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For Assistance:
Customer Assistance Center (CAC):

Procurement Accounts Payable
1-888-339-9491 1-888-339-9491
nscmna@mijn.com accounts.payable.na@mjn.com

Direct Suppliers: For Supplier Portal “how to” questions, contact your MJN Category Manager or
Buyer.
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Service PO Scenario --- Transaction Flow

Scenario Description:

A Planned Service type of purchase order is one that has been created for a specific service. The
purchase order contains the description of the service, price, quanity and unit of measure in the PO item.

Purchase order items created with a quantity of ‘1’ can only be confirmed and invoiced in full. Purchase
order items with a quantity greater than ‘1’ can be confirmed and invoiced partially.

The following diagram depicts the transaction and document flow involved for this scenario. The MJN
Requester or Buyer is responsible for the transactions in . Suppliers are responsible for the
transactions in Blue in the Portal.

Note: This document provides the details of the steps in Blue only.

Create Receive & Confirm Accept/Reject Accounts
reat reat

Shopping g; ae Acknowledge Completion Service Icr:n?oai\cz Receivable

Cart PO of Service Confirmation Status

1. View PO 1. Create 1. Accept 1. Invoice 1. Open Invoice Check

2. Print PO Confirmation Confirmation 2. Credit Memo 2. Payment Status

3. PO Response/ 2. View 2. Reject

Acknowledgement  Confirmation Confirmation

Transaction Responsible | Brief Description
Create Shopping MJN Requester MJN Requester creates a shopping cart. The shopping cart is
Cart created using the type ‘Service'.
Create PO MJN Buyer MJN Buyer creates the purchase order based on the purchase

requisition from an approved shopping cart. The PO is sent to
the Supplier Portal.

Receive PO Supplier The supplier contact who is setup in the Supplier Portal receives
& an email for the new/changed PO. The supplier logs into the
Perform PO Portal to view, print and perform a purchase order response
Response/ (a.k.a., acknowledge receipt of the PO).

Acknowledgement

Note: PO Response is a required action. Failure to perform a
timely and accurate PO Response will result in continued follow-
up by the MJIN Procurement team and also prevent any
subsequent transactions such as confirmation and invoicing.

Confirm Supplier Upon completion of the service the supplier creates a
Completion of confirmation in the Portal by updating the quantity that
Service represents the service rendered.

IMPORTANT: This step is required before a supplier can
invoice.

Page 3 of 25




Accept/Reject
Service
Confirmation

MJN Requester

The MJIN Requester is notified when the supplier enters a
confirmation. The MJN Requester reviews this confirmation and
can accept or reject it.

IMPORTANT: MJN acceptance of the confirmation is
required before a supplier can invoice.

Create Invoice/ Supplier The supplier submits the invoice for confirmations that are in
Credit Memo status ‘Accepted by Customer’.
Accounts Supplier Suppliers can view the status of payment and open invoices.

Receivable Status

This section is described in more detail in the training document
entitled: “Supplier Portal Guide — Accounts Receivable Status”

Glossary of Terms and Abbreviations used in this document :

Term

Description

Service PO / Planned

Service/Planned Service POs refer to purchase orders that have been

Service PO created for ‘Service’ type of items.
SC Shopping Cart

PO Purchase Order

MJN Mead Johnson Nutrition

Confirmation

The Portal entry used by suppliers to confirm their completion of the
service. This is the step 4 in the transaction flow above.

MJN Requester

The business or contact person at MJN who has requested or created the
shopping cart for the goods/service in the MIN eBuy system.

MJN Buyer

The buyer who has created the purchase order based on the purchase
requisition from an approved shopping cart.

Pre-Requisites:

1. Supplier is setup on the MJIN Supplier Portal. Portal URL and access (User ID and Password)
has been provided to the supplier. For any new supplier setup and access requests please
refer to the “Supplier Request for Portal Access Form” which is located on the MJIN Supplier
Resource page at http://www.mjn.com/supplierlink/.

2. Supplier is able to login to the Portal and is able to view all web pages. For any technical issues
related to internet browser settings, pop-ups, firewall/network settings or security network rules
which prevent you from being able to properly view the Portal web pages, refer to the “Technical
Troubleshooting” document. If required, contact your company’s Technical Support team to
ensure that all web pages in the Supplier Portal are functioning properly.
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Receive PO
Note: Transactions in are performed by the MIN Requester in the appropriate MIN system(s).
Transactions in Blue are performed by the supplier on the Portal.

