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INTRODUCTION

Introduction

Thank you for choosing Corcentric’s Cor360 Purchase Order Supplier Portal as an efficient,
cost-effective way to comply with 3M Global’s requirement for Electronic Data Interchange
(EDI). A web browser and Internet access are all that is required to utilize the Cor360 Purchase
Order Supplier Portal service. Our web offering enables you to trade documents electronically
with accuracy and efficiency. Your service agreement with Corcentric includes the processing of
your 3M Global purchase orders, purchase order changes, planning schedules, purchase order
acknowledgments, advance ship notices, invoices, and remittance advice. Additional details and
instruction regarding each document type can be found in this instructional document. Please
note that the 3M Global Cor360 Purchase Order Supplier Portal site is like the 3M US Cor360
Purchase Order Supplier Portal site, but the business rules and requirements are different.

Purchase Orders, Purchase Order Changes, Planning Schedules

Corcentric will receive your electronic purchase orders, purchase order changes, and
planning schedules from 3M Global and immediately make them available to you in your
Cor360 Purchase Order Supplier Portal Inbox. You will receive an email each time a
document has been distributed to your Cor360 Purchase Order Supplier Portal Inbox.

Purchase Order Acknowledgment (POA)

Your PO will indicate if you need to complete a POA for each purchase order. A POA is
generally required to confirm that you can complete the order. PLEASE NOTE: The
required documents indicator is by line. When you click on the POA wizard you
may or may not see all the lines from the PO. If the line doesn’t require a POA then
you will not see it in the wizard.

Advance Shipment Notice (ASN)
CLICK HERE FOR A TUTORIAL:

https://s3.amazonaws.com/CorcentricUniversity/2019/Cor360%20Purchase%200rders/Videos/White%
20Label/2021/Supplier%20Portal%20Welcome%20-%203M%20Global.mp

Your PO will also indicate if you need to complete an ASN for each purchase order. The
ASN will include shipping details. The POA, if required will need to be created before the
ASN. PLEASE NOTE: The required documents indicator is by line. When you click
on the ASN wizard you may or may not see all the lines from the PO. If the line
doesn’t require an ASN then you will not see it in the wizard.
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INTRODUCTION

Invoices

To submit an invoice to 3M Global, you will use Corcentric’s Cor360 Purchase Order
Supplier Portal. You will enter the appropriate invoice information using the
corresponding purchase order as a reference thereby ensuring accuracy and
compliance to the 3M Global invoicing standards. Once you have submitted an invoice,
Corcentric will transmit the invoice via EDI to 3M Global. You can monitor the status of
your invoices from your Outbox. Please note that invoices are processed several times
throughout the day. A status of “Acknowledged” assures you that your invoice has been
received and acknowledged by 3M Global.

Remittance
You will receive your remittance advice from 3M in your inbox.

The following Cor360 Purchase Order Supplier Portal instructional document is a valuable
reference that provides information and detailed instructions for the Cor360 Purchase Order
Supplier Portal service. You will find information on how to get started, how to use your Inbox
and Outbox, how to access your purchase orders, and how to complete and send invoices,
POAs, and ASNs to 3M Global.

Should you have additional questions, you may contact Corcentric Customer Care at

P: 216-525-0240

Webform: https://cor360supplier.corcentric.com/iformsnet/generalcontactus.aspx

Thank you again for your business. We are excited to begin working with you and appreciate
the opportunity to be of service. Welcome to the Corcentric community!
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GETTING STARTED

First Steps

Once your signed Subscriber Agreement/Registration Form is received at Corcentric, an
Implementation Specialist will register you as a member of the 3M Global Cor360 Purchase
Order Supplier Portal community. The Implementation Specialist will then email you when you
can begin receiving purchase orders and sending invoices.

When you receive your first 3M Global purchase order, you will be notified via an automated
email. Additionally, a Corcentric representative will call you to walk you through the Cor360
Purchase Order Supplier Portal application and answer any questions that you may have.

Browser Requirements
Corcentric supports the latest version of these listed browsers for Cor360 Purchase
Order Supplier and Customer Portals.

e Microsoft Edge - 89.0.774.48
e Chrome - 89.0.4389.72

o Firefox —86.0

e Safari—5.1.7

Pop-Up Blocker Settings
To view your documents, you must allow pop-ups for the website. Locate your browser type
from the list below and follow the instructions.
MICROSOFT EDGE
Microsoft Edge will block all pop-ups unless you make the necessary adjustments.

1. Open the login page using Edge. Click the ellipses ... (3 dots) on the top
right corner ofthe Edge browser. Select Settings.

B | (5 Newtab X |+ = X

- O Q. Search or enter web addre ) = ¢ 4 B

For quick access, place your favorites here on the favorites bar. Manage favorites now

2. Scroll down to the bottom and click Settings.
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GETTING STARTED

3. Scroll to Cookies and Site Permissions and locate Pop-ups and redirects.

[ Pop-ups and redirects

Blocked

4. Make sure Block is Off.

Block (recommended)

CHROME

1. Open Chrome. Click on the icon with dots, then select Settings.

< (&

* corcentric |

A Not secure | cor360supplier-uat.corcentric.com/iforms/

Cor360 Purchase Order
Supplier Portal

Welcome to Your Supplier Portal

A welcome to Cor360

User Name:
Password:

([Csubmit_]

Options

© User Name Lookup
® Password Lookup
© Contact Support

A CORCENTRIC PAYABLES AUTOMATION SOLUTION

2. Scroll to the bottom and click Advanced.

Proprietary and Confidential Copyright © 2018
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GETTING STARTED

3. Next, under Privacy and Security, select Site Settings.

. Site Settings
“"  Controls what information sites can use and show (location, camera, pop-ups, and more)

4. Click the arrow next to Popups and redirects, then click Add next to Allow.

Pop-ups and redirects

}| i
2 Blocked ’
5. Enter http://cor360supplier.corcentric.com/iforms/ and click Add.
Add a site
Site
http://cor360supplier-uat.corcentric.com/iforms/
Cancel m
FIREFOX
1. Open Firefox. Click the Hamburger icon = (usually in upper right corner) and select
Options, then Privacy & security.
ﬁ' General
ﬁ Home
Q Search
a Privacy & Security
e Sync
2. Scroll down to Permissions section and locate Block pop-up windows. Click
Exceptions. In Address of website, type
http://cor360supplier.corcentric.com/iforms/ click Allow, thenSave changes.
Proprietary and Confidential Copyright © 2018 steiise o
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c®

Lt General

@ Home

Q search

& Privacy & security

& sync

& Extensions & Themes

@ Furefox Support

SAFARI
1.

© Firefox  aboutpreferencesprivacy

Permissions
@© Location
W Camera
& Microphone

&) Notifications Learn more

Find in Options

Pause notifications until Firefox restarts

® Autoplay

oo Virtual Reality

Block pop-up windows

Warn you when websites try to install add-ons

Firefox Data Collection and Lse

Settings..
Settings..
Settings...

Settings...

Settings...

Settings...

Exceptions...

GETTING STARTED

Allowed Websites - Pop-ups

want to allow and then click Allow.

Address of website

You can specify which websites are allowed to open pop-up windows. Type the exact address of the site you

Website
http://iappinfoaccess net

https://iapp.infoaccess.net

Remove Website Remove All Websites

Status -
Allow

Allow

Cancel

Open Safari and go to the website for the Cor360 Purchase Order Supplier
or CustomerPortal.

Click the Tool icon| # | and uncheck Block Pop-Up Windows.

Customize Toolbar...

Show Menu Bar
Hide Bookmarks Bar
Show Tab Bar

Show Status Bar

Show Reading List
Enter Full Screen
History
Downloads

Private Browsing...
Reset Safari...

Block Pop-Up Windows

Preferences...

Help
Report Bugs to Apple...

Safari Extensions...

About Safari

O X

O %~

Ctrl+Shift+B
Ctrl+Shift+T
Ctrl+/

Ctrl+Shift+L
F11

Ctrl+H
Ctrl+Alt+L

Ctrl+Shift+K
Ctrl+,

F1
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GETTING STARTED

Login to Supplier Portal
1. To access Corcentric’s Cor360 Purchase Order Supplier Portal from your web browser, go
to www.corcentric.com .

2. Enter your User Name and Password, then click the Submit button. Please note that your
password is case-sensitive.

Log-in Screen

¥ corcentric | SoroPuchase order

Welcome to Your Supplier Portal
A e 5 s,
User Name

e corcentric

Cor360 Purchase Order
Supplier Portal

¢ If you forget your password, click the Forget Password link from the login screen. Enter
your username and email address and click Submit. If the provided username and
password exist in the system a temporary password will be emailed to you. If you forget
your username, click on the Username Lookup link from the login screen. Enter your
email address and click Submit. Please note: Temporary Password will expire in 2 days.

Proprietary and Confidential Copyright © 2018 RPN o
https://cor360supplier.corcentric.com/iformsnet/generalcontactus.aspx i . corcen t ric
P: (216) 520-0240 it

Page 9 of 46



https://cor360supplier.corcentric.com/iformsnet/generalcontactus.aspx
http://www.corcentric.com/

MAIN MENU

Using Cor360 Purchase Order Supplier Portal: Main Menu

Upon logging into Cor360 Purchase Order Supplier Portal, you are at the Main Menu. The Main
Menu provides direct access to your Inbox and Outbox, as well as several User Management
functions including Change Password. For quick access to your various document types, such
as Unread or Unacknowledged, click directly on the hyperlinks.

To access the online Help files, click on Help in the upper right corner. You may also click the
Contact Support link to complete an email form with questions or issues. Click on the Log Out
button in the upper right corner to exit Cor360 Purchase Order Supplier Portal at any time.

Cor360 Purchase Order Supplier Portal Main Menu

s " Cor340 Purchase Order
5 corcentric Supplier Portal

e aLupDAL M0 CO @ Help | @ Contact Support| 2 Logout

Archive

User Management

Main Page )
Welcome to Your Supplier Portal Tips
If you are a first-time Supplier Portal
Inbox [ & ypread: 0 user, please take a minute to look
© Read: 3 through the online help. To access the
neac: online HELP, click here or click help
Total: 3 above at any time. The HELP section
provides details and instructions to assist
you in using the Supplier Portal.
Outhox | & ypacknowledged: 116
® Acknowledged: 0 User Management
Total: 116 2 Change Password

% Change Contact Info
@ Change Email Address

Links
2 Download Acrobat Reader

A CORCENTRIC PAYABLES AUTOMATION SOLUTION
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INBOX AND OUTBOX

Using Cor360 Purchase Order Supplier Portal: Inbox and Outbox

Inbox: You will receive an email each time you receive a purchase order, purchase order
change, remittance advice or planning schedule from 3M Global. (Planning schedules may be
sent by 3M Global to indicate the quantity and dates for shipment of blanket purchase orders.)
The email contains a hyperlink that you can click on to log into Cor360 Purchase Order Supplier
Portal. The new document will be in your Inbox. You can view it from the Inbox by clicking on
the icon in the Options column next to the corresponding document.

