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1 Welcome Page 
We are pleased to welcome you as our partner and appreciate your commitment to use our 
ZEISS Supplier Portal for an optimized cooperation. In this portal, we create the basis for an efficient, 
transparent and smooth handling of our processes. The consistent use of the portal is essential to ensure our 
common standards and the highest level of cooperation. 

1.1 Objectives 
This document serves as a manual for suppliers to use the ZEISS Supplier Portal PIP (Procurement Interaction 
Portal - JAGGAER). It describes all existing functions and processes that can currently be managed via the 
ZEISS Supplier Portal. 

This manual is structured in such a way that you can jump directly via the navigation to the respective process 
that you want to execute. In each section, you will find: 

 How the platform and its module work 
 Overview of process steps 
 Detailed click instructions for process execution 

1.2 Support & Help 
If you are unable to find the assistance you need in this manual, please contact JAGGAER Support. JAGGAER 
Support is also your first point of contact for technical problems with the Supplier Portal. 

Instruction View 

To contact JAGGAER 
Support, click the 
"Support" link on the 
dashboard. 

 
or 

 

Click the user icon in the 
upper right corner and 
select "Contact Support". 
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1.3 Supported Browsers 
JAGGAER supports the following browsers. Although other browsers and versions not listed in the table below 
may work, they have not been fully evaluated and are not recommended.  

Browser Supported version(s) 

Chrome/Chromium  Latest stable version only 

Mozilla Firefox  Latest stable version only 
 Extended Support Release (ESR) 

Microsoft Edge  Latest stable version only 
 Two previous stable versions 
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2 Overview ZEISS Supplier Portal PIP & General Functions 
 

2.1 Access ................................................................................................................................................. 9 
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2.2.1 Navigation Bar ................................................................................................................................. 9 

2.2.2 Dashboard ..................................................................................................................................... 11 
2.2.3 User Menu ..................................................................................................................................... 12 

2.3 Change Company Data ...................................................................................................................... 13 
2.4 Manage Contacts .............................................................................................................................. 13 

2.4.1 Contact Overview .......................................................................................................................... 14 

2.4.2 Determine Roles and Responsibilities.............................................................................................. 15 
2.4.3 Create Contacts ............................................................................................................................. 16 
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2.1 Access 
With your access credentials you can register in the ZEISS Supplier Portal. The following procedure describes 
how you can log in with your login data. Please keep your access data safe and secure. 

Instruction View 

1. Open the ZEISS 
Supplier Portal PIP. 
 

2. Log in with your 
existing user account. 

   If you do not have access credentials 
available, please contact your ZEISS contact 
person. If a user already exists for your 
company, your colleague can also set up an 
access for you. 

3. After successful login 
you will see the 
dashboard of the 
ZEISS Supplier Portal 
PIP. 

 

2.2 Navigation 
You can navigate in the ZEISS Supplier Portal PIP either via the navigation bar or directly via the dashboard. 
Both options are explained below. 

2.2.1 Navigation Bar 
The navigation bar is located at the left edge of the ZEISS Supplier Portal PIP. Here you can navigate directly to 
the respective module or to the desired function. 

 

Icon Name Description 

 

Home Back to Dashboard. 

https://app11.jaggaer.com/portals/zeiss
https://app11.jaggaer.com/portals/zeiss
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Primary data Base Data, Categories, Contact People, Additional Addresses, Company Profile. 

 

Documents 
Standard Documents (download area), Document Approval Exchange (DAE), 
Tickets (Workflows - Special Releases, Deviation Approvals), Contracts and 
Category Contracts. 

 

Requests RFQ Pure (requests), EAuctions and Actions (tasks). 

 

SCM Orders 
Direct Purchase Orders (Order List, Position List, and Disposition List), Delivery 
Call Off, Vendor Managed Inventory (VMI), Advanced Shipping Notification 
(ASN) and Forecast. 

 

Quality Complaints 

 

Administration User Management 
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2.2.2 Dashboard 
The dashboard provides quick access to the most essential information, and allows you to quickly view the 
open, current, and recent processes.  

 

 

The dashboard is divided into several tabs (bold information is available only from the dashboard): 

 

Name Description 

 

 
 
 

Support, ZEISS Supplier Portal Manual, News, Actions, Company Profile, 

Contact Person & Responsibilities, Supplier Evaluation, Document Exchange, PIP 

Download Area 

 

 
 
 

Order List, Not Opend Orders, Not Confirmed Orders, Retrievable Documents 

for PO´s (Web-FTP), Confirmed Orders, Partially Confirmed Orders, Disposition 

List, Shipping Note Created, Not Advised, Advised Orders 

 

 
 
 

Running RFQs, Retrievable Documents for RFQ’s (Web-FTP), Checking RFQs, 

RFQ Overview, Completed RFQs 

 

 
 
 

Create New Ticket - Special Release / Change Request / Initial Sample Inspection, 

My Tickets, All Tickets, Complaint Overview 
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2.2.3 User Menu 
The user menu (Toolbar) can be opened from the icon in the upper-right corner of the dashboard.  

 

 

The following functions are available from the user menu: 

Name Description 

Account Settings 
Edit your user data:  
First name, Last name, Telephone, Mobile, E-Mail, Main Language, Format, 
Timezone. 

Change Password Change the password for your account here. 

Privacy Policy 
Displays the privacy statement in the following languages: Arabic, Chinese, 
German, English, Spanish, Italian, Japanese, Dutch, Polish, Portuguese, and 
Brazilian Portuguese. 

Contact Support 
You will be redirected to the Supplier Support Request of JAGGAER Support. If 
you have a problem or have questions about the application, enter the necessary 
information in the form. 

Help 
This will open the JAGGAER Help Center. There you will get more standard 
information about each module. 

Logout Logout from the application. 
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2.3 Change Company Data 
Instruction View 

1. Open the Base Data. 

 

 

 

 

 

2. Modify the necessary 
information. 

 

3. Save your input. 

 

2.4 Manage Contacts 
As an administrator of your company, you can create, change or delete other contacts in your company. In 
addition, you can assign different roles and responsibilities in the system to your contacts. 

For security and data protection purposes, ensure all data is kept current! 
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2.4.1 Contact Overview 
Instruction View 

1. Open “Contact 
People”. 

 

 

 

2. You will now see the 
contacts for your 
company that are 
currently being 
maintained: Name, 
Login name, E-mail, 
Telephone, Portal 
Access, Role. 

3. Clicking on the name 
will give you an 
overview of all the 
roles assigned to the 
contact. 

4. By clicking "Edit" you 
can adjust and save 
the data of the contact 
person. 
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2.4.2 Determine Roles and Responsibilities 
Different roles allow you to specify in the system which contact receives the notifications for the respective 
processes (orders, inquiries, complaints, profile updates, etc.) and can process them.  

Instruction View 

1. Open “Contact 
people”. 

 

 

 

 

2. Click “Roles”. 
3. You will now see the 

available roles in the 
system, and the roles 
assigned to your 
company contacts. 

4. Click the edit icon to 
assign a defined role 
to another contact. 
 

5. Change the contact 
person there or add 
more responsibilities.  

6. Back up your input by 
clicking "Save". 

 

 

 

Make sure that only contact persons with portal access are stored for roles in 
which you as a supplier have to enter the system (orders, RFQs complaints, etc.). 

- Please do not alter the additional information displayed, such as 
"Company Code" or similar information!  

- Often, only one contact can be selected for a role. 
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2.4.3 Create Contacts 
Instruction View 

1. Open the “Contact 
People” section. 

2. Click "Add New 
Contact". 

3. Maintain the data for 
the new contact. 

4. Decide whether the 
new contact person 
should have access to 
the ZEISS Supplier 
Portal. If so, select 
"Portal Account", 
select a login name. 

5. Decide whether the 
new contact person 
should have admin 
permissions. If so, 
check the box for 
admin. 

6. Check box for the 
portal permission 
(Portal ACLs).  

7. Click "Save" to create 
the contact person. 

8. Please check the 
assignment of roles 
and responsibilities for 
the new user (  
Determine Roles and 
Responsibilities). 
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3.1 Registration & Onboarding 
 

 
1. Overview of the Registration and Onboarding Process 

 

The Registration & Onboarding Process is usually the first point of contact with the ZEISS Supplier Portal PIP. 
As a supplier, you will be invited to register (apply for access) and onboarding (provide general company 
information) in the system.  

For most ZEISS companies, this is a mandatory activity that must be fulfilled by the suppliers, since compliance 
with legal requirements and internationally recognized standards is also required here. 

As a supplier, onboarding in the Supplier Portal offers significant advantages: 

• The supplier information and supplier profile only need to be maintained centrally at ZEISS. 
• The profile you have in place gives you, as a supplier, the opportunity to present yourself at ZEISS and 

to disclose your entire service portfolio. 
• The supplier profiles that have been added are then visible to the entire ZEISS Group. 
• Registration in PIP brings up new possibilities for communication and cooperation with ZEISS, 

optimizes processes and improves the flow of information. 
• The information in the supplier profile is used by ZEISS to evaluate the suppliers and to release them 

for further procurement activities. 
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3.1.1 Registration Process 
By registering in the ZEISS Supplier Portal PIP, you generate a user account for your company. 

Registration Invitation 
Instruction View 

1. You have received an 
e-mail invitation to 
register in the 
ZEISS Supplier Portal 
PIP. 

2. Open the registration 
link.  

3. Select a system 
language. 

 The e-mail is sent 
from no-
reply@jaggaer.com. 
Please check your 
spam folder if the  
e-mail is not in your 
mailbox as expected. 

 
 
The e-mail will link to 
the latest version of 
the vendor 
documentation that 
supports all the 
processes in the 
system. 

 
 

 
 

mailto:no-reply@jaggaer.com
mailto:no-reply@jaggaer.com
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Maintain Personal Information 
Instruction View 

1. Maintain your personal 
data and assign 
yourself a login name: 

 

 

2. Maintain your 
company's general 
information:  
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3. Read all the 
information and 
documents provided. 
Agree with the 
mandatory 
information. 

