Manual on working with SRM system for import goods suppliers of JSC «Tander»

Function and field of use:
The present manual tells about functions and features of SRM system – the system intended for external partners (Goods suppliers).

Abbreviations, basic terms and definitions:
SRM – Supplier Relationship Management System (SRM-system), corporate information system (or its module) is used for automation of the SRM-strategy of the Company, particularly for increasing the level of management, optimization of purchasing activity and improving the quality of customer service by choosing the right way of working with Suppliers, setting up and improving business-processes, followed by analysis of the results.
Account – login account that contains the data that the user submits to a computer system.
JSC – Joint Stock Company.
HM – Hypermarket «Magnit».
SC – Supply contract.
CM – Category manager.
PA – Personal area.
CO – Commercial offer.
VAT – Value added tax.
FB – Feedback.
DC – Distribution center.
PI – Product item.
GS – Goods Supplier.
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1. Logging and registering in the system
Open web-browser to enter the SRM system.
Type the following address https://srm.tander.ru/ in the address bar and press «Enter» (Fig. 1).
[image: ]
Fig. 1

[image: ]Due to functional features in system operation, technically sound compatibility with the SRM portal services can be ensured by using Mozilla Firefox browser.
Press the icon to switch between display languages.  

When entering the system the first time the user after typing the username and password has to register in the system. Next time he enters the system he should use the username specified when registering in system.
If the username is incorrect, in this case after clicking «Enter» the notification «Error: The user is not registered in the system!» will appear.
If the password is incorrect, in this case after clicking «Enter» the notification «Error: The password is in correct» will appear.
Follow these steps to register a new user:
1.1. Click «Register» button in «Enter the personal area window» (Fig. 2).
[image: ]
Fig. 2

Follow these steps to register a new user:
1. Click «Register» button on the home page.
2. After clicking «Register» button a window will open where a country different than «Russia» should be selected, and 
«English» for the language should be chosen. Type in e-mail address, password and CAPTCHA (Fig. 3).
[image: ]
Fig. 3
· «Country» – to be selected from the drop-down list. Foreign suppliers should select country that is different than Russia;
· «Language» – language of the user interface. You can switch between the languages changing them in profile section;
· «E-mail» - type in the e-mail address used when registering a supplier;
· «Password» – the password the GS will use to log into the system should be entered into this field;
· «Confirm password» – the password must match the one specified above;
· CAPTCHA field – CAPTCHA characters shown in the picture should be entered here.
Note! The password must be a combination of letters, numerals, symbols or capital letters – at least 3 combinations and at
least 6 symbols.
After that to confirm registration on the site a mail is sent to the e-mail address. This mail contains the link to be used to 
activate the account.
The supplier checks his e-mail inbox and clicks the link in the mail, activating his account.
Note! When moving on to the next step from the first one an information message appears: «To the e-mail address specified 
by you as a username, a mail for registration confirmation has been sent. To proceed with registration follow the link specified in the mail. Should you not follow the link withing 24 hours, the registrations process will be repeated».
On the 2-nd and 3-rd steps for foreign GS the system should display names of the fields in the language selected by the GS on 
the first step.
3. After activation of the account in the window «Information on supplier's representative», the corresponding fields should be
filled (Mandatory fields are marked with an asterisk). Then it is necessary to review the terms of the license agreement. If the Supplier accept the terms, he should put a tick in the check box and click «Next» button (Fig. 4). After that he can move on to the 3-rd step of registration. If he does not accept the terms, the registration process is terminated making it impossible to perform following actions.
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Fig. 4

· «Surname» – surname of the representative who registers the GS;
· «Name» - name of the representative who registers the GS;
· «Position» – the value should be chosen from the drop-down list.
To move on to the next step the terms of the license agreement should be accepted.
Note! The mandatory fields of «Information about the company representative» window are: Surname, Name, Position and the license agreement.
From the drop-down list it is necessary to select one of three following options: «Accountant», «Manager» or «Director».

4. After that it is necessary to fill in legal information (Fig. 5).
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Fig. 5

· «Name of goods supplier» (counterpart) – here the name of the GS (counterpart) is entered;
· «Legal address» – legal address of the GS is entered here;
· «Postal address» – postal address is entered here;
· «E-mail» (mandatory) – e-mail-address is entered here;
· «Contact telephone number» – telephone number is entered here;
· «Fax» – the fax number is entered;
· «Website» – here website is specified.
5. After that the GS got only newsfeed available for him (Fig. 6). 
[image: ]
Fig. 6

To activate CO submission section «My Offers» - it is necessary to go the «Profile» section (Fig. 7).
[image: ]
Fig. 7