Outbox: You Outbox stores all of your outgoing documents including invoices, purchase order
acknowledgments (POAs) and advance ship notices (ASNs). Once you have submitted a
document to 3M Global using Cor360 Purchase Order Supplier Portal, you can view the
document and its status by clicking on the icon in the Options column next to the corresponding
document.

Cor360 Purchase Order Supplier Portal Inbox

Cor360 Purchase Order
Supplier Portal

1002-Sonron @ Change Vendor | @ Change Community | ©®Help| © Contact Support| @ Logout
Archive User Management

Inbox Filter O Key

© Read © Ciinglen o 5 | Read Document ¥| Restored Document &/ Detail view of 3 Way Maich
@ Unread @ View All Documents | Unread Document $| Remittance Information & Po Acknowiedgement Detail

View Al B earentros | Admin Status Change i@l Invoicesiasns
Original PO
A Note 3m vendors:
The 997 Functional Acknowledgment will be sent after the Purchase Order Document has been read.

Page of3 « < > » Total81records | All Document Types ~ | search by Document Name: | |[ searcn |
(LY E] 3M Global 2000541929 Read Remittance Advice 9/15/2020 2:39 PM O
[LYE] 3M (United States, GOLDEN VALLEY) 3501008603 Read Purchase Order (Acknowledged) 914/2020 2:45 PM O

(LY E] 3M Global 2000539443 Read Remittance Advice 9/11/2020 2:39 PM O

(LY E] 3M (United States, GOLDEN VALLEY) 3501005495 Read Purchase Order (Acknowledged) 9/9/2020 10:18 AM O

(LY E] 3M (United States, GOLDEN VALLEY) 3500985572 Read Purchase Order Change (Acknowledged) 9/4/2020 6:19 PM O

(LY E] 3M Global 2000533774 Read Remittance Advice 9/3/2020 2:39 PM O
[LYE] 3M (United States, GOLDEN VALLEY) 3501001789 Read Purchase Order (Acknowledged) 9/2/2020 6:19 PM O

Cor360 Purchase Order Supplier Portal Outbox

InfoAccess.net! @®Change Community | @Help| ©Contact Support| ©Logout

Main Archive User Management
| || Search

Outbox Filter Options Key

@ Acknowledged ® Check New Documents B Document ¥|Restored Document

L] ® View All Documents S |Remittance Information Admin Status Change

%ﬂe—d ] 2dvance Ship Notice Labeis [#] Detsil view of 3 Way Match

Outbound Document:

These are your documents that you have submitted.
Archiving:

Documents that have been acknowledged can be archived.

Last *You are viewing page of 2 for 58 documents.
Date Submitted Archive

[E] 3M (Sweden) 100022204 D00323TEST-2 Waiting Invoice 2/24/2016 2:58:12 AM
E] 3M (Canada) I001118TESTY DOODM11MTTEST Waiting  Invoice 3/24/2016 9:55:27 AM
B 2M (Canada) I001118TEST 0001117 TEST Waiting  Invoice 2/24/2016 T:17:55 AM
[E ] 3M (Canada) 1000323TEST1 OrOO3230A Waiting  Invoice 3/22/2016 1:50:02 PM
[E] 3M (Canada) ASNOOOO3230QA 000032304 Waiting Advance Ship Notice 3/23/2016 1:40:37 PM
B 3M [Canada) 000022304 Waiting P. O. Acknowledgement 3/22/2016 1:33:00 PM

" corcentric
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INBOX AND OUTBOX

Content
The Inbox and Outbox contain the following columns of information:

e Options: Clicking on the icon in this column allows you to view the formatted document. A
red flag indicates that this document has been restored from the Archives section. (INBOX
ONLY): If applicable, a coin icon will display a list of invoices associated to that purchase
order.

e Trading Partner: The name of your Trading Partner is 3M. The country of origin and party
to receive city will follow in parenthesis. For example, 3M (United States, Charlotte).

¢ Document Name: The document name or number, such as PO number or invoice number,
is listed here.

e Document Reference (OUTBOX): The Purchase Order associated to that document.

e Status (INBOX): The status of each document will be Read or Unread. The status changes
to Read once you have viewed the document.

e Status (OUTBOX): The status of your document is reflected in the Status column of the
Outbox. Standard status descriptions are:

e Waiting: Your document is being sent to 3M Global. All necessary processing, including
data transformation, is taking place.

o Ack Received: Your document has been successfully sent to 3M Global, and 3M Global
has acknowledged the receipt of it.

o Document Type (INBOX): The type of document, such as purchase order, purchase order
change, is listed in this column. The documents processed against them, if any, will be in
parenthesis. For example, Purchase Order (Acknowledged) (ASN).

e Document Type (OUTBOX): The type of document, such as invoice, PO acknowledgement
or Advance Ship Notice that was processed.

o Date Received (INBOX): The Date Received column lists the date and time your purchase
order, purchase order change, remittance or planning schedule were received in your Inbox.

o Date Submitted (OUTBOX): The date and time your POA, ASN or invoice was submitted to
3M Global through Corcentric is listed in this column.

o Archive: To Archive a document, click the corresponding check box, then click on the
Archive button at the top or bottom of the column. You may archive multiple documents at
once by checking multiple boxes. Note: If you accidentally Archive an Cor360 Purchase
Order Supplier Portal document, you may restore it from the Archive section.

Proprietary and Confidential Copyright © 2018 s o
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INBOX AND OUTBOX

Features & Functionality
Additionally, there are several features to help you maneuver throughout your Inbox and
Outbox:

o Filter (INBOX): On the left part of the screen, you can filter the Inbox by clicking on Read,
Unread, or View All. For example, to view only Unread documents, click on Unread.

o Filter (OUTBOX): On the left part of the screen, you can filter your Outbox by clicking on
one of the links: Acknowledged, Unacknowledged, or View All. For example, to view only
Unacknowledged documents, click on Unacknowledged.

e Check New Documents: At any time, you may click on this link to update your Inbox or
Outbox with any new documents received or submitted.

e View All Documents: To view older documents not showing in your Inbox or Outbox, click
View All Documents. Tip: You can change the length of time documents display in your
Inbox and Outbox. Go to User Management and enter the number of months you would like
to see.

e Search by Document Name: To locate a specific document, enter the document name
(such as PO number or invoice number) in the designated field. Then click the Search
button.

e Sort: You can sort by any column by clicking on the column header. Click once to sort your
Inbox or Outbox in descending order. Click twice to sort in

o First/Next/Previous/Last: First takes you to the first page. Previous takes you to the
previous page documents. Next takes you to the next page of documents, and Last takes
you to the last page.

e Page: Choose a page number from the drop-down menu to quickly access another page.

Proprietary and Confidential Copyright © 2018
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DRAFT AND ARCHIVE

Using Cor360 Purchase Order Supplier Portal: Drafts

When creating an invoice, POA or ASN, you have the option to submit the document or to save
it as a draft. When you click on the link, Save as Draft, you will be prompted to provide a name
for the draft. It is suggested that you use the document name, for example, the invoice number.
Once you have named your draft, it is stored in the ‘Draft’ section.

Cor360 Purchase Order Supplier Portal Draft Section

InfoAccess_netl @Change Cv "munity | @®Help| @Contact Support| @ Logout

Main Outbox - Archive User Management
| |I Search
Options Key
® View All Documenis [®|Document ¥ |Restored Document

Draft bin, copies of your invoices that you saved.

Date Saved Archive
e e R

[Ei] 3M (Canada) DJE DRAFT Draft Invoice: 1/16/2018 9:02:48 AM O

] 3M (Canada) TEST Draft Advance Ship Motice 11572018 8:17:06 AM

Copyright © 2015-2016 InfoAccess. net

Using Cor360 Purchase Order Supplier Portal: Archive

The Archive section stores all archived documents. To access or restore an archived
document, go to the Archive section.

Cor360 Purchase Order Supplier Portal Archive Section

InfoAccess netl @ Change Community | ®Haln| @ Contact Support | Logout

Main Outhox User Management

Archive Filter Options Key

Inbox & Yiew All Documents [®| Read Document @ Parent PO's
® Dutbox | Unread Document
® Draft Ig Invoices

These documents have been archived. They are filtered by inbox, outbox, and draft.

Trading Partner Restore |
] 3M [Canads) POO000S20 Resad Purchase Order Change B20M2013 9:52:02 AM D

Content
The Draft and Archive sections contain the following columns of information:

e Option: Clicking on the icon in this column allows you to view the formatted document that
you saved as a draft. A red flag in the View column indicates that this document has been
restored from the Archive section.

Proprietary and Confidential Copyright © 2018 .,-::55::, o
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DRAFT AND ARCHIVE

e Trading Partner: The name of your Trading Partner is 3M. The country of origin will follow
in parenthesis. For example, 3M (Canada).

e Document Name: The document name or number, such as invoice number, is listed here.
o PO (OUTBOX): The Purchase Order associated to that document.

e Status: The status of the document such as ‘Draft’.

o Document Type: The type of document, such as purchase order, is listed in this column.

o Date Saved (DRAFT) or Date Received (ARCHIVE): This column lists the date and time
the document was saved as a draft or the date and time the document was received.

o (DRAFT MENU ONLY) Archive: If you no longer need the draft, you may Archive it by
clicking the corresponding check box, then clicking on the Archive button at the top of the
column. You may archive multiple documents at once by checking multiple boxes.

e (ARCHIVE MENU ONLY) Restore: To restore a document to its original section (Inbox,
Outbox, or Draft), click the corresponding check box, then click on the Restore button at the
top of the column. You may restore multiple documents at once by checking multiple boxes.