Create Create Accept/Reject
Shopping
Cart PO Confirmation

1. View PO 1. Create 1. Accept 1. Invoice 1. Open Invoice Check
2. Print PO Confirmation Confirmation 2. Credit Memo 2. Payment Status
3. PO Response/ 2. View 2. Reject

Acknowledgement  Confirmation Confirmation

View PO
1. Email Naotification from Supplier Portal

Once a new or changed PO has been created and released to your company, an email notification
will be sent to the email address which you have provided to MIN. Below is an example of the email
notification:

M.JN Supplier Portal <IN Email Address=

08/25/2010 12:32 PM To I <¥our email Address=
cc I

Subject INDtification of New Documents in Supplier Portal

Dear Sir/Madam,

The following document has been transmitted to you:

Purchase Order: <PO Number=

You can use the following URL to branch direcly to our Supplier Portal

and display or procesas the relevant document:

http://mepxdles0l.mjn.com: 50000/irj/portal?action id=order%2edetailileviewsdoctype=Ordersdocid=4BE2661131E00037E1008000080642293

<The link will be varying from Order to order=

Your Supplier Portal Team

2. Login to the Supplier Portal

Login to the Supplier Portal by either clicking the link contained in the email notification, or copy
and paste the following URL into your internet browser:
http://mijnportal.net.mjn.com:50000

Note: Please add this URL to your Favorites.

3. The URL will take you to the Login Screen. Enter your (1) User ID and (2) Password, and then
Click (3) Log on.
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Global Portal

User D

Fassword *

AG, All rights resanved

4. Click on (1) Purchase Order Collaboration and then (2) Supplier Self Services.

* Document Collaboration Cockpit
= Document Search

F 3 Adminisiration

k[ Messages

5. This will take you to the ‘Start Page’ of the Document Collaboration Cockpit in the Supplier Portal.

Click ‘New’ to display all the new purchase orders.
Click ‘Changed’ to display purchase orders that were changed.
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wan Page

L
i
L

3
L3

=onfirmed and Fartialy Confirmed

Al Sched Agreemi Aeegses

D Process

il invoices and Credit WMemos il Goods Receipts

Accegied and Beiected &l Canceled Goods Receipts

creats &l Return Deliveres

6. The ‘List of Purchase Orders’ is displayed. Click on the ‘Document Number’ to view the details of
a PO.

Start Page = List of Purchase Orders

| List of New Purchase Orders

Frint | | Dovvnload
B Document Mumber Document MName Documert Date Statusz Total Yalue Purchase Order Mo,
] 5000001112 PO 1200872010 Hew 100.00 USD 90000021 40

Note: The transactions required for a given purchase order are listed in the field called ‘Requested
Follow-On Documents’. In the example below, a Purchase Order Response is required before entering
the Confirmation. MJN’s acceptance or rejection of the service confirmation (noted by Goods Receipt in
this case) is required before the supplier can submit the Invoice.

Start Page = List of Purchase Orders = Display Purchase Order

I Display Purchase Order

Process | Dizplay Documert Flow | Print | Download
Basic Data

Document Mumber 5000001112

Document Mame PO

Documenit Date 12i09:2010

Purchaze Order Mo, 2000002140

Requested Followe-On Documents | Purchase Order Response, Confirmation, Goods Receipt, Invoice |
Status Hew

Item Overview

Murmber Status Product Line Type Description Ordder quantity Purchase Order Yalue Confirmed Guant
hd 1 Hew Service ftem 1.000 &ctivunit 100.00 USD 0.000 Activ.u
Lo 1.1 Hew Standard Line  Planned Services - Confirmation SUS 1 each 100.00 USD 0 each

o] page Vet |
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Print PO

1. To print the PO click ‘Print’ in the ‘Display Purchase Order’ screen.

Start Page = List of Purchase Orders = Display Purchase Order

I Display Purchase Order

Process | Digplay Document Flow ||_Print ||§rDownIoad

Basic Data

Diocumert Mumbey a000001112

Documert Rame PO

Document Date 12Mm3i2010

Purchasze Order Mo, Q000002140

Requested Follove-On Documents  Purchase Order Response, Confirmation, Goods Receipt, Invoice
Status Hew

Item Owverview

Mumber Status Product Line Type Description Order guantity Purchase Crder Yalug
hd 1 Hew Service tem 1.000 Activ unit 100.00 UsD
Lo 1.1 Hew Standard Line  Planned Services - Confirmation SUS 1 each 100,00 UsD

JJ Page 1 aid JJ

2. Another window will pop-up. Click ‘Save’ to save the zip file to your local hard drive. The zip file will
contain the PO in a PDF format.

File Download X}

Do you want to open or save this file?

[|%|. Mame: susdoc.zip
Type: Compressed (zipped) Folder, 10.9 KB

From: msrmgics01.net.mjn.com

[ Cpen ] [ Save ] I Cancel l

ham your computer. f you do not trust the source, do not open or

@ While files from the Intemet can be useful, some files can potentialhy
save this file. What's the rsk?

