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Documents Pure
Document management module

Document management on the JAGGAER supplier portal
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Terms and abbreviations

JD Jaggaer Direct (formerly Pool4Tool)

POM Purchase Order Management (module in Jaggaer)

RFQ Request For Quotation (module in Jaggaer)

SRM Supplier Relationship Management (module in Jaggaer)
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1 General information

Please note that the English version is considered the master document.
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2 Endress+Hauser supplier portal

Endress+Hauser uses the Jaggaer digital supplier portal for collaboration with its suppliers in the fields of 
supplier relationship management (SRM module), automatic purchase order management (POM module), 
requests for quotations (RFQ module), document management (Documents Pure module) and much 
more. 

Link to platform:
https://app11.jaggaer.com/portal/eh

The portal is available in English, German and Chinese (main functions only).

 Please note that the document generally refers to one document (i.e. singular). However, several 
documents and suppliers can be included in a campaign.

https://app11.jaggaer.com/portal/eh
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3 Documents Pure module

Documents Pure facilitates document management between you and Endress+Hauser. 
The module includes the exchange, storage and updating of documents. Using Documents Pure means we 
can provide you with an easier way to handle document management. At the Endress+Hauser Group, we 
use the functions “Exchange”, “Confirmation” and “Request”. 

 Document campaigns are always initiated by Endress+Hauser. As a supplier, you have no option to 
initiate a campaign.

3.1 Prerequisite for using the module

The prerequisite for using the Documents Pure module is full registration for Jaggaer SRM. If you do not 
have access to the Endress+Hauser supplier portal, please get in touch with your Endress+Hauser 
contact.

3.2 Role management 

In order to assign a role to a person, the person in question must have access to the Endress+Hauser 
supplier portal. Maintenance of roles is described in the “SRM supplier management module” training 
document.

Role management is important for the editing authorization of the campaign. For a campaign, 
Endress+Hauser can define which role or which persons on supplier side can edit it. The role can be 
found in the campaign under “Responsible Supplier Contacts”.
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Several people can be assigned to one role. The role assignment is visible in Jaggaer. Click on the “Primary 
Data” icon and select “Contact People”.
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Click on roles at the top of the bar to see the role distribution. 

The roles can also be changed during a campaign if another person in the company is to work on it.
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4 Using the Documents Pure module

4.1 Document campaign and registration

If Endress+Hauser has started a document campaign, you will receive an e-mail requesting further 
processing.

To enable further processing of the document campaign, you must click on the link provided in the e-mail.

Once you have logged into the portal, you will see your dashboard.
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4.2 Supplier portal dashboard 

All documents assigned to your company are listed in your supplier portal dashboard:

Alternatively, you can access the Documents Pure module and then the overview of all documents via the 
navigation bar on the left-hand side (Documents  Documents Pure). Here, you will be able to see all 
documents and information assigned to you by Endress+Hauser.
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The following areas are available in the overview:

Field Description

Document type

The name of the document type is displayed here. This can be any kind of 
agreement, contract, certificate or other contractual amendment. The document 
type is named individually by Endress+Hauser. Therefore, no specific name can be 
added here. 

Feature type

Each document (see “Document type” above) is assigned one of the available 
feature types. Endress+Hauser uses four feature types: Exchange, confirmation, 
request and multi documents. A detailed explanation of these feature types is 
provided later in this manual.

Document The document name is displayed here.

Status The document status is displayed. This can be “New”, “Active”, “Verification”, 
“Valid”, “Downloaded”, “Accepted”, “Update”, and “Expired”.

Owner The Endress+Hauser owner/author of the campaign is specified here.

Validity Every campaign either has a validity period or is permanently valid and does not 
expire. This information is displayed in this field.

Files The attached files are listed here and can be opened directly.

Action required
Any tasks assigned to you will be displayed in this field. Only the standard 
document is for information only and requires no action from you. All other feature 
types must at least be uploaded or downloaded.

Regardless of which path you choose, you can now access and process campaigns via the link in the e-mail 
or via the navigation bar on the left. In each case, click on the document to start active editing. The 
information, fields and data to be displayed or edited depend on the respective feature type. 