Features & Functionality
Additionally, the Draft and Archive sections have several features:

¢ (ARCHIVE MENU ONLY) Archive Filter: You can filter your Archived documents by the
original document location: Inbox, Outbox, or Draft. Click on the appropriate hyperlink in the
upper left section of the page.

e Options: View All Documents: Click View All Documents to display older documents not
shown.

e Search by Document Name: To locate a specific document, enter the document name
(such as PO number) in the designated field. Then click the Search button.

e Sort: You can sort by any column by clicking on the column header. Click once to sort by in
descending order. Click twice to sort in ascending order.

o First/Next/Previous/Last: First takes you to the first page. Previous takes you to the
previous page documents. Next takes you to the next page of documents, and Last takes
you to the last page.

e Page: Choose from the drop-down menu to quickly access another page.

Proprietary and Confidential Copyright © 2018 s, “
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USER MANAGEMENT

Using Cor360 Purchase Order Supplier Portal: User Management
The User Management tab is designed to allow you to maintain your user information. The
following functionality is available:

Contact Info: This link displays the name, phone, and fax associated with your username. If
you make any changes, click on the Submit button to update the system. Additionally, you may
limit the number of documents stored in your Inbox, Outbox, Archive and Draft folder by entering
the number of months that you would like to appear. For example, to always see the last year,
enter 12 months. You will still be able to view the older documents within each tab by clicking
View All Documents.

Company Info (Read Only): This link displays your company information. It is informational
only; the users cannot make changes.

Change Email Address: To change the email address associated with your username, click on
this link and enter the appropriate information. If you would like to receive email notifications
each time a new document is received in your Inbox, be sure to check the corresponding box.

Change Security Question & Answer: If you would like to make changes to the security
guestion and answer associated with you username, use this link. The security question and
answer are used if you forget your password. (There is a Password Lookup link on the login

page.)

Change Password: To change your password, click on the Change Password link and fill in the
appropriate information.

Enrolled Trading Partners: This link displays the list of Corcentric’s Cor360 Purchase Order
Supplier Portal communities. There is a green check next to the communities to which you are
currently assigned.

User Management

e Cor360 Purchase Order
orcentric Supplier Portal

3M GLOBAL DEMO CO
Main

Contact Info —

User Contact Information

@Help | @ .atact Support| ©Logout
Archive

Name: [D Budnick

Phone: [216-323-0100

You can set the number of months that documents will appear in Cor360 Purchase Order Supplier Portal.

Months:

You can acliviate messages to appear in Cor360 Purchase Order Supplier Portal.

o
Unread documents will be
marked as read: |1 ™%

A CORCENTRIC PAYABLES AUTOMATION SOLUTION
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PURCHASE ORDERS, PO CHANGES, PLANNING
SCHEDULES

Purchase Orders

You will receive an email each time you receive a purchase order from 3M Global. The email
contains a hyperlink that you can click on to log into Cor360 Purchase Order Supplier Portal.
The new document will be in your Inbox. You can view the purchase order from the Inbox by
clicking on the icon in the Options column next to the corresponding document.

To print a copy of the purchase order, scroll to the bottom of the document and click on
Create PDF, and then use your browser’s Print function.

Your PO should be reviewed carefully, with close attention to each field. The P.O. Type
will be identified in the upper right box. You will see one of the following types:

e Original e Subcontract (Fabricate and Hold)
o Drop Ship e Mutually Defined (Limit Order/Indirect)
o Blanket Order (Scheduling Agreement)

Please note that purchase orders defined as “Blanket Order” will reference a start and
end date.

Please note that purchase orders defined as “Mutually Defined” could have additional
requirements for the POA. Be sure to review the special instructions in the section of this
document called “Purchase Order Acknowledgement (POA)”.

Proprietary and Confidential Copyright © 2018 I
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PURCHASE ORDERS, PO CHANGES, PLANNING

SCHEDULES

Please note that purchase orders defined as “Subcontract (Fabricate and Hold)” will
have additional requirements for the ASN. Be sure to review the special instructions in
the section of this document called “Advance Ship Notice (ASN)”

Additional key elements of the PO
header include:

Ship To
Party to Receive PO
Invoicing Party
Bill-to Party
Contact Information (for 3M Global)
FOB Information
Carrier Details
Terms of Sale
Reference Numbers
o Plant Number
o Material Storage Location

Sample

PO: Header Information

endor Information #9999997
NFOACCESS.NET1

00 WOODLAWN RD W

GUELPFH ON NiHTK2 CA

Bhip To #2005

M Morden

hOD Route 100 Morden
fanitoba MB REM 128 CA
District: Company

nvoicing Party #9999997
NFOACCESS.NET1

20 WOODLAWN RD W

GUELPH ON NiHTK2 CA

Bill-to-Party

M CANADA COMPANY

P.O. BOX 5840

LONDOMN OM M8A 552 CA

Purchase Order

Order Information

P.O. Number: 0000323QA
Purpose: Original

P.O. Type: Purchase Order
P.O. Date: 03/23/2016 (MM/DO

Contact Information
Buyer Name Or Department: T Budnick
Telephone: (613)287-5300 EXT 6627
Facsimile: (519) 452-6557

ic Mail: i nat

FOB Information

FOB Location: Place of Delivery

FOB Description: PLACE OF DELIVERY
FOB Location: Mutually Defined

FOB Description: DAF

Payment Method: Frepaid (by Seller)
Incoterms: Mutuslly Defined

Carrier Details

Routing: Truzk

Terms of Sale

Terms Type: Discount Not Applicable
Terms Basis: Invoice Date

Met Days: 80

Day of Month: 0

Terms Description: Met 60 Days

Reference Numbers

Flant Number: 2005
Material Storage Location: 2000

The item details contain the standard item information including quantity, UOM, BP
number, unit price and requested ship date. Additional details are listed under each item
including the UPC code, Replaced Part Number (which displays 3M Global’s legacy
system’s part number), additional pricing info, and tax data. When a Purchase Order is
Batch Managed and/or Serial Number Required it will be indicated next to

Reference at the line-item level.

Line Item Information

Line Item Detail

Buyer Currency: USD

Line # Quantity Ordered uom Bp Unit Price Re“”mm ests
00010 300 KIT 7112345678 12 55542 07/27/2022

Changes to Line Item
Uk: 51987654321
Rp: 60455555555

Pricing Information: UNIT COST PRICE 12,555 42 Quantity: 800 Unit of Measure: KIT Selling Multiplier 1000

Description: 26325, PPS 2.0 Lg (280z,850mL) Kit,125u
Document: i TH): BOTH
rence: SERIAL NUMBER REQUIRED
ference: BATCH MANAGED

Tax Information: Tax Type: MUTUALLY DEFINED Tax Exempt Status: YES (TAX EXEMPT)

Order Summary
Number of Line ltems: 1

| P.O. Acknowledgment Wizard |
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PURCHASE ORDERS, PO CHANGES, PLANNING
SCHEDULES

Purchase Order Changes

You will receive an email each time you receive a purchase order change from 3M Global. Just
like the PO, the email contains a hyperlink that you can click on to log into Cor360 Purchase
Order Supplier Portal. The PO Change will be in your Inbox. You can view it by clicking on the
icon in the Options column next to the corresponding document.  To print a copy, scroll to the
bottom of the document and click on Create PDF, and then use your browser’s Print function.

The purpose of a PO Change will say

“CHANGE”_ The PO Change W|” m Purchase Order Change

include only the line items that have Vendor Information #0999897 Order Information
changed. It should not be considered a  |senocomrow
P.0. Type: PURCHASE ORDER

. GUELPH ON NIHTKZ CA
replacement document. For example, if Ship 7o #2005 .0, Date 03232018 (MMIDDRYTY)

your original PO has 3-line items, and the v Contact Information

guantity changes for line item 2, you will e Telephone. (31212075203 ST 5027

only see line item 2 on the PO Change.

IMPORTANT: You will need to send a POA for every PO change you receive. When you
are ready to complete an ASN, or an invoice, you should locate the original PO in your Inbox
(not the PO Change). Once you click on the link to complete the corresponding document, the
original PO and any changes will be merged. For example, if you receive a PO change to
remove line item 2, you will not see line item 2 at the time of invoicing.

Updated Purchase Order

If a PO has changes associated to it, you will see a new Document Type of Updated
Purchase Order. The portal will create a new document which will show the entire PO and
any changes received.

[“Dai necoved v |
(=] 3M (United States)  48Demowardal Unread Purchase Order 12/6/2022 6:51 AM O
[LYIE] 3M Global A49112151MS Read Inbound Advance Ship Neotice 11/28/2022 7:57 AM O
[LYIE] 3M Global A49112151MS Read Inbound Advance Ship Netice 11/28/2022 7:47 AM O
=g 3M (United States)  494124E1MS Unread Purchase Order (Acknowledged) (ASN) 112812022 717 AM O
&= 3M (United States)  48112150AD Unread Purchase Order (Acknowledged) 11/28/2022 7:06 AM (]
Q=) 31 Giobal 4811215048100 Read  Inbound Advance Ship Notics: 1112872022 5:41 AM O
Q=) 30 Global 481121504B100  Read  Inbound Advance Ship Notice 1112872022 5:35 AM [}
QIE) 3M Global 481121504B1010  Read  Inbound Advance Ship Notice: 1112872022 5:17 AM m}
B 3M Global 481121504800 Read  Inbound Advance Ship Notice 11/25/2022 9:35 AM ]
B 3M Global 4811215048 Read  Inbound Advance Ship Notice 1112572022 5:41 AM m}
=) E‘ 3M (United States)  48112150AB Unread Purchase Order (Acknowledged) (ASN) 11i24/2022 1:05 PM (]
3M (United States)  43112150AA Unread Purchase Order (Acknowledged) 11/24/2022 2:47 AM O
= 3M (United States) ~ 49112150MS Unread Purchase Order (Acknowledged) (ASN) 1111112022 5:15 AM ]
3M (United States)  48112150M5 Unread Purchase Order 10/3/2022 7:09 AM O
=] 3M (United States)  48FHPIDECS3S  Unread Purchase Order [Acknowledged) (ASN) /2312022 9:18 AM ]
=g 3M (United States)  48FHPIDECS2S  Unread Purchase Order [Acknowledged) (ASN) 9i23/2022 9:08 AM O
=g 3M (United States)  48FHPIDECS4S  Unread Purchase Order [Acknowledged) (ASN) 9i23/2022 6:00 AM ]
[LYIE] 3M Global 916Aasn Read Inbound Advance Ship Notice 9/16/2022 9°36 AM O
i A nisac Stat 4aa o Bucch arChanca Sk QUAE2022 045 A0 o
&E|E M (united States)  316A Unread Updated Purchase Order (ASN) 9/16/2022 9:10 AM I
=) WA Mintert Stataat  SINA Timrann Drrenaes frer TIARIINT 7 T AR ™
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PURCHASE ORDERS, PO CHANGES, PLANNING

SCHEDULES

When you click on the envelope icon to open the PO, the Purpose will be Updated PO and any lines that
have changed/deleted will be indicated in the line-item detail.