Note: Your Internet Browser may prevent you from downloading the file because of your browser
settings. If this occurs refer to the “Technical Troubleshooting” document and contact your
company’s Technical Support if required.

3. Double-click on the saved PDF file to open and view the purchase order.

g
PQ_50000010
27.FDF
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Perform Purchase Order Response (Acknowledgement)

1. Login to the Portal with your User ID and Password.
2. Click ‘Purchase Order Collaboration’ and then ‘Supplier Self Services'.
3. Open the PO you want to acknowledge.
4. Click ‘Process’
Siari Page > List of Purchase Qrders > Display Purchase Order

| Display Purchase Order

Process | Pisglay Hlll:nry| Dmplay Document Flow | Pnﬂt| Downioad

Basic Data

Review the purchase order details such as the service item description, delivery date, price, quantity and
unit of measure.

PO Response (Without Change)

Canfirm &l tems

To accept the PO “as is” click on ‘Confirm All Items’ ; .

PO Response (With change — Delivery date only)
If the ‘Required on’ (delivery date) is in the past, or if you require a different date, update the ‘Confirmed

for' date click on ‘Confirm’ v for the line item(s). The Buyer must agree to the dates proposed and
issue a PO change which will require your response/acknowledgement before proceeding further.

IMPORTANT: In case the delivery date is in the past please update to a date in the future to avoid error
messages during the send.

PO Response (MJN PO Change Required)
If you find a discrepancy with any other PO information then do not make a selection in the system.
Please contact the Buyer listed on the purchase order. Once they issue the PO change it will require

your response/acknowledgement before proceeding further.

PO Response (Partial/Complete Rejection)

& Reject Al tems

Do not use the line item level rejection icon or the ‘Reject All Items’ “button. If you
need to reject a line item or have an order cancelled, do not make a selection in the system. Instead,

contact the buyer to initiate a partial or full PO cancellation.
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| Process Purchase Order
I Send |I Hold‘ Cancel | Update Pnces| Prirt | | Downlozd

Basic Data

Dacument hiumber 5000001112
Cocument Name PG
Document Date: 120852010
Purchase Order Mo 9000002140

Requested Follovw-On Documents  Purchase Crder Response, Confirmation, Goods Receipt, Invoice
Status In Process

Hem Overview

Mumber Status Product Line Type  Description Cirder guartity Purchase Order Yalue Confirmed Guartity Required on Confirmed 1
e 1 @ ﬁln Process Service tem 1.000 Sctiv unit 100.00 UsD 1.000  Activ.unit 114302010 1173072010
1.4 In Process Standard Line Planned Services - Confirmation SUS 1 each 100.00 USD 1 each

] page !l et )]

[Ccontim aitems | |[reject aitems [|| Deseiect Al tems | | Expand ai| _colapse a1

7

If acknowledging a PO without change, click ‘Confirm All Items’ and a Green Button will display as

5. Click on the ‘Send’ pushbutton to submit the PO response/acknowledgement.

Process Purchase Order

Esnd| H-:ul:jl I:an::&l| UpdatEPrc53| Diaplayl—iatnrﬂ F"int| Download

A confirmation will display in GREEN like below with the ‘Status’ updated to ‘Confirmed.’
Succesgs Y our changes have been adopted successfully

Additional Notes related to PO Response/Acknowledgement:

You may encounter warning messages when processing a PO response/acknowledgement.
Messages displayed with a yellow triangle are soft warning messages and the system will not prevent

you from submitting the PO response.

& Warning:Start date of the timeframe iz in the past; check the entry ( tem 5000100010 }
& Warning:Start date of the timeframe iz in the past, check the entry

Warning messages displayed with a red ! icon are a hard stop and will prevent you from submitting

the PO response/acknowledgement.

n Errorzou must confirm or reject at least ane tem

For example, you will receive the error message above if you clicked the ‘Send’ pushbutton before
acknowledging the items. In this case you need to go back and acknowledge at least one or all items

before clicking the ‘Send’ pushbutton.
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Confirm Completion of Service
are performed by the MIN Requester in the appropriate MJIN system(s).

Note: Transactions in

Transactions in Blue are performed by the supplier on the Portal.

Create Create
Shopping PO
Cart

D Dt

1. View PO 1. Create

2. Print PO Confirmation

3. PO Response/ 2. View
Acknowledgement  Confirmation

Accept/Reject
Confirmation

1. Accept
Confirmation
2. Reject
Confirmation

1. Invoice
2. Credit Memo

1. Open Invoice Check
2. Payment Status

Login to the Portal and enter your User ID and Password.

