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1. Supplier Portal Password Rules
1.1. Passwords must have the following characteristics:
1.1.1. Six or more characters in length.
1.1.2. Contains at least one number (0-9).
1.1.3. Cannot start or end with a number (0-9).
1.1.4. Must be different from the last 12 passwords.

2. Supplier Portal Login Process

2.1. 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: https://ep.mjnportal.mjn.com/irj/portal/
2.1.1. Please add this URL to your Favorites.

2.2. Start the procedure from the following screen.

Global Portal

Complete the

vsers | “User” and
R “Password”
information and

click “Log On”.

Copyright @ SAP AG

3. Verify Your “Company Data”

3.1. Click the Purchase Order Collaboration tab >Administration link >Company Data link.

Accounts Receivable Manager Home
Supplier Self Services
141 k] A -
Detailed Mavigation Sl
= Document CollaboratiogJockpit
= Document Search ".
~ [ Administratio
= Owwn Data
= Company Data
r [ Mes=sages

Purchase Order Collaboration

Supplier Self-Services

Start Page
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https://ep.mjnportal.mjn.com/irj/portal/

3.2. The Company Data section contains important information about your company that is stored in
the MJN supplier master.

3.3. Edits to this section will not update MJIN"s supplier master; therefore, if you require any updates,
please contact the Customer Assistance Center (CAC) at 1-888-339-9491 or complete the
Global Supplier Master Change Request Form found on the MJN Supplier Resource site.

3.4. Complete the information in “Company Details” (items with red asterisk (*) are required).

3.5. Ensure that the following are correct:
3.5.1. “Name of Company”.
3.5.2. “Language”.
3.5.3. “Vendor Currency” — It is important that you confirm the “Vendor Currency”
setting in order to receive purchase orders and payments in the correct
currency and amounts.

F4

Comparry Data
Change

Company Details

Rephcation Status o Data s synchionows

Name of Company:* | Other Name
D-U-N-S Humber

Language " Enghsh

Vendor Curency. Canadian Dedlar »

3.6. Complete the information in “Address Data” (items with red asterisk (*) are required).
3.6.1. Ensure that the following are correct:
3.6.1.1. “Location”.
3.6.1.2. “Postal Code” (US and PR vendors need zip+4).
3.6.1.3. “Country”.

3.6.2. If an update is required, please complete the Global Supplier Master Change
Request Form found on the MJN Supplier Resource site and include
supporting documentation.

~ | Address Data

clo.

Location * MISSISSAUGA District

Postal Code:* L4V 185 Company Postal Code
Country:* Canada ~ Region: Ontario
P.O. Box: PO Box Postal Code
PO Box Country: Canada - PO Box Location:

PO Box Without Number: ]

Straet Prefix

Stret I

Street Suffix

House Number Building:

Floor Room Number

Junisdict. Code:
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3.7. Complete the information in “Contact Data” (items with asterisk (*) are required).

Contact Data

Telophone Humbers

Srandard Mumbar* Talaphona Mo.® Extanzion Cauntry”
I Canada
Fax Numbers
Stancard Number® Fax Number* Extension Country®
R— Canada
E-Mail Addresses ;
Standard Address® E-Mail Address"

3.7.1. The “E-Mail Address” listed in this section is where email notifications will be
sent.
3.7.1.1. One email address can be used for this purpose.
3.7.1.2. If a supplier requires that multiple individuals receive natifications, it
should use a shared task/group ID for this purpose.

3.7.2. If an update is required, please complete the Global Supplier Master Change
Request Form found on the MJN Supplier Resource site and include
supporting documentation.

3.8. Review the “Tax Type*"and “Tax Number*” to ensure that all tax information has been included.

_‘ Tax Data

Tax Numbers
B Tt Tax Number* 0.

I:
=1 =l =

3.8.1. If an update is required, please complete the Global Supplier Master Change
Request Form found on the MJN Supplier Resource site and include
supporting documentation.
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3.9. Verify the “Additional Data”. The “Natification of Incoming Documents per E-Mail” listed in this
section indicates how often email notifications are sent. If an update is required, contact the
CAC at 1-888-339-9491.

3.9.1. E-mail choices are as follows:
3.9.1.1. No E-Mail Notification.
3.9.1.2. E-Mail Notification for New Orders.
3.9.1.3. E-Mail Notification for New and Changed Orders.
3.9.1.4. E-Mail Notification for All Documents.

= | Mditonal Data

[ Capy SUS Document Numbs - Vendor's Document Number
Natification of Incoming Documents per E-Mail: GMa Natification for All Documents ')
Tax on Sales/Purchases Code: M

4. Verify Your “Own Data”
4.1. The “Own Data” section contains information about the User. Fields that have an asterisk (*)
are required.
4.1.1. Note: Upon modifying or updating the “Own Data” section, a password may
be required to confirm changes.

