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Use to identify any changes needed to your systems or processes and as a 
reference for new information appearing on your documents 

Reference Guide 

Enterprise Resource 
Planning (ERP)

South Africa



3M’s New ERP Enables our 
Transformation

Enterprise Resource Planning (ERP) system is used to 
automate business process and applications and is the 
foundation of our global operations. 

The ERP will deliver:

• Global systems connected worldwide

• Consistency across all our operations 

• Improved ease of doing business with 3M

• Higher quality of service 

• Increased speed and agility to respond to your needs



. All Rights Reserved.24 August 2022© 3M 3M Confidential.

Deploying a New Enterprise Resource Planning System

3M is transforming our company to deliver superior service, with improved 
speed and agility to position both of our companies for future growth.

As part of this transformation, we are implementing an 
Enterprise Resource Planning (ERP) system which will allow
for streamlined transactions with you once sites are deployed.

This reference guide highlights key changes you may see as we deploy our 
ERP. Please review with contacts in your organization such as purchasing, 
receiving, accounts payable and quality to assess whether any updates are 
needed to your processes or systems.
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3M sites that have implemented the ERP system will be referred to as "deployed sites;” sites that have not will be referred to as "non-deployed sites."
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While Most Things Stay the Same, You Will Notice a Few Changes

Consistent 
look across 
documents

Addition of 10-digit 3M 
ID number on 
documents and labels

Order timing now 
calculated to a delivery 
date

New information 
appears on certificates

Shelf life will be 
expressed as an 
expiration date

Documents 3M ID Numbers Order Dating

Certificates Order Numbering

Order Number Invoice Number

bCom

Invoice number is applied at billing rather than at order entry

New Online Partner Portal
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Process: New Fields on Order, Shipping and Billing Documents

• Future: Order number appears at order entry, delivery number is added at shipping, invoice number is assigned at billing.

Invoice
Order Number
Delivery Number
Shipment Nbr

Credit Memo
Order Number
Delivery Number

Billing
Invoice Number Added to each Shipment

Debit Memo
Order Number
Delivery Number

Delivery Note
Order Number

Delivery Number

Shipping
Delivery Number Added to each Shipment

Packing List
Ship Ref Number

Order 
Confirmation
Order Number

Ordering
Order Number 

assigned to 
Purchase Order

Images are for illustration purposes, where applicable.
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Current Future

3M ID 11-digit numeric.

10-digit random numeric – both the 11-digit and 10-digit 3M ID will be 

referenced during the transition. Customers may continue to use the 11-digit 

3M ID, UPC, 3M Catalog Number and/or Customer Part Number. 

Invoice 
Number

8 characters beginning with 1 letter.

The letter designates type of document (e.g., debit, credit, 

invoice), followed by 7 numbers.  

10-digit numeric (9234567891) randomly assigned, non-sequential. Billing 

documents such as the invoice, debit memo and credit memo begin with “9”. 

3M Order 
Number

There are 6 digits representing the invoice number.
10-digit numeric (4234567891) beginning with “4” referenced on most 

documents associated with a 3M order.

3M Delivery
Number

There is number on current delivery note

10-digit numeric (8234567891) beginning with “8” assigned to orders 

processed for shipping from deployed sites. If shipped from non-deployed 

sites, the format is 7-10 digit alphanumeric (AB12345678). 

Shipment 
Number

Not applicable today.

10-digit numeric (1234567891) assigned at shipping from a deployed site. If 

shipped from a distribution center (DC) or non-deployed manufacturing site, 

the format is 10-digit alphanumeric (ABCD123456). Multiple Delivery Numbers 

can be associated with one Shipment Number. 

Ship 
Reference 
Number

Not applicable today.

10-digit numeric (8234567891) beginning with “8” if shipped from deployed 

sites, which will match the Delivery Number on other documents. If shipped 

from non-deployed sites, the format will show 7-10 digit alphanumeric 

(AB12345678) that corresponds to the former 3M invoice number. 

Process: Product and Order Numbering Details

If you would like additional information, please contact Customer Service.
P7
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Current Future

Customers send a requested delivery date: 

Deliver on date: Order to be delivered on this date
Deliver by date: Order to be delivered on this date or before

Customers are asked to provide only delivery dates if requesting a date. 
Any date a customer sends will be used as a requested delivery date.