2. Click ‘Purchase Order Collaboration’ and then ‘Supplier Self Services’. Click ‘Create’ under

‘All Confirmations’ section.

Start Page

Al Purchaze Orders

All AN

Al Invoices and Gredit iemos

New (180} and Changed
Inrogess
Confirmed -and Pattialy Coxfirmed

Cragte

Accepted ‘and Rejcted
Craate

Al Corfirmations
Accepted and Partallv Accapted
Pejected
Create

Al Sched Agreemt Releases
New
In Process

Al Goods Receipts
All Carceled Gaods Rezeipts

Al Retirn Deliveries

3. Open the PO by clicking on the ‘Document Number’ you want to do confirmation from.

Start Page = List of Purchase Orders

| List of Purchase Orders

Print | | Dovwwnload

B Document Mumber

[ 5000001111

JJ Page

Diocument hlame Document Date

PO 12082010

1af1 =] =]
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4. Click on ‘Create Confirmation’

Start Page > List of Purchase Orders > Display Purchase Order

I Display Purchase Order

| Create Confirmation | | Display Documert Flow | Prirt | Dovwnload

Basic Data

Document Mumber 000001111
Dacument Matme el
Document Dete 12/08/2010
Purchase Order Mo, 000002139

Requested Faollow-On Documents  Confirmation, Goods Receipt, Invaoice
Statuz Hew

Item Owverview

Mumber Status Prociuct Lire Type Drescription Ordder quartity
- 1 Hew Setvice ftem 1.000 Activ unit
Lo 1.1 Hew Standard Line Planned Services - Confirmation SUS 1 each

al=] pagel  1lef1 =] =]

5. Enter the (1) ‘Document Name’ and then (2) enter the ‘Quantity’ that represents the services
that have been rendered. Then click (3) item number 1.1 in order to view the ‘Net Value’ Of
the service line item.

a. NOTE: The quantity will default at 0. Enter a quantity up to the amount showing as
‘Open’.

b. IMPORTANT: In this case the ordered and acknowledged quantity is ‘1’ and so this
PO can only be confirmed in full with the quantity of ‘1'.

Start Page = List of Purchase Orders > Display Purchase Order > Process Confirmation

| Process Confirmation

Confirm| Hold Cancel| UpdatePrices| Frirt | | Downlogad

Basic Data

Confirmation 8000000715 1
*Document Mame Confirmation far Service |
Documert Date 12109/2010

Purchaze Order Mo, Q000002139

Service Agent Mame
Service Location

Status In Process

Item Overview
Pumkber Status Product Product Type Line Type De=cription Cuantity 2 Unit of Measure Ordered  Open

In Process IService Stancard Line Planned Services - Confirmation SUS Ieach 1 each 1 each

JJ Page 1ot JJ

A 3 1 In Process Service tem
!
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6. The ‘Net Value’ of the service is pre-populated from the PO and cannot be changed. Even if
you click (1) ‘Update Prices’ you will see that the net value cannot be changed. Click on (2)

‘Back to Item Overview’ to return to the previous screen.

Start Page > List of Purchase Orders > Display Purchase Order > Process Confirmation > Process tem

| confirmation - Change ltem Details

Confirmation 8000000715

Document Mame: Confirmation for Service

Back to tem Overview | = E

Basic Data
ftem Deszcrigtion Gantity Unit of Measure Oroered Open
10 Planned Services - Confirmation SUS 1 sach 1 each 1 each

Price Information
Condition Price Per alue

Met Walue 100.00 uso 1 each 100.00 USD

Note: If you find a discrepancy such as an insufficient PO price then contact the Buyer listed on the
purchase order. Once they issue the PO change it will require your response/acknowledgement before

proceeding with your service confirmation.

7. Click 'Confirm’
| Process Confirmation

U|E| Cancel | | Update Prices | [ Print | | Download

A confirmation will display in GREEN like below showing a successful natification.
« SuccessYour changes have been adopted succezsfulty »

The confirmation has been successfully entered and the MJIN Requester will receive an email
informing him/her that a confirmation has been entered. The MJN Requester will now review the

confirmation and can either accept or reject it.

Accept/Reject Service Confirmation (MJN Action)
Note: Transactions in are performed by the MIN Requester in the appropriate MJIN system(s).

Transactions in Blue are performed by the supplier on the Portal.

Service

Create Create
Shopping PO
Cart

Confirmation
1. View PO 1. Create 1. Accept 1. Invoice 1. Open Invoice Check
2. Print PO Confirmation Confirmation 2. Credit Memo 2. Payment Status
3. PO Response/ 2. View 2. Reject
Acknowledgement  Confirmation Confirmation

Page 13 of 25



This action is not performed by the Supplier. The MIN Requester will receive an email notification once
the confirmation is submitted successfully by the supplier. The MIN Requester will then need to accept
or reject the confirmation in the MJN eBuy system.