4. Then click "Accept and 
Submit" to complete 
the registration 
process.  
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Specify Company Data 
Instruction View 

1. Maintain your 
company's general 
information:  

 

 

Approval & Completion of Registration 
Instruction View 

1. Read all the 
information and 
documents provided. 
Agree with the 
mandatory 
information. 

2. Then click "Accept and 
submit" to complete 
the registration 
process.  
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3.1.2 Onboarding Process 
The onboarding process is the structured and globally applied procedure at ZEISS to connect suppliers to the 
Supplier Portal. It is used by ZEISS to obtain general supplier information and to check it with regard to 
company-wide standards and legal requirements. 

E-mail with access data & link to the Supplier Portal 
Instruction View 

1. After successful 
registration you will 
receive an e-mail with 
access credentials and 
the link to the ZEISS 
Supplier Portal PIP. 

2. Open the link to the 
ZEISS Supplier Portal. 

3. Enter your login name 
and initial password.  

4. You will then need to 
choose your own 
password. Be aware of 
the requirements for 
your new password.  

5. Then click "Save". 
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Maintain Contacts & Roles 
Instruction View 

1. Click the icon to 
connect the supplier 
profile in the red 
banner to perform the 
onboarding. 

 

 

 

 

2. Review the general 
company data again 
and then click "Save". 

 

 

 

 

3. You can now create 
different contacts for 
your company and 
then assign them the 
appropriate roles and 
responsibilities. 

4. Click "Add New 
Contact". 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

1 

2 

3 
4 
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5. Enter the new contact 
details.  
 

6. Decide whether the 
new contact should 
have access to the 
ZEISS Supplier Portal. If 
so, select "Portal 
Account", select a 
login name, and select 
the check box for the 
portal permission. 
Click "Save" to create 
the contact person. 
 
 
 
 

7. Click the icon to 
assign specific 
roles/responsibilities to 
your company 
contacts. 
 
 

8. On the left, select a 
role to reassign. Click 
the icon and select 
the contact person to 
take over the role. 
Click "Save" to confirm 
your entry. 

9. Click “Continue” after 
you have created all 
contacts and assigned 
roles. 

 

 

 

 
 

7 

9 

8 

5 

6 
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Assigning Commodity Groups 
Instruction View 

1. Select the commodity 
groups that you have 
in your portfolio and 
can deliver to ZEISS. 
Then click "Continue".  

 

Maintain Company Profile 
Instruction View 

1. Now maintain the data 
in all tabs of the 
company profile.  

2. The yellow box will 
show you in which 
tabs unanswered fields 
are mandatory.  

3. Then click on “Save” 
to take you to the next 
tab with unanswered 
fields. 

 

4. If you want to save a 
page without having 
filled in all the 
mandatory 
information, a notice 
will appear in red. In 
addition, unanswered 
fields are highlighted 
in red. 
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5. If all mandatory fields 
are filled in, a notice in 
green appears that all 
mandatory fields are 
filled, and the profile 
can now be 
"Published". 

 

 

Publication of the Profile 
Instruction View 

1. To complete 
onboarding and 
submit your profile to 
ZEISS for review, 
please click on 
"Publish". 
 

2. Your profile will now 
be checked by ZEISS. 
No changes to the 
profile are possible 
while the profile is 
being checked. 
 

3. Completion of the 
onboarding process: If 
the information is 
complete and correct, 
ZEISS can release the 
profile, and you will 
receive a success 
report via e-mail.  
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3.2 Company Profile Update 

 

The structure of the company profile is constantly adapted to current ZEISS and legal requirements. Therefore, 
you will receive a reminder every year to update the company profile and fill in new mandatory fields. In 
addition, ZEISS employees can also request an update of the company profile and, if necessary, activate special 
questionnaires for your company profile. 

Please follow these steps when updating your company profile:  

 
2. How to update the Business Profile 

 

Instruction View 

1. Open the ZEISS 
Supplier Portal PIP. 
 

2. Log in with your 
existing user account. 

 

https://app11.jaggaer.com/portals/zeiss
https://app11.jaggaer.com/portals/zeiss
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3. Open your company's 
base data. 

 

 

 

 

 

4. Review the base data 
and confirm your 
customizations by 
clicking "Save". 
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5. Open your company's 
contacts. 

6. Check the contacts 
that are currently 
available. If necessary, 
delete existing 
contacts from the 
ZEISS Supplier Portal, 
modify existing 
contacts or add new 
contacts. 

7. Check the 
roles/responsibilities of 
the currently available 
contacts in the ZEISS 
Supplier Portal and 
reassign them if 
necessary. 

 
To prevent misuse of 
data, ensure that only 
employees of your 
company have access 
to the ZEISS Supplier 
Portal. 

 

8. Open the company 
profile. 
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9. Check in which tabs 
new mandatory fields 
must be filled in and 
fill them in. 

10. Check the validity of 
the currently uploaded 
certificates. If you no 
longer have a 
previously uploaded 
certificate, be sure to 
delete the expired 
certificate from the 
system. Otherwise, 
you will be prompted 
to update the expired 
certificate periodically. 

 

11. After you have 
checked all data and 
areas of the company 
profile, it is imperative 
that you "publish" 
your profile to make 
the changes in ZEISS 
visible. 
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3.3 Standard Documents 
ZEISS provides additional documents to all suppliers who have access to the ZEISS Supplier Portal.  

Instruction View 

1. In the navigation, click 
on "Requests" and 
then on "Standard 
Documents". 

 

Alternative: 

1. On the dashboard in 
the tab "PIP General & 
SRM" on the link "PIP 
Download Area" 

 

2. All generally available 
documents per 
division of ZEISS are 
displayed. The plus 
symbol allows you to 
open the individual 
areas and then the 
documents below 
them  
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3.4 Document Approval Exchange (DAE) 
Document Approval Exchange (DAE) is a module within PIP that enables efficient document exchange with 
suppliers. It supports document approval and management, including revision, updating, and distribution of 
documents, and it documents all steps centrally. 

Benefits of DAE for ZEISS Suppliers: 

• Up-to-date Information: Suppliers receive the latest information about ZEISS and procurement first 
through PIP-DAE. 

• Centralized Document Provision: Necessary documents are visible to all ZEISS departments and only 
need to be provided centrally in DAE once. 

• Versioning: Both suppliers and ZEISS can version documents and inform business partners about 
changes. 

• Transparency: Suppliers have a clear overview of all exchanged documents with ZEISS. 
• Optimized Communication: Using DAE through PIP strengthens communication and cooperation 

with ZEISS, optimizes processes, and improves information flow. 
• Supplier Evaluation: Information in DAE is partially used by ZEISS to evaluate suppliers and release 

them for further procurement activities. 

 

3.4.1 Open Document Exchange 
Instruction View 

1. You will receive an e-
mail notification with 
a direct link to the 
document. 

2. Click on the link. You 
will be redirected to 
the login. 

3. Enter your login 
details. 

4. After successful login, 
you will be redirected 
directly to the 
document. 
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Alternative: 

Instruction View 

1. Click on the 
"Document Approval 
Exchange" button on 
the Dashboard. 

 
 

2. In the overview you 
will find all DAE 
processes with the 
following information: 

1 Link to the 
document 

2 By clicking on the 
"speech bubble" you 
can open the stored 
comments on the 
document. 

3 File Type 

4 By clicking on the 
"red flag" you can 
perform the necessary 
action. 
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3.4.2 Simple File 
A document will be provided on the portal. Please download the document and take note of the document. No 
further actions are necessary. 

Instruction View 

1. Click on the link to 
download the file. 

 

2. The status then 
changes to "Seen". 

 
 

3.4.3 File To Confirm 
A document will be made available for you to download in the portal. You will then have to decide whether to 
accept (approve) or reject the document. 

Instruction View 

1. Click on the link to 
download the file. 

 

2. Click on "red flag" to 
perform the necessary 
action. 

 

3. Choose whether you 
want to accept or 
reject the document. 

4. Click on "Save". 
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5. If you reject the 
document, please 
enter a reason in the 
comment field. 

 
 

6. If you accept the 
document, the status 
will then change to 
"Accepted by 
Supplier".  

 

3.4.4 Request 
A document is requested from you as a supplier. If you are able to provide the document, you have the option 
of uploading it directly to the portal. 

Instruction View 

1. Click on the comment 
to see more 
information about the 
requested document. 

 

2. Click on the "red flag" 
to upload or reject the 
requested document. 

 

3. If you are able to 
provide the 
document, select 
“Send to customer 
validation”. 
 

4. Upload document. 
 

5. Enter the expiration 
date. If you don't 
have an expiration 
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date, then select the 
current date + 1 year. 
 

6. Save 

7. If you are unable to 
provide the 
document, select "Can 
not deliver". 
 

8. Please add a 
comment. 
 

9. Save 

 

10. After uploading a 
document, the status 
changes to "Waiting 
for customer 
validation" because 
the responsible ZEISS 
employee will check 
your upload again. 

 

11. When the buyer has 
reviewed your 
document, the status 
changes to "Accepted 
by Customer". 
 

12. The flag turns black 
and the exchange 
process is completed. 
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3.4.5 File + Upload 
A document will be provided for download. Depending on the document, you have to edit, fill in or sign it and 
then upload it back to the portal. 

Instruction View 

1. Click on the link to 
download the file. 

 

2. The status then 
changes to "Seen". 

 

3. Click on "red flag" to 
perform the necessary 
action. 

 

4. If you are able to 
provide the document 
(signed/edited), select 
“Upload response 
file”. 
 

5. Upload document. 
 

6. Enter the expiration 
date. If you don't 
have an expiration 
date, then select the 
current date + 1 year. 
 

7. Save 

 

8. If you can't provide 
the document, select 
“Decline”. 
Please add a 
comment. 
 

9. Save  
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10. After uploading a 
document, the status 
changes to "Waiting 
for clarification with 
buyer" because the 
responsible ZEISS 
employee will check 
your upload again. 

 

11. When the buyer has 
reviewed your 
document, the status 
changes to "Accepted 
by Customer". 
 

12. The flag turns black 
and the exchange 
process is completed. 
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3.5 Supplier evaluation 
If the interface for the supplier evaluation has been set up on the ZEISS side, the supplier rating can be viewed 
in the supplier portal. 

 

Instruction View 

1. To access the supplier 
evaluation, click on 
the “Supplier 
Evaluation” box in the 
“PIP General & SRM” 
tab on the start page. 
 

