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1. List of Amendments 

 

Date Version Author / Revision Responsible 

2/6/2017 1.0.0 Approved by: Miriam Knöller 

7/15/2017 1.0.0 Revision Volker Haug 

12/28/2017 2.0.0 Chapter 5 new Volker Haug 

 

2. Introduction 

The use of the supplier portal allows companies to map the entire supplier manage-
ment, and helps to systematically and efficiently handle processes with potential and 
existing suppliers. This is why Eisenmann is introducing a software solution based on 
SAP building blocks such as SAP ECC and SAP Supplier Self Service (SUS). From 
the initial registration as supplier for Eisenmann over the independent management 
of master data all the way to editing tenders, purchase orders and specifications of 
qualifications and certifications - the supplier can carry out all these processes via the 
portal. 
Intuitive and easily accessible handling, as well as open communication shall guaran-
tee an efficient collaboration between Eisenmann and their suppliers. This does not 
only refer to existing suppliers, but also potential contenders, and thus shall create 
additional value for all involved.  
 
The following pages of this manual present the individual processes and their func-
tions for general applications. 
 
The manual does not claim to be comprehensive, and is only intended as a reference 
to provide assistance; only system functions are described. 
Furthermore, the manual is being revised regularly ï the current version can be found 
under www.eisenmann.com > About us > Purchasing > Downloads. 
Our usual contact partners from the purchasing department will be at your disposal to 
answer further questions. 

 Process and System Landscape 

The procurement processes are portrayed in a highly integrated system landscape - 
as illustrated in Figure 1. In this manual, the supplier front end module is described in 
detail only. 
 
Supplier Self-Services (SUS): It incorporates all options needed for editing mer-
chandise or service orders and suppliers into the procurement process of large-scale 
purchasing organizations. These suppliers will not need their own sales system to of-
fer their products and services. They only need to have access to the Internet to ben-
efit from the purchase order and content management functions of the host. Suppli-
ers have the opportunity to manage their master data in the SUS, manage their certif-
icates and attachments, view tenders, send out quotations, call up purchase orders 
including complete documentation, and confirm the purchase orders.  
 

http://www.eisenmann.com/
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Figure 1 System landscape purchasing 

3. Login 

You as the supplier will receive an email with the access information. Password and 
registration information will be sent in two separate emails. 
 

 Unfortunately, logging in with a ñMozilla Firefoxñ browser is not possible, as it is 
not supported by the supplier portal. Please use other more common browsers such 
as Google Chrome, Internet Explorer, ... .  
 
 

 
Figure 2 Email with login information 
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Figure 3 Email with the password 

 
Please log into the supplier portal using the link included in the email. 
 

 
Figure 4 Logging into the Portal 

 
Please enter your user ID and password that you received by email into the respec-
tive fields. 
 
Please complete your information underneath and select a new user name and pass-
word - the first user from your company logging in via the link indicated in the email 
shall act as administrator. 
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He/she must agree to the privacy policy in order to continue. Confirm the entries by 
clicking ñCreateò. 
The privacy policy and user directive can be viewed under www.eisenmann.com. 
 
The following window will open: 

 
 
You can close the window or get to the portal login by clicking on the ñLog inò link. 
Now you log into the portal by using your user ID information you have just selected. 
https://ses-psr.eisenmann.com/supplier 
 
Alternatively, you can gain access to the supplier portal via the Eisenmann website. 
In the ñPortalò section simply select the ñSupplier ETSò category. 

https://ses-psr.eisenmann.com/supplier
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Figure 5 Portal access via www.eisenmann.com 

 
After opening the Eisenmann supplier portal via the link, the enrollment window ap-
pears (Figure 4). 
 

 It is recommended to use the latest browser version of Google Chrome or Mi-
crosoft Internet Explorer to ensure proper use. The portal cannot be accessed via Mi-
crosoft Edge. 
 

 Navigation 

After logging in successfully, the supplier gets to the start page of the Eisenmann 
supplier portal. The navigation menu comprises the main menu and the respective 
detailed navigation menus (figure 3). 
 

 
Figure 6 Navigation menu 

 
Master data: 
The supplier can manage his/her personal settings and company information under 
the ñMaster dataò tab after logging in. Furthermore, he/she can enter additional em-
ployees, assign roles, as well as enter and edit master data. 
 
