Meadjohnson’-

Nutrition

eBuy Supplier Portal Training Webinar

Download this document at: http://www.mjn.com/supplierlink/

(Go to = Supplier Portal section)

March 1, 2011
v2.0


http://www.mjn.com/supplierlink/

Training Agenda

e Portal Setup
* Procure-to-Pay Process

e |nvoice & Payment Status
e Technical Troubleshooting
e Additional References

e Q&A Period

e Terms & Descriptions
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Portal Setup

e Refer to the “Supplier Request for Portal Access Form”
— Complete this form if:

* You have not received your User ID and Password to login
* You need to setup additional users for your company
e You need to change who receives email notifications

e Login to the Supplier Portal

— http://mjnportal.net.mjn.com:50000/
— Add this URL to your Favorites

— Refer to the “How to Login to the Supplier Portal” user guide

e Refer to the “User Settings and Preferences” guide
— Use to this document in order to:
e Verify your company data

e Update your decimal and calendar format
e Verify your currency
e Learn about email notifications

Meadjohnson”

Page 3
Nutrition &


http://mjnportal.net.mjn.com:50000/

Procure-to-Pay Process
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Different PO Types

Supplier responsible for

; MIN Requester responsible for

Create
Invoice

TRANSACTION FLOW - PROCESS STEPS
Receive & Conflrm Accept/BeJect Enter Goods
Acknowledge | Completion of Service Receipt (GR)
PO (POR) Service Confirmation P
Goods PO \I '\I
P (Material)
V)
R
C
: Service PO
S (Planned '\,
C Service)
-
Y | Value Limit/
P | Blanket PO V
E (Unplanned
Service)
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Requested Follow-On Documents

View in the - Display Purchase
Order screen

e Use this field to determine the
transaction flow for a PO.

e A Goods PO will list Goods Receipt if
required for that PO.

e A Service PO has Confirmation
listed. Acceptance of your
confirmation by MJN is required
before you invoice.

e On aService PO, Goods Receipt is
MJN’s acceptance of the
Confirmation.

GOODS PO

Start Page > List of Purchase Orders > Display Purchase Order

I Display Purchase Order

Process| | Display History | | Display Documert Flow | [Pt ||l Downioad |

Basic Data

Document Number 5000001182
Dacument Mame PO
Dacument Date 16122010
Purchase Orcer No. 5000000766

Requested Follow-On Dacumentsl Purchase Order Response, Goods Receipt, Invoice
Status

[tem Overview

e Display Document Flow lists the
completed follow-on documents for
that order

e Display History lists any PO changes
(original PO is always Version 1)
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SERVICE PO

staft Paee > List of Purchase Orders > Display Purchass Crder

I Display Purchase Order

Process | | Desplay Document Flow | | Prit | Downlosd

Basic Data

Dieciifert Mumbet 5000001112
[iscumenl Name PO
Documert Date 1209200
Purchase Order Mo 9poo002140

Requested Falow-On Documents | Purchase Order Response, Confirmation, Goods Recsipl, Ioice |
Status llew

hem Overview
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Step-by-Step User Guides

e The following user guides are available on the
MJN Supplier Resource webpage and provide
detailed steps and screen prints for the end-
to-end process:

— “Goods-Materials PO Scenario”
— “Planned Service PO Scenario”

— “Value Limit-Blanket PO Scenario”
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Receive &
Acknowledge
PO (POR)

Key Screen: Receive

Confirm
Completion
of Service

Accept/Reject
Service
Confirmation

Enter
Goods
Receipt

(GR)

Create

Invoice

& Acknowledge PO

Start Page = List of Purchase Crders > Display Purchase Order > Process Purchase Order

| Process Purchase Order

IMPORTANT: Value

Send| Hild Cancel| Updste Prices| Display History| Prirt | | Download

Limit/Blanket PO’s will
have a Purchase Order
Value of 0.00 because
they accept multiple
service confirmations
and invoices. You can
view the PO value in the
print preview or when

Basic Data

Document Mumkber 5000001152

Documernt Mame P

Document Date 16122010

Purchaze Order Mo, 8000000766

Feguested Followy-On Documerts  Purchase Order Respanse, Goods Receipt, Invoice

Status In Process

Item Overview

Mumber Status Product Line Type  Description

10 @ aln Process

#10 hJrd SP WWIND EMNY RTOS #1 0 WDy BLAC

you print the PO.

