
GUIDE FOR THE 
CUSTOMER 

HOW TO PROCESS AN E-FORM 

TURBOMECA E-FORM 



OPEN TOOLS WEBSITE  

Type the address 

Then « enter » 
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www.Turbomeca-support.com 



1 

2 

LOG IN TOOLS 

Enter your log-in + 

password + OK 

 

if you don’t have 

an account click  

on  

 

You will get an 

account (log-in + 

password) within 2 

business days 
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E-FORM IN TOOLS : E-SERVICES TAG 

1 

2 Click on  1    then 1 2 
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      Create a new request 

 

E-FORM MENU – CREATE A REQUEST 

1 



     Your personal data are 
automatically uploaded 
from your TOOLS account 
(if uncomplete, please 
update your data in menu 
My account see chart 23) 

 

      you can add manually 
coordinates of the final 
operator if you wish and if 
applicable 

 

      name of your dedicated 
Front office (can be 
changed with the dropdown 
list if not appropriate) 

 

      select your type of 
request in the list (zoom in 
next chart) 

 

SUBMIT AN E-FORM 
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      You can enter 

through specific criteria 

(as second step you will 

have to choose the type 

of flow) 

 

      You can enter 

through a type of flow 

(as second step you will 

find the criteria in boxes 

to tick) 

SELECT YOUR TYPE OF REQUEST 
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EXAMPLE OF REQUEST : STANDARD EXCHANGE (1/2) 

 

 

 

 

 

 

 

 

 

 

Only the blocks necessary for Turbomeca 

to manage your request will appear in the 

form and have to be filled in 

Some flows will give you the choice 

between : 

A single quantity -> enter PN SN 

A multiple quantity -> attach your list of 

parts or your PO 

Clicking Warranty and/or AOG will replace 

the paper forms (you will still have to call 

the help line for « out of hours » AOGs) 

If needed variant does not appear in 

dropdown list, please update your TOOLS 

account (see chart 23) 

You can upload documents (logcard, 

cardex, PO etc…), click 

« parcourir/browse » 

You can select a date with  the calendar 

icon  
 



EXAMPLE OF REQUEST : STANDARD EXCHANGE (2/2) 

 

 

 

 

 

 

 

 

 

 

You can get a bit more detailed info 

with the icon  

 

You can attach files 
 

You can add comments for your CSR 

(you want a mid potential, high cycles 

remaining, TU… etc…)  
 

Click validate. This will create the e-

Form, add a line in your CSR’s 

workplan and in your own workplan   
 

If you tick Noria or AOG, clicking validate  

will send an automatic mail to noria team 

and/or AOG team 



Once you validate your request 

you will get a network mail 

confirming that your e-Form 

went through. 

 

     You can enter a similar 

request (S/E as per our 

example). It will propose the 

same data as previous request, 

you have to modify data 

according to your new need 

 

      You can enter another type 

of request (repair,…) 

 

      click close menu to return to 

main screen 

PROCESS A SECOND REQUEST OR CLOSE THE MENU 
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      click and view your 

ongoing requests. This 

will Open a workplan 

 

      View your company’s 

requests (= your 

colleagues’ requests) 

 

      View your company’s 

archived requests 
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E-FORM MENU – ACCESS TO YOUR WORKPLAN 



MY ON GOING E-FORMS – WORKPLAN VIEW 

You can filter your workplan if needed, according to 

various criteria then validate 

 zoom on request status (see next chart) 



YOUR ONGOING REQUESTS WORKFLOW 

    You can sort out your workplan by date 

or variant. To find a file type CtrlF 

     To access a file click on 

    AOGs are shown in red 

    Request status in red means you have 

an action to perform (see next charts, 

status explanation) 

1       Leadtime is the number of days in the 

status 

      click and contact your CSR by mail to 

send logcard, PO,… (see detail chart 17) 

      When a request is closed, a box to tick 

will appear to archive the line  + Button 

« archive » at the bottom of the page see 

chart 21) 
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To find a file in the list : type « Ctrl F », enter the parameter you are looking for (PO, sn,…) 



