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1 Target and area of use
1.1 Purpose of the manual
This manual is for  the representatives of the suppliers for LLC AZ GAZ and TZK GAZ. 

1.2 To use the manual at the plants:
The suppliers  for LLC AZ GAZ and TZK GAZ.
2 Order of work
2.1 Log-in into the system
Launch browser  Internet Explorer (version 7 and higher)
Type i the address line  https://epm.gaz.ru 
 Mandatory requirement:  port 441 must be open (ask system administrator).  For the first log-in at the portal or in case of a mistake contact your system administrator for local settings of the computer.
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To register follow the link Registration 
To work with claims follow the link Dialog 
Registration in the system
Follow the link REGISTRATION
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Fill in all the fields of the registration form «Request for a new user registration».  The number of symbols has to conform with the size of the cell, otherwise en error «symbol or binary data can be abridged. Execution interrupted» will occur.  
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Press button Send. 
The system abministrator will deal with inquiry and send the login and the password for signing in to the previously given е-mail address.
2.2 Supplier’s actions in the Dialogue GAS system
The claims in the Dialogue GAZ system can have the following status:

1. Report
2. Activation
3. Response
4. Check
5. Solved
6. Cancelled
The supplier performs step Response.

 On this step the supplier: 

1. gives a response to the claim
2. fills in form 8D (if required)
3. sends the claim to the Manager 
Description of claim status:
	Status name
	Status description
	Access according to the role

	
	
	Supplier
	Manager
	Inspector

	Report
	The claim is on this step at the moment of its generation because a nonconformity was observed and initial information about component quality nonconformities is submitted in the report.
	Reading the information
	Reading the information (Changing the information)
	Changing the information

	Activation
	The claim is on this step when TZK, AZ GAZ manager fills in the defect description and Customer’s demands and all the information is sent to the supplier’s representative.
	Reading the information
	Changing the information
	Reading the information 

	Response
	The claim is on this step when supplier’s representative gives a response to the claim. 
	Changing the information
	Reading the information
	Reading the information 

	Check
	The claim is on this step when TZK, AZ GAZ manager checks the response for the claim from the Supplier. In case of agreement with the response the claim gets the status “Sovled”. In case the agreement is not reached TZK, AZ GAZ manager writes the reason od disagreeing and sends the claim again to the supplier’s representative fror response (the claim gets the status “Response”).
	Reading the information
	Changing the information
	Reading the information 

	Solved
	The claim is on the step when the solution for the problem is agreed from both sides. The claim is solved.
	Reading the information
	Reading the information
	Reading the information 

	Cancelled
	The claim is on this step when, by objective reasons, the calim was cancelled. 
	Reading the information
	Reading the information
	Reading the information 


2.3 Response to the claim
2.3.1 Opening of the clain in the status - Response
2.3.1.1 Open by link in the e-mail
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2.3.1.2 Open as a library element
Follow the link Dialogue GAZ.
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Choose  «Autentification check based of froms».
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To review the claim follow the link Claims on Dialogue GAZ page.
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To open the required claim, click the link – claim number in the column Name.
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2.3.2 Section Response
The Supplier opens the claim on the step Response (action Response).
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In the reading mode the following information, which was submitted by the inspection operator and the manager, will be available:
· Data for the component
· Attached files: photo of the defect, confirming the rejection, photo of the token from the packaging, dimentional results and etc.
· Text description of the defect
The Supplier has to fill in the fields of his section: 

· REsponse  (! The field Response has to be filled in before sending to the manager. If it is empty the Claim will not be sent. During the  sending there should appear
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 ). 
· Attach files (if required)
When the supplier receiver a claim on the step Response, he has to give the response to the manager within 1 day (filling in the field “Response”).
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Fields of the section “Response” and method of filling in: 
	Sequ-ence №
	Field name
	Field description
	Method of filling in

	1
	Answer


	Conains the supplier’s response to the claim
	Manually

	2
	History
	Conains the history of responses, devided by «/»
	Filled in automatically

	3
	Action with faulty parts and discrepancies of delivery


	Indicate further actions with the rejected parts 
	Chosen from the list


	4
	Attachments
	Field for attachments of the Supplier’s files 
	Added by button  «add aplication»

	5
	Modified by
	User name who did the latest changes and time of changes when the claim was saved
	Filled in automatically

	6
	To whom it is sent
	Contact person’s name (manager to whom the supplier responded on the claim)
	Filled in automatically


2.3.2.1 Attachment of applications (files) 

Total volume of the attachments should not exceed 15 Mb.

1. To add a file or several files press the button “Attachments”. 
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2. Click the icon [image: image13.png]Ul



, then choose Attach, to add one file. 

3. To attach the next file press «insert element» and repeat the previous actions. 

4. Press the button «go back to the claim» to move to the form.

5. To cancel the attached file press the icon [image: image14.png]Ul



, and choose Delete from the dropdown list.
2.4 Review of the response from the Manager 
After receiving the response the Manager perfoms its check. He can agree or disagree with the response.
If the Manager agrees with the Supplier’s response the Manager can close the claim. Then it gats the status “Solved” 
If the Manager disagrees with the Supplier’s response the Manager indicates the reason for rejection and again sends the claim to the Suppler’s representative. 
If form 8D is required the Manager clicks the check box “Request for 8D” and in the field Cause he indicated “Waiting for 8D” and then sends it to the supplier to fill in.
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Then the claim again gets the status «Response» and the form for response is again available for the Supplier’s representative. 
The supplier can see the «Reason for rejection»  in the section Check . This field is available for reading only.
The reasons for rejections, if the claim was sent to the Supplier several times, are stored in the field “History of the reasons for rejections” 
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