(3]  https://cor360supplier-uat.corcentric.com/iformsnet/3MCanada/ReadCombine850.aspx?Form|D=30270958&formRef=91

Vendor Information #0001708028
TEST VENDOR NG

100 ANY STH

SNYTOWN ND 520753148 LS

Ship To #1215

m
100 AMY STH
ANYTOWN ND 580753148 US

Party To Receive PO #0001708028
COMDEL INNOVATION ING

100 ANY STH

ANYTOWN ND 58075314

Invoicing Party #0001708028
‘COMDEL INNSUATION ING
100 ANY STH

ANYTOWN ND 5 us

Bill-to-Party
30 COMPANY
20 CENTER
2200842
ST.PaAUL MN 55144 US

Reference Information

Updated Purchase Order

Order Information
BQ Number ool

| [ purpose: UPDATED PO |
PO ——— o)
P.0. Date 03/08/2022_ (MM/DDIYYYY)

Contact Information

Buyer Name Or Department: Ssb Jones
Telephone: 555-40234520 Ext
Electronic Mail: bobjones@mmm com

FOB Information

FOE Location: QRIGIN (SHIPFING FOINT)
FOB Description: SELLER LOGATION
Fayment Method: COLLECT

Incoterms: EX WORKS

Carrier Details
Routing: Trucs:

Terms of Sale

Terms Type: DISCOUNT NOT AZPLICABLE
Terms Basis: INVOICE CATE

Net Days: 20

Day of Month: 0

Terms Description: Net 0 Days

Reference Numbers
Plant Number: 1215
Material Starage Location: 5100

For P
Line Item Information

soliertens TEST PO 36" DO NOT SHIP Net 80 Days

Buyer Currency: USD

tians olezse wisi s 1 3m.

- Requested Delivery Date ‘
Line # ‘ Guanity Grdered | uom | Buyer's Part Number Unit Price | Gaa oD
ow0tc | 30 Lt | TiiZ3A5878 [ resse | 212 ]
I Changes to Line Item |
TETTEI Y TS a2
Replaced Part Number: 5045555

Pricing Information: UNIT COST PRICE 12 555 42 Quantity: 200 Unit of Measure: 1T Selling Multiplier 1000

Description
Documents Required (POAA SNIBOTH): SCTH
Reference: BATGH MANAGED

Reference: SERIAL NUMBER REQUIRED

5 FPS 2.0 L (2802 850mL) Kir 128

Tax Information: Tax Type: MUTUALLY DEFINED Tax Exempt Status: YES (TAX EXEVFT)

Subline item Detail
- -

Relafionshi T oM | UnitPrice | Subline ftem Nomber T Deseription | Reference |
1 INCLUDED 800 EACH | [ 000000004100023546 [ | |

Order Summary
Numberof i Hms: 1

Advance Ship Nofice Wizard

If you want to see the original PO, click on the & icon under the Options column. Please note:
You will still have to acknowledge the original PO and the PO change, but you will be
able to create the Advance Ship Notice and Invoice from the updated PO.

Proprietary and Confidential Copyright © 2018
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PURCHASE ORDERS, PO CHANGES, PLANNING
SCHEDULES

Planning Schedules

You will receive an email each time you
y Sample Blanket PO

receive a planning schedule from 3M Purchase Order

Qlobal. A Plannl.ng Schedule may be sent Order Information

if you have received a Blanket Order P.O. Number: 5500000035

(Scheduling Agreement). A Blanket Order Purpose: Original

is identified in the P.O. Type field in the PO. Type: Ectimated Guanttes

upper right corner of the PO. (Not Firm Commitment) |
P.O. Date: /0772016 (MM/DDIYYYY)

You can view the Planning Schedule from

the Inbox by clicking on the icon in the Options column next to the corresponding document.
To print a copy of the document, scroll to the bottom and click on Create PDF, and then use
your browser’s Print function.

The Planning Schedule will include key data elements such as the quantity, timing, and date of
requested delivery.

The Planning Schedule can contain three types of forecasting:

1. FIRM - Indicates go ahead for production: The schedule lines within this zone count as firm
and are therefore fully binding. If these are cancelled within the firm zone, the vendor is
entitled to charge for both production costs and the costs of procuring input materials
incurred because of the cancellation.

2. PLANNING - Indicates forecast: All schedule lines that lie beyond the first two zZones
(delivery is tentatively scheduled into the future) fall within the planning forecast zone. The
vendor is not entitled to charge for any costs items that fall in the planning forecast zone.

3. MUTUALLY DEFINED - Indicates go-ahead for procurement of input materials: This is the
‘semi-firm’ zone, giving the vendor the go-ahead to procure necessary input materials to
manufacture the item ordered. If cancellation is within this semi-firm zone, the vendor is
only entitled to charge for material costs.

To invoice, you will go to the original blanket purchase order and use the Invoice Wizard.
Sample Planning Schedule

3M

Proprietary and Confidential Copyright © 2018
https://cor360supplier.corcentric.com/iformsnet/generalcontactus.aspx
P: (216) 520-0240

Page 21 of 46

£ corcentric


https://cor360supplier.corcentric.com/iformsnet/generalcontactus.aspx

PURCHASE ORDER ACKNOWLEDGMENT (POA)

Purchase Order Acknowledgment (POA)

3M Global may require a Purchase Order Acknowledgment for each PO and PO Change. If the
PO Acknowledgment Wizard link is at the bottom of the PO, then this document is required. If
3M Global has indicated that a POA is required, you must complete the POA Wizard, even if
you do not have any changes. The first POA must be sent to 3M within 48 hours of receipt
of the PO. Please note that the Cor360 Purchase Order Supplier Portal application will not
allow you to complete an invoice if you have not completed the required steps.

PLEASE NOTE: The required documents indicator is by line. When you click on
the POA wizard you may or may not see all the lines from the PO. If the line
doesn’t require a POA then you will not see it in the wizard.

When you complete a POA, you will have the opportunity to accept the PO (or PO Change), or
to communicate changes to 3M Global. To begin, open the purchase order (or PO Change)
from your Inbox. Then click the P.O. Acknowledgment Wizard at the bottom of the screen.

Scroll to the bottom of the PO and click P.O. Acknowledgment Wizard

Order Summary
Number of Line tems: 2

| P.0. Acknowledgment Wizard | Advance Ship Hotice Wizard
Step 1 Header Information

Step 1 contains the header information. There are two fields that you may edit:

e Purpose Code: This field defaults to ORIGINAL if you are acknowledging a PO. It will
default to CHANGE when you acknowledge a PO Change or if you are sending an
additional POA.

e Add Comments: To add any comments or details that are pertinent to the header
information, click on Add Comments and enter the necessary information.

Click Continue to go to the next step or click the Detail tab at the top of the screen.

Proprietary and Confidential Copyright © 2018 PRI o
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PURCHASE ORDER ACKNOWLEDGMENT (POA)

POA Step 1: Header Information

Detail Summary

Step 1 Header Information

Purpose: (S0l TEE N

Comments

* Required

Vendor Information #0001503433 P.O. Number: 00008044

Sample Company P.O. Date: 08/04/2016
Acknowledgment Type: ACKNOWLEDGE - WITH DETAIL AND CHANGE
Buyer's Currency: usD

Step 2 Detail Information (Line Items)

Step 2 is where you can review the quantity, price, and delivery date for each line item.
Complete the appropriate fields based on the instruction below. Please note if your
Purchase Order or Purchase Order Change includes Subline Item Detail, and you
need to make a change to the information, please click on Add Comments to relay
the changes to 3M Global.

Sample POA- Step 2
[ Header |

Step 2 Detail Information (Line Items)

Line #: 00010

Original Qty: 100 UOM: EA Original Unit Price: 0.15000
Buyer's Part Number: 71000220
Vendor's Part Number: WVENDORSKU
U.P.CJEAN Shipping Container Code: 04710357340423
Manufacturer: P40
Manufacturer's Part Number: MFG_PART
Replaced Part Number: 23344
Description: TEST tem
Acknowledge ltemn:
Acknowledge Qty: 100

Acknowledge Unit Price: 0.15000

Related Vendor Order # |

Requested for Delivery: 07152015 v|

Comments

Accept Item: The ‘Acknowledge Item’ field defaults to ACCEPT ITEM. Use this option if you
are accepting the item as is, or if you are making an update to the item quantity, price, or

" corcentric
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PURCHASE ORDER ACKNOWLEDGMENT (POA)

delivery date. If there are updates, make the changes to the appropriate fields; otherwise,
continue to the next item.

Changes to the fields listed below are permitted. The other fields are pulled from the purchase
order. Additionally, you may click on Add Comments to include any corresponding details.

e Qty

e Unit Price

o Related Vendor Order # (Optional)

¢ Requested for Delivery (Date)

Sample POA- Step 2

Step 2 Detail Information (Line Items)
Line #: 00010
Original Qty: 100 UOM: EA Original Unit Price: 0.15000
Buyer's Part Humber: 71000220
Vendor's Part Number: WENDORSKU
U.P.CJEAN Shipping Container Code: 04710357340423
Manufacturer: V4010
Manufacturer's Part Number: MFG_PART
Replaced Part Humber: 23344
Description: TEST kem
Acknowledge Item: \
Acknowledge Qty: 199 rem— Make any necessary
Acknowledge Unit Price: 0.18 changes to the item detail
Related Vendor Order #: | in these fields. Add a
Requested for Delivery: v| comment if necessary.
Comments
|Price increase effective 8M1/2016
Iltem Deleted/Rejected: If you cannot fill the item o oot
Ine #:
requeSted7 SeIeCt ITEM RE‘J ECTED Or ITEM Original Qty: 100 UOM: EA Original Unit Price: 0.15000
DELETED from the ‘Acknowledge Item’ field. You may Buyer's Part Number: 71000221
. R . Vendor's Part Number: VENDORSKU
click on Add Comments to include any corresponding U.P.C.JEAN Shipping Container Code: 04710367340424
. Manufacturer: PV4011
detalls Manufacturer's Part Number: MFG_PART
Replaced Part Number:

After you have carefully reviewed each item, click Description:
Continue to go to the next step or click on the Aeknowiedoe rem:
Summary tab at the top of the screen.