6. The profile section has the form with several tabs (Fig. 8). It is necessary to fill out the form.
[image: ]
Fig. 8

Note! Fields, marked with «*» are mandatory. If some of the mandatory fields are left empty, in this case the system will come up with a warning when trying to save the information, highlighting the empty fields.
Tab «Main information»:
Here the sections GS Profile (Profile of contractor)(Fig. 9)(Main information, Contact details and Additional information) and 
GS representatives should be filled (Fig. 10)(Personal information – this sections is filled automatically).
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Fig. 9
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Fig. 10

Profile of contractor:
· «Name of goods supplier (Contractor's name)» – name of GS is entered here;
· «Legal address» – legal address of GS is entered here;
· «Postal address» – postal address is entered here;
· «E-mail» (mandatory) – e-mail-address is entered here;
· «Contact telephone number »– telephone number is entered here;
· «Fax» – fax number is entered;
· «Website» – here website is specified;
· «Type of GS activity» – should be selected from drop-down list.
Note! Information about director should be entered in the «Contact details» section.
Note! Editing the field «Username (e-mail)» is not allowed.
When the Representative having an attribute «Main» adds a new one that will have an attribute «Main» a mail with
information for logging into the system is sent to e-mail address of the new Representative.
Note! The system can handle from 1 to 3 Representatives, having the attribute «Main» at the same time. The system will 
come up with information message when trying to add more Representatives with «Main» attribute (Fig. 11).
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Fig. 11

· Representative's «Surname» – surname of representative is entered here;
· Representative's «Name» – name of representative is entered here;
· Representative's «Patronymic name» – patronymic name of representative is entered here;
· Representative «Position» – position of representative is entered here;
· Representative's «E-mail»: - e-mail of the representative is entered here;
· Representative's «Contact telephone number» – telephone number of representative is entered here.
Note! Fields, marked with «*» sign are mandatory. If some of the mandatory fields are left empty, in this case the system will come up with a warning when trying to save the information, highlighting the empty fields.
Tab «Supporting information»:
It is necessary to fill out this section (Fig. 12).
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Fig. 12

Company history in brief:
· «Company's owner» – Information about company's owner is entered here;
· «Company location (Company's place of business)» – country the company is located at;
· «Area of activity» – Company's area of activity is entered here;
· «Turnover for the current year, EUR» – information on company's turnover for the current year is entered here. The value 
can be numeric only. Two numerals are allowed after the point.
· «Do you have any production facilities» – logical parameter.
Possible values: Yes/No.
If the value = «Yes», then:
- «Location of the facilities» – text field for entering the information;
- «Specialization» – text field for entering the information.
Otherwise: this parameter is not shown.
· «Do you have any warehouse (storage) facilities» – logical parameter.
Possible values: Yes/No.
If the value - «Yes», then:
- «Right of ownership» – to be selected from the drop-down list. Possible meanings: Rented/Fully owned;
- « Area, square meters» – field for entering the information. This parameter can be numeric only.
Otherwise: These parameter are not shown.
· «Do you have any packaging equipment» – logical parameter.
Possible values: Yes/No.
If the value = «Yes», then:
- «Right of ownership» – to be selected from the drop-down list. Possible values: Rented/Fully owned;
- «Area, Square meters» – field for entering the information. This parameter can be numeric only;
- «Number of lines» – field for entering the information. This parameter can be numeric only;
Note: Fields, marked with «*» are mandatory. If some of the mandatory fields are left empty, in this case the system will 
come up with a warning when trying to save the information, highlighting the empty fields.
Tab «Logistic chains»:
It is necessary to fill out this section (Fig. 13).
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Fig. 13

· «Logistic chains» – to be selected from the drop-down list;
· «Possible values»: Road transport/Sea transport/Railroad transport;
· «Loading ports» – the ports the supplier delivers the goods to.
Export share towards the total turnover in the current year, kg/euro – numeric information about export share in current year is entered here.
Note! Fields, marked with «*» sign are mandatory. If some of the mandatory fields are left empty, in this case the system will come up with a warning when trying to save the information, highlighting the empty fields.
Tab «Business partners»:
It is necessary to fill out this section (Fig. 14).
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Fig. 14

Note! Fields, marked with «*» sign are mandatory. If some of mandatory fields are left empty, in this case the system will come up with a warning when trying to save the information, highlighting the empty fields.
· «List of countries» – to be selected from the drop-down list. Multiple selection are possible;
· «List of major customers in countries the goods are exported to (List of big companies in countries where the goods are 
exported)» – names of the customers the supplier cooperates with are entered here;
· «List of customers in Russia (List of clients in Russia)» – names of customers the supplier cooperates with is entered here.
Note! Fields, marked with «*» are mandatory. If some of the mandatory fields are left empty, in this case the section «My 
offers» will not appear (Fig. 15).
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Fig. 15

