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Use Cases include one slide with main information as overview, followed by a detailed click guide.

Training document: Structure & Overview

Shows screenshots for the related step

Detailed guidance through the functionalities

A brief introduction to the use case

Relevant information to the use case

Overview of the use case content including description, content, notes, and 
screenshot

Example for: Structure, Use Cases and Click Guide

*Visible functions/buttons may differ depending 
on the roles & rights assigned

This document will guide users through general information and specific topics and serves as a handbook for further functionalities by using “Use Cases” as guidance. 

What is it?

A use case illustrates possible functionalities and provides step-by-step guidance.

What is a Use Case?

How are Use Cases structured?

System View

Click Guide

Headline

Note

Use Case Overview
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 Edit document data
 Supplier Portal: Document overview

General Functions

In this chapter we will see…
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Edit Documents
Use Case Overview

Overview

Learn how to edit a document.

Use Case Description

 Initially edit a new document when 
adding it.

 Edit existing documents.
 Use the different functions, connected 

with a document.
 Activate documents.

 The editing possibilities may differ due 
to your role’s permissions, the document 
status and whether you are Owner of 
the document yourself.

 All emails you may receive are sent by 
no-reply@app11.jaggaer.com.

Notes

General Functions

Edit Document Data

Supplier Portal: Document 
overview

Document Types

Support
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How to be informed about changes in 
active documents:

If an active document you need to interact 
with is changes, you will be informed via 
email.

Edit Documents
How to be informed about changes in active documents

1

2

Supplier View

General Functions

Edit Document Data

Supplier Portal: Document 
overview

Document Types

Support
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Supplier Portal: Document Overview
Use Case Overview

Overview

Learn how to navigate the Documents 
Overview in the JAGGAER Connect 
supplier portal and how to interact with 
documents.

Use Case Description

 Navigate the document overview.
 Interact with documents provided by 

CVS.

 You will see more details in the specific 
document types.

 The Dashboard can vary between users 
because of its customization 
characteristics.

 All emails you may receive are sent by 
no-reply@app11.jaggaer.com.

Notes

General Functions

Edit Document Data

Supplier Portal: Document 
overview

Document Types

Support



 Document Management

JAGGAER Connect CVS | July 2025 7

Supplier Portal: Document Overview
How to navigate the supplier portal for documents

How to navigate the supplier portal for 
documents

1. Click on the Documents icon on the 
navigation bar to open the Overview.

2. Alternatively, click “Tasks & Documents”

3. Then click Documents to open the 
Overview

3

Supplier View

2
1

General Functions

Edit Document Data

Supplier Portal: Document 
overview

Document Types

Support
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Supplier Portal: Document Overview
How to navigate the supplier portal for documents

How to navigate the supplier portal for 
documents

1. In the Document Overview, you see all 
the documents, provided, requested or 
exchanged with CVS with you. From 
here, you can open and edit them.

2. Click on the name of the document 
located in the column Document to see 
detailed information about the document 
(e.g. Base Data, Document Fields, 
Supplier fields, and Comments) 

Supplier View

1

2

General Functions

Edit Document Data

Supplier Portal: Document 
overview

Document Types

Support
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Supplier Portal: Document Overview
How to navigate the supplier portal for documents

How to navigate the supplier portal for 
documents

1. In the Document Overview, you see all 
the documents, provided, requested or 
exchanged with CVS with you. From 
here, you can open and edit them.

2. Click on the name of the document 
located in the column Document to open 
it and see detailed information about the 
document (e.g. Base Data, Document 
Fields, Supplier fields, and Comments).

Supplier View

1

2

General Functions

Edit Document Data

Supplier Portal: Document 
overview

Document Types

Support
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Supplier Portal: Document Overview
How to use documents

How to use documents:

1. Click the download button in the top 
right corner.

2. Here, you click download all files. For
more specific information, refer to the
relevant Document Type section.

Supplier View

1

2

1

General Functions

Edit Document Data

Supplier Portal: Document 
overview

Document Types

Support
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 Document Type: Document
 Document Type: Multi Document
 Document Type: Confirmation Document
 Document Type: Request Document
 Document Type: Exchange Document

Document Types

In this chapter we will see…
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Document Type: Document
Use Case Overview

Overview

Learn how to use the document type 
“Document”. “Documents” are used, to 
provide files to the supplier (one-way).
Use cases: Meeting minutes, training 
documents

Use Case Description

 Add Documents to share information 
with a supplier.

 The Dashboard can vary between users 
because of its customization 
characteristics.

 All emails you may receive are sent by 
no-reply@app11.jaggaer.com.