Endress+Hauser uses the following feature types:
• Exchange
• Request
• Confirmation
• Multi Documents

The use of the different feature types is explained in the following chapters.
 The displayed fields can differ in different campaigns. 
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4.3 Exchange feature type

In this case, the Endress+Hauser purchaser expects an exchange of documents, i.e. Endress+Hauser 
provides you with a document that you download for editing and then upload back into the portal. The 
purchaser can decline your document or ask questions after the document has been updated.

Various fields are available for the Exchange feature type. The fields that are displayed for you depend on 
the respective campaign and can vary. Some fields are not intended for editing. They are for information 
only.
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Base data, document fields and supplier fields

Field Description

Name

The name of the selected document is displayed. This information can be 
displayed in different languages, if provided by Endress+Hauser. 

 Click on the speech bubble symbol to view the document name in other 
languages.

Notice The purchaser can leave a message for you.

Responsible Supplier 
Contact

For each campaign, Endress+Hauser determines the role to which the 
campaign is assigned on the supplier side. You can check the role 
assignment in your company in the SRM manual, chapter x and adjust if 
necessary.
If you have received a campaign and want to delegate it internally for 
processing, you may need to allocate the role specified to your colleague.

Files All files attached by Endress+Hauser purchasing are displayed in this field. 

Permanent document
If the campaign is permanently valid and therefore does not expire, the 
Endress+Hauser purchaser sets the checkmark here, which is then 
displayed to you.

(Document) validity
If the campaign is not permanently valid, the validity period from-to is 
displayed in these fields. After the validity date has expired, the document 
status changes to “Expired”.

(Supplier) validity Document validity at the supplier end
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4.3.1 Edit document

Now click on the “Download” button at the top right of the toolbar to start editing. 

 It is not possible to edit the documents directly in the “Files” field. The documents here are read-only.
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To download all files, click on the “Download all files” field. Select the document and download for further 
editing in your local file structure.

As soon as you have downloaded the attached files, the document status changes from “New” to 
“Downloaded”. Additional options now appear in the toolbar. To save the document on the Jaggaer portal, 
use the “Upload” button. 

During the upload process, you can leave a message in the form of a comment for the Endress+Hauser 
purchaser. The “Validity*” field, unlike the “Comment” field, is a required field and the expiry date of the 
document must be entered. You determine for how long the document is valid.

Confirm your upload with the “Upload” button:
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As soon as you have uploaded the document, the document status changes from “Upload” to 
“Verification”. The Endress+Hauser purchaser must now check your document and confirm it. Only then 
is it released. 

You will receive an e-mail notification as soon as your Endress+Hauser purchaser has confirmed your 
document:

If the document is accepted, the request is automatically closed and no further action is required at your 
end. The document status changes from “Verification” to “Accepted”.
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4.3.2 Change/update document

If your Endress+Hauser purchaser requests a change/update to your document, you will receive a 
notification and the document status will change from “Verification” to “Update”. 

The confirmation process starts from the beginning again. Now open the document again and check 
whether the purchaser has left you a message or explanation in the “Notice” field. Correct your document 
accordingly and upload it again.

As soon as the purchaser has accepted and confirmed your document, the status will change to “Accepted” 
and the request will be closed automatically. 
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4.3.3 Decline document

If Endress+Hauser declines your document, you will receive an e-mail informing you that the document 
has been declined. 

 

An overview of the document type status is provided in the supplier portal dashboard:

The exact reason for the rejection is provided in the “Comments” field:
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As a supplier, you too can decline the document exchange. To do this, click on “Decline”. 

An input field will then be displayed, in which you must explain why you do not accept the document. 
This is a required field. 

As soon as you click on “Save”, Endress+Hauser will receive an e-mail notifying them that you have 
declined. The status in the Jaggaer portal changes from “Downloaded” to “Declined”.

