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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.  
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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. 



Klüber Lubrication Supplier Portal 

Page 6 of 35 Supplier Portal Manual Version 2 

 
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. 

1 

2 

3 
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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" . 
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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. 

 
 
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. If you are a 
distributor you can upload certificates of the respective manufacturer here. 
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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". 
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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. 

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. If you are a 
distributor you can upload certificates of the respective manufacturer 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. Administration 
 
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. 
 
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. 
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6. 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. 
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7. Processing of activities 
 
The material group manager at Klüber Lubrication can define activities / measures in 
the supplier portal to be processed by the supplier to improve quality and delivery 
performance. Activities can be defined for the following topics: 
 

• Corrective measures 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. 
 

 
 
The measure can be accessed in the portal via the menu item "Actions" on your start 
page. 
 

 
 
The following information is included in the action: 
 

1. Action number in the system 
2. Title and description of the action 
3. Date until when the action must be completed by the supplier 
4. Current status of the action 
5. Contact person at the supplier to whom the measure has been assigned 
6. Contact person at Klüber, who has created and assigned the measure 

 
You have the option to sort by topics. Simply click on the appropriate column 
heading. You can also adjust the column widths. Simply click on the edge of the 
column and drag to the right or left. 
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7.1. Comments to actions 
 

It is possible to enter comments or queries in the action. Click on the symbol  next 
to the action number and then on "Add comment". In the text field a comment can 
now be entered. You can also attach relevant documents. To do this, click on the 
"Select file" button. 
 

 
 
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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7.2. Completion of actions 
 
After completion of all activities, the measure will be completed by Klüber. You will 
receive a corresponding e-mail notification. 
 

 
 
The status of the action is set to done. 
 

 
 
 
8. Downloads 
 
In the Download areas you'll find important documents for download. Just click on the 

symbol . 
 

 
 



Klüber Lubrication Supplier Portal 

Page 35 of 35 Supplier Portal Manual Version 2 

 
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 view 
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 first 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. 
 


