supplier or is to 
be evaluated by Klüber. 
 
Meaning of the status: 
 
Status Meaning 
Supplier comment The complaint is at the supplier for processing. 

Klüber has no access to the entries as long as the 
report is not transferred to Klüber. 

Check comment The report is to be assessed by Klüber. No 
processing by the supplier possible. 

Finished The complaint is closed. Processing is no longer 
possible. 
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7.2. Entries in the 8D report 
 
Depending on the respective step, various entries are necessary. For each step, it is 
necessary to complete and save the step after entering causes / actions etc. The 
entries in the 4D report are similar to the 8D report described here. 
 
 
7.2.1. 8D Report - Step 1: Team leader 
 

 
 
Please enter the team leader and team members in step 1. Usually the person 
responsible for complaints processing is already preselected as team leader. 
However, another person who has portal access can also be selected from the list. If 
another person is selected, the complaint should be delegated to this person so that 
this person receives all e-mail notifications, see also “forwarding the complaint”. 
 
As team members, persons with or without portal access can be selected. Persons 
with portal access must be selected from the list. Persons without portal access must 
be entered manually in the field below. Each entry or selection from the list must be 

confirmed by clicking on . After entering, click on "Save". 
 
 
7.2.2. 8D Report - Step 2: Error description 
 
In this step, please analyze the deviation according to the 8D method and enter 
findings. First select in the selection box whether the complaint is accepted and, if it 
is rejected, also enter a short comment.Please save your entry after you have 
completed it. 
 

 
 
If necessary, you can also attach a file. Simply click on "Browse". 
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7.2.3. 8D Report - Step 3: Immediate measures 
 
In this step, please enter the necessary immediate measures (on the customer and 

supplier side). To do so, click on  and fill in at least the mandatory fields in 
the following window. 
 

 
 
 
7.2.4. 8D Report - Step 4: Causes 
 

In this step the root cause must be entered. Please click on  and fill in all 
mandatory fields. Please consider using appropriate root cause analysis methods 
and enter the results in here. 
 

 
 
Finally confirm the entries with Save. 
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7.2.5. 8D Report - Step 5: Planned closure measures 
 

Enter the planned corrective action at step 5 by clicking on . A planned 
corrective action can be entered for any of the causes mentioned in step 4. In the 
drop-down field "Cause" the causes entered in step 4 are listed. Please note the 
planned corrective action must solved the problem. Otherwise it is not a corrective 
action. 
 

 
 
 
7.2.6. 8D Report - Step 6: Implemented shutdown measures 
 
The corrective actions planned in step 5 are introduced to solve the problem. The 
system suggests the corrective actions from step 5. To do this, select the corrective 

action from the selection list and click on the button . 
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7.2.7. 8D Report - Step 7: Preventive measures 
 
In step 7, relevant preventive measures for similar products / processes are to be 
entered. In addition, adapted process documents (FMEA, production control plan 
etc.) are to be named, if applicable. 
 

 
 
 
7.2.8. 8D Report - Step 8: Final remark 
 
In this step a comment must be entered in the corresponding field. The report can 
then be sent to Klüber. 
 

 
 
 

 
 



Klüber Lubrication Supplier Portal 

Page 45 of 48 Supplier Portal Manual Version 4 

 
8. Management of certificates 
 
As soon as one of your certificates (quality, environment, occupational safety) 
expires, you will receive a notification from the supplier portal. In the portal, click 
Company profile and then Quality Management. Then upload your new certificate 
and enter the new expiration date. The previous certificate must first be deleted with 

the symbol . The symbol appears as soon as the mouse pointer is moved over 
the certificate. This step is completed by clicking on "Save" and then clicking on 
"Publish profile" in the following pop-up window. Otherwise the change will not take 
effect. 
 

 
 

 
 
You can find a video tutorial on this topic in the download area (see menu item 
Downloads). 



Klüber Lubrication Supplier Portal 

Page 46 of 48 Supplier Portal Manual Version 4 

 
9. User administration 

 
All users registered in the portal can be managed in the "Administration" area. To do 
this, click on “Administration -> Administration of all users ->User data” in the menu 
bar. You will receive a list of all available users. 
 

 
 

Here you can delete a user ( ), edit the personal data like e-mail, telephone 
number ( ) and reset the password ( ). A new user can also be added 

( ). 
 
Under Edit you can change the personal data (gender, phone number, e-mail etc.), 
the system language (German / English) and the permissions of the respective user.  
 
Possible authorizations: 
 
User 
The user can answer or change profile questions, edit assigned actions and 
complaints, view suuplier ratings and existing contact persons. 
 
Admin 
In addition to the user's permissions, the admin can edit company data, manage 
registered users, assign users as admin, and maintain contact persons. 
 
Important! 
By default, the first registered user is the main user with all authorizations. Should 
this user leave the company, a new user must previously be created or an existing 
user assigned the admin role. Otherwise, the affiliation to the company must first be 
verified for a new user for data protection reasons. This is done by Jaggaer support. 
 
You can find a video tutorial on this topic in the download area (see menu item 
Downloads). 
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10. Update of the data 
 
All the data entered so far are available in the portal and from time to time should be 
checked for up-to-dateness and adjusted, if necessary. As some of these data are 
directly fed from the supplier portal into the Klüber ERP system, it is very important 
that data are always correct and that adjustments of your company data are made 
directly in the supplier portal. The correct assignment of the contact persons to the 
individual processes is very important in order to ensure smooth and quick 
processing and communication. After one year has passed since the last change, the 
system sends a weekly e-mail reminder to check and update the data. 
 
Click on the respective fields in the navigation to access your data.  
 

 
 
Important: your changes only become valid if you click on "Save". Furthermore, a 
new publication is also necessary. Please click on "Publish profile" in the following 
pop-up window. It is necessary to especially check the “Company profile” data to stop 
the email notification for the annual reminder, and even if no change is necessary, 
click on Save. 
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11. Downloads 
 
In the Download areas you'll find important documents for download. You can also 
find some video tutorials here. Just click on the symbol . 
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