4.2. Click “Purchase Order Collaboration” tab > “Administration” link > “Own Data” link. To update a
field within the “Own Data” section, click “Process”.

Purchase Order Collaboration

Accounts Receivable Manager

Supplier Self Services
[4]] 1 *

.
TN -~ s uppiier seir-services

= Document Collaboration Cuckﬂ'
-

= Document Search .'l'"' Own Data
[ Administratio
Process
APy 4 Process
= Company Data = .
FOOM ges General User Information
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4.3. The following fields in “General User Information” section can be updated:
4.3.1. FormOfAddr.
4.3.2. First Name.
4.3.3. Last Name.
4.3.4. Email Address.
4.3.5. Country.
4.3.6. Language.

Process
= | General User Information

User Name:=* T00300003854
Password™

Confirm Password:*

FormOfAddr:* Ms. -

First Name:* Tester

Last Name:* Cenveo

E-Mail Address:® SUSsystemtests@gmail.com

Country-* USA =

Language: English -

Company: N 01 183 | [Cenveo Melaren Morrs & Todd Companizo0000115

4.4. Do not change your “Role”, as this may affect the ability to access the system.
4.4.1. While updating “Settings”, be sure to place a check in the box for “Save Ul Settings”.

Role Description
C:ALLSYSSUSMJ_GL_END_USR_DISP Common Raole for All Users
C:PTPPURSUSMJ_GL_SUP_COLETR Supplier Collaborator

= | Contact Information

Telephone: I
Fax:
Number:
Department:
= Settings
Date Format: MM/DDAYYYY -
Decimal Format: 12,345 687.90 -
Time Zone: UTC+0 -

[] Save Ul Settings
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5. Detecting Technical Issues
5.1. After receiving the login credentials and accessing the MJN supplier portal for the first time, the
content below should display.

Vielcome Ms. Tesie W I'Log ot
wirition

Accounts Receivable Manager
Supplier Self Services
14 ‘

L ,
[l | Purchase Order Collaboration ),

lome | Fing ik B
Detailed Kavigation ] supplier SelfServices it F L E"
« Document Collaboration Cockpit
Py i Start Page

i hoscinand Purchase Order = [ 1 Search

Advanced Search

ew (3)
In Process {283)

mwﬁ—!— All Purchase Orders
‘i : i : Confimed

All ASNs
Create

5.2. However, after logging into the MJN Supplier Portal and see screen below, it may be possible
that a technical error has occurred.

Purchase Order Collaboration

plier Self Services

Content was blocked because it was not signed by a valid security cerfificate

For more information see "Certificate Errors™ m Internet Explorer Help.

5.3. Other technical errors that you may encounter include the following:
5.3.1. Page cannot be displayed.
5.3.2. Internal server error.
5.3.3. Access denied.
5.3.4. Cannot connect to port.
5.3.5. Inability to download and save a purchase order

5.4. Allow Pop-Ups for the MJIN Supplier Portal.
5.4.1. Users can perform this check on a Desktop/Laptop.
5.4.2. Since there are some messages and dialog boxes within the MJN Supplier Portal (such
as the Log off dialog box as an example), the settings on the browser should allow Pop-
up messages for this site.
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5.5. Accept Security Warning Pop-up Messages.
5.5.1. Users can perform this check on a Desktop/Laptop.
5.5.2. Depending on the browser used; if there are any pop-up messages, please click on “yes
to proceed.

5.6. Corporate Firewall/Network Settings.

5.6.1. Upon selecting Internet Brower Settings and allowing pop-up messages, you may
experience issues accessing the Supplier Portal or certain functionality within the Portal
due to Firewall Settings within your corporate network. In this case, work with the
Technical Support within your company to troubleshoot and resolve the issue. The steps
listed below can assist in this process.

Step 1 - Configure a statement in firewall - This will allow the user to login from the
access menus in the left and top panel but not the center menu: Permit TCP

host 192.168.18.18 host 74.119.120.83 eq 50000 - (74.119.120.83 being
mepxplas03.net.mjn.com).

Step 2 - Change browsers from Internet Explorer to Firefox and Ping.
msrmplas02.net.mjn.com to get a response from 74.119.120.87.

Step 3 - Try to add Permit TCP host 192.168.18.18 host 74.119.120.87 eq

80. If this statement is unsuccessful take out and add: Permit IP
host 192.168.18.18 host 74.119.120.87.

5.6.2. In certain cases, your company’s internal security network rules may prevent access to
the Mead Johnson Supplier Portal. If you experience technical issues, please contact
your company’s Technical Support team.