 

 

2. Now you can select 
the desired plant from 
the drop-down menu. 
 

3. You can also select 
the time period for 
which you want to 
see the rating. 
 

4. Click on “Show 
Overview Charts” to 
load the chart. 
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5. You will receive an 
overview of all criteria 
for which an 
assessment is 
available. 

 

 

6. Click on the headings 
to view details of the 
ratings. 
 

7. There are different 
levels of detail – by 
clicking on “Show 
Detail Data,” you can 
jump to individual 
deliveries, etc., if 
necessary. 
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4.1 Process Diagram 
 

 
3: Overview of the RFQ Process 

 

If you are invited to participate in a request, Request for Quotation (RFQ), you will receive an e-mail with 
information such as 

- offer period 
- item summary 
- direct link to RFQ 

If you already have an account, you can navigate directly to the RFQ via the link. Otherwise, the access 
credentials in the e-mail will be sent to you. 
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4.2 Portal Overview 
Instruction View 

1. On the dashboard of 
the Supplier Portal, 
you will find all 
important topics for 
this module under the 
tab "RFQ – Request for 
Quotation".  

2. The running RFQs can 
be found on the left 
side. Here you can 
jump directly into a 
request. 

 

3. The requests with 
status "Checking" can 
be found directly 
below. Here you can 
view the inquiries you 
have offered, but the 
deadline has not yet 
expired. 

 

4. On the right side you 
will find an overview 
of all RFQs. This field is 
also linked directly. 
 

5. On the other hand, 
you will find all RFQs 
that have already been 
completed. 
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If ZEISS transmits documents such as drawings to you with the RFQ, you can access them via the link on the 
Web-FTP server. 

Instruction View 

1. In the tab "RFQ – 
Request for 
Quotation" you will 
find a link "Retrievable 
Documents for RFQ’s 
(Web-FTP)”. 

 

2. Open the folder of the 
RFQ via the "plus" 
symbol. 
 

3. Click on the file to 
download it. 

Note: 

The documents are only 
available for 10 days. 
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4.3 RFQ Guide 

4.3.1 Open RFQ 
Instruction View 

1. Click the “Requests” 
icon. 
 

2. Select “RFQ Pure”. 

 
 

3. Click either the RFQ 
number, name, or edit 
icon to open the RFQ. 

 
 

alternative 

 

Instruction View 

1. On the dashboard, 
click the "RFQ – 
Request for quotation" 
tab. 
 

2. Overview of the 
running, testing and 
completed RFQs 
opens. You can also 
jump to the retrievable 
documents and the 
RFQ overview. 
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3. Click either the RFQ 
number or name, to 
open the RFQ. 

 

4.3.2 Participation 
Instruction View 

1. If documents have 
been attached for this 
request, you will find 
them in tab 
“Participation”. 

 

 

2. If the document needs 
to be opened, this 
notice is available at 
the download link. 
 

3. Be sure to accept the 
documents by 
selecting the “Agree to 
Documents” box. 
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4. If you try to click 
"Accept" without 
opening the 
document, the 
documents will be 
highlighted in red. 

 

5. Once you have 
followed the 
Instructions, you can 
proceed to the next 
step by clicking 
“Accept“. 

 

 

4.3.3 General 
Instruction View 

1. On the first page you 
will find all general 
information about the 
tender. 

2. Please check that the 
information you have 
entered here is correct 
and fill in the missing 
fields. 

3. On the left side under 
the contact 
information are your 
contact persons with 
technical contact 
persons if necessary. 

4. After editing, click 

Next  in the 
upper right corner. 
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4.3.4 Questionnaire 
Instruction View 

1. Tender-specific 
questionnaires are 
displayed in the 
"Questionnaire" tab. 
The figure shows an 
example of this. 
 

2. These questions can 
also include free texts, 
numbers, etc. 
 

3. Required fields are 
marked with an 
asterisk "*". 

 

4.3.5 Offer 
Instruction View 

1. This page lists all the 
requested items. 
 

2. General information 
about the positions 
can be taken from the 
overview in the 
middle. 
 

3. To populate a position, 
you must click either

 position name or 

 the folder icon on 
the right.  
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4. On the left side you 
can see the item 
details. 

 

5. In the middle of the 
offer details, you can 
enter your offers for 
this position.  

Note: This overview may 
look different because 
specific cost-break-down 
may be selected for each 
tender. 
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6. On the right you can 
see the total amount 
of your offer for this 
position. 

7. The sum is calculated 
from your data in the 
middle of the "Total 
Price" field and the 
specified quantity, in 
this case 600 pieces. 

8. The values you 
specified can now be 
applied to the next 
item or to all items. 

 

 

9. Click "Cancel" if you 
do not want to save 
the entered data and 
return to the overview. 

10. Click “Decline” to 
refrain from bidding 
for this line. 

11. Click "Save" to save 
the entered values and 
move automatically to 
the next position. 

 

12. If you “Decline” 

 a position, 
you must provide a 
reason. In this case, 
this field will open 
automatically. 

13. You will then be taken 
directly to the next 
position. 
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4.3.6 Review 
Instruction View 

1. In the middle you can 
see a list of the 
positions and the most 
essential information 
of your data. 

2. The collection is 
divided into: 

 “Accepted Items” - 
items you have submitted 
a quote for, and  

 “Declined items” - 
lines that you rejected. 

 

 
 
 
 

 

3. Important: Please 
check all details in this 
overview. 

4. By clicking on the tabs, 
you can change the 
details in the 
previously processed 
topics. 

5. If you want to change 
a quote for a line, click 
the line name. 
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4.3.7 Return Offer 
Instruction View 

1. If you have verified 
your data, you can 
click on "Send". 

 

 

2. Now it is possible to 
enter a supplier quote 
number and your logo. 
 

3. If you click "Send", 
your quote will be 
returned to the buyer. 
You can no longer 
change the offer.  

 

4. Finally, you will receive 
a confirmation with a 
summary of the 
request. 
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4.3.8 Archived RFQ 
Instruction View 

1. After submission, you 
can view the RFQ in 
archived mode. You 
can also revisit this 
request later to review 
it, but no further 
changes can be made. 
 

2. Messages can still be 
sent/answered.  

4.4 Message Portal 
Instruction View 

1. From the moment you 
open the RFQ, a 
"Messages" field 
appears in the bottom 
right corner of the 
page. If you have any 
questions, you can 
contact the ZEISS 
purchaser and the 
technical contact 
person directly from 
the inquiry. There is 
always a link to this 
request from which 
you start the message. 
You will also see the 
entire communication 
history in this portal. 
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2. If there are no 
messages yet, please 
click on "New 
message". 

 

3. If you start multiple 
communications with 
the buyer, you can 
view these chats on 
the left. 
 

4. In the middle you can 
enter a new message 
and select the contact 
person for it. 
 

5. The answers of ZEISS 
can also be obtained 
via this message 
function in the 
request. You will also 
be informed by e-mail. 
 

6. You can send the 
message to ZEISS 
using "Send"

. 
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5.1 Process Diagram 
The orders created by ZEISS are available to the supplier electronically in the Supplier Portal. The order 
processing in the Supplier Portal is called Web-EDI. The supplier can access the order in the portal, process it 
and return an order confirmation to ZEISS. Furthermore, the supplier can create delivery notes and advise the 
delivery. This also is automatically transmitted back to ZEISS. 

 

 

5.2 General Information on how to use the Order Processing 

5.2.1 Order List 
The purchase order list is the view of the purchase orders at the header level. You will see the status and data 
of your orders received. 

Instruction View 

1. Click the “SCM” icon. 

2. Select “Direct 
Purchase Orders”. 

3. Select the Order List 
within the “Direct 
Purchase Orders”. 
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Instruction View 

1. Click "All View" to see 
an overview of all 
orders. If a different 
view is needed, please 
select the desired 
view. 

2. The filter icon on the 
right allows you to 
filter the list by 
different criteria. 

3. By clicking the Tool 
icon, you are able to 
adjust the table 
layout. 

 

5.2.2 Position List 
The Position List displays the purchase orders at item level. It is possible to filter and search specifically for a 
material. 

Instruction View 

1. Click the “SCM” icon. 

2. Select “Direct 
Purchase Orders”. 

3. Select the “Position 
list” within the Direct 
Purchase Orders. 
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5.2.3 Disposition List 
The Disposition List is the work list of all previously confirmed items to be delivered. Based on the Disposition 
List, the delivery note can be created and monitored. 

Instruction View 

2. Click the “SCM” icon. 

3. Select “Direct 
Purchase Orders”. 

4. Select the “Disposition 
List” within the 
“Direct Purchase 
Orders”. 
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5.3 Purchase Order 
When you receive new orders from ZEISS, you can open and edit them via the Supplier Portal. You can confirm 
the orders, confirm them only partially or reject them.  

5.3.1 Responsibility for Orders 
The supplier can define responsible contacts for orders. The relevant role for this is the “Orders” role. The 
“Orders” role defines which contact or contacts receive the e-mail notification when a new order or order 
change is received. Responsibility can be controlled as overall responsibility or depending on the ZEISS 
company (company code). Multiple selections are possible. 

Instruction View 

1. Open the overview of 
contacts and roles. 

2. To set the 
responsibility, click on 
the edit icon for the 
“Orders” role. 

 

    
 
 

3. Assignment of 
responsibility 
 
a) Overall 
responsibility for all 
ZEISS companies (---) 
 
b) Responsibility for 
one ZEISS company 
(company code) 

To assign multiple 
responsible persons, 
another entry must be 
created via “+ Add 
Another Responsibility”. 
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5.3.2 Purchase Order Receipt 

Open Purchase Order 
Instruction View 

1. You will receive an e-
mail notification when 
you receive an order 
or order change. This 
e-mail contains a link 
that will take you 
directly to the 
respective order in the 
portal. 

2. Open the link, enter 
your login details if 
necessary to open the 
order. 

 

 
 

Alternatively, you can find and open the order directly in the Supplier Portal. The following instructions explain 
how to do this. 
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Instruction View 

4. Navigate to “SCM” in 
the system, then to 
“Direct Purchase 
Orders” and “Order 
List”. 

5. Make sure the view 
shows all the orders. 

6. Find the order in the 
list. 

7. Click the icon to 
open the purchase 
order. 

 

 

 

Check Purchase Order 
Instruction View 

1. Open the PDF 
document with the 
Purchase Order. 

2. You can print out the 
PDF file or save it for 
archiving. 

3. Check that the 
information in the PDF 
is correct. 

 
 

Note:  
The PDF-file for the order is the legally valid order document, which contains all the essential details of the 
order and must be read before the order is confirmed. 
 