Delivery date: Order to be delivered on this date
Delivery date: Order to be delivered by this date

Example of Customer Requested Dates:

Assumes 2 day transit time Monday Tuesday Wednesday Thursday Friday

C
u

rr
e

n
t

Customer requests ship date of 
Wednesday

Order Shipped Order Delivered

F
u

tu
re

Customer requests ship date of 
Wednesday

ERP automatically turns ship date into 
delivery date

Order shipped Order Delivered

Customer requests delivery date of 
Wednesday

Order Shipped Order Delivered

Process: Customer-Requested Ship Dates

If you would like additional information, please contact Customer Service.
P8
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Process: Order Status
Current Future 

Order statuses do not appear on order acknowledgments.
There is no order status reacknowledgement.
Order status is provided via excel template file.

Order status report sent to customers to provide updates on status of 
open / back orders (report sent on request of customers in South Africa).

On request of customer ERP system will create order confirmation, that 
document will be generated and delivered to agreed e-mail address.
Order status do not appear on order acknowledgments, status is 
indicated by delivery date.  Order statuses appearing on bCom reflect 
order processing status:

Received:               Order received
In Process:            Order currently being processed
In Review:              Order being checked for completeness
Cancelled:              Entire order has been rejected or canceled
Partially Shipped: Partial order shipped
Shipped:                 Order shipped

P9
If you would like additional information, please contact Customer Service.
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Future

For some products, product descriptions on the packing list and/or label may vary from the product descriptions on the order confirmation, ship notice and/or 
invoice.

Note: All other product-related references (e.g., UPC) will remain consistent.

Example: Packing List and/or Label Description

3M™ Cubitron™ II Flap Disc 967A, 4-1/2in x 7/8in, 40+ Y-weight, T27, 10 per case

Example: Order Confirmation and/or Invoice Description

40+Y 3M967A FLAP DISC T27 4 ½ X 7/8

3M™ Coban™ Self Adherent Wrap, 1 inch x 5 yards, 30 Rolls/Case, 1581 1581 COBAN SELF ADH WRAP 1INX5YD, 30RL/CS

Process: Product Descriptions

If you would like additional information, please contact Customer Service.
P10

Current

For domestic billing there are no packing lists.
Packing lists are available for Export orders only.
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Current Future 

Units of measure are in various formats. Units of measure are in standard ISO format.

Nomenclature for some units of measure may appear differently 
depending on order placement method, for example electronic, fax, etc. 
Customers may continue to use existing format. 

Example: Customers who order by case may see CV instead of CA or CS; 
customers who order by box may see PAC for pack or CAR for carton 
instead of BOX.

Process: Unit of Measure Format

If you would like additional information, please contact Customer Service.
P11
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Process: Shelf Life
Current Future 

The product label has the Expiry date for the shelf-life managed products. 
The existence of production date only does not trigger the shelf-life 
management process

The product label has the Expiry date for the shelf-life managed products or 
the production date . The existence of production date only will trigger the 
shelf-life management process

If you would like additional information, please contact Customer Service.
P12

Example
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Process: Partner Portal - bCom

Current Future 

Order 3M products via Telephone, e-mail, fax etc.
Order through our new partner portal (bCom) – a single 3M customer 
experience, 24/7 anywhere access.

One-stop-shop, improved customer experience to check product 
availability, place orders, check order status, view real time price lists or 
product information. Also access agreements, pricing extracts, product files 
and information, news and announcements and more.

Accessed securely using a computer, tablet or mobile device.

Can upload your order file, or create a list of frequently ordered products to 
make the ordering process seamless and efficient.

A searchable catalog - look for products by entering a key word, product ID 
number, your own code or other product characteristics.

Customers who currently place orders manually will be contacted with detailed change information. 

If you would like additional information, please contact Customer Service.
P13

In the future, options will be available for EDI 
orders, acknowledgements, invoices and 

dispatch advices.
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Process: Configurable Products
Current Future 

Ordering miscellaneous products that do not have pre-defined 
characteristics (e.g., length and width, size etc.).

Ability to configure select products, choosing from predefined 
characteristics and/or options.

If you would like additional information, please contact Customer Service.
P14
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Future

3M Order Number
• Current: Does not exist
• Future: 10-digit numeric (4234567891) beginning with “4” referenced on most documents associated with 

a 3M order.

Account Number
• Current: 5-digit alphanumeric (AB1234)
• Future: 8-digit numeric (12345678). Only new account numbers will appear on documents.

• Current: Customer account assignments have two designations. The same account number may be used 
for both:

• Charge-To account number: Where AR posts and where the invoice is sent.
• Ship-To account number: Where products will be shipped.

• Future: Customer account assignments will have four designations. The same account number may be used 
multiple times:

• Sold-To account number: Where AR posts.
• Bill-To account number: Where the invoice is sent.
• Ship-To account number: Where products will be shipped.

