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Account Settings METTLER TOLEDO | 2

Via Account Settings you can update your contact details and add your job title and department

E First name
Force relogin every

L
dhours .
Short Date Format
|
I I Salutation VOEMIEDD
: o GO tO ACCOU nt : Account Settings ° ::_ Long Date Format
! @ Account Settings I Change Password -
1 1 Title
1 . . . Fri"i'i':'l PC'“ Short Time Format
@ Enter or modify the information ! o e
I | Telephone
! @ Rememberto save any changes Logout - Long Time Format
1 Mobile HH:MM:SS .
: by clicking the button in the top ; — ) R el }
I . 1 tax Country Area Number urope / Berlin
I right corner, I ; R ;
R ; .
Recom mended S . Mettler - Supplier
language is & = - S
English Decimal
comma - Main department




Change Password METTLER TOLEDO |3

It is possible to change your password via the User Menu

P METTLER TOLEDO . (2

Supplier Portal Dashboard - Welcome,

© Please fill out remaining profile information Account Settings
.J Home Daily Tasks - Quick Links Cockpit 2 Change Password
Privacy Policy
]

- BLACKBOARD ~ Logout “
oot TT T T T T T T E T T TR T | . . .
i G A I Login Using JAGGAER Global English UK If you haven't upgraded to the
! @ Go toAccount ; |dentity new email login yet, follow
' @ Change Password ! these steps as per below
e e e J Email instructions.

Use "Forgot Password" only

with a registered email. To

correct your email, update

Fassword Forgot Password? within personal data as shown
@ on the previous slide first.

T
Login



https://www.jaggaer.com/wp-content/uploads/Impact-for-Suppliers.pdf

Company Data Management Responsibilities
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With the registration to the JAGGAER procurement portal, the supplier is taking over the full responsibility for

company data and user management, including the ability to add, edit, and delete users, as well as manage their
portal access.

“ MT cannot modify supplier database information for registered suppliers. We therefore provide guidelines for
assistance.

Supplier managed master data Suppliers must identify a specific contact for each

Basic data (Company name, address, email, homepage, registration tOpi_C' who needs_ to get the partip_ular_ role
numbers, etc.) assigned to receive relevant notifications.

Responsibilities for roles can be added or

removed, but each mandatory role must have at
Profile management (Questionnaire with request for information) least one assigned contact.

User & contact management incl. access and role assignment




Supplier Company Data
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Via "Supplier Base Date" you can update company address details and registration references like VAT Code, DUNS-
and EORI-Number

Base Data “«

e ~  COMPANY DATA
SUPFPLIER BASE DATE

Go to the Home Screen

@
@ Supplier Base Date
(3
(4

Company name*

Enter or modify the information

Street”

Remember to save any

Street-number
SUPPLIER CONTACT AND ROLES

changes by clicking the button

Zip code*

in the top right corner.

e ] city*

SUPPLIER PROFILE




Add New Contact
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Any active user can add new contacts and grant portal access via the "Supplier Contact and Roles" section.

Name Login name E-Mail Telephone Role

@

Supplier Contact and Roles SUPPLIER BASE DATE

Contacts Tab
Add New Contact

2]
3]
(4]
e Fill in Information
0
(7

7

SUPPLIER CONTACT AND ROLES]

7~

Add Portal Access

Remember to save CONTACT PERSON Cancel l Telephone*
L e = = = ' Salutation* Y1 i

M E-Mail*

First name® “
r=|—-=-=-=-=-=-=-=-"=-"=========== |
- —_—— - : To grant a user access to the I
{ ortal Access @ | | portal, please activate the Portal !
Lest name I L I Access button and flag MT I
I permissions* [ 1 . . . . . 1
I permissions. Notifications will be |
|8 v supplerPorta | | generated based on the assigned 1
_______ . . 1
Department > == = = = — = L A— ! role. More information about role
Login Name is no longer shown in Contact | 1 i |
M o Edit mode as it is replaced by IDM login | 1 aSSIgr_]menF can be found in the |
| with email address : foIIowmg slides. |




Role Assignment — New or Change
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Once a new contact has been created, it is important to assign appropriate roles based on their specific areas of responsibility.
To add or change roles for your active users, please utilize the Roles Tab located next to the Contacts.