The provision of additional documents related to the order, e.g. drawings, is done via the Web-FTP server. In 
order to retrieve the documents on the Web-FTP server, an access must be set up and linked before the usage. 
If you have any questions, please first contact your responsible buyer at ZEISS. 
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Instruction View 

1. To retrieve 
documents, navigate 
to “Orders” on the 
landing page. 

 

 

2. Click the "Retrievable 
Documents for PO’s 
(Web-FTP)" link to 
retrieve the purchase 
order documents. 

 

3. Open the folder of the 
order using the "plus" 
symbol. 
 

4. Click on the file to 
download it. 

Note: Documents are only 
available for retrieval for 
10 days. 
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Edit Purchase Order 
Instruction View 

1. Check the Delivery 
Date and change it via 
the calendar function 
if you are unable to 
meet the requested 
delivery date. 
 

2. Please check the 
ordered quantity. If a 
split of deliveries is 
required, split the 
delivery using the Split 
button. 
 

3. Enter your order 
confirmation number. 
If you enter it below 
under Supplier 
Confirmation Number, 
it will be used for all 
items and does not 
need to be entered 
separately for each 
item. 

4. Make sure that the 
check mark is set for 
all the items you want 
to confirm. If you do 
not want to confirm a 
position, please 
remove the check 
mark. 

5. Send order 
confirmation via "Save 
and send back". 
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5.3.3 Cancelation of Purchase Orders by ZEISS 
Instruction View 

1. If an order or item is 
canceled by ZEISS, you 
will be notified by  
e-mail. 
 

2. The order is shown in 
the portal with a 
strikethrough. 

3. Confirmation by you is 
no longer required. 

 

 

5.4 Create and Advise a Delivery Note 
Instruction View 

1. Click the “SCM” icon. 

2. Select “Direct 
Purchase Orders”. 

3. Select the “Disposition 
List” within the 
“Direct Purchase 
Orders”.  
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4. Select one or more 
lines to create and 
advise a delivery note. 
Lines from different 
orders can be 
combined in a delivery 
note & delivery advice 
if the plant is the 
same. 

5. Click on the  icon 
to create the delivery 
note. 

6. Confirm the message 
by clicking “Create”. 

 

7. Enter a delivery note 
number in the 
“Delivery note no.” 
field. 

8. If you only want to 
save the delivery note, 
but you do not want 
to advise/notify it yet, 
click “Save”. 

9. If you want to directly 
advise/notify the 
delivery note without 
any further changes, 
click the notify icon 

. 
 

 

Instruction View 

1. If you want to make 
any further changes 
before sending the 
ASN, open the saved 
delivery notes using 
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SCM > ASN > Open 
ASNs. 

2. Click on the delivery 
note number to 
edit/advise. 

 

3. Further editing 
options are available 
via the three dots 

. 

4. You can change the 
handover date. 

5. You can add items. 

6. Change delivery date. 

7. Print delivery note. 

8. Delete delivery note. 

 

9. In the "Items" tab you 
can edit the positions 
(optional).  

10. Please select a 
position. 

11. You can split 
positions. 

12. Edit lines (Qty., Batch, 
Production Date, best 
before date, country 
of origin, Serial 
number). 

13. Delete Position. 

14. You can enter the 
serial number 
(separated by commas 
and spaces for 
multiple serial 
numbers). 
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15. If you only want to 
save the delivery note, 
but you do not want 
to advise/notify it yet, 
click Save. 

16. If you want to directly 
advise/notify the 
delivery note without 
any further changes, 
click the notify icon 

. 
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6 Vendor Managed Inventory (VMI) 
 

6.1 Process Diagram ................................................................................................................................ 69 
6.2 Forecast and Stock Overview ............................................................................................................. 70 
6.3 Creating of a VMI Replenishment Delivery (= VMI Order) .................................................................... 71 

6.4 Change a VMI Order .......................................................................................................................... 72 
 

 

 

 

 

6.1  Process Diagram 
Vendor Managed Inventory (VMI) is a process for obtaining materials in which the supplier takes over the 
inventory management of the customer. This is done within defined parameters, so that the supplier can 
optimally adapt its disposition to the production capacities. Minimum and maximum stocks are defined for 
each material and the corresponding requirements are shown online in the Supplier Portal for the supplier. 
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6.2  Forecast and Stock Overview 
Instruction View 

1. Click the “SCM” icon. 

2. Select “VMI”. 

 

 

3. Select the material by 
clicking the 
magnifying glass icon 
to open the material's 
detail view. 

 

4. The detailed view 
shows the forecasted 
data, planned 
deliveries and already 
created VMI orders as 
well as the current 
stock development of 
the consignation 
warehouse. 

 

The graphical 
representation 
displays the demands, 
orders and the stock 
development from the 
table above in 
graphical form. 

 

 

 

 

 



 

page 71 of 142 

6.3  Creating of a VMI Replenishment Delivery (= VMI Order) 
Instruction View 

1. Click the “SCM” icon. 

2. Select “VMI”. 

 

3. Select the material by 
clicking the 
magnifying glass icon 
to open the material's 
detail view. 

 

4. To create a VMI 
replenishment delivery 
(=VMI order), click the 

Edit  icon in the 
"Planned Deliveries" 
line for the 
appropriate date. 

 

5. Select the date and 
enter the quantity. 

 

6. Click "Save". 
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7. Click on the green 
plus symbol. 

 

 

8. Click “Save”. 

 

9. Please wait a few 
seconds and then click 
the "Calculate" 
button. Now you will 
see the order you 
have created in the 
Orders line. 

 

6.4  Change a VMI Order 
Instruction View 

1. To do this, click the 
row with the blue 
header for “Orders” in 
the Preview area of 
the Details view.  

 
 

2. Select the VMI order 
and click the folder 

icon . 
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3. The following changes 
can be made 

1. The quantity can 
be changed. 
 

2. The delivery date 
can be changed. 

 
3. The quantity can 

be split. 
 

4. Click on "Save and 
send back" to 
send your change 
back to ZEISS. 

 
5. Click on “Storno” 

button to cancel 
the WMI Order. 
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7 Forecast 
 

7.1 Process Diagram ................................................................................................................................ 74 
7.2 Forecast Overview ............................................................................................................................. 75 
 

 

 

 

 

7.1  Process Diagram 
ZEISS uses the forecast functionality to make the forecast available to suppliers. The current forecast data is 
transmitted by ZEISS and can be viewed by the supplier via the supplier portal. In contrast to the VMI module, 
the forecast functionality only includes the transmission and retrieval of the forecast.  
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7.2  Forecast Overview 
Instruction View 

1. Click the „SCM“ icon. 

2. Select Forecast. 

 

 

3. Select the material by 
clicking on the 
magnifying glass icon 
to open the detail 
view of the material. 

 

4. The detailed table 
view shows the 
demand, the open 
purchase orders and 
the open purchase 
requisitions. 

 

 
 
 Forecast = all demands 
 Orders = open Purchas Orders 

 Purchase Requisitions = open Purchase Requisitions 
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5. The forecast can be 
exported in Excel 
format using the 
export buttons. 
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8.1 Process Diagram 
 

Complaints created by ZEISS can be processed digitally via the QDX module. There are three different types of 
reports/complaints.  

1. Short confirmation 
2. 5D Report 
3. 8D Report 

The name 8D results from the 8 steps (or disciplines) which this method includes. It is a structured problem-
solving method, which aims a sustainable stop of defects and problems. For this the basic reasons causing the 
defects will be analyzed and permanently stopped. Containment actions protect the customer against 
defective parts, during the problem-solving process. Prevention actions against defect repetition ensure that 
similar or equal defects do not happen at other places in the company. 
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8.2 E-mail Notification in the event of a Complaint 
Instruction View 

Once a new complaint is 
created you will 
automatically receive an  
e-mail. 

 
No. process number for this complaint (ZEISS SAP 

complaint  
number is contained here – from the example above: 
201067644) 

Contact contact person for the respective ZEISS Business Unit 
for this complaint 

Material ZEISS material number (13 digits) und ZEISS material 
designation 

Failure description short description of the occurred error pattern 
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8.3 Access a Complaint 
Instruction View 

To open the overview of all 
complaints, click on the 
"calipers" icon. 

 

 

8.3.1 Navigation 
Instruction View 

In the upper part of a 
message, you will find the 
option to save the 
complaint as PDF, close it 
or reload the report 
window. 

 

In the lower part of each 
report, you will find the 
button to save and return 
the message to ZEISS. You 
can save each step 
individually by using the 
“Save”-button without 
having to transfer the 
data ZEISS. For this 
purpose, under every 
single step there is given 
an additional “Save”-
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button. Only if the 
supplier uses the button 
„Send to customer“, the 
registered information is 
transferred to ZEISS. 

Status:  
In each of the 5 or 8 
steps, the status (ok, 
critical or endangered) can 
be selected. It will be 
displayed with traffic 
lights. 

Finished: 
After entering all required 
information for D1-D8, 
the step can be completed 
by checking the box. If all 
steps are checked, the 8D 
report and the complaint 
can be completed. 
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8.3.2 Header 
Instruction View 

In the header you will find 
various details of the 
complaint. 

 

Complaint no.  Complaint number ZEISS 
Created  creation date 
Created by  ZEISS Creator 
Modified  modification date 
Modified By  Complaint user last edited 

 

8.3.3 Customer Information 
Instruction View 

The customer information 
provides important details 
about the report.  

 
 
Title Short error description 
Process Type of operation 
Status Status of the complain 
Material no. ZEISS material number 
Material name ZEISS material name 
GR amount Ordered amount 
Contested Number of complained parts 
Acknowledged Number of complained parts acknowledged by the 

supplier 
Returned Number of parts sent back to supplier 
File Attachment to the complaint 
Decline Comment Comment if the supplier feedback is decline by ZEISS 
Caused by Supplier number and supplier name 
Team leader Contact person at ZEISS for this complaint 
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8.3.4 Problem Description 
Instruction View 

Please fill in all the 
necessary data. 