5.6.3. If you require Portal assistance, please contact the CAC at 1-888-339-9491.

6. Order Notification
6.1. Once a new or changed PO has been created and released by MJN, an email notification will
be sent to the email address provided. Below is an example of a “New” PO email natification.

MLIN Supglinr Portal 117 Eial 4924
ORI5010 1232 P r;.|. wal
-4 |

Subgect |N-Jil cabon of New Documents in Suppler Poda

Dear Sir/Hadam,

e Supplier Paresl

eiay idsarderidederailblevievcdasrypesiede rodae idedBR G611 IPO000TRLO0R0000RDE4220
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6.2. If there is a change to a PO, natification will be sent to the email address provided. Below is an
example of a “Change Noatification”.

PO 9000167289 Change Notification

Mead Johnson Supplier Portal

Sent Thu8/7/2014 6:14 AM
To:

Purchase Order 9000167289 has been changed. Following are the details of the changes.

Line ltem Description Field Changed 0Old value New Value
1 FATBLEND NON-GMO BULK PRICE 79.12UsSD 115.84 USD

This message {including any attachments) may contain confidential, proprietary, privileged and/or private information. The information is intended to be for
the use of the individual or entity designated above. If you are not the intended recipient of this message, please notify the sender immediately, and delete
the message and any attachments. Any disclosure, reproduction, distribution or other use of this message or any attachments by an individual or entity other
than the intended recipient is prohibited.

7. Supplier Portal Login Process
7.1. Login to the Supplier Portal by clicking the link contained in the email notification, or copy and
paste the following URL into the internet browser:
https://ep.mjnportal.mjn.com/irj/portal/

7.1.1. Note: Please add this URL to “Favorites”.

7.2. Start the procedure from the following screen.

Global Portal

Type your “User”
User® cashionm name and

Password * sssasssal |

Mm‘y()hnson “Password” into the

Ao vt approoriate fields.

Copyright © SAF AG Al Rights Rasaned
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8. Finding Purchase Orders
8.1. Search By Type:
8.1.1. Click “Purchase Order Collaboration tab.
8.1.2. Click “Supplier Self Services”.

Welcome Susan Rauch

Accounts Receivable Manager
Supplier Self Services

[41»]

Supplier Self-Services
= Document Collaboration Cockpit

= Document Search

¥ [0 Administration

Start Page

8.1.3. Select “All Purchase Orders”.
8.1.3.1. Select “New” to view a new order (you can select the other options to

view POs “In Process” and “Confirmed”).

Supplier Self-Services cy gy ! ‘\"iﬁ;' #

Start Page

| Purchase Order E| S3Search |

Advanced Search

All Purchase Orders
New (2)
In Process (283)
Confirmed
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8.2. Search By Number:
8.2.1. Select type of document required (e.g. Purchase Order).

Purchase Order - |
Purchase Order

Shipping Motif.

Invoice or Credit Memao
|Confirmation

Goods Receipt

Goods Receipt Cancellation
Return Delivery
SA Releases

8.2.2. Enter the PO number located on the email notification.
8.2.3. Click “Search”.

Supplier Self-Services Home | Find f W%‘f -
Start Page 8.2.1 8.2.2 8.23

9000159640

Gasear| )

Advanced Search

()

8.2.4. A new window will open; select the “External Reference Number” (PO number) to view.

Supplier Self-Services Hame | Fn ‘ ‘ M'“%Aﬁ' ¥ X }

Start Page = List of Purchase Orders

List of New Purchase Orders

@I Dawnload

Extarnal Reference No. 4 Number Name Date

9000159640 5000110377 0712312014
5000110124 0412512014
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9. Advanced Search and Document Downloads
9.1. The Supplier Portal provides the ability to search for various documents such as Purchase
Orders, Confirmations, Invoices or Credit Memos, and Goods Receipts based on various criteria.

9.2. Login to the Portal with the User ID and Password.
9.3. Click “Purchase Order Collaboration”.
9.4. Click “Supplier Self Services”.
9.5. Select the type of document from the drop-down box.
9.5.1. Note: While other options may display, the MJIN transactions include: Purchase Order,

Confirmation, Invoice or Credit Memo, and Goods Receipt. If another transaction type is
selected the search will result in no output.

