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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

| “User” and
Password * — “Password”
information and

click “Log On".

Copyright @ SAP

All Rights Reserved W

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
lar] 4 -
e ™ ] Supplier Self-Services
= Document CollaboratiogJockpit
= Document Search .’- Shanutaes
~ [ Administratio
= Owwn Data Y
= Company Data
r [ Messages

Purchase Order Collaboration

This document is considered Mead Johnson Nutrition confidential and proprietary information. The information contained herein may not be
disclosed or distributed without Mead Johnson Nutrition prior written approval. This document is not a controlled document, is used for

training purposes, and is only effective during the period noted on the cover page. Individuals should refer to the appropriate procedural
documents following training.


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 MJN"s supplier master; therefore, if you require any updates,
please contact the Customer Assistance Center (CAC) at 1-888-339-9491.
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.
Supplier Self-Services Halme [ G Wk "TT= A
Comparry Data
Changa
* | Company Details
Replication Satus. o Data 15 synchionows
Name of Comparry:* ] (thes Hame:
DULN-3 Mumber.
Language " Enghsh
Vendor Curency. Canadian Doilar
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 contact the Customer Assistance Center (CAC)
at 1-888-339-9491.
o  —
PO Hn:):?numr-y, Canada v PO B:: L::;:onu ;
PO Box Without Number: =
e —
Straet Suffix
3.7. Complete the information in “Contact Data” (items with asterisk (*) are required).
Telophone Humbers
Srandard Mumbar* Talaphona Mo.” Extanzion Cauntry”
I Canada
This document is be
disclosed or distt  kax tumbers
ini Stancard Humber® Fax Humber® Extension Country®
training purpose :“ .

documents follo

E-Mall 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 notifications, it
should use a shared task/group ID for this purpose.

3.7.2. If an update is required, please contact the Customer Assistance Center (CAC)
at 1-888-339-9491.

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

| TaxData

Tax Numbers
T Tax Tye* Tax Humoer* D..

3.8.1. If an update is required, please contact the Customer Assistance Center (CAC)
at 1-888-339-9491.
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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 Naotification.
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.

= | Adiioal Data

(" Capy SUS Document Nurbsr - Viendar's Document Humber

Notification of Incoming Documents per E-Mail: ‘ E-Mail Notification for All Documents ‘)

Tax on Sales/Purchases Code: Il

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 *

-
T 5 uppiier seff-services

= Document Collaboration Cuckﬂ.'
-

= Document Search .'l'* Own Data
= [0 Administratio 4z
Process
= Own Data y
= Company Data = .
- 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:* T00300003554
Password:*

Confirm Password:"

FormOfAddr~ Ms. -

First Name:* Tester

Last Mame:* Cenveo

E-Mail Address:* SUSsystemtests@gmail.com

Country:* USA -

Language: English -

Company: S |1 153 v | [Cor= voisen vor & Tous Compani

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_EMND_USR_DISP Common Role for All Users
C:PTPPURSUSMJ_GL_SUP_COLETR Supplier Collaborator

= | Contact Information

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

[] 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.

Welcome Ms. Tesic, md}?m | Logoft
, uerition
Accounts Recenable Manager [Lll) | Purchase Order Collaboration ),
Supplier Self Services
Iuiol ] =
NN | s.poiier seir-services Hhim L w 3
+ Document Cotlanoration Cockoit .
- Document Searcn Start Page
» [ Adminsstration
S Nemape Purchass Order & 3 Search

Advanced Search

‘1;:-]— Al Purchase Orders
4 i New (3
S O In Process (283)
—i # il! : Corfirmed

All Sched.Agreemt Releases
New

—_—
In Process

|

s |

B anasns
| wan i 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 Salf Sarvices

Content was blocked because it was not signed by a valid secunty certificate

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

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 MIN 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 MJIN 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 notification.

MUK Suppliar Portal 1174 [l 442
ORIS010 1232 PM T | il
=4 |
Subject |Nothahon of New Dosuments i Suppler Pora

1y e ear Supplier Pareal

n idsarderkisderailhdevievcdoar yresieder idnpiandBEIEE1 131 R0000TE10080000R084 220

This document is considered Mead Johnson Nutrition confidential and proprietary information. The information contained herein may not be
disclosed or distributed without Mead Johnson Nutrition prior written approval. This document is not a controlled document, is used for
training purposes, and is only effective during the period noted on the cover page. Individuals should refer to the appropriate procedural

documents following training.