 
 
Priority Classification of the complaint by ZEISS 
Problem Description Detailed description of the error 
Required response Short confirmation, 5D-Report or 8D-Report Expected 

End date of the single steps 
  

 

8.3.5 Actual Complaint Handling 

All fields marked with an asterisk (*) are mandatory. 

The response times for the supplier are defined in the disciplines. If the deadlines for D1-D3, D4 or D5-D8 are 
exceeded, a dunning system is activated. 

The time limits for answering vary between ZEISS units. Example of Carl ZEISS IQS: 

D1 - D3: 5 calendar days 

D4:  20 calendar days 

D5 - D8: 30 calendar days 
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8.3.6 Short Confirmation 
A short confirmation is required for error patterns with minor effects for ZEISS or error patterns which can be 
fixed at ZEISS. Therefore, there is no product returned to the supplier. 

Instruction View 

Please fill in all the 
necessary data. 

 
 
Statement Status of the complaint: Accepted (Supplier fault) or Deny 

(Zeiss Fault) 
Comment Text box for the supplier to provide a reason or additional 

information to ZEISS 
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8.4 5D Report 
 

The 5D report have been drawn up based on the 8D methodology. There are 5 disciplines available to 
complete the 5D report by the supplier. The disciplines “Chosen Corrective Action(s)” (D5) and “Implemented 
Corrective Action(s)” (D6) are compiled in one step. The steps „Preventive Action(s)“ (D7) and „Project 
Completion“ (D8) are excluded in the 5D report. In the 5D report, 5 disciplines are available to the supplier, 
based on the 8D methodology. The disciplines for “Chosen corrective Action(s)” (D5) and “Implemented 
Corrective Action(s)” (D6) are summarized. The steps “Preventive Actions” (D7) and “Project Completion” (D8) 
are not included in the 5D Report. 

8.4.1 Step 1 (D1): Team 
The goal of this step is to define a problem-solving team by the 8D leader. Therefore, various team members 
are appointed who can support the problem-solving process with methodological or technical knowledge. 

Instruction View 

Please fill in all the 
necessary data. 

 
Status In each of the 5 or 8 steps, a status can be selected. (ok, at 

risk or critical) 
Finished After all required information have been entered, the 

respective step (D1-D8) can be completed with this check 
mark set. If this check marks are set for all steps, the 
complaint can be completed. 

Teamleader Name of the 8D report team leader 
Teammembers Name of the 8D report team member/s Employees that have 

been part of an 8D Team earlier can be selected by using the 
upper Drop-Down-Menu and be added with the + sign. New 
team members can be added with the lower text box. 
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8.4.2 Step 2 (D2): Problem Description (Definition) 
The aim of the step is to describe the problem by a complete, comprehensible and clear problem description. It 
is based on the error description from ZEISS and lays the foundation for the quality of the root cause analysis 
(D4). 

Instruction View 

Please fill in all the 
necessary data. 

 
 
Status* Additionally to the status for the single steps a status 

(Accepted, Not accepted, or Pending) for the whole 
complaint must be set. (The accepted amount of 
complaint parts must be entered in the header) 

Problem Description* Text box to enter a complete, comprehensible and 
problem description 

File By using the button „Select file“ a file can be added 
to the step. Possible file types are: MS Excel/Word, 
JPG, PDF, TIF This option is available for every single 
step. 
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8.4.3 Step 3 (D3): Containment Action(s) 

Containment actions act as "emergency management" and protect ZEISS from the effects of a problem until it 
is solved sustainably. These measures should be aligned with ZEISS and must be maintained and periodically 
tested for effectiveness until the permanent corrective actions in step D6 are effectively implemented. A 
distinction is made between emergency measures at the customer and at the supplier.  
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Instruction View 

Click "ADD"- to 
create a new action. 
Specify all data. 

 

 
Description Description of the containment action 
Effect Description of the effect (validation) 
% Effectiveness percentage effectiveness of the action 
Affected parts Indication of the affected parts 
Status Current status Planned/Running/Done 
Start date Text box for starting date 
Start time Text box for starting time 
Planned end date Text box for planned end date 
End time Text box for end time 
Finish date Text box for finish date 
Production start Text box for production start date 
Responsible Indication of the responsible person 
File Adding a file 

 

The emergency measure "stock along supplier’s value stream concerning this non-conformity has been 
inspected and evaluated” is set by default and must always be carried out. 

Other examples of emergency measures include: 

 Prevent delivery of defective parts to the customer 
 Inspect, sort and rework already manufactured products 
 Document changes (interim work plans, inspection plans...) 
 Introduce additional testing and demonstrate effectiveness 
 Replacement delivery of specification compliant parts 
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8.4.4 Step 4 (D4): Root Cause(s) 
This step includes the analysis of the root causes that cause the problem. The overall result of the problem-
solving process significantly depends on this step because the assumption of false root causes result to 
insufficient countermeasures in the subsequent steps. As a result of the step, the root causes are identified and 
confirmed by cause-and-effect relationships. The problems can be explained by the root causes. 

Instruction View 

Please fill in all the 
necessary data. 

 
 
Root cause process ID identifier of the incorrect process (add 

with +) 
Root cause process description description of the incorrect process 

 

To create a new reason, 
press the "ADD" button. 

 

 
 
Short description Selection of cause categories from present catalog 
Cause Indication of the detailed cause 
% Contribution Indication what percentage of the cause is 

responsible for the error that occurred 
File Insert a file attachment 
  

 

 

Various methods can be used to conduct the analysis of the root cause. Examples are:  

• Cause-and-Effect diagram (also called fishbone diagram or Ishikawa diagram) 

• 5-Why questioning technique 
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8.4.5 Step 5 (D5 + D6): Implemented Corrective Action(s) 
This step implied the definition and implementation of corrective actions to eliminate permanently the 
root cause of the problem. The effectiveness of the defined actions must be proved by inspections and 
tests. In addition, the actions must be announced and established in the company by renewed processes 
or instructions. 

The containment actions of step 3 shall be canceled once the effectiveness of the measures is proven. 

(only applies for 5D reports.) 

Instruction View 

Use “Add” to create a 
new corrective action. 
Enter all information in 
the window.  

 

 
 

Root cause Select the cause for the corrective action 
Short description Generic term of the description 
Description Description of the corrective action 
Status Status of the corrective action 
Start date Start date of the corrective action 
Planned end date Planned end date 
Production start Start of production (of potential new parts /versions) 
Responsible Responsible person for the corrective action 
File File attachment 
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8.5 8D Report 
All steps of the 8D methodology are used in the 8D report to analyze the error that have occurred. In 
contrast to the 5D report, the steps “Chosen Corrective Action(s)” (D5) and “Implemented Corrective 
Action(s)” (D6) are considered individually. The steps “Preventive Action(s)” (D7) and “Project Completion” 
are used additionally in the 8D report.  

The structure and content of the steps D1 – D4 are the same as mentioned in the 5D report and would 
therefore not need to be repeated in this section. 

8.5.1 Step 5 (D5): Planned Corrective Action(s) 
This step implied the definition of corrective actions to eliminate permanently the root cause of the problem. 
The effectiveness of the defined actions must be proved by inspections and tests. In addition, it is important 
that the corrective actions at least do not cause undesirable side effects. The result of the step is a plan with 
defined and proven corrective actions, responsibilities and deadlines.  

The containment actions introduced in step D3 need to be maintained here. 

Instruction View 

To create a new planned 
corrective action, press 
the "ADD" button and fill 
in the required data in the 
displayed window. 

 

 
 
Root cause Select the root cause for the corrective action 
Short description Generic term of the description 
Description Detailed description of the planned corrective action 
Effect Evidence of the effectiveness of the implemented 

measures 
% Effectiveness Indication what percentage the corrective action 

contributes to the correction of the detected cause 
Priority Priority of the planned corrective action 
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Status Status of the planned corrective action 
Start date Start date of the planned corrective action 
Planned end date Planned end date of the planned corrective action 
Production start Start of production (of potential new parts /versions) 
Responsible Responsible person for the planned corrective action 
File File attachment (e.g. action plan) 

 

8.5.2 Step 6 (D6) Implemented Corrective Action(s) 
The proven corrective actions from step D5 are transferred to definitive solutions in this step and thus 
are firmly established in the company. The result of this step are the creation of renewed process 
instructions or new specifications and adequate training records. 

The containment actions of step 3 shall be canceled once the effectiveness of the measures is proven. 

 

Instruction View 

Use “Add” to create a 
new implemented 
corrective action. Enter all 
information in the 
window. Here it is also 
possible to create further 
planned corrective 
actions. 

 
Root cause Select the root cause for the implemented corrective 

action 
Short description Generic term of the description 
Description Description of the implemented corrective action 
Status Status of the implemented corrective action 
Start date Start date of the implemented corrective action 
Planned end date Planned end date of the implemented corrective action 
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Production start Start of production (of potential new parts /versions) 
Responsible Responsible person for the implemented corrective 

action 
File File attachment 
  

 

8.5.3 Step 7 (D7): Preventive Action(s) 
In Step D7 the gained knowledge can be used to derive improvement measures instead of finding a 
solution to a specific problem as in steps D5 and D6. It is examined whether the same or similar problems 
can occur to further products or other locations. 

The preventive actions cannot be equated with the actions in steps D5 and D6. The actions do not belong 
to the specific problem. 

 

Instruction View 

Use “Add” to create a 
new corrective action. 
Enter all information in 
the window. 

 
 
Root cause Select the root cause for the preventive action 
Short description Generic term of the description 
Description Description of the preventive action 
Priority Priority of the planned corrective action 
Status Status of the preventive action 
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Start date Start date of the preventive action 
Planned end date Planned end date of the preventive action 
Production start Start of production (of potential new parts /versions) 
Responsible Responsible person for the preventive action 
File File attachment 
  

 

8.5.4 Step 8 (D8): Project Completion 
Before the problem-solving process is completed the 8D report are critically reviewed by the problem-solving 
team regarding the technical quality, completeness and comprehensibility. In addition, lessons learned is 
performed for the problem-solving process. 
 
At the end, thanks to the 8D Team for the completion of the 8D report. 
Instruction View 

Please select the points 
that were created during 
the 8D report and enter a 
comment. 