[bookmark: _Toc491677587]2. Supplier's password recovery

Should the Supplier enter invalid password three times in a row when signing into the system, in this case his login account 
will be blocked for 30 minutes. To recover the password follow the link «Password recovery» in «Personal area» window to recover the password. The window (Fig. 16) will open. Here type in e-mail address specified when registering in the system and click «Send» button. Here it is possible to request resending of the mail for login account activation by clicking the text link «You may resend the activation mail».
[image: ]
Fig. 16

[bookmark: __RefHeading___Toc17640_1078033498][bookmark: _Toc491677588]3. Submitting CO

There are two ways to submit CO:
· when CO is initiated by the Supplier – The Supplier uploads CO using «My commercial offers interface»;
· when CO in uploaded within offer quotation process, initiated by CM – the Supplier uploads CO using «Newsfeed» 
interface.

[bookmark: __RefHeading___Toc17642_1078033498][bookmark: _Toc491677589]3.1 Submitting CO using «My commercial offers» interface.
To submit CO you have to choose «My commercial offers» section. Having selected this section a window with CO list will 
open (Fig. 17).
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Fig. 17

When selecting a particular CO, a window will open that can be visually divided in two sections (Fig. 18).
The first one allows the Supplier to work with the set of CO: add, copy, send, remove, cancel.
[image: ]
Fig. 18

In the second one you can add, copy, edit, delete or cancel CO.
To offer the goods the Supplier has to create CO, by clicking «Add offer set» button (Fig. 19)
[image: ]
Fig. 19

Note! Now the option to edit and confirm DC is available when submitting CO (Fig. 20). 
[image: ]
Fig. 20

Note! The Supplier can submit CO only for the goods included in commodity group specified during registration.
To make it convenient for the Supplier an option to submit a set (batch) of CIs all at once, but not upload separate COs for each CI. To do that you need to create CO for CIs you want, using the button «Add commercial offer».
Clicking «Add offer set» button will open the form where the main information on CO set should be added.
For the goods of Import fresh category (Fig. 21);
Only one product category is available when offering goods of fresh category and that is «Fruit and vegetables».
[image: ]
Fig. 21

For the goods of Main category (see Fig. 22).
Note! When submitting the goods from the main category, only product categories specified by the Supplier during registration will be available.
[image: ]
Fig. 22
· «Name» – Name of the CO;
· «Country» – Country of manufacture is specified here;
· «Terms of delivery» – Delivery type (sea, road and etc.) is selected here from the list;
· «Product category» – Product categories the offer belongs to are selected here.
If you try to send an application with empty fields the system will come up with a message (Fig. 23).
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Fig. 23

Creating a PI inside CO set for fresh product category (Fig. 24).
[image: ]
Fig. 24

· «Type (Kind) of activity»;
· «Manufacturer» – name of manufacturer is entered here;
· «Item (Article) name» – name of the item is entered here;
· «Type of the package» – to be selected from the drop-down list;
· «Production capacity per month» – production volume per month (numeric) is entered here;
· «Temperature conditions of storage» – goods storage temperature is entered here;
· «Maximum shipment volume (Maximum quantity of shipment (kg/pcs)» – maximum volume the GS is ready to supply is 
entered here;
· «Unit price (VAT excluded)» – price without VAT is specified here;
· «Unit price (VAT included)(with VAT)» – price with VAT is specified here;
· «Sales geography» – the cities/towns the goods will be supplied at are specified here;
· «Availability and amount of remuneration» - % of sales is specified here;
· «Additional information» – optional additional information is specified here.
All fields are mandatory in this form. The system will come up with an error when trying to save applications with empty 
fields (Fig. 25).
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Fig. 25
Creation of PI inside CO set for the goods of main category (Fig. 26). 
[image: ] 
Fig. 26

· «Item name (Position name)» - name of the item in the application is entered here;
· «Country of manufacture (manufacturing country)» – country of manufacture of the PI from the application is 
entered here; 
· «Place of shipment» - the city/town the goods will be supplied at is specified here;
· «Currency» – the currency used for payment operations under the application is specified here;
· «Unit price (Price per unit of the product)» – unit price for goods from application is specified here;
· «Valid from» – delivery start date is specified here;
· «Valid to» – delivery end date is specified here;
· «Type of package» – to be selected from the list;
· «Quantity per package» – quantity from the application is specified here;
· «Shelf life (days) from the date of of shipment» – shelf life of items from the application is entered here;
· «Storage temperature, ºC»:
- from – min. storage temperature;
- to – max. storage temperature.
· «Transportation temperature, ºC»:
- from – min. transportation temperature;
- to – max. transportation temperature.
· «Minimum order quantity (kg/pcs)» – min. volume of shipment under the application is specified here;
· «Maximum order quantity (kg/pcs)» – max. volume of shipment under the application is specified here;
· «Additional information» – additional information on the application is specified here;
· «File» – file containing additional information is attached here.
The system will come up with an error when trying to save applications with empty fields (Fig. 27).
[image: ]
Fig. 27