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 Natification”.

PO 9000167289 Change Notification

Mead Johnson Supplier Portal

Sent: Thu /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 79.12U5D 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 |

“Password” into the
appropriate fields.

Copyright © SAF AG Al Rights Resanad
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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 Purchase Order Collaboration
Supplier Self Services

[4]»]

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 gl ! }"Aﬁg -
Start Page
|Purchase Order [=] 3 Search |
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).

Furchase Order - |

Purchase Order

Shipping Motif.

Invoice or Credit Memo
|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 ‘ W%‘f W

Start Page 8.2.1 8.2.2 8.2.3
(T s Nases)

Advanced Search

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

. Iy - =
Supplier Self-Services Tl ‘_}_‘:&'ﬂ%“' & 2 2

Start Page = List of Purchase Orders

List of New Purchase Orders

’M Dawnload

Extemal Reference No. 4 Number Name Date

9000159640 5000110377 0772312014
5000110124 0472512014
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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 MJN 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.

= S = Home | Find 2 # 2 5l 7
Supplier Self-Services ! e T

Start Page

Purchase Order S Search
Purchase Order

Advanced Search

All 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".

Start Page > Find

0O
e, Document Search

Tipe: | Putehase Order
Timeframs: Last Monlh
Created Aller TR0
Status Al

Deciment Number

Documnent Narme.

Fastner Humber
Purchase Deder Mo

[T Saarch Only in Archive
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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.

Numbes Name Date

BOM0G08S S0001 34468 PO 02102015

" | soo0z02538 5000134150 PO 052015
| sooo1mses 5000132365 PO 011005
| so0oima414 000132315 PO DI
| so0orp9413 000137314 FO 017202015
| sooaieanz 5000132288 PO 01202015
| ooso1aa411 PO 01202015

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

Do you want to open or save susdoczip (138 K8) from msrmageslLnet min.com’

Tatal Value
20,319.00USD
8,410 00USD
9,054 J0USD
21 837 0OUSD
17,456 25USD
5,264.00US0
3,243 80USD

In Process
In Process
In Process

Condirmed

9.9.3. The file will download as a zip file which contains “.csv” and “.xml" files for each of the

documents selected.

.
2| F S ¢ ~ | Windip - susdoczip

% @) Indlude ~ |
N7 Filter -
Ad

Files || Enerypt

Backup Tools

% & @ ' % Eg | ) unzip and Install | o |
- - EUHZ\D Options = e
ZipSend ZipShare Send 1-Click  Unzip
i to~ Unzip i

Settings Window Help Upgrade

| || unzip Entire WinZip File With *

Open Select
- 5 New Folder

ﬁ Delete

@ Rename

Compress Send Decompress View Editing
L Name Type Modified Size Ratio Packed Path
= PO 9000159640.X... XML Docum... —8/13/2014 3:32 PM 34% 5% 139%
EL]PO 9000159640.C... Microsoft Bx..  8/13/2014 3:32 PM 485 41% 288
2] PO_8000153594.X... XML Docum.. 8/13/2014 3:32 PM 6164 80% 1232
[EL)PO_8000153594.C... Microsoft Bx..  8/13/2014 3:32 PM 588 56% 261
2P0 9000159674 X... XMLDocum.. 8/13/2014 3:32PM 5790  78% 1,267
ELPO_9000159674.C...  Microsoft Bx..  8/13/2014 3:32 PM 51 50% 262
2] PO_8000153597 X... XMLDocum.. 8/13/2014 3:32 PM 8549 B5% 1,265
PO_8000153597.C... Microsoft Ex...  8/13/2014 3:32 PM 1007 67% 334

O 1

Total & files, 28KB

Selected O files, 0 bytes
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10. Printing a Purchase Order

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

mome | rinag

Start Page > List of Purchase Orders = Display Purchase Order

Purchase Order: 3000159674 4 .
Create Confirmation || Display Document Flow | I_&F'rin_t] Download

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 (8.38 KE) from msrmqZ2cs0L.net.mjn.com? Open  Sae 7 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.

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. Free Text Material PO Scenario - A Free Text Material 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. One Time Only Free Text PO Scenario - A One Time Only Free Text 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.

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