3M ID 
• Current: 11-digit numeric
• Future: 10-digit random numeric – both the 11-digit and 10-digit 3M ID will be referenced during the 

transition. Customers may continue to use 11-digit 3M ID, UPC, 3M Catalog Number and/or Customer Part 
Number.

Document: Order Confirmation New Format

If you would like additional information, please contact Customer Service.
P15
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Future

Order Quantity Unit
• Future: Nomenclature for some units of measure may appear differently depending on order 

placement method, for example electronic, fax, etc. Customers can continue to use existing 
format. 

Customer Requested Date
• Current: Deliver By or Deliver On date if requested by the customer
• Future: Estimated delivery date if requested by the customer. If customer provides requested ship 

date it will be used as requested delivery date. If customer doesn’t provide a date, date is order 
processing date.

Delivery Date
• Current: Does not exist
• Future: 3M estimated delivery date. If customer sends a requested ship date instead of a delivery 

date, the Delivery Date will contain the requested ship date. 

NOTE: If items are shipping from a non-deployed location, the Delivery Date will show “TBD” (to be 
determined) until date is confirmed by site.

Orders with multiple shipping methods will split into multiple confirmations.

Document: Order Confirmation

If you would like additional information, please contact Customer Service.
P16

New Format
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Future

Certificate of Lot Conformance/Certificate of Conformance/Certificate of Analysis
3M Delivery/Invoice Number
10-digit numeric (8234567891) beginning with “8” assigned to orders processed for shipping 
from deployed sites. If shipped from non-deployed sites, the format will show 7-digit 
alphanumeric (AB12345).

3M Stock Number
• Current: 11-digit numeric
• Future: 10-digit random numeric – both the 11-digit and 10-digit 3M ID will be referenced 

during the transition. 

Certificate of Lot Conformance/Certificate of Conformance

If shipping from deployed sites: Return address on the document will change from the shipping 
location. Shelf life will change to an explicit calendar date calculated from date of manufacture. 
Product storage conditions will no longer show on the certificate – refer to the 3M technical 
data sheet. 

Certificate of Lot Conformance/Certificate of Analysis

Certificates of lot conformance or certificates of analysis from deployed sites will always show 
a date of manufacturing and will either have an explicit calendar date for the shelf-life expiry 
date or will display “Not Determined” in the shelf-life expiry date field – refer to the 3M 
technical data sheet.

Certificate of Analysis

As manufacturing sites deploy, customers will see a change in the format of the CoA 
documents.

Document: Certificates

If you would like additional information, please contact Customer Service.
D3P17
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Additional Labels

Product Level Labeling 
If 3M ID is printed on the product, the 10-digit stock 
number will be updated at a later date.

Primary/Inner Packaging/Labeling
If the 3M ID is printed on the inner pack, the 10-digit 
stock number will be added at a later date.

Shipper Case Label
For most labels, the 10-digit 3M ID will be printed in 
addition to the existing 11-digit 3M ID. Pre-printed 
labels will be updated at a later date. 

Transit/Transportation Labels & Documents
The 10-digit 3M ID will be printed in addition to the 11-
digit 3M ID where it currently appears. 

Shipping Label

Ship Reference
• Current: No current shipping reference added to the label
• Future: Ship Reference Number is 10-digit numeric (8234567891) 

beginning with “8” if shipped from deployed sites, which will match the 
Delivery Number on other documents. If shipped from non-deployed sites, 
the format is 7-digit alphanumeric (AB12345).

3M ID 
• Current: Product SKU, short description, packaging level, bar code, expiry 

date if relevant, etc
• Future: 10-digit random numeric – both the 11-digit and 10-digit 3M ID will 

be referenced during the transition. Customers may continue to use 11-digit 
3M ID, UPC, 3M Catalog Number and/or Customer Part Number 

Example: Carton Label

11-digit ID
New 10-digit ID

Document: Labels

If you would like additional information, please contact Customer Service.
P18
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Delivery Note

Now: 
- Please find pasted on this slide the current Delivery 

Note format
- The delivery note accompany each delivery and is 

signed and dated by the customer after checking the 
delivery.

- Customers are asked to mark any discrepancies 
directly on the delivery note.

- Products are listed in their legacy 11 digits SKU 
reference

Future:
- The Delivery Note format is currently under design

for format optimization, but the main information
listed in our current Delivery Note will be maintained. 

- The Delivery Note will continue to accompany every 
delivery and will need to be signed by the customer 
after checking the delivery.

- Customers are asked to mark any discrepancies 
directly on the Delivery Note

- Products will be referenced with new 10-digit  
product ID.

Document: Delivery Note

If you would like additional information, please contact Customer Service.