 

 
 
FMEA Was an FMEA performed and implemented? 
Control plan Was a new control plan prepared? 
Instructions Were work instructions revised and trained? 
Finishing comment Text field for entering a finishing comment or other 

information regarding to the respective complaint for 
ZEISS 
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9 Request for Concession (IQS) 
 

9.1 Requirement for a request for Concession .......................................................................................... 96 

9.1.1 (Excerpt from QAA, Chapter 11) .................................................................................................... 96 
9.1.2 Create Ticket ................................................................................................................................. 97 
9.1.3 Completing the Request for Concession ......................................................................................... 97 

9.1.4 Status check of Tickets in JAGGAER ............................................................................................. 100 
9.1.5 Notification & PDF ....................................................................................................................... 101 
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9.1 Requirement for a request for Concession 

9.1.1  (Excerpt from QAA) 
 

If the SUPPLIER is unable to supply the GOODS and SERVICES as agreed in accordance with the contract by 
reason of non-conformities identified prior to delivery and if the deviations cannot be rectified by special 
efforts and emergency measures before the agreed delivery date, in truly exceptional cases the SUPPLIER may 
request approval for the delivery of non-conforming GOODS and SERVICES by means of an application for 
special release. Nevertheless, the urgency of the supply situation must always be first clarified with the person 
at ZEISS who placed the order and efforts made to rectify the deviations by reconditioning or supplementary 
work. 

The causes of the deviations which were identified must be analyzed immediately and suitable corrective 
action taken which will permanently prevent the recurrence of the deviations. The application for special 
release must be made in writing using the ZEISS form and sent to the person at ZEISS who placed the order. 
The application must always contain a detailed description of the deviation, the cause which was identified, 
the corrective actions taken and the planned time of implementation. The Quality Management, Technical 
Development and other areas of ZEISS will assess the application for special release with regard to the 
potential effects and risks of the deviation. At the conclusion of the assessment ZEISS will inform the SUPPLIER 
about the decision taken with regard to special approval. The following decisions are possible: 

1. Acceptance of the delivery with special approval subject to subsequent rectification or an extension of the 
warranty obligation 
2. Acceptance of the delivery with special approval but with a reduction in the purchase price 
3. Refusal of the defective delivery and refusal of the special release 

A combination of 1 and 2 of the above decisions is also possible. All deliveries based on a special release must 
be clearly and unambiguously marked. A copy of the special release signed by ZEISS must be attached to the 
GOODS and SERVICES when they are delivered. 

Any declaration by ZEISS to waive the assertion of warranty claims regarding the defective GOODS and 
SERVICES as part of the special release does not constitute a waiver of the assertion of warranty claims based 
on other defects in the GOODS and SERVICES   
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9.1.2  Create Ticket 
Instruction View 

To create a request for 
concession, follow the 
path. 

1. Documents 

2. Tickets 

3. Create New  

 

In the drop-down, select 
"IQS - Special Release / 
Request for Concession". 

 
 

9.1.3  Completing the Request for Concession 
 
The application should be completed in full to ensure a professional and fast processing by the 
ZEISS quality employee. 
 
It is very important that the correct plant is selected so that the application is forwarded to the correct 
supplier responsible. 
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Instruction View 

Bold criteria with * are 
mandatory. Files can be 
uploaded as attachments.  
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Instruction View 

Save: 
The request is saved and 
will be directly forwarded 
to the ZEISS supplier 
responsible (default 
group) at the 
corresponding plant. The 
ZEISS employee will be 
notified via e-mail. 

Save draft: 
The application is only 
cached in JAGGAER but 
not forwarded to the 
appropriate ZEISS quality 
employee. This option can 
be used if the application 
could not be completed in 
full and is subsequently 
completed and sent (with 
"Save"!). 

 

 
Clicking "Save" will successfully submit the request. If no submission is made, an error message appears 
that all mandatory fields must be filled in. 
 
The next step is to forward the created ticket to the default group from the selected factory. The ZEISS 
internal quality employee must check the application for possible errors, discrepancies, etc. (plausibility 
check). 
 
If the application does not pass the plausibility check, the supplier must revise the application and 
resend the corrected version. 
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9.1.4  Status check of Tickets in JAGGAER 
 
If the request passes the plausibility check, the ticket is routed internally at ZEISS until a decision is 
made. 
 
You will be notified by e-mail of the decision or the closure of the ticket and can also see the status of 
all open and closed tickets in the portal. 
 

Instruction View 

To view your request for 
Concession tickets, click  

1. Documents 

2. Tickets 

3. My Tickets 

You will receive an 
overview of all open and 
closed special release 
tickets. 

If you would like to see 
the requests that have 
already been completed, 
click "Show all historical 
tickets". 

The search box allows 
you to search for content 
on the page. 

See topic for the ticket 
header. This is composed 
of the type of 
application, the 
supplier’s name and the 
material number. 
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Instruction View 

After clicking on the 
ticket ID, the status of 
open tickets can be 
viewed. 

The information icon can 
be used to display the 
editing steps. 

 

9.1.5  Notification & PDF 
Instruction View 

Upon completion of the 
ticket, an e-mail 
notification is sent, which 
includes a generated PDF 
file that includes all 
relevant information of 
the request. This PDF can 
also be opened in the 
Ticket View. 

Possible decisions can be:  
Release, Conditional 
approval, Rejection. 
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The generated PDF file looks like this: 

 

 

 

Test

Test Lieferant

Test User

Testmaterial

123456

Max.mustermann@zeiss .com

789645-3456-234

Merkmal 1

Test

Test
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10 Supplier Change Request (IQS) 
 

10.1 Requirements for a Change Request ................................................................................................ 104 
10.1.1 (Excerpt from QAA)...................................................................................................................... 104 
10.1.2 Create Ticket ............................................................................................................................... 105 

10.1.3 Completing the Request for Concession ....................................................................................... 105 
10.1.4 Status check of Tickets in JAGGAER ............................................................................................. 108 

10.1.5 Notification & PDF ....................................................................................................................... 109 
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10.1  Requirements for a Change Request  

10.1.1  (Excerpt from QAA) 
 

If the SUPPLIER is unable to supply the GOODS and SERVICES as agreed in accordance with the contract by 
reason of non-conformities identified prior to delivery and if the deviations cannot be rectified by special 
efforts and emergency measures before the agreed delivery date, in truly exceptional cases the SUPPLIER may 
request approval for the delivery of non-conforming GOODS and SERVICES by means of an application for 
special release. Nevertheless, the urgency of the supply situation must always be first clarified with the person 
at ZEISS who placed the order and efforts made to rectify the deviations by reconditioning or supplementary 
work. 

The causes of the deviations which were identified must be analyzed immediately and suitable 
corrective action taken which will permanently prevent the recurrence of the deviations. The 
application for special release must be made in writing using the ZEISS form and sent to the person 
at ZEISS who placed the order. 

The application must always contain a detailed description of the deviation, the cause which was identified, 
the corrective actions taken and the planned time of implementation. The Quality Management, Technical 
Development and other areas of ZEISS will assess the application for special release with regard to the 
potential effects and risks of the deviation. At the conclusion of the assessment ZEISS will inform the SUPPLIER 
about the decision taken with regard to special approval. The following decisions are possible: 

1. Acceptance of the delivery with special approval subject to subsequent rectification or an extension of the 
warranty obligation 

2. Acceptance of the delivery with special approval but with a reduction in the purchase price 

3. Refusal of the defective delivery and refusal of the special release  

A combination of 1 and 2 of the above decisions is also possible. 

All deliveries based on a special release must be clearly and unambiguously marked. A copy of the special 
release signed by ZEISS must be attached to the GOODS and SERVICES when they are delivered. 

Any declaration by ZEISS to waive the assertion of warranty claims regarding the defective GOODS and 
SERVICES as part of the special release does not constitute a waiver of the assertion of warranty claims based 
on other defects in the GOODS and SERVICES. 
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10.1.2  Create Ticket 
Instruction View 

To create a request for 
concession, follow the 
path. 

1. Documents 

2. Tickets 

3. Create New  

 

In the drop-down, select 
"IQS - Änderungsantrag/ 
Supplier Change Request". 

 

10.1.3  Completing the Request for Concession 
 
The application should be completed in full to ensure a professional and fast processing by the 
ZEISS quality employee. 
 
It is very important that the correct plant is selected so that the application is forwarded to the correct 
supplier responsible. 
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Instruction View 

Bold criteria with * are 
mandatory. Files can be 
uploaded as attachments.  
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Instruction View 

Save: 
The request is saved and 
will be directly forwarded 
to the ZEISS supplier 
responsible (default 
group) at the 
corresponding plant. The 
ZEISS employee will be 
notified via e-mail. 

Save draft: 
The application is only 
cached in JAGGAER but 
not forwarded to the 
appropriate ZEISS quality 
employee. This option can 
be used if the application 
could not be completed in 
full and is subsequently 
completed and sent (with 
"Save"!). 

 

 
Clicking "Save" will successfully submit the request. If no submission is made, an error message appears 
that all mandatory fields must be filled in. 
 
The next step is to forward the created ticket to the default group from the selected factory. The ZEISS 
internal quality employee must check the application for possible errors, discrepancies, etc. (plausibility 
check). 
 
If the application does not pass the plausibility check, the supplier must revise the application and 
resend the corrected version. 
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10.1.4  Status check of Tickets in JAGGAER 
 
If the request passes the plausibility check, the ticket is routed internally at ZEISS until a decision is 
made. 
 
You will be notified by e-mail of the decision or the closure of the ticket and can also see the status of 
all open and closed tickets in the portal. 
Instruction View 

To view your change 
requests, click  

4. Documents 

5. Tickets 

6. My Tickets 

You will receive an 
overview of all open and 
closed special release 
tickets. 

If you would like to see 
the requests that have 
already been completed, 
click "Show all historical 
tickets". 

The search box allows 
you to search for content 
on the page. 

See topic for the ticket 
header. This is composed 
of the type of 
application, the 
supplier’s name and the 
material number. 
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Instruction View 

After clicking on the 
ticket ID, the status of 
open tickets can be 
viewed. 

The information icon can 
be used to display the 
editing steps. 