Qualifications: 
Qualification requests can be viewed, edited and performed under the ñQualificationò 
tab. This is an important step for potential contenders in order to be added to the sup-
plier pool. 
 

Certificates & Attachments: 
Documents can be uploaded from the local computer under the ñAttachmentsò menu 
tab, and thus be made available to Eisenmann. Documents saved in the system can 
be viewed in the ñCertificateò tab, as long as these have been attached to the qualifi-
cation. 
 
Purchase Orders: 
All Purchase orders filed in the system can be displayed, including their current sta-
tus, in the ñPurchase ordersò tab. This provides the option to submit purchase order 
confirmations for purchase orders placed. 
 
Bid Processing: 
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All tenders that request your quote as supplier are listed in the ñTendersò tab. Ten-
ders may be viewed and reviewed. The supplier can also submit the respective quote 
for the tender here. 
 
HUTT (Handling Unit Tracking Tool) Webportal:  
Based on the Incoterm, delivery address and delivery scope of the purchase order, 
you are requested to report your delivery units (handling units (HU)) to the colleagues 
in the shipping department at Eisenmann. The HUTT portal which is integrated in the 
supplier portal is provided for that purpose. 
 

4. Supplier Self Services (SUS) 

This section outlines the individual menu items and submenu items. This manual pro-
vides a detailed step-by-step description of the functionality of the Eisenmann sup-
plier portal. 

 Master data 

Under the menu item ñMaster dataò (Figure 7), the supplier will find the tabs ñCom-
pany dataò, ñEnter employeeò, ñEmployee listò and ñPersonal dataò. These tabs are 
described in detail below. 
 
 

 
Figure 7 Master data - Company data 

4.1.1. Managing and editing company data 

General information regarding the company of the supplier are collected, managed 
and updated in the ñCompany master dataò tab. Data records such as contact, com-
munication and general information are displayed here. The company logo (1) can 
also be inserted on the upper right side (Figure 7). 
 

1 

2 
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By clicking the ñEditò button (2) on the upper left side (Figure 7), a new screen is 
opened enabling all functions to edit. Fields marked with an ñ*ñ are mandatory, and 
therefore must be completed. 
After entering the data, it is saved by clicking the ñSaveò button. The updated screen 
is accessed by clicking the ñDisplayò button. 
After the entry of all information is completed, a text field appears that confirms the 
modification, and indicates that no further editing is possible, as the file is subject to 
run through the approval process. (Figure 8). 
 

 
Figure 8 Confirmation regarding the company data update 

 
The modifications carried out by you must first be reviewed by the responsible buyer, 
and then either be confirmed or rejected. Only then can the supplier carry out further 
modifications of his/her company data. 
During editing, the supplier is allowed to carry out an unlimited number of modifica-
tions to his/her company data. Upon sending out his/her modifications, the supplier 
shall receive an email indicating the status of his/her approval process in addition to 
the notification in the supplier portal. 
 
By clicking on ñDisplay modificationsò a new screen is accessed which lists all modifi-
cation that are pending and still subject to approval. The date and time of the update 
is shown. (Figure 9) 
With the ñBackò button, the supplier can return to the home screen. 

 
Figure 9 Overview of the approval status  

4.1.2. Entering employees 

By clicking on the ñEnter employeeò tab, the supplier opens a new screen which al-
lows to enter additional employees of his/her company as portal users, and thus pro-
vide them access to the portal. Here, data regarding contact partners are entered, 
and the agreement with the privacy policy is acknowledged. Fields marked with an ñ*ñ 
are mandatory. 
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The employee of the supplier who receives the access data first shall act as the sup-
plierôs portal administrator. 
 
Later in the process, a detailed description of the responsibilities of the supplier ad-
ministrator, employee and buyer at Eisenmann shall follow.  
 

 
Figure 10 Enter employee 

 
After completing the mandatory fields, the supplier administrator may click the ñDis-
playò button on the upper left side of the screen that had been gray up until then. 
The new screen ñDisplay employeeò is accessed, displaying the status information of 
the filing process on the top of the page, confirming the entry of the employee and in-
dicating that no further editing is possible, as the file is first subject to run through the 
approval process (Figure 11). The approval is granted, if the responsible buyer at Ei-
senmann confirms the employee in the portal. Only then can the entry of this em-
ployee be completed, and he/she use the portal. 
 