 Please note, if you decline the request, the request process will automatically close and no further editing 
will be possible. 
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4.4 Confirmation feature type

The Confirmation feature type is used to confirm documents. For document confirmation, 
Endress+Hauser sends one or more documents to you for confirmation.

Click on the document name to start editing the document campaign. The editing screen then opens:

Various fields are displayed in the overview for the Confirmation feature type. The fields that are 
displayed for you depend on the respective campaign and can vary. Some fields are not intended for 
editing. They are for information only. 

Field Description

Name

The name of the selected document is displayed. This information can be 
displayed in different languages, provided Endress+Hauser has saved 
different languages. 

 Click on the speech bubble symbol to view the document name in other 
languages.

Keywords Endress+Hauser-specific standard template for feature type

User-defined ID This field is not activated at Endress+Hauser.

Purchasing organization The documents can be assigned to purchasing organizations, after which 
they are valid for these organizations.

Plant The documents can be assigned to different Endress+Hauser plants. They 
are then valid for the respective specified plant(s)
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Field Description

Purchaser group The documents can be assigned to Endress+Hauser purchaser groups. They 
are then valid for these purchaser groups

Category The campaign can relate to individual product groups of Endress+Hauser

Product group clusters The campaign relates to one or more Endress+Hauser product group 
clusters

Comment The purchaser can leave a message for you.

Responsible supplier 
contacts

Role in the Jaggaer portal for the Documents Pure module. The maintenance 
of roles is described in the training document for Jaggaer registration.

Files All files attached by Endress+Hauser Purchasing are displayed in this field.

Permanent document
If the campaign is permanently valid and therefore does not expire, the 
Endress+Hauser purchaser sets the checkmark here, which is then 
displayed to you.

(Document) validity
If the campaign is not permanently valid, the validity period from-to is 
displayed in these fields. After the validity date has expired, the document 
status changes to “Expired”.

(Supplier) validity Document validity at the supplier end

4.4.1 Edit document

The status in the header indicates the editing status of the opened document. The documents sent by 
Endress+Hauser, which you have not yet edited, have the initial status “New”. 

Now click on the “Download” button in the top right of the toolbar to start editing. 
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To download all files, click on the “Download all files” field. Select the document and download for further 
editing in your local file structure.

After you have checked the document, the document must be confirmed via the “Check” function. 

After clicking on this button, a further window opens. Confirm with “Accept” and “Save”. 

As soon as you have done this, the status of the request changes from “New” to “Accepted”. At the same 
time, the owner of the request (Endress+Hauser purchaser) receives an e-mail informing them that you 
have confirmed the document. The request is now complete. 
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4.4.2 Decline document

You can also decline the document confirmation campaign. To do this, click on “Decline”. 

In the “Comment” input field, you must explain why you do not accept the document. This is a required 
field.

As soon as you click on “Save”, Endress+Hauser receives an e-mail notifying them that you have declined. 
The status in the Jaggaer portal changes from “New” to “Declined”.

 Please note, if you decline the request, the request process will automatically close and no further 
editing will be possible.
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4.5 Request feature type 

The Request feature type is used to request documents. Endress+Hauser requests one or more 
documents from you. After you have provided the document, you can return the document to 
Endress+Hauser via the Documents Pure module. 

Click on the document name to start editing the document campaign. The editing screen then opens:

Various fields are available for the “Request” feature type. The fields that are displayed for you depend on 
the respective campaign and can vary. Some fields are not intended for editing. They are for information 
only. 

Field Description

Name

The name of the selected document is displayed. This information can be 
displayed in different languages, provided Endress+Hauser has saved 
different languages. 

 Click on the speech bubble symbol to view the document name in other 
languages.

Comment The purchaser can leave a message for you.

Permanent document
If the campaign is permanently valid and therefore does not expire, the 
Endress+Hauser purchaser sets the checkmark here, which is then 
displayed to you.

(Document) validity
If the campaign is not permanently valid, the validity period from-to is 
displayed in these fields. After the validity date has expired, the document 
status changes to “Expired”.

(Supplier) validity Document validity at the supplier end
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4.5.1 Edit document

The header at the top indicates the editing status of the opened document. The document sent by 
Endress+Hauser, which you have not yet edited, have the initial status “New”.