[image: ]When you are done with filling all fields click «Save» button to see the message that CO has been successfully added. At this, all the information entered appears in the bar with number of this CO and corresponding status.
Having added all COs into the set, the COs should be sent by clicking 
[image: ]
Note! To make the CO displayed for the CM click «Send». 
The set will get the «Sent» status.
The Button «Copy commercial offer (offer set)» is used for editing of already made COs as an example.
For instance, for COs for yoghurts that are basically the same, however different in packaging, it is easier to copy a similar CO 
[image: ]and change only one parameter that is the type of package, than create a new one. 
The Button «Delete offer (set)» is used for removing the CO from the set. 

Note! You can only delete COs from the set having «New» status. If the CO is already sent, PI deletion operation will be unavailable (Fig. 28).
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Fig. 28

The button «Delete offer set» is used for removing all COs from the set. You can delete only the set having «New» status.
Note! Status «Editing» is assigned for CO when the Supplier has to modify CO to confirm/not confirm it. In addition notification with description of modifications to be made is sent. Such notifications are displayed on «Notification» tab.
There are following buttons on the tool bar of «My offers» window: search, sorting, refresh data. 
Using «Search» function you can run the search basing on the search parameters specified. The more parameters (filters) have been set, the more accurate the search will be.
This window have fields and is divided into 4 columns (Fig. 29):
· «Parameter name»;
· «Condition»;
· «Value №1»;
· «Value №2»;
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Fig. 29

Fields in the first column (parameter name) will correspond to data in the table where the search is made. The fields can have different types of filters used.
The second column contains main conditions that can help filter information for searching. 
Some of the fields have a drop-down list containing request options for the filters.
Tick the boxes in other fields if you want to activate the corresponding conditions. If the condition is not needed, in this case the tick is not needed.
In the third and fourth columns you can specify more details (select from the drop-down list or find them using the search option).
Getting all filters set, press «Search». Results that match the search criteria will be displayed.
«Refresh» function refreshes data in the window showing last modifications done by the users.
There is a possibility to check the status of CO set:
· «New» – assigned when creating a CO set;
· «Sent» – assigned when sending a CO set;
· «Edit» – assigned if some modifications are required before confirmation/rejection of CO;
· «Processed» - assigned when confirmation/rejection of CO is received.
It is also possible to control CO status:
· «New» – assigned when creating a CO set;
· «Processed» – assigned when CO has been returned to the Supplier for modification;
· «Closed» – assigned basing on final answer from the Company regarding confirmation/rejection of CO.
Possible types of reply status for CO from the Company:
· «Draft» – assigned when the Company takes CO for general processing (no detailed processing is performed 
(intermediatestatus);
· «Edit» – assigned if information on CO has been filled improperly/not full and CO has been returned to the Supplier by the 
company for modification/adding more data;
· «Accepted» – assigned if CO has been accepted by the Company;
· «Rejection» – assigned if CO has been rejected by the Company.

[bookmark: _Toc491677590]3.2 Submitting CO using «Newsfeed» interface
«Newsfeed» shows Company needs. To check the information in the «Newsfeed» click the link «Newsfeed»
That section contains the following three tabs: «News», «Notifications», «Commercial offers».
«News» tab contains different informational notification about system operation, organizational and technical questions the system users are to be advised on.
«Notifications» tab contains information on all sent notifications as well as information on adding PI into the set, 
accepting/rejecting of CO etc. (Fig. 30).
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Fig. 30

«Commercial offers» tab provides user with a possibility to submit CO for CO collection announced by CM.
Note! CO collection process consists of two stages. Only the Suppliers that took part in the first stage of CO collection process can participate in the second one (start of the second stage of CO collection process as well as granting access for the Supplier to participate is automatic).
CO can be uploaded by clicking the button «Send commercial offer» (Fig. 31).
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Fig. 31

The same form for the goods of the fresh category (Fig.21), for the goods of the main category (Fig.22) will open. It is necessary to fill all fields in the form and click «Save».
Enclosed you can find a CO file. To download the file (to save it in you computer), you have to click the link «Download the 
file». The following window will open (Fig. 32)
[image: ]
Fig. 32

Check the box «Save file», click «Ok». In the window open select the folder you want to save the file in (For example, My 
computer/D:) and type in the name of the file. (Fig. 32).
[image: ]
Fig. 32

Next click «Save file».
When the first stage of CO collection process is completed the Supplier takes part in the second one. At this, CO are submitted the same way as it was at the first stage. At the second stage of CO collection process the Supplier may submit:
· CO which was previously sent at the first stage of CO collection process;
· New/modified CO (depending on reply status, the CM assigned basing on the results of the first stage of CO 
collection process). 
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