 
Figure 11 Status of the employee entry 

 
At the same time, additional fields with the user details appear at the bottom of the 
screen (Figure 12). One or more roles can be assigned to the employee from the 
supplier administrator (1), a user name and user ID can be provided (2), and email 
notifications can be activated or deactivated (3) here. 
Entries can only be made, if the employee has been confirmed as new portal user by 
the responsible buyer at Eisenmann. 
A role controls which functions an employee is authorized to use. 
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Figure 12 User details for the employee 

 
The employee may assume the following roles: 

Roles Function 

Management of employee 
data 

Entry of new employees, role assignments, and man-
agement of the employee list 

Qualification expert Response to qualification requests 

Management of supplier 
master data 

Modification of master data, if required (address data, 
contact data, etc.) 

Task assignee for the sup-
plier 

Editing tasks assigned to the supplier 

Bidder Participant in tenders, preparation and corrections of 
quotations 

Purchase order processor In charge of the orders and creation of purchase or-
der confirmations 

Editing qualifications, 
tasks, certificates and at-
tachments 

Editing incoming qualification requests, tasks and cer-
tificate requests of the buyer. In addition, uploading 
necessary attachment via the portal. 

Carrier DIS-HUTT Portal & 
Vendor DIS-HUTT Portal 

The functionality of Vendor and Carrier is described in 
detail in the ñSupplier portal for HUTT usersñ under 
section Fehler! Verweisquelle konnte nicht gefun-
den werden.. 

 
A role is assigned to an employee by clicking/activating the check box . 
The role assignments are confirmed by using the ñSaveò button in the upper left side. 
These modifications are not subject to approval by the purchasing department, as the 
employee has already been confirmed at the time of entry. 

3 

1 

2 
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4.1.3. Employee list 

A list of all employees of the supplier entered in the portal, including the pending en-
tries subject to approval by Eisenmann purchasing department, can be found in the 
ñList of employeesò tab (Figure 13). 
In the ñStatusò column it is shown whether an employee status is pending (ñNot ap-
proved yetò), has been approved (ñUp-to-dateò) or has already been approved (ñUn-
blockedò). In addition, the name of the employee, user and email address are dis-
played. 
 
After approval by the buyer (status: up-to-date), the roles can be assigned and the 
user name, possible notifications can be defined via the email address and the user 
ID here. The settings can be carried out by opening the profile with a click on the re-
spective name. 
 

 
Figure 13 Master data - Employee list 

 
After clicking on the name of the employee the screen to ñEnter the employeeò (fig. 9) 
is reopened. The fields in the opened profile appear in gray first, and therefore must 
be unlocked by clicking the ñEditò button. In this edit mode, the contact partner details 
are edited. User details such as user name, user ID, role assignments and notifica-
tions can be reset here. 
In order to save modifications, click the ñSaveò button on the upper left side when ed-
iting is completed. A text box will appear that confirms the modification. 
 
If a user name and user ID are stored in the ñUser detailsò section, the employee can 
log into the supplier portal by using these data. 
It is the responsibility of the administrator user of the supplier to inform the newly en-
tered employee about his new role in the supplier portal, and to send him/her the ac-
cess data as well as the link to the Eisenmann supplier portal. The system will not 
generate an automated email. 
The employee may log into the portal to carry out the functions associated with 
his/her assigned role. When logging in for the first time, he/she is prompted to 
change the initial password. 
 

4.1.4. Management of personal data 

The ñPersonal dataò section under menu item ñMaster dataò opens the employee pro-
file of the contact partner (fig. 11) saved in the registration form at Eisenmann. At the 
same time, he/she shall be the administrator user. The contact partner can edit per-
sonal details, user details and his/her role and email notifications anew. 
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Figure 11: ñPersonal dataò tab opens the data of the saved contact partner 

 
This sector is only available to the administrator user and the manager of employees. 
  