[Z]=] pagel 1]af1 [=lZ]

|| Confirm All tems ||| Reject Al kems | | Desslect All tems

Crder gquantity
100.000 each

Purchase Crder “alue

6.000,00 USD

Confirmed Guantity
100.000 | each

bl

* PO Response (Without Change) — Click on Confirm All Items.

* PO Response (With change — Delivery date only) — Change the date and click on Confirm for the line item(s).
The Buyer must agree to the date proposed and issue a PO change which will require your
response/acknowledgement before proceeding further. (Does not apply to Value Limit/Blanket POs.)

e 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) — DO NOT USE. Contact the buyer to initiate a partial or full PO

cancellation.
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Key Screen: Confirm

. s . Enter
Receive & Confirm Accept/Reject Goods Create
° ° Acknowledge | Completion Service Receint Invoi
Service Completion ooy (TRl | contimatn | Tgy” | ™™
. . Page > List of Pur > [lippley Purchess Ordest > Proce rmation > Process e
Ap p I | es to Se rV| ce Start Page > List of Purchaze Orders > Display Purchase Order > Process Confirmation _
I. Confirmation - Change Item Detalls

PO’s only ||_Process Confirmation P A —

Canfirm | | Hold | | Cancel | | Update Prices | | Prirt | | Dawnlasd Diocunent Nams Conflrmatian 1o Service
This step is Basic Data

. Caonfirmation 8000000715 1 Basic Data Second Screen

req u I red befo re a *Document Mame Confitmation for Service | = Descriotion sty
Supplier can Document Date 12092010 10 Planned Services - Confirmation SUIS

Purchaze Crder Mo. 9000002139
involice. Service Agert Mame Prlca Information

Service Location b i

M Ve 10000 UsD
Status In Process
H L
Thls example' Item Overview
Se rvice PO Mumber Status Procuct Product Type Line Type Description Guantity 2 Unit of Measure Ordered  Open
. - 3 1 In Process Service tem

(Pla n n ed Se r\" ce) Lo In Process I Service Stanclard Line Planned Services - Confirmation SUS I each 1 each 1 each

|| page 1 at1 ||

e Enter the (1) Document Name and then (2) enter the Quantity that represents the services that have
been rendered. Then click (3) ltem Number 1.1 in order to view the Net Value of the service line

item.

— The quantity will default at 0. Enter a quantity up to the amount showing as Open.

— A quantity of ‘1’ means that only one invoice can be accepted for this PO. If a different quantity is
required, follow the PO change process.

e Second Screen: The Net Value of the service is pre-populated from the PO and cannot be changed.

— The Update Prices button will not allow you to change the price.
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Key Screen: Confirm

Receive & Confirm Accept/Reject GE ntczr Create
. . Acknowledge | Completion Service - oo. st .
Service Completion [ oy [ ] onmeen | G | ™
. . H | Confrmaton 8000000700
Applies to Service (Slide 1 of 2) Tocunent are
PO’s on'y Process Confirmation Decument Date 11282010
Confrm | | Moia| | Cancel| | Update Prices Purchase Order No 8000000740
Service Agent Hame
ThiS Step iS - Service Locaton
; Sats n rscess Second Screen
required before a
Supplier can Decumen Dats 117282010 ltem Overview
inVOiCE TJ.:I%& i — Mumber Status  Product ProductType LineType Description Quantiy Unit of Weasure
. . s L. “ [ Frocess suncur\:g | Ecé
Th IS exam ple ’ hem Overview =1=| Pope 3 L

Value Limit/

Blanket PO [ In Frocess Tesi T -
(Unplanned Page 1ot
Service) Tl R

Note: For any unplanned service you must create a line item in order to enter the detailed

description of the service along with the quantity, price and unit of measure.
e Enter the (1) Document Name and then click the (2) Add New Item icon with green + sign

e Second Screen: A new line item will be displayed for entry. Fill in a detailed description next to
(1) Standard Line and enter the (2) Quantity. Click on the (3) 1.2 Number to update the price
and unit of measure.

Note: The Quantity confirmed for a Value Limit/Blanket order can be > 1.
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Key S creen. c on fi m Receive & | Confitm | Accept/Reject |  "'ef

Create
Acknowledge [ Completion Service Goo?Is ]
Receipt Invoice

Se rvi ce C om p I et i on PO (POR) | ofService | Confirmation s

(Slide 2 of 2)
Applies to Service PO’s only - This example: Value Limit/ Blanket PO (Unplanned Service)

This step is required before a supplier can invoice.