Supplier Contact and Roles

Roles Tab

Go to the respective role area
(see more details on the next slide)

Add Another Responsibility

Remember to save

2]
©
e Add or change role assignment
©
6]
(7]

SUPPLIER BASE DATE

SUPPLIER CONTACT AND ROLES

Assign Company Roles

Orders

Ratings

Supplier Por;al
ERFQ=
Documents
Order Responae
Tickets

MT-FAP

Contacts

Contacts

Orders

» eQ‘—

G 4 Add Another Respanaibility

RATIMNGS

Mame

o \
{Eu&.e, ou Some roles allow 1
I_] assignments based on
b | Buyer Group. "---" means no
\ - restrictions

L5l

Cancel




Overview Roles Functionalities
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Recommends supplier contacts during eRFQ

i Drives the notifications creation based on assigned roles. Notifications are
| related to exchanged orders sent accordingly to the contact mail address ¢
I |
1 |
Contacts Roles ! :
| 1
1 |
| |
|
Orders |™ ! Ratings - Va Supplier Portal - Vs ERFQs |M I V4
Documents - & Order Response Tickets MT-PAP
| ) - : ! _:.F
| 4 Addresponsible person  EEsElTilely : nsibl S definition
1
I
1 Document Exchange Notifications are sent to
1 . .
! mail address of the assigned contacts |- Mandatory roles requires
at least one assigned 0
responsible contact

RFQ = Request for Quote, PAP = Part approval Process

For internal use - Confidential



Update Your Colleague's Contact Information METTLER TOLEDO |9

To update a colleague’s contact details, go to the "Supplier Contact and Roles" section. For your own details, refer to slide 2.

SUPPLIER CATEGORIES Q Contacts Roles

o

e Supplier Contact and Roles
@® Contacts Tab
(4
(5

|
I
|
|
|
I
|
i 1 SUPPLIER CONTACT AND ROLES Q
Hover over the line and press : @
|
|
|
I
|

Name Login name E-Mail Telephone Role

the "pen" icon

. . SUPPLIER PROFILE o
Edit Information

L e e e e e e e e e e e e e e - -
CONTACT PERSON ’
Salutation*
+ - -
Contacts Roles -
. E-Mail*
X ) First name*
Name Login name E-Mail Telephone Portal Access Role
(V) ‘ i Last name*
O rotalaceess @ 0 o o |
| Login Name is no
) . | longer shown in
Department e I Contact E?it mc?%e |
) as it is replaced by
o . . *MT Supplier Portal IDM login with I
email address
— e s s e =l

IDM = Identity Management



Supplier Profile
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You can edit your supplier profile answers anytime under "Supplier Profile", navigate to the section you want to modify.
Republish the profile once you have finished the changes.

Proﬂlee

SUPPLIER CATEGORIES Genera Businesz Technical Certifications Quality Environment

Iy The profie has already been finished!

Edit Your Supplier Profile

=] Froof of Certificate:
SUPPLIER CONTACT AND ROLES

(1
@® Supplier Profile
(3
(4

To update uploaded

documents, follow steps o o
Do you have an 150 14001 quality cedificate ?* i _2022-11-30 @

below qsLPPLIER PROFILE

the right to see details.

Published on (Year):

If you uploaded a document, please provide the publishing date.

Replace uploaded document:
-> Hover over document line ot (Trationa |8
-> Press change button Danish - .

-> Choose and upload new file
-> Update expiration date or any

|
|
|
|
|
|
|
|
|
|
|
|
|
|
. |
@ Hover over the info symbol on 1
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
other document related fields !
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