Notes

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support
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Supplier View

Document Type: Document
How to open a document as a supplier

2

1

How to open a document as a supplier:

1. Click on the document icon in the 
navigation area or use the tile on the 
home page.

2. Click on the view icon to open and 
view the document.

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support
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Document Type: Multi Document
Use Case Overview

Overview

Provide a document to multiple supplier 
(one-way).
This can be used for policy distribution (e.g. 
packaging requirements) or onboarding 
documents.

Use Case Description

 Add a new document.
 Select multiple suppliers.
 Open the document as a supplier.

 The Dashboard can vary between users 
because of its customization 
characteristics.

 All emails you may receive are sent by 
no-reply@app11.jaggaer.com.

Notes

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support
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Document Type: Multi Document
How to open a multi document as a supplier

How to open a multi document as a 
supplier:

1. You receive an email notification.

2. You can edit the document clicking the 
pencil icon.

3. In the document click on download to 
receive the attached file.

1

2

3

Supplier View

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support
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Document Type: Document Confirmation 
Use Case Overview

Overview

Upload a document to the ‘Supplier Portal’ 
and request the supplier to download and 
confirm it. As supplier, then act on this 
confirmation request.

Use Case Description

 Upload a document to the supplier 
portal.

 Answer the request for confirmation.
 Act on behalf of the supplier.

 The Dashboard can vary between users 
because of its customization 
characteristics.

 All emails you may receive are sent by 
no-reply@app11.jaggaer.com.

Notes

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support
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Document Type: Document Confirmation 
How to open a document as a supplier

How to open a document as a supplier:

1. You receive an email notification about 
a new document that requires 
confirmation.

2. Open the document by clicking the edit 
icon.

3. Review the document and decide 
whether to accept/confirm or decline it.

4. Download the document to review it 
before deciding.

3

4

2

Supplier View

1

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support
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Document Type: Document Confirmation 
How to confirm or decline a document as a supplier

How to confirm or decline a document 
as a supplier:

1. Check the document to decide whether 
to accept/confirm or decline the 
document.

2. Accept the document and save the 
decision.

3. Decline the document and provide a 
comment before saving it. The status of 
the documents gets automatically set to 
“declined”.

1

2 3

Supplier View

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support
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Document Type: Document Request
Use Case Overview

Overview

Request a document from the supplier.

Use Case Description

 Request a document from the supplier.
 Download the requested document.
 Decide if a document should be 

accepted or declined.
 Act on behalf of the supplier.

 The Dashboard can vary between users 
because of its customization 
characteristics.

 All emails you may receive are sent by 
no-reply@app11.jaggaer.com.

Notes

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support
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Document Type: Document Request
How to open a document request as a supplier

How to open a document request as a 
supplier:

1. You get informed via email that a new 
document is requested.

2. Open the document request by clicking 
the edit icon.

1

2

Supplier View

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support
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Document Type: Document Request
How to send a document or decline the request as a supplier

How to send a document or decline the 
request as a supplier:

1. You decide either to decline the request 
or to provide the requested document.

2. After reading the information about the 
request, you can upload the requested 
document.

3. After reading the information about the 
request, you can decline the request, 
but a comment must be provided.

1

2

3

Supplier View

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support
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Document Type: Document Exchange 
Use Case Overview

Overview

Upload a document to the JAGGAER 
Connect ‘Supplier Portal’ and request the 
supplier to download and upload the edited 
version. 

Use Case Description

 Upload a document to the supplier 
portal.

 Exchange documents with the supplier.
 Verify documents uploaded by the 

supplier.
 Renew the request for confirmation.
 Act on behalf of the supplier.

 The Dashboard can vary between users 
because of its customization 
characteristics.

 All emails you may receive are sent by 
no-reply@app11.jaggaer.com.

Notes

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support



 Document Management

JAGGAER Connect CVS | July 2025 23

Document Type: Document Exchange 
How to open a document as a supplier

How to open a document as a supplier:

1. You are informed via email that a new 
document needs to be exchanged.

2. Open the document by clicking the edit 
icon.

3. Download the document to review and 
edit it.

1

3

2

Supplier View

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support
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Document Type: Document Exchange 
How to upload a document or decline a document as a supplier

How to upload a document or decline a 
document as a supplier:

1. Only after downloading the document, 
you can either upload the edited 
document or decline.

2. After editing the document like 
requested, you can upload the file. 
Provide a validity date and if useful 
provide a comment.

3. After downloading the document, you 
can decline the document and provide a 
comment for the rejection. 

1

2

3

Supplier View

Document Types

Document Type:
Document

Document Type:
Multi Document

Document Type:
Document Confirmation

Document Type:
Document Request

Document Type:
Document Exchange

General Functions

Support