Updaie Prices 2

Back to Bem Qverview [z Back One Hem Hesd fom =
| |

Degcription Quantity Unk of lbeasure Drdered Open Nt Wale
1.000 Actv.unt El 0.000 a.o0e 0.00 usD

1 Price Per Value
[ uso i Actuni 0.00 USD

e Enter the appropriate Unit of Measure and then the amount of the service
you have provided in the (1) Net Value field. Click (2) Update Prices. Next,
click (3) Back to Item Overview to return to the previous screen in order to
submit.
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Key Screen:

Confirmation Status

. . . Enter
Receive & Confirm Accept/Reject Goods Create
Acknowledge Completion Service Receiot :
PO (POR) of Service Confirmation ( GR)p Invoice

Applies to Service PO’s only.

The acceptance or rejection of service confirmation is performed by the MJN Requester.

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

Start Page = List of Confirmationz

&

g gk 1 B

| List of Confirmations

Do wnioad |

Diocument Number Document Name

2000000700 Test
ELOCOCOERE TE=t

il N i GR

E0000006E2 Test Confirmation

SOOL0L0E50 test

Document Date
111282010
11282010
112472010
1HZH2010

11232010

Status

Rejected by Customer

Reported

Completion Reported

Completion Reported

J List of Confirmations

omipletion Reported

H Documert Nuriber

__._! Page

Documant Names

Confimalion for Service

1l =] x|

Document Dete

12082010

Stalus
Accepted by Customer

N Process

1. Rejected by Customer — Rejected by the MJN Requester.

3.
4.
5.

Note: If the total value of
a confirmation exceeds
the PO limit then the
system will automatically
reject the confirmation
with a Rejected by
Customer status. The
supplier would be
required to submit a new
confirmation after
researching the PO limit or
checking with the MJN
Requester.

Completion Reported — You submitted the confirmation, however, it is awaiting acceptance by the MJN
Requester. (IN THIS SITUATION PLEASE FOLLOW-UP WITH THE MJN REQUESTER FOR COMPLETION).

In Process — You started the confirmation but have not submitted it.

Accepted by Customer — 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.
Meadjohnson®

Nutrition

Page 12




Enter

Key S c re e n : Receive & Confirm Accept/Reject Goods Create

Acknowledge | Completion Service Receipt

G O O d S R e C e i pt PO (POR) of Service Confirmation (GR) Invoice

Applies to Goods PO’s only.
Goods receipt entry is performed by the MJN Requester.

Zail Pages > Cieals inepcs = oot Recepl Lt

|_Goods Receipt List

B Document Mumber Diozumers Mame [Cocument Date Tiotus
| BODOCOORSY e o T4 A Fumrns
H DOIO0ooC2G oF 1241 NG Cocument Pead
i | BULULUIUELY i K311 22n L [R=20N
U RUROCO0S39 GF 17 10.201C Ny
| BOOO0O0ESt e o XA02AT (120
| AMANMNSAR 0+ M 0 e iy

e You can view the details of a receipt, including the PO number, by clicking on the Document
Number.

e Suppliers should submit their invoice based on the goods receipt, if a GR is required for the
PO. Alternatively, suppliers can submit the invoice based on the PO response/
acknowledgement. However, these invoices could be blocked for payment until the MIJN
Requester performs a GR in the system.

Meadjohnson”
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Key Screen:
Create Invoice

NOTE: Credit Memos can be entered on the portal off a

prior invoice.

| Process Invoice

Receive & Confirm Accept/Reject Enter

. . Goods

Acknowledge Completion Service Receint
PO (POR) of Service Confirmation ( GR)p

| Invoice - Change item Details
SOIOS0L I

Witk

Second Screen

IMPORTANT: Enter your

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

company’s internal invoice

. . . Basic Data
number in the Invoice field (you ] —
can overwrite the defaulted Staus —
number). Entering a Descreten Sreson Ror Jan ety
Documeni Daie 20.01.2011
recognizable value in this field ExernaiReferance ——

Unplanned Defvery Costs

will help you to apply the
corresponding payment. It will

Products and Services

000 UsD

Desorpian FO
Upoaie Prices |
Basic Data
Bere  Produect Revion Level Descrpion Guaity
12 Duraceld Copper Tosdams #3442 & 7 00
Price Indormation
Cangiinn Brics
— -