Depending on the action taken by the MIN Requester, the status of the confirmation is updated in the
Supplier Portal and can be viewed by clicking on the ‘All Confirmations’ section.

Start Bage > Letaf Corfirmations

[ List of Confirmations

Document Name Total Valve

Test

500.00 USD

Tist b Reported 8,000.00 USD

GR 114 1,200.00 UsD

Tzst Confirmation 2242013 “30.00 UsD

test 11/22/2012

500 UsD

800 USD

20.00°USD

Document Name Document Diste Stalug

Confirmation for Service: 121092010 Accepted by Customer

Confirmation Statuses:

o ‘Rejected by Customer’ — The confirmation you sent was rejected by the MIN Requester.
Supplier should contact the MIN Requester as to the reason for the rejection and submit a new

confirmation.

Note: If the total value of a supplier's confirmation exceeds the total PO limit then the confirmation will
be automatically rejected by the system and also display as ‘Rejected by Customer’. In this case, the
supplier should view the total PO value (in the Print Preview) and submit a new confirmation for the

correct value.

o ‘Completion Reported’ — The confirmation has been submitted by you, however, it is awaiting

acceptance by the MJN Requester. In this situation, please follow-up with the MJN Requester for

completion since their acceptance of the confirmation is required before you can invoice.

o ‘In Process’ — You started the confirmation process but have not yet submitted the confirmation.

o ‘Accepted by Customer’ — The confirmation you sent was accepted by the MJN Requester and

you can proceed with submitting an invoice.

Note: A status of ‘New’ means that you have not yet started the confirmation process.
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Create Invoice — For PO with Confirmation in Accepted Status
Note: Transactions in are performed by the MIN Requester in the appropriate MIN system(s).
Transactions in Blue are performed by the supplier on the Portal.

Create Create Accept/Reject
Shopping
Cart PO Confirmation

1. View PO 1. Create 1. Accept 1. Invoice 1. Open Invoice Check
2. Print PO Confirmation Confirmation 2. Credit Memo 2. Payment Status
3. PO Response/ 2. View 2. Reject

Acknowledgement  Confirmation Confirmation

IMPORTANT: Portal suppliers must submit invoices through the portal. Hard-copy invoices will be
rejected.

1. Login to the Portal with your User Id and Password.

2. Click ‘Purchase Order Collaboration’ and then ‘Supplier Self Services’. Click (2) for ‘Create’ under

(2) ‘All Invoices and Credit Memos’ section.

Start Page

AllPurchase Orders
Hew (156:3:and Changed
In Process
Confirmed ‘and Partially Confirmeg

All Confirmations
Accepted and Partialy Accepted
Rejected
Create

Al ASH= All Sched Agreemt Relsases
Create Iew
In Process
: |My Sched. Agresment Releases |
Alllnvoices and Credit Memos All Goods Receipts

Lccepted  and Rejected

2

Al Canceled Goods Receipts
All Beturn Deliveries

3. A screen will appear asking you what transaction you want to create an invoice from. Select the

option ‘For a Confirmation’.
|

] N

Start Page = Create Invoice
| Create Invoice

For a Purchase Order
[ | [ 1

| Fer a Confirmation

For an ASH

for a Goods Receipt
u u [

IMPORTANT: For Planned Service POs all Invoices should be created using the ‘For a
Confirmation’ option ONLY. Please do not use the any other option as doing so will cause
errors in processing and potentially delay payment.

Page 15 of 25



4. Click on the 'Document Number' to open the desired confirmation for invoicing.
Start Page > Create Invoice = List of Confirmations

| List of Confirmations

Creste Invoice

=5 Documernt Mumber Diocument Mame Document Date Stafus

[l _ Confirmation for Service 12M0952010 Acdepted by Customer

JJ Page 1 af 1 JJ

5. Click on ‘Create Invoice’

Start Page > Create Invoice > List of Confirmations = Display Confirmstion

| Display Confirmation

| Create Invoice || Copy | Dizgplay Document Flow: | Print | Download

Basic Data

Confirmation 8000000715

*Document Mame Confirmation for Service
Documert Date 120972010

Purchaze Order Mo, 40000024 39

Service Agent Mame
Service Location

Status Accepted by Customer

Item Owverview

Mumkzer Status Prociuct Product Type Line Type Description
- 1 Accepted Service tem
Lo 14 Accepted Service Standard Line Planned Services - Confirmation SUS