 

10.1.5  Notification & PDF 
Instruction View 

Upon completion of the 
ticket, an e-mail 
notification is sent, which 
includes a generated PDF 
file that includes all 
relevant information of 
the request. This PDF can 
also be opened in the 
Ticket View. 

Possible decisions can be:  
Release, Conditional 
approval, Rejection. 
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The generated PDF file looks like this: 
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11 First Article Inspection Report (SPU) 
 

The agreements between the two parties made in the QSV apply. 

 

11.1 Incoming ticket ................................................................................................................................ 112 

11.2 Ticket processing ............................................................................................................................. 112 
11.3 Status of First Article Inspection Reports .......................................................................................... 113 

11.4 Confirmation of First Article Inspection Report ................................................................................. 113 
11.5 Notification ..................................................................................................................................... 113 
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11.1 Incoming ticket 
After the ticket has been created by the customer, an e-mail notification is sent to the supplier, which contains 
a link to the respective ticket. The link takes you directly to the ticket to be processed. 

11.2 Ticket processing 
Instruction View 

Open the ticket either 
via the link in the e-mail 
or via the JAGGAER 
navigation (Tickets  
my tickets / all tickets) 
and edit all mandatory 
fields in the supplier's 
details area. These are 
marked with a * and 
printed in bold. 

 

The ticket can be 
cached and reopened 
for further processing at 
another time. 

 

Once all the necessary 
information has been 
provided, the ticket can 
be returned to the 
customer by selecting 
"Send" and Save. This 
transmits all data. 
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11.3 Status of First Article Inspection Reports 
Instruction View 

The status of all tickets 
can be viewed via "All 
Tickets" or is displayed 
directly in the ticket 
header.  

The following statuses are 
possible: 

 Check by Supplier 

 Check by ZEISS 

 Accepted 

 Rejected  

 
 

11.4 Confirmation of First Article Inspection Report 
When your ticket is sent to the customer, a date stamp with your name is generated, which is considered a 
signature in the system.  

11.5 Notification 
You will be informed by e-mail about the receipt and completion of a ticket. It contains a link and the initial 
sample completion documents. 
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12 Deviation Request (SMT) 
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12.1 Introduction 
 

This chapter describes the deviation request process on supplier side. The platform used and the data only 
reflect test data. 

Each supplier connected to the ZEISS Supplier Portal PIP has one or more portal administrators. The user data 
and login information are provided by the administrator of the supplier. Each user has an assigned role with 
corresponding user rights. Administrators have extended user rights. 

12.2 Workflow 
The deviation request process starts in the ZEISS Supplier Portal PIP, where the supplier creates a deviation 
request. The simplified workflow for deviation requests in ZEISS Supplier Portal PIP is as follows: 

Request creation: 
The supplier submits a deviation request via ZEISS Supplier Portal PIP and a notification is sent to the related 
purchaser at ZEISS. 

Processing: 
The related department at ZEISS checks and evaluates the information of the request and decides about 
approval or refusal of the deviations. The request ticket is saved in ZEISS Supplier Portal PIP with the decision 
and associated comments. 

It is also possible for the ZEISS processor to return the application to the supplier to make corrections or 
additions. 

Closure: 
At the end of the process the request will be closed in the ZEISS Supplier Portal PIP. A closure document will 
be sent to the supplier, and the related ZEISS department will be informed about the decision. With this last 
step, the application with the associated attachments is archived in the ZEISS database. 
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12.3 Navigation 
The navigation area contains the Supplier Request for Concession section with the following items: 

Instruction View 

Create Supplier Request 
for Concession: The 
supplier can create a new 
deviation request by 
selecting this item. In the 
following drop-down 
menu 
„Sonderfreigabeantrag/ 
Deviation Request“must 
be selected. By clicking 
the „Continue“button the 
ticket window will be 
opened. Please see 
Chapter “Create 
Deviation Request“. 

My Supplier Request for 
Concession: Under this 
section all submitted or 
saved requests are listed.  

All Supplier Request for 
Concession: All 
submitted requests of the 
supplier are listed here. 

The application status can 
be either "In progress" 
(the application has been 
saved and sent to ZEISS) 
or "Draft" (the application 
was saved but not yet 
sent to ZEISS).  
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There is also the option to search for requests by using the "Search" button. The supplier can open a deviation 
request ticket in the list by clicking on the ID or the subject. The ticket window will open, and the ticket can be 
viewed, edited or printed using the "Print" button. 

12.4  Ticket Window 

12.4.1 Entry screen 
Instruction View 

Clicking on Create Ticket 
opens the ticket window 
to enter the deviation 
request. 

 
 

The ticket window is divided into 4 sections: 

Information about Material & Order 

Information about material and order. The information must refer to a ZEISS order (eg. 
Module/Set/Assembly/Component). 

Information about affected material 

All necessary information for the evaluation of the deviation by the responsible ZEISS specialist department. 

Actions 

Description of the measures planned and implemented to contain the problem, eliminate the root cause and 
prevent similar problems. 

Activities 

Saving or sending the deviation request to ZEISS. 

 

The following rules apply to the fields to be filled in: 

• Mandatory fields must be filled in and are marked with a bold designation and an asterisk.  

Without correctly filling mandatory fields, an application cannot be sent to ZEISS. 

• Some fields are only displayed if certain options have been selected beforehand. 

• For some fields a help text highlighted in blue explains the format requirements. 

• Some fields have a question mark next to the heading, which displays a help text on the format  

specification for this field when the mouse pointer is moved over it. 
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• Clicking the icon next to date entry fields opens a calendar window to select a date. 

• Some fields have drop-down lists for selecting certain options. These drop-down lists may vary  

depending on the selection in other drop-downs. 

• Additional input fields can be added by clicking on the [ +++ ] icon. 

• With a click on the [ x ] symbol input fields can be removed. 

12.5  Information about Material & Order 
 

In the section “Information about Material & Order” the supplier must enter the required information 
about the related ZEISS order and the material. 

Instruction View 

Order Number: Order 
number of the material 
according to the ZEISS 
order. If no order number 
is available, you may enter 
text.  

Order Position: Order 
position of the material 
according to the ZEISS 
order.  

Purchaser: ZEISS contact 
person selectable from 
drop-down list according 
to the order. The ZEISS 
purchaser can add 
representatives during his 
or her absence. In this 
case, the ZEISS Supplier 
Portal automatically 
displays the 
representative.  

Delivery date: If not 
known, please indicate 
planned delivery date.  
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Material-No. SMT: ZEISS 
material number in format 
000000-1234-123 related 
to the order number and 
position.  

Drawing version: 
Related drawing version.  

Material description 
SMT: Description of the 
material.   

Component serialized?: 
Yes or No selectable from 
drop-down list.  

Ordered parts: Quantity 
according to order.  

Affected number of 
parts: Number of 
components affected by 
the deviation (must not be 
larger than the ordered 
number of parts).  

Deviation at 
subcomponent: Yes or 
No selectable. 
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12.5.1 Deviation of Subcomponent 
Instruction View 

The following fields need 
to be filled in only if the 
request is for deviations at 
subcomponents, i.e. if the 
components are parts of a 
higher-level assembly or 
module. 

 

 
 

Deviation at subcomponent?: Yes, if the material with deviation is not listed as a separate order item in the 
ZEISS purchase order (e.g. subcomponent or subassembly of the material no. in the purchase order). 
Depending on this selection the following fields will change. 

Material No. SMT: ZEISS material number of the subcomponent. 

Drawing version: Drawing version of the subcomponent concerned. 

Material description SMT: Description of the affected subcomponent 

Component serialized?: Yes, if the subcomponent has a serial number, else no. 

Ordered parts: Quantity of the ordered subcomponent (different to quantity of the module, if several 
subcomponents are ordered per module). 

Affected number of parts: Quantity of the subcomponents affected by the deviation (must be equal or less 
than the ordered quantity). 

Set order: Yes, if a set was ordered, else no.
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12.6 Information about Deviation 
Instruction View 

All information on the 
deviation is entered into 
this section. A maximum 
of 25 deviations can be 
entered, but all of them 
may only concern the 
same type of error. 

 
 

Affected default documents: The ZEISS specification which is related to the deviation. 

Description of the deviation: Description of the deviation as precise and detailed as possible for assessment 
by the responsible ZEISS department.  

Affected feature: Characteristic affected by the deviation (according to valid specification).  

Material number: ZEISS material number of the affected part, number format 1234-123.  

Serial number: Serial number of the affected part, number format 01-ABC-2222-0001 or 12345678.  

Special case pre-release: If the module serial number is not yet known at the time the request is created, a 
"-" can be entered in the serial number field (see example 7.5) The requestor is then informed of the decision 
after the request has been processed by ZEISS and can continue processing the requested subcomponents. A 
delivery release for the module is not issued until the serial number has been subsequently entered and the 
ticket has been sent back to ZEISS; only then is the deviation request complete.  

Batch number: Batch number of the individual parts concerned (only for non-serialized parts).  

Feature set: Set value of the deviation.  

Feature actual: Actual value of the deviation.  

Checking of customer inventory required: If there is a possibility that previous deliveries were also affected 
and parts with the same deviation could already be in ZEISS stock, please select "yes".  

Material group: Select material group of the component. The options are: Service, Mechanical, 
Mechatronics/Electronics and Optics. The selection of the material group depends on the submitter of the 
request, not on the originator of the deviation (e.g. subcontractor). Important for ZEISS to select the related 
technical department.  
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Defect category: Select the category of the deviation from the list. Important for ZEISS to select the related 
technical department. 

Type of defect: Select the type of the deviation from the list. Important for ZEISS to select the related 
technical department.  

Additional documents: If supplementary documents with additional information (e.g. measurement report, 
images, etc.) are sent, please upload the related documents here. The formats TIF, JPG, PDF, PPT, PPTX, DOC, 
DOCX, XLS, XLSX, ZIP can be used. Additional attachments can be added using the "Add another file" button 
and an entry can be deleted by using the corresponding button. We ask you to combine all attachments into 
one file.  

Root cause: As precise and detailed as possible description of the determined cause of the error.  

Causer: The originator of the deviation, if different from supplier, e.g. a sub-supplier who produced the 
material or a service provider who caused the deviation. 