ITEM DELETED
ITEM REJECTED

Acknowledge Qty:

Acknowledge Unit Price: 0.15000
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PURCHASE ORDER ACKNOWLEDGMENT (POA)

@ Step 3 Summary of Entered Information

The last step includes a summary of your POA. To make changes, click Edit Header
Information, or Edit Line Items.

To send the POA to 3M Global, click, Send. The POA will be stored in your Outbox where you

can view it and monitor the status.

To save a draft of the document, click, Draft. You will be prompted to provide a name for the
draft. To retrieve the document later, go to the Drafts tab.

Sample POA- Summary of Entered Information

Header Detail

Sample Company

Line ltem Information

Vendor Information #0001503433 Order Information

P.O. Number:
P.0. Date:
Purpose:

0000804A
08/04/2016
ORIGINAL

ACKNOWLEDGE - WITH DETAIL AND CHANGE

Buyer Currency: USD

Line # RIS Y |uoM| PO Unit Price Buyer's Part Number | Vendor's Part Number | ltem Status | Ack Qty | Ack Price v
00010 100 EA 0.15000 71000220 WENDORSKU ACCEPT [TEM 100 0.18 0711572015

U.P.CJEAN Shipping Container Code: 04710367340423

Manufacturer: Fv4010

Manufacturer's Part Number: MFG_PART

Replaced Part Number: 23344

Pricing Information: Unit cost price 1.50 Quantity: 100 Unit of Measure: ZZ Selling Multiplier 10

Description: TEST tem

Notes: Price increase effective 8/1/2018

Line # P?):emd] UOM | PO Unit Price | Buyer's Part Number | Vendor's Part Jumber | ltem Status | Ack Qty| Ack Price ¥
00020 100 EA 0.15000 71000221 'VENDORSKU ITEM REJECTED 100 0.15000 07/15/2015

Manufacturer: PV4011

Description: TEST tem

1

Manufacturer's Part Number: MFG_PART
Replaced Part Number: 23345
Pricing Information: Unit cost price 1.50 Quantity: 100 Unit of Meae:

Motes: tem is no longer available

U.P.CJEAN Shipping Container Code: 04710367340424

Click here to send the =
:  POAto3MGlobal =
Fanunw “_.............-

“‘ -“'
0"
.

.
(][]
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PURCHASE ORDER ACKNOWLEDGMENT (POA)

NEW FEATURE: If you have multiple Read PO’s that you want to acknowledge without any
changes you can do that from the inbox without having to open each one and create individual

POA’s.

1.

InfoAccess.nei! hange Vendor | @ Change Community | elp | @ Contact Support| 2Logout
Archive User Management
Inbox Filter Options Key
@ Read @ Check Mew Documents B| Read Document ¥| Restored Document &=| Detail view of 3 Way Match
@ Unread © View All Documents | Unread Document $| Remittance Information ﬁl PO Acknowledgement Detail
View Al ﬁl Parent PO's W Admin Status Change ?g' Invoices/ASMs
Page 1 v of1 Total 7 records. |AII 8] Types v | Search by Document Name:| || Search |
[ Date Received v NS KA
[LYIE] 3M (Canada) 4300004137 Read Purchase Order Change (Acknowledged) 471372015 2:04 PM
[LE] }g 3M (Canada) 4300004137 Read Purchase Order (Acknowledged) (ASM) 411372015 1:24 PM
[LIE] }g 3M (Canada) 4500375427 Read Purchase Order Change (ASM) 21212015 2:36 PM
[LE] }g 3M (Canada) 4500375427 Read Purchase Order (ASN) 21212015 2:12 PM
[LIE] }g 3M (Canada) 400000112 Read Purchase Order Change (ASM) 11132015 2:52 PM |:|
[LYIE] 3M (Canada) 4000112 Read Purchase Order Change 11372015 2:04 PM |:|
[LYIE] 3M (Canada) 4000112 Read Purchase Order 1/12/2015 10:28 AM
Page 1 v of1 Total 7 records. Search by Document Name: Sdarch

A CORCENTRIC PAYABLES AUTOMATION SOLUTION

2. Click on the L.

| button.

Click on the checkbox at the end of each line of the Read PO’s or PO changes that you
are acknowledging without any changes.

Main Archive User Management
Inbox Filter Options Key
@ Read @ Check Mew Documents B| Read Document ¥| Restored Document | Detail view of 3 Way Match
@ Unread @ View All Documents Unread Document %| Remittance Information @ PO Acknowledgement Detail
View Al |E| Parent PO's | Admin Status Change Zg,' Inveoices/ASNs
Page 1% of1 Total 7 records. |AII Document Types had | Search by Document Name:| | Search
[ Daic Recsived v | -
Y] 3M (Canada) 4300004137 Read Purchase Order Change (Acknowledged) 471372015 2:04 PM
m| B[l 3M(canada) 4300004137 Read Purchase Order (Acknowledged) (ASN) 411312015 1:24 PM | Acknowledge selected documents
LS| ?g 3M (Canada) 4300375427 Read Purchase Order Change (ASN) 21272015 2:36 PM
[LIE] }g' 3M (Canada) 4300375427 Read Purchase Order (ASN) 21272015 2:12 PM
[LIE] }g' 3M (Canada) 400000112 Read Purchase Order Change (ASN) 1/13/2015 2:52 PM |:|
m| B 3M (Canada) 4000112 Read Purchase Order Change 11372015 2:04 PM |:|
LIE] 3M (Canada) 4000112 Read Purchase Order 11272013 10:28 AM
Page 1w of1 Total 7 records. Search by Document Name: Search

A CORCENTRIC PAYABLES AUTOMATION SOLUTION
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PURCHASE ORDER ACKNOWLEDGMENT (POA)

3. Once the system has generated the POA'’s the system will let you know that they were

created.

corcentric

Cor360 Purchase Order Supplier Portal: Send Complete

Cor360 Purchase Order

Supplier Portal

Your forms have been successfully sent to the designated Trading Partner.

Corcentric Supplier Portal
Date/Time: 02/22/2021 12:37:36
Document References: 480000413T, 4500004137, 4800375427, 4300375427, 4000112

4. You will still have visibility of those POA’s in your outbox.

InfoAccess.neti

Qutbox Filter Options
® Ack © Check New Documents

Archive

$| Remittance Information Detail view of 3 Way Match

hange Vend: r| @Change Community | @Help| ©Contact Support| ©Logout

User Management

@ Unachr @ View All Documenis ¥ | Restored Document I Advance Ship Notice Labels M| Admin Status Change
View Al W= Payment Acceleration @) ch ange Payment Acceleration
Page of3 & ¢ > » Search by | Document Name || |[ search |
Nate S - ™

B 3M (Canada) 4000112 4000112 Waiting P. O. Acknowledgement  2/22/2021 12:37 PM D

B 3M (Canada) 4300375427 480037542T Waiting P. O. Acknowledgement  2/22/2021 12:37 PM D

B 3M (Canada) 43003754217 4800375427 Waiting P. O. Acknowledgement  2/22/2021 12:37 PM D

B 3M (Canada) 4300004137 4800004137 Waiting P. O_Acknowledgement  2/22/2021 12:37 PM |

B 3M (Canada) 4300004137 4800004137 Waiting P. O Acknowledgement  2/22/2021 12:37 PM O

IE] 3 (Canzamy | 2800002131 RO000NATAT Wagng P O Acknowledgement 21212021 12,33 PM ™

B 3M (Canada) TEST0000922B ooon ing Advance Ship Notice 8/22/2016 1:20 PM O

E] 3M (Panama) 10000922 000323TEST-1 Waiting Advance Ship Notice 9/22/2016 1:12 PM I

B 3M (Canada) TEST0000922A 0001NMTTEST Waiting Advance Ship Notice 9/22/2016 1:00 PM O

5 B 3M (Canada) TEST0000922 0001NMTTEST Waiting Advance Ship Notice 8222016 10:06 AM O
. =1 BER L T ARAaASTEST A NI L AMAMmRAS feEE AR m—
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ADVANCED SHIP NOTICE (ASN)

Advance Ship Notice (ASN)
CLICK HERE FOR A TUTORIAL:

https://s3.amazonaws.com/CorcentricUniversity/2019/Cor360%20Purchase%200rders/Videos/White%
20Label/2021/Supplier%20Portal%20Welcome%20-%203M%20Global.mp

3M Global may require an Advance Shipment Notice for each PO. Please note: the POA will
need to be sent before an ASN can be created. If the Advance Ship Notice Wizard link is at the
bottom of the PO, then this document is required. If 3M Global has indicated that an ASN is
required, you must complete the ASN Wizard prior to invoicing.

PLEASE NOTE: The required documents indicator is by line. When you click on
the ASN wizard you may or may not see all the lines from the PO. If the line
doesn’t require an ASN then you will not see it in the wizard.

To begin, locate the original or updated PO in your Inbox. Open the document and click on the
Advance Ship Notice Wizard at the bottom of the screen. Please note — The ASN should be
sent to 3M 24 hours prior to shipment arriving at 3M Dock.

Scroll to the bottom of the PO and click on Advance Ship Notice Wizard

Order Summary

Number of Line ftems: 2
| P.0. Acknowledgment Wizard [ Advance Ship Notice Wizard

Create PDF

Please Note: You can copy and paste information from your system into the portal to fill
in the necessary information for the Advance Ship Notice.

Step 1 Header Information

Step 1 contains the header information. Complete each field as directed below and click,
Continue, to go to the next step or click through the tabs at the top.

e Shipment Identification (Required): This field should contain your unique shipping
identifier for this order.

o Date (Required): Enter the date of your ASN

o Time (Required): Enter the time of your ASN

Proprietary and Confidential Copyright © 2018 esile
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ADVANCED SHIP NOTICE (ASN)

Carrier Details
o Packaging Code (Required): Select from the drop-down menu. Options are:

o Carton o Package
o Mixed Container Types o Pallet

e Lading Quantity (Required): Enter gty here. Please note the Lading qty is the number of
pieces expected to be delivered for the shipment. Such as the number of pallets or loose
cartons.

e Equipment Description (Required): Select from the drop-down menu. Options are:

o 20 FT. IL CONTAINER (CLOSED o TRAILER, DRY FREIGHT
TOP) o TRAILER,

o 40 FT. IL CONTAINER (CLOSED HEATED/INSULATED/VENTILATE
Top) D

o AIR FREIGHT (BREAK BULK) o TRAILER, REFRIDGERATED

o FLAT BED TRAILER o TRUCK, VAN

o TANK CAR

Proprietary and Confidential Copyright © 2018 PR
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ADVANCED SHIP NOTICE (ASN)

e Equipment Number Sample ASN- Step 1 Header Information

(Required): Enter equipment — —
number here. Step 1 Header Information

o Bill of Lading Number shipment identiication: | A A AN
(Required): Date: [ E=H-

e BOL cannot have any special Time: [ ] (Format: MMM 24 Hour Clock . 3:00 PH = 1500 or HHMISS)
characters.