] page Tlepr

6. The system will default the values from the service confirmation accepted by the MIN Requester.
] Process Invoice

Send | | Hold | | Cancel| | Update Prices | | Print| | Download |

Basic Data

Invoice
Status In Process
Description |test for 5000001801
Document Date 21.01.2011

External Reference 5000001801

Unplanned Delivery Costs uso

Products and Services

Number Product Type  Product Description Quantity Unit of Measure Net Value Tax Purchase Order No.
10 Service tem  1.000 Activ.unit 100.00| USD US: U1 AJP Self A Use Tax M S000001801

1= page[ 1fort [£]=]

Partner Information

Partner Number Name Street Housze No. PoztCode Location Telephone
Sold-to Party 156 Mead Johnson Mutrition 2400 West Lloyd Expressway 2400 47721 EVANSVILLE
Ship-To Address 156 MIN MFG, Zeeland, US 100 North Fairview Street 45464 ZEELAND

Page 16 of 25



7. Enter your company’s internal invoice number in the ‘Invoice’ field, and if desired, an invoice
description in the ‘Description’ field.
IMPORTANT: The invoice number that you enter into the ‘Invoice’ field is carried forward as the
‘Reference Number’ in Accounts Receivable Manager. Entering a recognizable value in this field

will assist you in viewing subsequent invoice and payment information.

| Process Invoice

Send | | Hold Cancel| UpdatePrices| Frint | | Download

Basic Data
Invofpe 12345
Status In Process
e
Deslriptiun {Invoice for 5000001801
Document Date TOT20T1
External Reference 5000001301
Unplanned Delivery Costs 0.00| USD

Products and Services

Number Product Type  Product Description Quantity Unit of Measure Net Value Tax Purchase Order No.

10 Service tem  1.000 100.00| USD US: U1 ASP Self Azsessment Use Tax v goooo001801
1

| Pan= 1Eaeall~=]

8. Tax Processing: You can make one of two selections for tax when invoicing:
e Use Tax Code 11 if tax is billed on the invoice
e Use Tax Code U1 if no tax is billed on the invoice

Note that the system will only support one tax code and rate per item.
The screen below provides the drop-down for where you can make the tax code selection, in

addition to where you can enter the tax amount when using Tax Code I1. If you enter a tax

amount click ‘Update Prices’ to refresh the screen.
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Products and Services

Number Product Type  Product
.
[Z]=] Page| 1]of1 [=]=]
Partner Information
Partner Number
Sold-to Party 156
Ship-To Address 156

Price Information

Condition

Net Value
Unplanned Delivery Costs
US: U1 AP Self Assessment Use Tax

Gross Price

Description CQuantity
Service ftem  1.000
Name

Mead Johnson Nutrition

MJN MFG, Zeeland, US

Unit of Measure Net Value

S0.00|UsSD

Street
2400 West Lloyd Expressway
100 Morth Fairview Street

== ik Order No.
Ul U1 AP Seif Assessment Use Tax [v] ofono01801
House No. PostCode Location Telepht
2400 47721 EVANSWVILLE
45454 ZEELAND

Manual Input
50.00 usD
oon L=n
0.00 uso
50.00 usD

9. If you are a Canadian vendor submitting an invoice for MJN Canada Company, you must select

the appropriate tax code using the drop-down and enter the tax amount for the invoice Net Value.

Click ‘Update Prices’ to refresh the screen.

Products and Services

Number Product Type Product

10

=] =] pagel 1lof1 [=] =]

Partner Information

Partner Number
Sold-to Party 5000000047
Ship-To Address 5000000047

Price Information
Condition
Net Value

Unplanned Delivery Costs
CA: PH A/P Sales Tax HST

Gross Price

Description Quantity
Service tem  1.000
Name
MJN Canada

KMJN OFC, Kanata

Unit of Measure Net Value
IAd'n.f.unit 400.00| CAD

Street
Suite 300, 1959 Upper Water 5t
500-535 Legget Drive

Manual Input
400.00 CAD
0.00 CAD

| 52.00 LAD
A CAD

Tg Purrhas
| c¥: PH AP Sales Tax HST [»] Isum
House No. PostCode Location
B3J 3N2Z Halifax
K2K 368 ROCKCLIFFE

10. With planned services it is rare that a supplier will have Unplanned Delivery Costs. In the event

they do exist, enter the amount and click ‘Update Prices’ to refresh the screen.

Basic Data

| nvoice

| Status

| Description

| Document Date

| External Reference

| Unplanned Delivery Costs

Products and Services

12345

In Process

Invoice for 3000001801
21.01.2011

101801
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11. Click | Send | for the invoice to post in the system
Caution: Before sending the invoice, verify that the invoice Net Value is greater than zero. Posting

invoices with a zero amount will cause rework as those invoices must be cancelled.