 Qualifications 

In the ñQualificationò section, qualification requests by Eisenmann can be viewed. 
The responsible buyer requests answers to the questions in order to review whether 
the supplier meets the basic prerequisites required for a successful collaboration. For 
this purpose, the supplier must complete questionnaires in the supplier portal and 
disclose information and references to the buyer. 
 
In the ñNewò tab, an overview of new pending qualification requests are listed subject 
to processing by the supplier. In the ñIn processò tab, requests saved temporarily are 
opened and further processed. It is also possible to view the requests already sent in 
the ñSubmittedò tab. An additional ñTo be clarifiedò tab is available for the buyer to 
clarify any ambiguities with the supplier, and to ask more specific questions regarding 
the qualification, if necessary. 
Under each tab, the name, date of entry, status and submission deadline of the quali-
fication request is displayed in columns (fig. 12).   
  
 

 
Figure 14 Qualification menu 
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By clicking on the submenu items described above, a list of available qualifications is 
displayed. 
The qualification can be opened by clicking on the respective name of the request 
(fig. 13). 
 

 
Figure 15 List of submitted qualifications 

 
By clicking on the qualification, a new window opens (Figure 1). 
With the top or bottom navigation buttons, the supplier can: jump to the next page 
(Next), return to the previous page (Previous), temporarily store the entered data and 
further edit it at a later date (Save), create a print preview (Print Preview), and close 
the qualification screen (Close). 
Additional information, such as name of the qualification, supplier, qualification sta-
tus, submission deadline are also displayed. 
 
In the introduction, an introductory text regarding an assessment request will be dis-
played.  
It is also indicated that all questions marked with a red asterisk ñ*ò are mandatory and 
thus must be answered by the supplier. 

 
 
Figure 16 Supplier qualification 

 
After all steps are taken and all questions answered, the results can now be returned 
to Eisenmann by clicking on the ñSendò button. It is irrelevant whether the questions 
were all answered at once, or if they were temporarily saved during the process and 
completed at a later date. 
However, before activating the ñSubmitò button, the gray boxes must first be checked 
and thus confirmed for accuracy of the personal information (fig. 15). 
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Figure 17 After checking the box the ñSubmitñ button is unlocked 
 

An assessment request already sent is displayed on the supplier portal under 
ñQualificationsñ in the ñSubmittedñ tab. These can be viewed from here. 
 

 Certificates and attachments 

The Certificates & attachment screen includes an overview of all attachments and 
certificates stored in the system. Figure 13 shows that an attached file can be up-
loaded from the local computer and be named in the ñDescriptionò field. This may in-
clude, for example, documents for the Eisenmannôs company presentation.  
From this overview, the supplier can also find out the status, file name and size, de-
scriptions, persons in charge, and the date the attachment was filed. 
 

 
Figure 18 Attachments 

By clicking the ñSearchò button, a new window opens which provides the supplier ac-
cess to his/her local files. After an attachment is selected, it is uploaded onto the por-
tal by clicking the ñAdd attachmentò and will show up in the overview. 
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The file must, however, not be zero or larger than 20 Mbyte. Otherwise an er-
ror message will appear as shown in Figure 19. 

 

 
Figure 19 Error message regarding file size 
 

If the upload of the attachment is complete, a text box will appear (Figure 20) which 
confirms the upload, and indicates that it is subject to approval by the administrator. 
 

 
Figure 20 Attachment successfully uploaded 

 
In the overview of the ñCertificatesò menu item, the certificates stored in the system 
can be viewed. They are uploaded during the qualification process as part of the cer-
tificate request. In the overview in Figure 21 , you can find the certificate name, valid-
ity, expiration date, status and action. The supplier can click on the ñUpload certifi-
cateò symbol in the ñActionò column in order to get to a new screen. 
 

 
Figure 21 Certificates 

 
A certificate can be uploaded on this screen (Figure 22). An option to enter a certifi-
cate name, the person in charge, a comment, a description and the validity period is 
also provided. All fields with a red asterisk ñ*ò are mandatory. A box to set the validity 
period of the certificate to unrestricted is also provided. As soon as all required fields 
are completed, the certificate can be made available by clicking the ñUpload certifi-
cateò button.  
Prerequisite for the display of this information is the appropriate indication of the qual-
ification request. 

 
Figure 22 Upload certificates 
















































