Partnes Information

Fariner
Tpldidn Perty
SMp-TE SsOress

Murmber Mame Sireet
SOOI Wead lohngns Hufrion U5
SHODOIODE 3 WA MFG Zeeland, WS

be carried forward as the R I N E— I — E— s
. 10 Material Duracell Capper Topbamp #3482 § 7.000 TOO.00 USD | US: U1 AW Salf Asssssment Uss Tax :]
Reference Number in A/R Tzl T

Manager. Partner Information

2408 Vewl Lioyd Expresaway
130 Narth Farvies Sirest

Purchase Order No.  Purchase Order
SO00001 954 10

e Partial Invoices: You may update the invoice quantity for a goods PO. Invoices on service

orders should match the confirmation.

* Price: (Second Screen) You can only change to a lower amount. Any increase will generate a
hard stop warning message and prevent you from submitting the invoice.

e Tax Processing: You may select the appropriate tax code based on whether or not tax is billed

on the invoice, and enter a tax amount if required.

e Unplanned Delivery Costs: Enter into Unplanned Delivery Costs field.

Meadjohnson”

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

Supplier responsible for Blue; MJN Requester responsible for

Nutrition

Exception Type Action Required
Supplier disagrees with PO a) Delivery date change only: Make update on portal and
content submit back to MJN Buyer. This initiates the change

T order process by the buyer.

R b) All other changes: No action on portal. Initiate change

A order by contacting the buyer.

N c) Do not reject line items or Reject All Items. Instead,

: contact the buyer for cancellation.

C Supplier sees incorrect Initiate change order process by contacting the buyer.

T guantity or price when After you receive a change order, complete the PO

I entering the confirmation response/acknowledgement and then complete the

o confirmation.

N | Accept/Reject Supplier sees one of these a) Your confirmation has been rejected by MJN.

Service two statuses: Investigate if the confirmation exceeded the PO limit;

F ::onfirmation . a) Rejected by Customer con]Eact MJIN requester if;eeded; resu]tc)mit the

L | (Service PO only . confirmation. Initiate a change order if required,

(0] b) Completion Reported followed by a new POR and confirmation.

w b) Your confirmation is awaiting MJN action: Contact the
MJN Requester for their acceptance of the
confirmation in order to invoice.

ma”maﬂ" Page 15




Exception Handling (cont.)

Supplier responsible for Blue; MJN Requester responsible for

Exception Type

Action Required

Enter Goods
Receipt (GR)
(Goods PO only)

20 —=-0>0n2Z2r»x -

EOI-'I'I

Meadjohnson*
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Supplier is awaiting
MIJN’s goods receipt
entry in order to
invoice.

Supplier contacts MJN Requester to request the GR.

Note: Supplier can submit the invoice based on the PO
response/acknowledgement. However, these invoices could
be blocked for payment until the MJN Requester performs a
GR in the system if the PO requires goods receipt.

Invoice price or quantity
# the POR, GR or
approved service
confirmation

Price: You can only charge a lower amount. Any increase will
generate a hard stop warning message and prevent you from
submitting the invoice.

Quantity: Entering a larger quantity will cause the invoice to
block and could result in delay of payment.
e Goods PO: You may enter a lower quantity for partial shipment.
e Service PO: Invoice should match the confirmation.

Recommended Action: In order to prevent blocked invoices,
initiate the change order process by contacting the buyer.
After you receive a change order, complete the PO
response/acknowledgement. For service orders, complete the
confirmation for MJN acceptance and then submit the invoice.
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Invoice & Payment Status

e The Accounts Receivable Manager tab displays information for all invoices and credit memos
(portal and non-portal).

e |t can be used to check on the status of invoice and payment. Please refer to the “Accounts
Receivable Status” user guide for detailed steps and screen prints.

e The screen shown below is from Account Overview = Search by Date. You can also search by
PO number.

Search Account Overview Search Account Overview by PO

Display postings in my account for

Vendor:
Company:
Dat= Range:

o]

Account postings

- Details -

Selected date range...