Start Page > Create Invoice > List of Confirmations > Display Confirmsation. = Process Invoice

Process Invoice

Send |_HOId Cancal| UpdmePr\ces| Print | | Dowwnlosd

Basic Data

Invoice 9000000388

Status In Pracess

Description Confirmation for Service
Documert Date 12/m0852010

External Reterence 9000002133

Unplanned Delivery Costs 000 [uso

Products and Services
Mumber Product Type Procuct Description Guantity Unit of Measure Met Yalue Tax Purchase Order Mo Purchase Order te

10 Service ftem 1.000 I Activunit 100.00 | UsSD ILIS U1 &P Self Azzessment Use Tax M 9000002138 0ooooooo o

=] pagel  1lafr =]Z]

12. The successful message will display indicating the invoice was successfully submitted.

Success Y our changes have been adopted successfully

Invoice status values — Brief description

In Process: This status is set automatically when an invoice is created. This status remains as long
as the invoice is not sent by the supplier.

Document Sent: This status is set automatically when you choose Send. The invoice is sent to MIN
A/P.

Accepted by Customer: A supplier can choose to set this status manually if MJN has accepted the
invoice. This status is not reflected in the AP system nor set automatically on the Portal.

Rejected by Customer: A supplier can choose to set this status manually if MJIN has rejected the
invoice. This status is not reflected in the AP system nor set automatically on the Portal.

Note: In the case where an invoice must be resubmitted, the supplier must set the status on the
original invoice to ‘Rejected by Customer’ in order to submit a new invoice for the same purchase
order response or goods receipt. Please note that in exceptional situations MJN Accounts Payable
may contact you to resubmit an invoice that fails to post.

Payment Made: A supplier can choose to set this status manually if MIN has initiated payment. This
status is not reflected in the AP system nor set automatically on the Portal.

Caution: When a status is manually set it can not be changed back to the previous status. For

example, it is absolutely necessary to verify that a posted invoice is ‘Free for Payment’ under the
Accounts Receivable Manager tab before setting an invoice status to ‘Accepted by Customer’.
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Create Credit Memo

Certain situations warrant the need to create a credit memo for an invoice, such as when an incorrect
invoice amount was submitted and paid. Suppliers can create a credit memo against the original invoice.

Note: When a credit memo is submitted it will require a payment due to MJN from the supplier, unless
that supplier has other invoices issued to MJN to offset the credit.

1. Login to the Portal and enter your User ID and Password.
2. Click ‘Purchase Order Collaboration’ and then ‘Supplier Self Services’.

3. Click on ‘All Invoices and Credit Memos’

|ﬂ Irvvoices and Credi Memos I
Accepted and Eejected

ﬁ Creste

—

4. Alist of the invoices is displayed. Click on the ‘Document Number’ that you require creating a

credit memo for.

Start Page > List of Invoices

| List of Invoices and Credit Memos

M Dovvnload

B Type Document Mumber Document Name Document Date Status

1 Invoice 9000000345 Monthly Payment for Moy 1143052010 Document Sert

1 Invoice 9000000339 PO 1102572010 Document Sert

1 Invoice PO 1182010 Accepted by Customer
1 Invoice 9000000325 PO THMER2010 Document Sert

5. Click on ‘Create Credit Memo'.

Start Page = List of Invoices > Display Invoice

| Display Invoice
_________________________ -

Set Status | Copy \ Creste Credt Memo

Display Document Flow: | Print | | Dovwnlosd

Basic Data

Invaice Q000000329

Statusz Accepted by Customer

Stetus (Mew)
Description PO

Document Crate 11182010

External Reference Q000001960

Unplanned Delivery Costs no0 !l uso

Products and Services

Mumber  Product Type Proiuct Description Quantity Net Valle Tax Purchase Order No.
10 Material Duracell Copper Tops#8482; 9 Vot Ba 10000 Carton 1,000.00 USD US: LM AP Self Assessmert Use Tax 000001360

] pagel Tlatr ]2

Partner Information

Partrer Mumber Mame Street House Mo. PostCods Lacation Telephons
Sold-to Party 5000000003 Mead Johnson Rutrition US 2400 wWest Llovd Expressway 47721 Evansville
Ship-To Address 3000000003 100 North Fairvies Street 49464 IEELAND

Price Information
Conclition Walle

Mt Walue A N0 A0 NS0
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6. The system will copy all details from the original invoice and propose data for creating the credit
memo. Please review all details, make necessary updates, and submit the credit memo by

clicking on the ‘Send’ button.