: . Carrier Detail
e Enter bill of lading number here. S (s soeess -

Packaging Code:

If not available, use the Lading @ )
following:
le) Sma” Parcel/car”er Equipment Description: |<NunaSeIeded> V|’=
Shipments = Tracking | fwementtomeer [ |-
Number Bill of Lading Number: | |+
o Full Truckload = Trailer -
Date/Time Reference
and seal number Delivery Requested: :
o Less-than-Truckload = | umatedveiver:  1=H-
Pro Number
o Ocean = Container Carrier
Number Origin: <None Selected= W

o Air — Airway Bill

ID Code:

Date/Time Reference Reference Numbers

e Delivery Requested
(Required): This date defaults
to the requested date from the
PO.

P.0. Number:

Contract Humber:

Invoice Number:

* Required

Vendor Information #9999997

InfoAccess.netl

oooooez4

F.0.B. Information

o Estimated Delivery
(Required): Enter your

Payment Method:
FOB Location:
FOB Description:

PREPAID (BY SELLER)
PLACE OF DELIVERY
PLACE OF DELMERY

estimated delivery date at 3M location.

Carrier
Carrier information is required when using a 3M carrier, 3M is paying for the freight, or
you are shipping cross country borders.

For All 3M Locations: There are Shipping and Transportation information on 3M Supplier
Direct website:

Link to 3M Shipping &Transportation (Select appropriate 3M Location and then go to Shipping Instruction
e Choose Carrier Name.
¢ |D code will be populated based on carrier name chosen.

Reference Numbers
e Enter your contract number and invoice number here, if known. These fields are optional.

Proprietary and Confidential Copyright © 2018 steiile, o
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ADVANCED SHIP NOTICE (ASN)

Vendor Information, PO Information and F.O.B. Information
Sample ASN for Standard PO- Step 2

e The data here is pulled from the purchase
order. It is not available for you to modify.

Step 2 Detail Information (Line
ltems)

Step 2 contains the detail shipping information
for each item on the purchase order.
Complete the required fields as directed, then
click Continue to go to the Summary step, or
click the Summary tab at the top.

Fields Pulled from the Purchase Order

These fields are pulled from the PO: Line Item
Number, Buyer’'s Part Number, Vendor’s Part
Number, Quantity (Field can be edited), UOM,

Heacer

Step 2 Detail Information (Line Items)

Line #: 10
Quantity: | 200 UoM; KT

2345678
26325, PPS 2 0 Lg (2802.85

Buyer's Part Number:
Description; OmL} Kit, 1250
Carrier Details

Gross Weight. : | <None Seleclod> d

Volume: | : [<None Salected= v
Estimated Net Welght: | : [ <None Selected> ~

Volurme: : | <None Selected> |

Reference Information
Batch/Lot Number: |
Serial Number: |

Date Information

Manufacture |
=
Batch Managed Purchase Orders require efther the Manufacture or Shelf Life Pxpiration date

Shelf Life Expiration: |

Required

Continue ] [ Continue With Errors

Summary

Errors.

Quantity, Gross
Weight,
Estimated Net
Weight and
UOM are
required for
each line item.

v

Enter Batch
Managed
and/or
Serial
Number

and Description. *Please note if the buyer and/or vendor part number have not been sent
on the purchase order, you will need to enter in your vendor part number in step 2 of the
ASN. If no vendor part number, then enter NA.

Fields for you to Complete

o Quantity: Adjust the quantity to reflect the quantity in the shipment. Please note if you are
only shipping 1 line on a multiple line PO enter 0 in the quantity field for the line(s)
you are not shipping.

Carrier Details
e Gross Weight & UOM (Required): Enter weight and choose the UOM from the drop-down
menu.

¢ Volume and UOM for the Gross Weight (Optional): Enter volume and select the UOM
from the drop-down menu.

o Estimated Net Weight & UOM (Required): Enter weight and select the UOM from the
drop-down menu.

o Please note —if you are unsure of the Estimated Net Weight and UOM you can
enter in the same value as the Gross Weight.

¢ Volume & UOM for the Estimated Net Weight (Optional): Enter volume and select the UOM
from the drop-down menu.

Reference Information

e Batch/Lot Number (Required if material is batch managed): Enter your batch number
here. Important! If you are shipping a single line item as separate batches, you must enter
the data for each batch.

e Batch number limited to 10 characters. Please note 3M will only load the first 10 characters

into their system.
Proprietary and Confidential Copyright © 2018
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ADVANCED SHIP NOTICE (ASN)

Batch number cannot begin with the number zero or include special characters.

Serial Number (Required if material is Serial Number Required): Enter your serial
number here. Important! If you are shipping a single line item as separate serial numbers,
you must enter the data for each serial number.

Serial number limited to 10 characters. Please note 3M will only load the first 10 characters
into their system.

Serial number cannot begin with the number zero or include special character.

Click on Duplicate Line Item to enter the necessary additional data.

Date Information — If the PO is Batch Managed then one of the below dates are required.

e Manufacture: Enter (or select) the date the item was manufactured.
¢ Shelf Life Expiration: Enter (or select) the date the item expires.

@ Step 3 Summary of Entered Information
This last step summarizes the data that you have entered.

o To make changes to any field, click on the Header or Detail tabs at the top.

e To send the ASN to 3M Global, click, Send. You can view and track the status of this

document in your Outbox.

o If you are not ready to send this document to 3M Global, you may save it as a draft by
clicking Draft. You will be prompted to provide a name for the document. You can later

retrieve the document from the Draft tab to continue working on it.

e If you need to later edit this document and resend it to 3M Global, locate the ASN in your

Outbox, open it, then click Review and Send.

Sample ASN- Step 3 Summary of Entered
T e w1

Advance Ship Notice Information
Shipment Identification: Sample
Date: 08/30/2016
Time: 1500

Carrier Details
Packaging Gode: CARTON
Lading Quantity: 45

Equipment Description: FLAT BED TRAILER
Equipment Number: 456233 Date/Time Reference
Bill of Lading Number: bl45623 Delivery Requested: 0112812015
Estimated Delivery: 081212016
Vendor Information #9999997 .
FOB Information
InfoAccess.nett
Payment Method: PREPAD (B SELLER)
FOB Location: PLACE OF DELIVERY
Carrier #
FOB Des:

Purchase Order Information
P.0. Humber: 00000824

L Ul g alion. =y

sart Humber I Vendor's Part Number T Guantty |

Click here to 557 ME8-25-0006

MSCORED AND CORNER

send the ASN E
to 3M Global P

SRR RERRRERRRREL,
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ADVANCED SHIP NOTICE: SUBCONTRACT
(FABRICATE AND HOLD)

Advance Ship Notice: Subcontract (Fabricate and Hold)

3M Global may require an Advance Shipment Notice for each PO. If the Advance Ship Notice
Wizard link is at the bottom of the PO, then this document is required. If 3M Global has
indicated that an ASN is required, you must complete the ASN Wizard prior to invoicing. Please
note: A Purchase Order Acknowledgement will need to be created before an ASN can be
created.

PLEASE NOTE: The required documents indicator is by line. When you click on the ASN
wizard you may or may not see all the lines from the PO. If the line doesn’t require an
ASN then you will not see it in the wizard.

To begin, locate the original or updated PO in your Inbox. Open the document and click on the
Advance Ship Notice Wizard at the bottom of the screen. Please note — The ASN should be
sent to 3M 24 hours prior to shipment arriving at 3M Dock.

Scroll to the bottom of the PO and click on Advance Ship Notice Wizard

Order Summary
Mumber of Line tems: 2

I P.0. Acknowledgment Wizard Advance Ship Notice Wizard '
Create PDF

Subcontract (Fabricate and Hold) purchase orders vt Bioisaion

require additional fields to be completed with the ASN. | p.o.Number:  0000805A /
You can check if you have a Subcontract (Fabricate and Purpose: | Sriginel :

Hold) PO by reviewing the P.O. Type in the upper right ik i;%%‘?;ér??fﬂaﬁfﬁémr =

corner of your PO document.

Please Note: You can copy and paste information from your system into the portal to fill
in the necessary information for the Advance Ship Notice.

Step 1 Header Information

Step 1 contains the header information. Complete each field as directed below and click,
Continue, to go to the next step or click through the tabs at the top.

e Shipment Identification (Required): This field should contain your unique shipping
identifier for this order.

o Date (Required): Enter the date of your ASN

o Time (Required): Enter the time of your ASN

Proprietary and Confidential Copyright © 2018 esile
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ADVANCED SHIP NOTICE: SUBCONTRACT

Carrier Details

(FABRICATE AND HOLD)

Packaging Code (Required): Select from the drop-down menu.

e Lading Quantity (Required): Enter gty here. Please note the Lading qty is the number of
pieces expected to be delivered for the shipment. Such as the number of pallets or loose

cartons.

e Equipment Description (Required): Select from the drop-down menu.

e Equipment Number
(Required): Enter equipment
number here.

o Bill of Lading Number
(Required):

BOL no special characters.

e Enter bill of lading number here.
If not available, use the
following:

o Small Parcel/Carrier
Shipments = Tracking
Number

o Full Truckload = Trailer
and seal number

o Less-than-Truckload =
Pro Number

o Ocean = Container
Number

o Air - Airway Bill

Date/Time Reference

o Delivery Requested
(Required): This date defaults
to the requested date from the
PO.

o Estimated Delivery
(Required): Enter your
estimated delivery date at 3M
location.