Reference Number
S000000301

[ | sovoooozos
PO2-APINVESTING
PO3-APINWVESTING
TESTINGRTV10

Posted by:

WWWR SCIENTIFIC (0040000002} ﬂ
WMJN, LLC US (0111) ﬂ

| From [21132010

to: (212011 |

Supplier’s internal invoice #

Invoice Number Due Date Amount  Currency
5105601413 10/20/2010 1,000 USD
5105601422 10/28/2010 2201 UsD
5105601424 1012010 2704 USD
5105601425 10/M/2010 200 UsD
1700000164 11/82010 20 usD

(A =] =] How Zonofzsz ~| x| Z|

Order items of invoice 5105601422

Order Mumber Order tem Cuantity Unit
00010

|_ 3000000714

Meadjohnson*
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Text
1 LE

Only invoices that correspond to a Portal
purchase order will display the PO
information in the lower left-hand box.

These invoices can be identified as having

a ‘Document Type’ beginning with ‘Z’.

Z4- SUS InwiCr. Memo 1072002010

Z4-3US InwiCr. Memo  10/28/2010

Invoice - Grozs
Invoice - Gross

Vendor Document

10/27/2010
10/27/2010
11/8/2010

Document Type psting Date Text Payment Difference Method of Payment Clearing Doc. Number

2000001172
2000001172
2000001172
2000001172
1700000164

Clearing Date  Payment Blocking

Please note that the information

displayed above is test data

1132010 Free for payment

11432010 Free for payment

1132010 Free for payment

11432010 Free for payment

114872010 Free for payment
Page 17



Invoice & Payment Status

Key information in Accounts Receivable Manager:

e Reference Number — invoice number entered by a supplier.
e Due Date — approximate date for payment from MJN.

e Amount — gross amount of invoice to be paid.

e Posting Date — date the invoice was posted by MJN A/P.

e (Clearing Document Number — is transmitted as part of the payment. When the
bank has made payment to the supplier, this number can be used to apply the
payment to the appropriate invoices and purchase orders.

e (Clearing Date — payment date.

e Payment Blocking
— Free For Payment: indicates that the invoice will be paid according to payment terms.

— Invoice Verification: indicates that the invoice is blocked due to a quantity and/or price
variance and requires action from the MJN Requester and/or Buyer to be able to
resolve the block.

Purchase Order Number — the PO from MJN that the invoice is associated with.

Meadjohnson”
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Technical Troubleshooting

e Refer to the “Technical Troubleshooting” user guide

— Use to this document if you receive a system error such as:
e Content is blocked
e |nvalid security certificate
e Page cannot be displayed
e Internal server error
e Access denied

e Cannot connect to port

Inability to download and save a purchase order

— Please contact your company’s IT Support team if needed

Meadjohnson”
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Additional References

e MJN Supplier Resource webpage
— Website where training materials and other key information are located
— http://www.mjn.com/supplierlink/

e Customer Assistance Center (CAC)

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

e Direct Suppliers
— For Supplier Portal “how to” questions, contact your MJN Category Manager
or Buyer
* Frequency Asked Questions (coming soon!)

e Purchase Order Standard Terms and Conditions
— http://www.mjn.com/supplierlink/
— Scroll to the section called “Reference”

Meadjohnson”
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Open for Supplier Q&A

rrrrrrrrrr Page 21



Terms & Descriptions

Term Description

A/P Accounts Payable

Blocked Invoice Notification Notification to MJN Requester/Buyer when invoices are posted with a block due to lack of quantity (GR)
or incorrect price. Upon performing the GR or updating the price on the PO, the block would be lifted
from the invoice.

GR Goods Receipt

MIN Mead Johnson Nutrition

MIJN Buyer The person who has created the Purchase Order based on approved Requisitions created.

MIN Requester The business or contact person in MJN who has requested or created the shopping cart for the

goods/services in the MJN e-Buy system.

Negative Confirmation Email | Notification to MJN Requester for PO items that do not require the MJN Requester to perform a GR.
Invoice would be paid as per payment terms, if the MJN Requester does not respond to the email and
instruct MJN A/P to stop payment (for eg., if the goods were not yet received, etc.)

PO Purchase Order
POR Purchase Order Response / Acknowledgement
PO Type: Goods/Material PO that has been created for Goods type of items
PO Type: Service PO / PO that has been created as a Service type of item
Planned Service
PO Type: Value Limit / PO item setup with a ‘Value’ limit
Blanket (Unplanned Service)
SC Shopping Cart
Mf‘aq\\‘am- Page 22
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