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HOW TO LOG A LOGISTICS CLAIM / COMPLAINT VIA THE SABIC SPECIALTIES WEB PORTAL

GUIDELINES FOR DISTRIBUTION PARTNERS- SUBMISSION OF LOGISTIC CLAIMS
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STEP 1: CREATE ORDER COMPLAINT VIA THE SPECIALTIES WEB PORTAL

Click in the main menu on: “COMPLAINTS”  and select below in the submenu; NEW COMPLAINT
Click the radio button for order / delivery complaint and click next button.

When you have an order – or logistics related complaint, you can select the radio button 
“Order / Delivery Complaint” and click on order tracking link below.
Then the system will take you to the order tracking tab, from where you can log your order / logistics complaint.
The system will automatically download all information from our system into your complaint.

Click on the order tracking above, which will navigate you to the correct page in the web, from where you can log your issue.

Plastics company
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ORDER TRACKING – LOG AN ORDER / LOGISTICS RELATED COMPLAINT

In the order tracking tab, find your order via the search bar of customer PO (purchase order);
Click on the SABIC order number on the same line in blue in the order # column.
You will be going to the detailed tab from where you can log your complaint.

Tip: if you cannot find your → you can enlarge the Search filter of the period into 6 or 9 months.
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CREATE NEW ORDER / LOGISTICS RELATED COMPLAINT

1. Click on the create new complaint 
button, at the bottom left side of the 
screen.

2. You can keep the radio button at skip 
delivery selection and continue to click 
on the yellow button of CREATE
COMPLAINT button. (you can disregard 
to click the delivery radio button, as it is 
inactive).
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CREATE COMPLAINT – WEB PORTAL SPECIALTIES

Please note fields with a red  * sign are mandatory.
1. Select the category group and the category (always 

Logistics) from the drop-down menu 

2. Enter the subject field of your issue/ complaint:
. VISIBLE DAMAGE
. WRONG PRODUCT DELIVERED
. MISSING MATERIAL

3. Enter in the description field your complaint
4. Upload files / pictures which are relevant for your 
complaint; e.g. a picture of a broken bag etc.
For point 3 and 4, follow guidelines instructions, see next page) 

5. Click on NEXT button at the bottom side of the screen 
to continue.

Plastics co.
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CREATE COMPLAINT – DOCUMENTS NECESSARY TO LOG LOGISTIC CLAIM
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CREATE LOGISTICS COMPLAINT – PHOTOS SUPPORTING MISSING COMPLAINTS
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REVIEW YOUR COMPLAINT – AND CLICK SUBMIT BUTTON

Plastics co.
Plastics co.
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SUBMIT YOUR COMPLAINT – A NOTIFICATION NUMBER IS RECEIVED

After submitting your complaint to SABIC Specialties, 
you will receive a notification (=complaint) number 
from us. Example : 002000045102.
This is the reference number for this complaint.

You have the option to display your complaint status 
or print your complaint; by using the “display 
complaint status” button or the “print” button.

You can click on “back to order list” button, to review 
other open sales orders or log another complaint.

At the moment the complaint / notification is 
submitted / logged, an automated email trigger is 
generated to your Customer Service 
Representative for claim follow up.

Plastics co.

Logistics



THANK YOU