Proprietary and Confidential Copyright © 2018
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Sample ASN- Step 1 Header Information

Detail Summary
Step 1 Header Information
shipment identification: | -
e —T
Time: |:| (Format: HHMM 24 Hour Clock. i.e. 2:00 PM = 1500 or HHMMSS)

Carrier Details
Packaging Code:

<None Selected= =

Lading Q

Equipment Description: | <None Selected= v|x

Equipment Number:

U

Bill of Lading Humber:

Date/Time Reference

Delivery Requested: 112812015 [ -
Estimated Delivery: I:I =
Carrier

Oriain: <None Selected> W

ID Code:

Reference Numbers

Contract Humber:

P.0. Number:

Invoice Number:

* Required

Vendor Information #9999997

InfoAccess.netl

oooooez4

F.0.B. Information
Payment Method:

FOB Location:

FOB Description:

PREPAID (BY SELLER)
PLACE OF DELIVERY
PLACE OF DELIVERY

i corcentric
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ADVANCED SHIP NOTICE: SUBCONTRACT
(FABRICATE AND HOLD)
Carrier

Carrier information is required when using a 3M carrier, 3M is paying for the freight, or
you are shipping cross country borders.

For All 3M Locations: There are Shipping and Transportation information on 3M Supplier

Direct website:
Link to 3M Shipping &Transportation (Select appropriate 3M Location and then go to Shipping Instruction

e Choose Carrier Name.
e ID code will be populated based on carrier name chosen.

Reference Numbers
e Enter your contract number and invoice number here, if known. These fields are optional.

Vendor Information, PO Information and F.O.B. Information
e The data here is pulled from the purchase order. It is not available for you to modify.

Step 2 Detail Information (Line Items)

Step 2 contains the detail shipping information for each item on the purchase order. Complete
the required fields as directed, then click Continue to go to the Summary step, or click the
Summary tab at the top.

Fields Pulled from the Purchase Order

These fields are pulled from the PO: Line Item Number, Buyer’s Part Number, Vendor’s Part
Number, Quantity (Field can be edited), UOM, and Description. *Please note if the buyer
and/or vendor part number have not been sent on the purchase order, you will need to
enter in your vendor part number in step 2 of the ASN.
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ADVANCED SHIP NOTICE: SUBCONTRACT
(FABRICATE AND HOLD)

Fields for you to Complete

¢ Quantity: Adjust the quantity to reflect the
quantity in the shipment. Please note if you
are only shipping 1 line on a multiple line
PO enter 0 in the quantity field for the
line(s) you are not shipping.

Subline Item Detail

o If your purchase order is a “Subcontract
(Fabricate and Hold)” PO, you will see
additional fields in the Detail screen and
have the option to enter 3M’s unique batch
number and/or Serial Number for each of the
sublines. (See Reference Information
below). Please Note: If not shipping an
item in the Subline Iltem Detail enter 0 in
the qty.

Carrier Details

e Gross Weight & UOM (Required): Enter
weight and choose the UOM from the drop-
down menu.

e Volume and UOM for the Gross Weight
(Optional): Enter volume and select the
UOM from the drop-down menu.

Sample ASN for Standard PO- Step 2

ptep 2 Detail Information (Line Items)

e #: 10

Quantity: | 500 LOM: KT

Buyei's Part Humbar:

Description:

T123456TS
6325, FPS 2.0 Lg (F80z B50mL ) Kit 1250

Subline kem Detail
Quansity:

500 Uom: E&

Description
Subiling Mam Number;

PPS 20 Lg Gups, US Bulk S50wL, 16106V
GOOD00004 100023545

Batch Numbser: |

Sena amber |-

L Duplcate Subline ltzm Detail

Carrier Details

Enter the details
for each subline
item for a
Subcontract
(Fabricate and
Hold) PO.

|

Enter
Batch
Managed

Gross Weight:

UOM: | <Mane Selecteds
 |uom
| vom:
—l LOM: | <MNane Se

Reference Information

Walume: =HNone Selected= -

Eatimated Mat Weight: <Hone Selectad»

Valume: ecteds ~
Batchilot Number:
Date Information

Manutacture:

=H
Shelf Life Expiration: _P!S-I

Batch Managed Purchase Drders requine ekher the Manufacture

or Shelf Life Bxpiration date

and/or
Serial
Number

o Estimated Net Weight & UOM (Required): Enter weight and select the UOM from the

drop-down menu.

o Please note —if you are unsure of the Estimated Net Weight and UOM you can
enter in the same value as the Gross Weight.

e Volume & UOM for the Estimated Net Weight (Optional): Enter volume and select the

UOM from the drop-down menu.

Reference Information

e Batch/Lot Number (Required if material is batch managed): Enter your batch number
here. Important! If you are shipping a single line item as separate batches, you must enter

the data for each batch.

e Batch number limited to 10 characters. Please note 3M will only load the first 10 characters

into their system.

e Batch number cannot begin with the number zero or include special characters.

o Serial Number (Required if material is Serial Number Required): Enter your serial

number here. Important! If you are shipping a single line item as separate serial numbers,

you must enter the data for each serial number.

e Serial number limited to 10 characters. Please note 3M will only load the first 10 characters

into their system.
Proprietary and Confidential Copyright © 2018
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ADVANCED SHIP NOTICE: SUBCONTRACT
(FABRICATE AND HOLD)

e Serial number cannot begin with the number zero or include special character.
e Click on Duplicate Line Item to enter the necessary additional data.

Date Information — If the PO is Batch Managed then one of the below dates are required.
e Manufacture: Enter (or select) the date the item was manufactured.

o Shelf Life Expiration: Enter (or select) the date the item expires.

Please note: All components specified on the Purchase Order must be returned on the
ASN. If one or more of the components are not consumed, the vendor should enter 0 in
the quantity, gross weight and estimated net weight.

Step 3 Summary of Entered Information

This last step summarizes the data that you have entered.

¢ To make changes to any field, click on the Header or Detail tabs at the top.

Sample ASN- Step 3 Summary of Entered
e To send the ASN to 3M

Global, click, Send. You can e e

view and tra‘Ck the status Of Carrier Details Advance Ship Notice Information
this document in your Outbox. | fewesms coe caron Shipment ldentificadon: e e
Equipment Description: FLAT BED TRAILER Time: 1500
o |f you are not ready to send Equipment Number: 455232 Date/Time Reference
i Bill of Lading Number: bll45623 Delivery Requested: 01/28/2015
th|s document to 3M GIObaI, ‘ Estimated Delivery: D8/31/2016
. Vendor Information #9999997 FOB Information
you may Save It aS a draft by nfeAceess netl Payment Method: PREPAID (BY SELLER)
clicking Draft. You will be Carrier Fof Descrpton:PLACEoF DELNERY
prompted to prOVide aname Purchase Order Information :?;ZZZ:::;T':':::L Code: MUTUALLY DEFINED
P.0. Number: 00000824
for the document. You can
Line ltem Information
later retrieve the document 7 hamber I Verors Partumber [ owwin | vow
) i:: Click here to §572 | M68-25-0006 | 1 | EA
from the Draft tab to continue bem ORED AND CORNER
i . cai  send the ASN .
working on It :;E to 3M Global fre,

-"'--:-'l.

e If you need to later edit this document and resend it to 3M Global, locate the ASN in your
Outbox, open it, then click Review and Send

i corcentric
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INVOICING

Invoicing

To submit an invoice to 3M Global, begin by selecting the original or updated purchase order
from your Inbox. Next, click on the Invoice Wizard link at the bottom of the purchase order.
PLEASE NOTE! The Invoice Wizard will not be visible until you have completed the
required steps such as a PO Acknowledgment and/or an Advance Ship Notice.

PLEASE NOTE! If you have not sent an Advance Ship Notice for each of the lines you will
not be able to invoice. For example, if a PO has 5 lines and you have sent an ASN for 2
of lines those are the only lines you will be able to invoice.

Most of the invoice fields throughout the invoice wizard have already been populated with the
data from your 3M Global purchase order.

Please Note: You can copy and paste information from your system into the portal to fill
in the necessary information for the Invoice.

To use the Invoice Wizard, simply address the fields in each section and click on Continue when
each section is complete. You can also navigate through the sections by clicking on the tabs
across the top. If you have not completed a mandatory field, such as invoice number or invoice
date, you will receive an error message in red. The error message will instruct you how to
proceed. The Invoice Wizard has four steps: 1) Header Information 2) Detail Information (Line
Items) 3) Summary Information (Charges) and 4) Summary Information (Taxes). If you do not
have any extra charges or taxes, you can skip these sections.

Step 1 Header Information

The fields in the Header section are described below:
Invoice Header

e Invoice Number

Detail Chal Ts
(Required): Enter a = = -

unique invoice number.
Note: Cannot send
dashes, slashes,
spaces, period, or any
other special character

in the invoice number. nvelce Date: (12222015 | BB equied

Step 1 Header Information

Invoice Number: |Sample |Required

Trangaction Type: |PHDDUCT ({OR SERWICE) INVOICE | Required
e Invoice Date Delivery Requested: [0g29/2014 | 8| Required

(Req ut red): En'ter the Total Invoice Amoumnt: Regquired: (Include any Mizcellanecus Charges and/or Taxes)
invoice date using the

MM/DD/YYYY format.
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INVOICING

Please note you cannot future date your invoice, and you may not back-date your invoice
more than 365 days.

e Transaction Type (Required): Choose either PRODUCT (OR SERVICE) INVOICE or
CREDIT MEMO from the drop-down menu.

o Delivery Requested: Defaults to the date on the PO.

e Total Invoice Amount (Required): Enter in the total invoice amount for your invoice
including extra charges and tax (s). We will use that total to compare what you entered and
what our system calculated on the summary screen. If the total’'s do not match you will need
to return to this step and fix the total invoice amount or change the data that you entered in
steps 2 and 3.

e The fields for the Ship To are automatically Invoice Wizard Step 1 Header Information
populated from the purchase order.

Ship To #2006

¢ Toinclude any Reference Information, Name: 3M Brockville - PSD
select from the drop down and enter the Address:  [1360 Calfomia Drive, | Required
corresponding data. This is optional. | |
City: [Brackville cA | Required
e You may include comments pertinent to Provinceltate: [ON | Requied

Postal Code: KEW o3 Reguired

Country: CA

the header by clicking

e Add Comments. PLEASE NOTE:

COMMENTS ARE REQUIRED IF THE PO | feference Numbers

i [sNone Selected= v | |
IS A Mutually Defined PO (LIMIT PO). A [None Saicies 3l S T
limit PO is used for services and will cover | e saecisa < : Commentsare =
an extended period. 3M will issue this PO |[zNoneseiestes= v —a requiredif PO

so*" _, isalimit PO.

for a service and typically will expect the
supplier to generate several invoices back | comments «+**
to 3M based on the service that is provided

at that time. The invoices could be weekly, [ Contind
monthly, or as supplied, depending on the

type of service that is being purchased.

e The fields in the bottom sections, Vendor/Invoicing and Purchase Order Information are
pulled from the purchase order and cannot be changed. If your company has multiple remit
tos you will be able to choose from a drop-down menu. If the remit to is incorrect, do not
proceed - please contact your 3M Global buyer.

e Click Continue to go to the next step, or click on the Detail tab.

