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Introduction

A supply chain is an entire system of producing and 

delivering a product or service, from the very 

beginning stage of sourcing the raw materials to the 

final delivery of the product or service to end-users. 

The supply chain lays out all aspects of the 

production process, including the activities

involved at each stage, information that is being 

communicated, natural resources that are 

transformed into useful materials, human 

resources, and other components that go into the 

finished product or service.
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Terminology

WORKSPACE

The Supplier Management 

Workspace is the one place 

for fulfillers to do their 

everyday job.

SUPPLIER PORTAL 

(SP)

The portal is the front 

end for Supplier Contacts 

to raise requests and 

interact with the SLM 

team.

CATALOG (SERVICE CATALOG)

A section of the portal where supplier 

contacts can raise requests and can 

order items and services.

RECORD PRODUCER

A record producer is a self-

service form completed by 

supplier contacts in the 

Supplier Collaboration 

Portal.

KNOWLEDGE BASE 

ARTICLE

Supplier-related 

information and 

policies that can be 

shared to 

supplier contacts.

SUPPLIER CASE / SUPPLIER 

TASK

Records are initiated when suppliers 

seek services from the SLM team. 

Tasks can run in parallel and multiple 

tasks contribute to one case (parent).
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Supplier portal

Step-by-step
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Log a product case

Use Case 1

New Open Pending
Awaiting 

information
Resolved Closed

S
T

A
G

E

Role of the customer

1.  Customer logs in to 
Portal

2.  Click "Request 
Something" tab present on 

the Customer Service 
Portal. Window will appear 

to Raise a Request for 
Product/Order.

3.  Click on "Log a 
request" for raising a case 

related to a  product.S
T

E
P

S
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Click on “ Request 

something” to log a case
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Click on “ supply 

chain” to create a 

case.

Click on “Remittance 

request”.
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Remittance form will be visible

Fill in all the 

Mandatory fields.

Click on “ Submit”
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Case Number generated for case logged 

Case logged in “ New” 

State.
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Search reported case on portal

Use Case 2 

New Open Pending
Awaiting 

information
Resolved Closed

S
T

A
G

E

Role of the customer

1.  Customer logs 
in to Portal

2. Go to "My Lists" 
Menu on menu bar 

and click on it. 
Navigate to option 
box on left hand 

side.

3. Go to "My 
Cases" and click 

on it to open.

4.  Select "Open" 
state case from list 
and click to open 

it.S
T

E
P

S
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Click on “ My Lists”
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Click on “My Cases”

Select "Open" state 

Case  from list and 

click to open it.



14Copyright ©, 2021, Sasol

Provide additional information to a case

Use Case 3 

New Open Pending
Awaiting 

information
Resolved Closed

S
T

A
G

E

Role of the customer

1.  Customer 
logs in to 

Portal

2. Go to "My 
Lists" Menu 
on menu bar 

and click on it. 
Navigate to 

option box on 
left hand side.

3. Go to "My 
Cases" and 
click on it to 

open.

4.  Select 
"Open" state 
case from list 
and click to 

open it.

5. Enter 
Comments/ 

Information in 
"Type you 
message 

here" field and 
click on Send 

button.

S
T

E
P

S
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Click on “ My Lists”
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Click on “My Cases”
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Select "Open" state 

case from list and click

to open it.
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Enter Comments/Information in

"Type you message here" field.

Click on “ Send”



19Copyright ©, 2021, Sasol

Provide additional information to a case in pending-customer action stage

Use Case 4 

New Open Pending
Awaiting 

information
Resolved Closed

S
T

A
G

E

Role of the customer

1.  Customer 
logs in to 

Portal

2. Go to "My 
Lists" Menu 
on menu bar 

and click on it. 
Navigate to 

option box on 
left hand side.

3. Go to "My 
Cases" and 
click on it to 

open.

4.  Select a 
"Awaiting Info" 

state case 
from list and 
click to open 

it.

5. Enter 
Comments/Inf

ormation in 
"Type you 
message 

here" field and 
click on Send 

button.

S
T

E
P

S
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Click on “ My Lists”
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Click on “My Cases”
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Select "Open" state

Case from list and click

to open it.
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Enter Comments/Information

in "Type you message here“

field

Click on 

“ Send”
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Comments/ Information has been

Captured in Activity Section.
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Rejection resolution

Use Case 5 

New Open Pending
Awaiting 

information
Resolved Closed

S
T

A
G

E

1.  Customer 
logs in to 

Portal

2. Go to "My 
Lists" Menu 
on menu bar 

and click on it. 
Navigate to 

option box on 
left hand side.

3. Go to "My 
Cases" and 
click on it to 

open.

4. Select a 
"Resolved" 
state case 

from list and 
click to open 

it.

5. On Case 
ribbon click on 

" Action" 
buttonS

T
E

P
S

6. Dropdown 
will appear 

with " Accept 
Solution"/ " 

Reject 
solution"

7. Click on " 
Reject 

Solution"

8. A pop up 
window will 
appear for 

entering the 
reason for  

Rejecting the 
solution.

9. Enter the 
reason for 

rejecting the 
solution.

10. Click on 
Reject 

Solution.
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Click on “ My Lists”
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Click on “My Cases”
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Select "Open" state 

Case from list and

click to open it.



29Copyright ©, 2021, Sasol

Click on “Action”
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Dropdown will appear

Click on “Reject Solution”
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A pop-up window will

Appear. Fill in the reason for rejecting solution 

Click on “ Reject

Solution” 
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State changes to “ Open” 
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Accept resolution

Use Case 6 

New Open Pending
Awaiting 

information
Resolved Closed

S
T

A
G

E

1.  Customer 
logs in to 

Portal

2. Go to "My 
Lists" Menu 
on menu bar 

and click on it. 
Navigate to 

option box on 
left hand side.

3. Go to "My 
Cases" and 
click on it to 

open.

4. Select a 
"Resolved" 
state case 

from list and 
click to open 

it.

5. On Case 
ribbon click on 

" Action" 
buttonS

T
E

P
S

6. Dropdown 
will appear 

with " Accept 
Solution"/ " 

Reject 
solution"

7. Click on 
"Accept 
solution"

8.  Window 
will re-direct 

for filling 
Survey.
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Click on “ My Lists”
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Click on “My Cases”
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Select "Open" state 

Case from list and

click to open it.
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Click on “Action”



38Copyright ©, 2021, Sasol

Dropdown will appear

Click on “Accept Solution”
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You will be re-directed to

Fill out survey.
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Fill out Survey
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Click on 

Save / 

Submit.