MY ON GOING E-FORMS – REQUEST STATUS (1) 

D2S/R/P CD 09/14  

Zoom  on request status 

 To be assigned: a CSR has to 

take care of your e-Form 

 Waiting customer data: CSR is 

waiting for additional information 

from you  

 Waiting TM Receipt Ack: CSR 

has to acknowledge receipt or your 

request (confirm that necessary 

data is OK to process request) you 

will get a mail once done 

 Waiting customer decision: CSR 

is waiting for your PO after a 

quotation 

 Waiting TM approval: CSR has to 

confirm that it is OK to process 

your PO. You will get a mail once 

done 



MY ON GOING E-FORMS – REQUEST STATUS (2) 

D2S/R/P CD 09/14  

Zoom on request status 

 Workorder in progress : your PO is 

being processed you will get further 

notices of progress 

 Workorder in progress (to be 

archived) : there will be no further 

notice, you can archive the file from 

your workplan once parts received  

 Shipped from TM : your PO is 

shipped (AOG, and/or pool assets) 

you will get an automatic mail to 

inform you. 

 Shipped (to be archived) : there will 

be no further notice, you can archive 

the file from your workplan  

 Download RMA or Shipped from 

TM (download RMA): you have to 

download and print the Return 

Material Authorization and attach it to 

your package for assets to be 

returned to TM. You will get an 

automatic mail to inform you 



6 - MY ON-GOING E-FORMS – REQUEST STATUS (3) 
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Zoom on request status 

 Waiting Committee decision: TM 

warranty committee has not stated 

yet on your claim 

 Cancelled : if an e-Form is cancelled 

you will see this status in the archive 

menu « My company archived e-

Forms » 

 Replaced by : if an e-Form is 

modified you will see this information 

in the status history at the bottom of 

the e-Form file 

 Archived : when an e-Form is 

archived you will see this status in the 

archive menu « My company 

archived e-Forms » 



1. Select a subject 

 

2. Enter  your message  

 

3. Attach a document if needed, 

corresponding to the subject 

(logcard, PO,…) 

 

4. send -> will send a mail to 

CSR + copy to yourself 

1 

2 

3 

4 

CSR has also an interface called «Contact customer» working the same way. 

PO, Logcard, EUF (End user Screening form : a document requested for assets going or coming from TMUSA) that you attach to 

the mail, will automatically upload in the e-Form if the corresponding attachment block is empty. CSR will be informed of the 

document uploading. 

CONTACT YOUR CSR FROM THE E-FORM 



OPEN YOUR E-FORM (1) 

Recaps all information contained in your e-Form 

D2S/R/P CD 09/14  

1. You can delete an e-Form 

Button available until 

acknowledgement of receipt 

by TM CSR 
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    Shipping details  

 Clicking AWB will 
open carrier website 
for tracking purpose 

 

      Pool Asset 
documentation 

 

     RMA to download, 
click on the link and 
print + attach outside 
transport box 
separately from 
shipping docs 

PROGRESS DETAILS OF E-FORM 
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Access all information on progress details at bottom of the file 
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1. Example of RMA that 

you must print and 

attach outside the asset 

package (in a different 

enveloppe than shipping 

documents). 

EXAMPLE OF RMA 



Tick the box to select an e-Form to archive 
 You can select many at the same time (tick the corresponding boxes) or all (click on « All ») 

 

To archive click on 

 

Archived lines are accessible in the menu  

ARCHIVE AN E-FORM – STATUS (TO BE ARCHIVED) 
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EXAMPLE OF ALERT MAILS (FROM OUR TEST BASE) 
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Access carrier website by clicking 

Access the e-Form by clicking         

 if you are connected  to TOOLS, e-Form will open 

 If you have not opened TOOLS, system  will propose to open it 
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      click on My TOOLS tag 

 

      click and update your personal data.  

 

      update your list of variants 

 

1 

3 

1 

2 

TOOLS MENU – UPDATE YOUR PERSONAL DATA 
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WISHING YOU A USER-FRIENDLY COMMUNICATION 

THROUGH OUR TURBOMECA E-FORM ! 