Start Page = List of Invoices > Display Invoice > Edit Credit Memao

| Edit Credit Memo

Send | | Hold Cancel| UpdataPrlcas\ Print | | Download

Basic Data

Credit Memo 8000000407

Status In Process

Description PO

Document Date o1iz7izon

External Reference 9000001 980

Unplanned Delivery Costs o000 usD

Products and Services

Mumber Product Type  Product  Description Guantity Unit of Measure Met Walue Tax Purchasze Order Mo.
10 Materisl Duracel Copper Top&amp #8482, 9° 10.000 I Carton 1,000.00 UsD I LUS: 1M AP Self Assessment Use Tax [1] 9000001 950

JJ Page 1laf1 JJ

Partner Information

Partner Mumber Matne Strest Housze Mo. PostCode Location Telephone
Sold-to Party 5000000003 Mead Johnson Mutrition US 2400 Wiest Lloyd Expresswary 47721 Evansville
Ship-To Address 5000000003 MJN MFG, Zesland, US 100 Marth Fairview Street 49464 ZEELAND

Price Information

Condtion Manual Ingut
et Walue 1,000.00 USC
Ungplanned Delivery Costs 000 ush
US: U1 AR Self Azzessment Use Tax 0.00| UsD

7. The following message indicates that the credit memo is successfully created.

Start Page > List of Invoices = Display Invaoice == Dizplay Credit Memo

Messages

E Success Your changes have been adopted successfully

Document Search — General Reporting for Various Transactions

The Supplier Portal provides the ability to search for various documents like Purchase Orders,
Confirmations, Invoices or Credit memos, and Goods Receipts based on various criteria. This provides a
simple and flexible way to search for documents with the ability to download data.

1. Login to the Portal with your User ID and Password.
2. Click ‘Purchase Order Collaboration’ and then ‘Supplier Self Services'.

3. Click on ‘Document Search’.
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Haorne Supplier Portal Adminstration Delegated User Administration Purchase Order Collaboration Accounts Receival

Supplier Self Services

[4] ] 4
=] Fina
= Documert Collaboration Cockpit I Document Search
* Document Search
¥ [ Administration Tpe | Shipping hoit. 2]

b OO Messages
g Timetrame Al “

Crested After
Status Al w

Documert Mumber

Document Marme

Partner Mumber [v]

r Search Only in &rchive

Find

a. Click the drop-down for ‘Type’ to display the type of document being searched.
Note: While other options may display, the MJN transactions are: Purchase order,
Confirmation, Invoice or Credit Memo, and Goods Receipt. If you select a different

transaction type the search will result in no output.

|_| [IniE]

I Document Search

Type £ Shipping Motif. v
) Shipping Rotif.
Timeframe Imvoice or Credi Memo
Purchase Order
Created After Sh Releazes
Confirmation
Statuz Goods Receipt
Zoods Receipt Cancellation
Document Mumber Feturn Delivery
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b. Click on ‘Timeframe’ to restrict the search for a specific timeframe.

I Document Search

Type | Shipping Motif . w
Timeframe Al R
All
Created After Todary
Last 7 Days
Status Last Morith

Last 12 Months

Document Mumber

Document Mame

c. Optionally you can enter a specific date using the ‘Created After’ field to display all
documents created after a specific date.

d. Optionally you can search for a specific document using the ‘Document Number’ field.

4. Select the ‘Find’ pushbutton to display the search results.

Find > List of Purchase Crders

I List of Purchase Orders

M Dovavnload

=8 Document Mumber Document Mame Document Date Status

| 000001246 PO 012201 Partly Confirmed
1] 5000001245 PC 01e21/2011 Hew

| 5000001244 P 016212011 Confirmed

1 2000001243 PO 015212011 Hew

| 5000001231 PC 01M9/2011 Fejected

| 2000001230 PO 01AE201 Confirmed
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5. Select the ‘Document Selection’ icon and choose ‘Select All’ in the list to highlight the rows to be
selected. Click on the ‘Download’ pushbutton to download the document data.

Note: A ‘.csv’' and ‘.xml’ file will download for each of the documents selected.

Find > Lizt of Purchaze Orders

I List of Purchase Orders

Print | Dowenloacd |

=8 Document Mumber Documert M
1 SO00001 246 P
] SO00001 245 P

6. Depending on the Internet Browser version and the local user settings for downloading files, the
screen below may appear different. The example below is from Firefox browser version 3.2.

Click on the ‘OK’ pushbutton to save the zip file to your local directory.

Opening susdoc.zip

You have chosen to open

susdoc.zip
which is a: zip File
from: https:{{msrmqlcs01.net.mjn.com:44030

~What should Firefox do with this file?

O apenet

(® SaveFile
[] Do this automatically For Files like this from now on.

o) [ _cancel
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7. Inthis case the file is downloaded to the default download directory that you have setup in

Firefox.

END-OF-DOCUMENT
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