12.7 Actions 
Instruction View 

In this section, the 
planned and implemented 
measures to contain the 
problem, to eliminate the 
root cause and to prevent 
it are entered. For multiple 
measures, additional input 
fields can be added by 
clicking on the [ +++ ] 
symbol. 

 

 
 

Interim containment actions: Short-term emergency measures that contain the problem until permanent 
corrective measures are effectively implemented.  

Permanent corrective actions: Corrective actions to permanently eliminate the identified root cause.  

Preventive actions: Measures to avoid the occurrence of the same or similar problems in other products or 
sites. Use of the knowledge gained (lessons learned).  

Date: Since when are the measures be implemented or when will they be implemented.  

Owner: Person or subcontractor responsible for the measures.  

Message to SMT: The supplier can enter an additional message to ZEISS-SMT.  
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Message history: In closed tickets, all messages belonging to the ticket from the supplier and from ZEISS to 
the supplier are displayed collectively.  

Technical reason: In closed tickets, the reason given by the Zeiss specialist department for the rejection or 
release decision is displayed here. 

12.8 Activities 
Instruction View 

Here, the supplier selects 
the next step in the 
creation of the special 
release request. The 
selected next activity is 
then triggered with the 
Save button: 

Save as draft: Saves the 
draft for later further 
processing by the supplier. 
No message is sent to 
Zeiss yet. Due to technical 
limitations not all data is 
saved but must be 
entered again when 
opening the draft.  

Save and send to Zeiss: 
The request creation is 
completed; the request is 
saved and a notification 
about the new ticket is 
sent to ZEISS. 
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12.9 Notifications 

12.9.1 Notification about Ticket Return 
If a ticket has been returned by ZEISS and sent back to the supplier, the applicant is informed of this via e-mail. 
The ticket must be corrected in the Jaggaer portal and sent back to ZEISS again. 

12.9.2 Error Message Material Number 
After submitting the request, the system checks if the material numbers are filled in correctly. If the material 
numbers do not match, the supplier will receive an e-mail notification as follows:  

Dear …,  

The following deviation request could not be submitted due to incorrect input:  

ID: TAxxxxxx  

Material: 000000-1234-123  

The following error was detected: specified material numbers do not match.  

Please check and correct the deviation request on our portal under the following link:…  

The ticket can now be accessed under “Tickets” and once the correction has been made, the ticket can be sent 
to ZEISS again. 

12.9.3 Error Message Mandatory Fields 
If a request shall be sent although not all mandatory fields have been filled in, a window appears with a 
corresponding error message. The mandatory fields in the request form which still need to be filled in are 
marked. 

12.9.4 Error Message Number Format 
If a value was entered in a different number format, a pop-up window appears with an error message. 
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12.10 Ticket Completion 
When the request has passed all revisions at the related ZEISS departments (purchaser, developer and quality 
manager), the deviation request process is completed.  

An automatic notification e-mail is sent to the supplier and the related ZEISS departments. The completion 
document (PDF) is also attached to this e-mail:  

Subject: JAGGAER: Completion deviation request TAxxxxxx  

Dear…,  

The following deviation request has been completed:  

ID:  

Material:  

Supplier:  

Type of defect:  

The deviation request can be viewed on our portal under the following link:  

The status of the request is marked as "Closed" in the system.  

If the deviation has been accepted and all information was correctly entered, the component is released. The 
completion PDF must be sent to ZEISS together with the delivery.  

If the deviation of the component has not been accepted, the request for the related component is rejected 
and no delivery release will be granted.  

In the case of a deviation request for a subcomponent in a module whose serial number is not known when 
the request is submitted, there is the option of a pre-release. In this case, the serial number of the module is 
entered later by the supplier after the deviation of the subcomponent has been accepted by ZEISS. After 
sending to ZEISS the ticket will be closed in the system and the delivery release will be issued.
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12.11 Examples 

12.11.1 Example: Serialized Component 
Instruction View 

The following example 
shows a deviation at a 
serialized single 
component. For this, the 
queries for serialization 
and subcomponent must 
be answered as follows 
when filling in the details 
for material & order: 

Component serialized? 
YES 

Deviation on 
Subcomponent? NO 

Under Deviation 
information, further 
information on the 
deviation is entered. 

Note: 
Required specification of 
the material number from 
"Material & order 
specifications" without 
leading zeros. Together 
with the serial number, 
this results in the serial 
number of the part. 
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12.11.2 Example: Non-serialized Component 
Instruction View 

The following example 
shows a deviation on a 
non-serialized single part. 
For this, the queries for 
serialization and 
subcomponent must be 
answered as follows when 
filling in the details for 
material & order: 

Component serialized? NO 

Deviation on 
Subcomponent? NO 

Under Details of deviation, 
only the batch number of 
the component affected 
by the deviation must be 
entered, because the 
associated material 
number has already been 
entered under 
"Information of 
material & order“. 
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12.11.3 Example: Module/Assembly with Subcomponents 
Instruction View 

The following example 
shows a deviation on a 
serialized component in a 
serialized module or 
assembly. The details for 
Material & Ordering, 
serialization, 
subcomponent and set 
order must be entered as 
follows: 

Component serialized: YES 

Deviation to 
subcomponent: YES 

Component serialized: YES 

Set order: NO 

Under Deviation 
information, the material 
number (without leading 
zeros) and the serial 
number of the 
module/assembly must be 
entered as follows: 
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12.11.4 Example: Set-Order 
Instruction View 

The following example 
shows the details for 
deviations in a set order. 

Component serialized: NO 

Deviation to 
subcomponent: YES 

Component serialized: YES 

Set order: YES 

The material number 
(without leading zeros) 
and serial number of the 
subcomponent affected 
by the deviation must be 
entered under Deviation 
details. In this case the 
material number of the 
ordered set is entered 
under Material & order 
details. 
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12.11.5 Example: Special Case Pre-Release 
Instruction View 

The following example 
shows the information for 
an application for the pre-
release of a sub-
component of a module 
for which the serial 
number is not yet known 
when the application is 
submitted. 

Component serialized: YES 

Deviation to 
subcomponent: YES 

Component serialized: YES 

Set order: NO 

Under Deviation 
information, the material 
number of the 
module/assembly (without 
leading zeros) is entered, 
but instead of the serial 
number of the module of 
the subcomponent, only a 
"-" character is entered in 
the field. The material and 
serial number of the 
subcomponent are 
entered as before. 
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13.1 Introduction 
 

What is Tool Management? 

PIP Tool Management offers the possibility of digitally monitoring the inventory, status and financial details of 
the production tools used at the supplier's site at every stage of the production process. 

The module supports purchasing in supplier management and thus promotes communication and 
collaboration with suppliers. Automated status queries and timely exchange information avoid bottlenecks. 

The ZEISS-wide connection provides transparency about all supplier tools, including location and status data.



 

page 132 of 142 

13.2 General information on how to use Tool Management 

13.2.1 Navigation 
Instruction View 

You can find the tool 
management under 
"Requests" area. 
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13.2.2 Role assignment 
Instruction View 

In the Primary data / 
Contact people area, the 
assignment can be 
modified in the tab 
"Roles". 
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13.3 Update tools 
In PIP Tool Management, it is possible to access data or the status of the tools used by the supplier at any 
time. Updates may be necessary and desired depending on requirements. 

13.3.1 Instructions for the Update 
Instruction View 

1. Following a request 
from the ZEISS 
purchaser or after a 
certain interval, the 
supplier receives an 
e- mail with a request 
for an update. The link 
contained in the 
e- mail can be used or 
the supplier can log in 
with his own login 
data. 
On the main page of 
PIP Tool Management 
all supplier tools are 
listed. The tool being 
updated has the 
action status "Update 
Required". 

 

2. The data required for 
the update can be 
adjusted in the 
respective tool. This 
may affect current 
usage data, the 
condition or 
restocking data. 
Select "Tool ID" to 
edit the tool data. 
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3. After all data has been 
added in the tabs 
General, 
Characteristics and 
Part, the transfer to 
the ZEISS purchaser is 
completed by 
selecting button 
“Submit". 

 

4. Thus, the update will 
be saved. The ZEISS 
purchaser receives the 
information and can 
access the changes. 
He/she will approve or 
reject the changes and 
can take the necessary 
measures, e.g. initiate 
a replenishment or 
announce critical 
delivery bottlenecks. 
The status of the tool 
changes accordingly. 
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14.1 Introduction 
 

PIP Actions enables your ZEISS contact to assign tasks to you in the ZEISS PIP supplier portal. 

Each action contains a description and a period of time specified by the ZEISS contact person during which the 
respective request must be completed.
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14.2 Instructions for Actions 

14.2.1 Open Actions 
Instruction View 

1. Click on the Requests 
icon. 
 

2. Select Actions. 

 

 

3. Click either on 
"Action Name" or on 
the pen icon to open 
the action. 

 
 

Alternative
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Instruction View 

1. On the main page, 
click on tab "PIP 
Overview & SRM". 
 

2. You can find your 
actions in the tile 
Actions. 

 

3. Click on the "Action 
Name" to open the 
action. 
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14.2.2 General 
Instruction View 

You can view the 
following data in each 
action: 

• Name of action 
• Description 
• Owner (Creator) 
• Time frame: start and 

end date 
• Status and progress 
• Assignee (supplier) 
• Priority 
• Links / Files 

 
 

14.2.3 Communication in Actions 
Instruction View 

In the lower section of 
the action, you have the 
option of sending 
information to your ZEISS 
contact. 

To do this, enter your text 
under Comments and 
click on "Send". 

Your contact will be 
informed by e-mail of the 
receipt of a comment. 
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Your contact person also 
has the option of sending 
you information via 
"Comments". 

You can view the history 
of your communication in 
the respective action at 
any time. 
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14.2.4 Complete Actions 
Instruction View 

As soon as you have 
completed the request, set 
the status to check, the 
progress to 100%. 
Optionally, you can send a 
message in the Feedback 
field. 

Then save. 

Your ZEISS contact will 
receive an e-mail 
notification. 

 

The status of the action is 
now check. 
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Your action will be 
checked by the owner 
(creator). 

If the requirements are 
met, the owner sets the 
status to done. 

You can view the action 
via the eye icon at any 
time. 

Completed actions will no 
longer be found in the 
dashboard under the tile 
Actions. 
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