Use the “Upload” function to upload one or more documents.

After you have provided your document, you can save it on the Jaggaer Documents Pure platform using 
the “Upload” function. During the upload process it is possible to add notes. The “Validity*” field, unlike 
the “Comment” field, is a required field and must be completed with the validity date of the document.

As soon as you have uploaded the document, the document request status changes from “Upload” to 
“Verification”. Only after the status change process is the uploaded document available for verification. At 
the same time, an e-mail is sent to the owner of the request (responsible Endress+Hauser purchaser) 
with information that you have edited the requested document and they can now be verified.
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Once the verification process is complete, you will receive feedback from the Jaggaer portal in the form of 
an e-mail notifying you whether the document have been accepted or declined or if an update is required. 

If the document is accepted, the request is automatically closed and no further action is required at your 
end. The document status changes from “Verification” to “Accepted”.

4.5.2 Change/update document

Endress+Hauser can also request an update to the document you have sent. You will receive a notification 
by e-mail.

The status of the document request also changes from “Verification” to “Update” and the need for action is 
displayed. 
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Click on the document name to start updating the document request. The editing screen then opens:

In the “Comments” field, you can see the reason why Endress+Hauser is asking you for an update. For 
example, if you are asked to update document here, proceed with the upload in the same way as described 
in the previous sections. 
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4.5.3 Decline document

If declined, you will receive a notification by e-mail.

The status of the document request changes from “Verification” to “Declined”. In the “Comments” field, 
you can see the reason why Endress+Hauser declined the request. Further editing is not possible. The 
process is closed.
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You can decline the requested document of the campaign. To do this, click on “Decline”. 

An input field will then be displayed, in which you must explain in more detail why you do not accept the 
document. This is a required field. 

As soon as you click on “Save”, Endress+Hauser receives an e-mail notifying them that you have declined. 
The status in the Jaggaer portal changes from “New” to “Declined”.

 Please note, if you decline the request, the request process will automatically close and no further editing 
will be possible. 

4.6 Multi Documents feature type 

The Multi Documents feature type is used to send you a document only for information. The campaign is 
successfully completed as soon as you have downloaded the document. In contrast to the feature type 
Confirmation, you do not have to confirm the document. 
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Click on the document name to start editing the document campaign. The editing screen then opens:

Various fields are available for the “Multi Documents” feature type. The fields that are displayed for you 
depend on the respective campaign and can vary. Some fields are not intended for editing. They are for 
information only. 

Field Description

Name

The name of the selected document is displayed. This information can be 
displayed in different languages, provided Endress+Hauser has saved 
different languages. 

 Click on the speech bubble symbol to view the document name in other 
languages.

Keywords Endress+Hauser-specific standard template for feature type

Purchasing organization The documents can be assigned to purchasing organizations, after which 
they are valid for these organizations.

Category The campaign can relate to individual product groups of Endress+Hauser

Category clusters The campaign relates to one or more Endress+Hauser category clusters

Notice The purchaser can leave a message for you.

Responsible supplier 
contacts

Role in the Jaggaer portal for the Documents Pure module. The maintenance 
of roles is described in the training document for Jaggaer registration.

Files All files attached by Endress+Hauser Purchasing are displayed in this field.
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Field Description

Permanent document
If the campaign is permanently valid and therefore does not expire, the 
Endress+Hauser purchaser sets the checkmark here, which is then 
displayed to you.

(Document) validity
If the campaign is not permanently valid, the validity period from-to is 
displayed in these fields. After the validity date has expired, the document 
status changes to “Expired”.

(Supplier) validity Document validity at the supplier end

4.6.1 Edit document 

In this feature type, the only thing you must do to complete this campaign is download the document. 
Click on the “Download” button. 

Click on “Download All Files”
 Attention, do not open the document under “Files”.

The Endress+Hauser purchaser gets a notification email. The status changes from “New” to 
“Downloaded”.
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No further actions are required. The campaign is completed. 