Home | Find

Start Page

|Purchase Order ____[~] #38earch
Purchase Order
Shipping Notif.
Invoice or Credit Memo
Confirmation

Goods Receipt

Goods Receipt Cancellation
Return Delivery

SA Releases

ol

Advanced Search

Il Purchase Orders
New (2)

In Process (283)
Confirmed

9.6. A new window will open, complete the information requested for the type of search required.

9.7. Use the drop-down boxes to make a selection such as “Timeframe”, “Status”, “Created After” or
by a particular document number or name. Documents that fit the criteria selected will appear.

9.8. Click “Find".

This document is considered Mead Johnson Nutrition confidential and proprietary information. The information contained herein may not be
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Slarl Page > Fod

Q Document Search "
Type: |Puschisse Order
Timerame: Last Month
ol Aller TN
St M

9.9. The list can be downloaded either individually (by placing a check in the box next to the name) or
as a group (by selecting the “Document Selection” icon).
9.9.1. Click “Download” to download the document data.

e el Miarber Nisre Date Tatal Value Status
BO0020:3064 5000134468 PO 02015 20,319.00U50 Confimed
| so00202830 5000134150 PO NSRS 8,410 00USD Confimed
| soooreeses 5000132365 PO 01212015 9,054 GOUSD In Process
| soo0to414 00132315 PO D100 21,837 00USD In Process
| 9000199413 5000132314 PO 0172002015 17 456 25USD In Pracass
| 9000199412 000132280 PO 012072015 5,264 00USD Canfirmed
000159411 PO 0172002015 3243 80USD

9.9.2. Select “Open” or “Save” to view the information.

Do youwant to apen or save susdoczip (798 KB) fram msrmg2es0Lnet mjn.com! @pelH S@hmei ‘ X

9.9.3. The file will download as a zip file which contains “.csv” and “.xml" files for each of the
documents selected.
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.
=] F & 4 = | WinZip - susdoczip @Eﬂ

Home Backup Tools Settings Window Help Upgrade '@'
[% (&) Include ~ | + * % | % E | € Unzip and Install | Q | @ & Delete
7 Fitter ~ [ Unzip Options ~ |55 Rename
Add ZipSend ZipShare Send 1-Click Unzip Open Select
Files Encrypt - to~ Unzip - Unzip Entire WinZip File | with~ - @ New Folder
Compress Send Decompress Wiew Editing
‘L Name Type Modified Size Ratio Packed Path
/= PO 0000159640 X... XML Docum...  8/13/2014 3:32 PM 5496 75% 1,396
L) PO_9000159640.C...  Mlicrosoft Bx..  8/13/2014 3:32 PM 485 4% 288
£ PO_8000153594 ... XML Docum...  8/13/2014 3:32 PM 6,164 80% 1232
ELPO_8000153504.C...  Mlicrosoft Ex..  8/13/2014 3:32 PM 589 56% 261
=] PO_9000153674 X... XML Docum...  8/13/2014 3:32 PM 5790 78% 1,267
L) PO_9000159674.C...  Microsoft Bx..  8/13/2014 3:32 PM 521 50% 262
|2 PO_8000153587 X... XML Docum...  8/13/2014 3:32 PM 8,549 85% 1,265
EL)P0_8000153597.C... Miicrosoft Ex..  §/13/2014 3:32 PM 1,007 67% 334
< 1 v
Selected O files, 0 bytes Total & files, 28KB

10. Printing a Purchase Order

10.1. Click “Print” from the “Display Purchase Order” screen.

Supplier Self-Services HOome | Fina

Start Page = List of Purchase Orders > Display Purchase Order

Purchase Order: 9000159674 —
Create Confirmation || Display Document Flow |{ | & Prin

10.2. Another window will open at the bottom of the screen to “Open” or “Save”. Click “Save” to
save the zip file to the local hard drive. The zip file will contain the PO in a PDF format.

Do you want to open or save susdoc.zip (8 98 KB) from msrmq2es0L.net.mjn.com? Open || Sae ¥ Cancel'

10.2.1. Note: The Internet Browser may prevent downloading the file due to browser
settings. If this occurs, contact your company’s Technical Support.

10.3. Double-click on the saved PDF file to open and view the purchase order.
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11. Types of Purchase Order Scenarios
11.1. Below is a brief description of the three different types of POs. For an in-depth look at how to
process these types of orders, please review the individual training sections.

11.1.1. Goods/Material Scenario - A Goods purchase order is one that has been created
for the procurement of Goods/Materials. The purchase order contains the
material/part, description, price and unit of measure in the PO item.

11.1.2. Value Limit / Blanket PO Scenario - A Value Limit purchase order is a blanket PO
that has been created with an upper dollar value limit. This purchase order allow
multiple confirmations (for goods or services) and have the ability to accept multiple
invoices up to the value limit specified for the PO item.

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