Invoice Wizard Step 1 Header Information
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INVOICING

1 TEST RD

1 TEST RD

1 TEST

Vendor Information #999998
3M CANADA DEMO CO

CLEVELAND OH 44131 US

. Terms Type: DISCOUNT NOT APPLICABLE
Invoicing Party #999998 erms e
3M CANADA DEMO CO

CLEVELAND OH 44131 US Net Days Due: B0
Party To Pay Remittance LpellelE - 8

Description: Met 60 Days
3M CAMADA DEMO CO

CLEWELAND OH 44131 USA

P.O. Number: 123450323

Terms of Sale

Terms Basis Date: INVOICE DATE
Discount Percent: 0
Dizcount Days Due: D

@ Step 2 Detail Information (Line Items)

e The item details are
pulled from the purchase
order. You may edit Qty
(Quantity) and the Unit
Price. Make any
necessary changes by
clicking in the box.

e Toremove a line item,
enter “0” for the quantity
or click the Remove This
Line Item button.

e Click Continue to
proceed to the next step
or click the Charge tab at
the top.

ox Summary |

Step 2 Detail Information (Line Items)

If you do not want to invoice a particular line item please click "Remove This Line ltem™ or enter zero "0 for quantity.

Line #: 10
Qty: UOM: ZZ Unit Price: |247.00000 Format: XK X000
Description: DEMO ITEM ONE
Remove This Line ltiem
Line #: 20
Qty: UOM: ZZ Unit Price: |36.70000 Format: XK X000
Description: DEMO LINE 2
Remove This Line liem

I Continue I [l cantinue with Errors

¢ If you do not have extra charges or taxes, you can skip to the Summary tab.

@ Step 3 Summary Information (Charges)

To add a charge to the invoice, first click Add Charge. Then complete the following fields:
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o Charge Type: Select the appropriate
type of charge from the drop-down
menu.

e Charge Description: This field will
automatically be populated based on
the type that you select. If you
choose MUTUALLY DEFINED, you
will need to enter the description.

o Charge Amount: Enter the dollar
amount of the charge.

INVOICING

Invoice Wizard Step 3

— betan e sy |

Step 3 Summary Information (Charges)

Use this step only if you have charges (or credits) outside the line item (ex. Freight).

Please choose the description that best fits the charge that is being fransmitted.

Charge Description: ‘ Required

Total Charge Amount: l:l Required
Remove This Charge

Add Charge

Continue [ Gontinue with Errors

To add additional allowances or charges, click on the Add Charge link. To remove a Charge,
click on the Remove Charge link. Click Continue to go to the next step or use the tabs at the

top.

TIP: If your invoice (or credit) contains only a charge (no line items), enter a zero in the quantity

field for the line items, then complete the data in Step 3.

Step 4 Summary Information (Taxes)

To add tax to the invoice, complete the following fields:

e Tax: Select the appropriate tax type from the Tax drop-down field.

¢ Amount: Enter the dollar amount of the tax.

o Tax Registration Number: The tax registration/reference number is required for VAT, GST,
HST, or QST taxes. If you provide this information when you first registered with Cor360

Purchase Order Supplier Portal, this field should populate automatically.
Invoice Wizard Step 4

e To add additional Tax, click

on the Add Tax link. To

remove a Tax, click on the
Remove Tax link.

Use thiz step only if you have taxes.

e Click Continue to go to the

Step 4 Summary Information (Taxes)

next step or use the tabs at Tax:
the top of the screen.

Please choose the description that best fits the tax that is being transmitted.

Required

Tax Amount: l:l Required
Tax Registration Number: |
Add Tax

[[] cantinue witn Errors

TIP: If your invoice (or credit)

contains only tax, this must be entered in Step 3 (Charges) rather than in Step 4. In Step 3,
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INVOICING

Select the Charge Type as Mutually Defined and enter the tax amount in the Total Charge
Amount field.

Summary of Entered Information

After you have completed each of the four invoice sections, the summary screen allows you to
review the entered information. To make a change to any section, click on the links provided, or
navigate the appropriate section by clicking on the tabs.

If you are satisfied with the information entered, click the Send link at the bottom of the screen.
This will send your invoice to 3M Global. You can monitor the status of your invoice in your
Cor360 Purchase Order Supplier Portal Outbox. Please note that 3M Global processes
invoices once per night. A status of Acknowledged means that 3M Global has successfully
received your invoice.

Invoice Summary

If you would like to save the invoice to review or submit later,
click the Draft link at the bottom of the screen. You will be [ Send | | [ Dratt |
prompted to enter a draft name (such as the invoice number).
The draft will be stored in the Draft section of Cor360 Purchase Order Supplier Portal.
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INVOICING

Resending Invoices

If you discover that you have submitted an invoice that is incorrect, contact your 3M buyer and
provide them with the details (invoice number and total invoice amount) and ask them to delete
the invoice. Note that the buyer contact information can be found on the purchase order. Once
the invoice has been deleted on the 3M side, you can go back into Cor360 Purchase Order
Supplier Portal and submit a corrected invoice using the same invoice number.

To edit and resend an invoice that has already been submitted, go to the Outbox, and open the
invoice by clicking on the icon in the Options column. (Please note, that you cannot resubmit an
invoice that has been created within 24 hours.) Next click Review and Send. This will open the
invoice for you to edit. Use the edit hyperlinks under the appropriate section to open the fields
for editing. For example, to change the price, click on the Edit Line Items link. Next, make the
necessary changes and continue through the invoice wizard. Click Send Invoice to send the
edited invoice to 3M Global. You will see both copies of this invoice (original and edited) in your
Outbox.

Review & Send

Invoice Summary

Total Invoice Amount:  100.00 l

Review & Send
Create PDF
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COUNTRY SPECIFIC RULES FOR 3M

ALL

Supplier is responsible to advise 3M if submitting elnvoices is not supported legally or regulatory
and provide 3M with appropriate regulation.

Latin America

If you are a Mexican 3rd party provider selling to 3M Panama Pacifico and shipping to San Luis
Potosi in Mexico - please send the following header comment on your invoice:

OPERACION EFECTUADA AL AMPARO DEL ARTICULO 105Y 112 DE LA LEY ADUANERA,
ARTICULO 29 FRACCION | DE LA LEY DEL IVA. ARTICULO 156 DEL REGLAMENTO DE LA
LEY ADUANERA 5.1.3.,5.2.2,5.2.3Y 4.3.22 DE LAS REGLAS DE CARACTER GENERAL EN
MATERIA DE COMERCIO EXTERIOR VIGENTE.

In addition, vendor should include IMMEX Number for: 3M Purification S de RL de CV (2679-
2006)

Panama Pacifico

If Supplier is from Panama and invoicing to 3M Panama, follow invoicing instructions to
manually send in the invoice, (elnvoicing is not allowed in this situation). Panama suppliers
should elnvoice non-3M Panama locations.

Mexico

If Supplier is from Mexico and invoicing to 3M Mexico (including EDUMEX), follow invoicing
instructions to manually send in the invoice, (elnvoicing is not allowed in this situation). Mexican
suppliers should elnvoice non-3M Mexican locations.

Swedish Suppliers

If you are a Swedish supplier and use a payment reference number (KID/FIK number) in your
current invoice process, then you must include this in the EDI invoice.

3M Belgium

Toll levied when materials are transported by road in a large truck, if not included in the material
prices, should be included in the shipping charges.

Europe (All)

If supplier billing entity is in Europe and sending an invoice to any European 3M entity, then
both supplier VAT registration number and 3M VAT registration number must be included in the
EDI invoice.
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REMITTANCE

Remittance

If you receive remittance information via Corcentric. There are 2 ways to view the remittance:

1. To view the entire remittance advice, click on the envelope in the options column for the
remittance document type in your inbox:

Archive User Management

Inbox Filter Options Key

© Read © Check New Documents B! Read Document ¥ Restored Document &/ Detail view of 3 Way Match

@ Sﬁl © View All Documents 8| Unread Document $  Remittance Information ﬁl PO Acknowledgement Detail

@I Parent PO's ®  Admin Status Change Ig| Invoices
v
L
11%0%;35 € ¢ » |A|I Document Types ‘ Search by Document Name: Search
| | m " Date Recavea |

] M Global 2019111225 Unread |Remittance Advice 11/12/2019 12:36 PM O
i | 3M Global 2019111111 Unread ' 11/12/2019 12:03 PM n|
i 3M Global 2019111211 Unread Remittance Advice 11/12/2019 12:03 PM D
~ 3M (Canada) 4806809764 Unread Purchase Order 11/11/2019 9:06 AM 1
i 3M (Canada) 4806809799 Unread Purchase Order 11/8/2019 3:51 PM D
a. Once you click on the envelope you will see all the remittance information for that

remittance total.

i. Inthe remittance you will see Remittance Total, Payment Date, PO (if
applicable), Due Date, Invoice Number, Billed Amount, Discount Amount
(if applicable) and Tax Amount (if applicable).

m Remittance Total: 445 40

Payment Date: 11/11/2019

Activity Log
PO Number Due Date Invoice Number Billed A t Di: Tax Amount
092420191 11/11/2019 NSITEST820 22270 0.00 0.00
Adjustment Reason: CANCEL OR ADJUST PRIOR CREDIT/DEBIT ADJUSTMENT
4306540731 11/11/2019 14806540731E 22270 0.00 0.00

Adjustment Reason: CANCEL OR ADJUST PRIOR CREDIT/DEBIT ADJUSTMENT

Create PDF

2. You will also be able to see remittance information when you see a green dollar sign $

next to the corresponding PO in your Inbox or next to the corresponding invoice in your
Outbox.
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REMITTANCE

l Remittance

B 5 11] IM (Canada) 000032204 Read FPurchase Order

a. Once you click on the green dollar sign, you will see the details for your
remittance advice. Details include remittance total, payment date, PO #, due
date, invoice number, billed amount, discount amount and tax amount.
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