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1 Introduction 

Learning Content
This learning unit shows how you can logon to the FST supplier portal and maintain your company's data.

Learning Targets
You can logon to the FST supplier portal and maintain your company's data.

Prerequisites & Cross-References 
Successful pre-registration
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2 Recording area
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 Click the Login button.

Xxxxx.Xxxxxx 

  https://www.pool4tool.com/portal/fst/login.php
Enter the username and the password (you received them by mail) into the entry mask below. 
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 Enter PassWorD85+ into the New password field.

The issued password is initial and needs to be changed with the first logon. Please check the restrictions above for the password!
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 Enter PassWorD85+ into the New password (re-enter) field.
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 Click the Save button.
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 Click the NO (nein) dropdown button.
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 Click the Account data received / Login successful / Enter additional company data hyperlink.

You will be redirected to the registration site where you can add the profile data of your company. Step by step our supplier database will guide you through the respective registration levels.
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 Click the Save hyperlink.

The mask with the company basic data will appear. These fields are already filled with the meta data from the pre-registration.

You can change or enhance these data.
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 Click the Contacts hyperlink.

Click on „Contacts“ to register additional contact persons or users of your company for the supplier portal. As standard, the system adopts the data you have entered in the register mask initially. 
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 Click the Save hyperlink.

You can create new contacts/user by clicking on „New user“.
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 Click the Öffnen button.

Enter the contact data of the additional contact here. Choosing the checkbox “Create portal user”means that this contact person gets an extra portal access with password.

If you do not tick this checkbox, the contact person will only receive notification mails from the workflow of the system.
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 Click the Mr. list item.
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 Enter Tom into the First name field.
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 Click the SAVE button.
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 Click the [image: image33.png]


 vertical scroll bar.

The added contact person/user appears in the information box. 
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 Click the Öffnen button.

All created contacts/users can be assigned to different areas of your company by drop-down box.
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 Click the Test, Tom button.
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 Click the Öffnen button.
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 Click the Testmann, Tom button.
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 Click the Öffnen button.
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 Click the Testmann, Tom button.
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 Click the Öffnen button.
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 Click the Test, Tom button.
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 Click the Testfirma GmbH hyperlink.
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 Click the Material group assignment hyperlink.

The next step is the “Material group assignment“. Here you can inform us about your service

portfolio.

Simply select the industries, industry-segments & material groups that represent your portfolio best. 
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 Click the Commodities "Direct" tree entry.

Simply select the industries, industry-segments & material groups that represent your portfolio the best. The "plus" symbol indicates that the industries on the highest level can be further expanded. 

Please select on the material group level (square checkbox) which commodities/articles/services you can deliver. One of these commodities has to be defined as your main commodity group (use theround radio button to indicate).

You can select as many commodity groups as you want but you can only select one main commodity group. This main commodity group should represent your strongest and most representative, because depending on your main product group you will be categorized by one of our leadbuyers. 
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 Click the NMC tree entry.
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 Click the Elastomer tree entry.
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 Click the Rubber semi finished profil radiobutton.
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 Click the SAVE hyperlink.
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 Click the Fill profile hyperlink.

“Fill profile” –you can tell us kmore about your company here. The fields marked with an asteris (*) must be filled for a successful registration. After completion, you can send the profile to the FST Purchasing Department. 
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If you want to edit your data later or if you want to send it later, please press the save-button. You can edit your profile in the main-menu selecting „Company profile“ in the navigation box on the left side.

There are some fields that require document-uploads. Please take note that the files should be uploaded in a pdf- or Excel-format.
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Unter "Lieferantenprofil" können Sie sehr viele verschiedene Daten einpflegen.
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Die Steuerinformationen sind Pflichtangaben.
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Daneben gibt es folgende Bereiche 
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Allgemeine Angaben
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Registrierungsdokumente
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Umsatz / Leistung
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Qualitätsmanagement / Zertifizierungen
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Umweltmanagementsystem
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Produktionsanlagen und Verfahren
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Beschaffung
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Internationales Materialdatensystem
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 Enter DE999999999 into the VAT No. field.
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Under "supplier profile" you can enter various data.
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Apart from the required entries there are the following sections:
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- General data
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- Registration documents
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- Turnover / Activities
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- Insurances
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- Quality management / Certificates
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- Environmental management  system
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- Production lines and operations
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Benefit from a comprehensive presentation!
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This way our leadbuyers can identify your company as a potential supplier! 
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 vertical scroll bar.
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 Click the DUNS Corporate Group dropdown button.
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 Click the No button.
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 Click the Name input field.
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 Click the Öffnen (open) button.
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Check the various entry possibilities!  
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Mind the corporate compliance agreement!  
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 Click the SAVE button.
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 Click the Publish Profile hyperlink.

„Publish profile“. After the completion of you profile you might want to publish your profile. You can do that by clicking on “publish” – that only works if you have filled all mandatory fields. The status of your publication will be shown in a yellow box (see below).
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 Click the OK button.
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The system will generate a confirmation mail after successfull publication. Your profile will then be checked by our leadbuyers. The registration-process is hereby closed.
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