Current  Format

P19

New format will be designed and available in October  



Document: Road Transportation

Summary loading list Loading list CMR 

P20
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Future

Invoice Number
• Current: 8-digit numeric (12345678), sequential for related shipments or backorders. Prefix 

significant to designate most manufacturing sites.
• Future: 10-digit numeric (9234567891) beginning with “9”. Randomly assigned, non-sequential. 

Invoice number will no longer appear on order or shipping documents. 

Delivery Number
• Current: Does not exist
• Future: 10-digit numeric (8234567891) beginning with “8” assigned to orders processed for 

shipping from deployed sites. If shipped from non-deployed sites, it will contain a 7- 10 digit 
alphanumeric (AB12345).

Account Number
• Current: 6-digit numeric (123456)
• Future: 8-digit numeric (12345678). Only new account numbers will appear on documents.

• Current: Customer account assignments have two designations. The same account number may 
be used for both:

• Charge-To account number: Where AR posts and where the invoice is sent.
• Ship-To account number: Where products will be shipped.

• Future: Customer account assignments will have four designations. The same account number 
may be used multiple times:

• Sold-To account number: Where AR posts.
• Bill-To account number: Where the invoice is sent.
• Ship-To account number: Where products will be shipped.

Document: Invoice

If you would like additional information, please contact Customer Service.

New Format

P21
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Future

3M Order Number
• Current: COFS 6-digit numeric (COFS123456)
• Future: 10-digit numeric (4234567891) beginning with “4” referenced on documents associated 

with a 3M order.

Shipment Number
• Current: Does not exist
• Future: 10-digit numeric (1234567891) assigned at shipping from a deployed site. If shipped from 

a distribution center (DC) or non-deployed manufacturing site, the format is 10-digit alphanumeric 
(ABCD123456). Multiple Delivery Numbers can be associated with one Shipment Number.

3M Line Number
• Future: Sequential in increments of 10

3M ID 
• Current: 11-digit numeric
• Future: 10-digit random numeric – both the 11-digit and 10-digit 3M ID will be referenced during 

the transition. Customers may continue to use 11-digit 3M ID, UPC, 3M Catalog Number and/or 
Customer Part Number. 

Unit of Measure
• Future: Nomenclature for some units of measure may appear differently depending on order 

placement method, for example electronic, fax, etc. 

NOTE: Unit prices will be displayed with 4 decimals; invoice line amount will be calculated to 2 
decimals. 

Document: Invoice

If you would like additional information, please contact Customer Service.
P22

New Format
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Document: Return Goods Authorization

Contact 3M about product 
return

Product arrives at 3M

3M to issue a Return Ticket

Receipt confirmation

Issue of Credit MemoReceipt of Credit Memo

Refund sent to customerCustomer refund sent/received

Customer 3M

3M to arrange collection

• If there is justified reason to return 
product to 3M, Customer should 
contact  Customer Service. 

• 3M will send you a Return Ticket 
by email. 

• Please attach it to the actual 
product (return shipment) after 
confirming that there is no 
difference in the contents. 

• 3M will issue a Credit Memo (after 
receiving the product).

Step-by-step procedure

P23



. All Rights Reserved.24 August 2022© 3M 3M Confidential.

Future

Return Goods Authorization Number
• Current: GAR does not exist.
• Future: 10-digit numeric (6234567891) beginning with “6”. Return Goods Authorization”. It is a 

system generated document that is created automatically and sent to customers only once return 
is approved and confirmed by 3M. It is not manually created by CIR.

Original Document Reference
Invoice Number:
• Current: 8-digit numeric (12345678), sequential for related shipments or backorders, prefix 

significant
• Future: 10-digit numeric (9234567891) beginning with “9”. Randomly assigned, non-sequential.

Unit of Measure
• Future: Nomenclature for some units of measure may appear differently depending on order 

placement method, for example electronic, fax, etc. 

3M SKU
• Current: 11-digit numeric
• Future: 10-digit random numeric – both the 11-digit and 10-digit 3M ID will be referenced during 

the transition. Customers may continue to use 11-digit 3M ID, UPC, 3M Catalog Number and/or 
Customer Part Number.

NOTE: Return value will not appear on the Return Goods Authorization document.

Document: Return Goods Authorization
New Format

If you would like additional information, please contact Customer Service.
P24
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Future

Credit Memo Number
• Current: 7-digit alphanumeric (AB1234A) ending with “A”.
• Future: 10-digit numeric (1234567891)

Original Invoice Number
• Current: 8-digit numeric (12345678), sequential for related shipments or backorders, prefix 

significant.
• Future: 10-digit numeric (1234567891), randomly assigned, non-sequential.

Delivery Number
• Current: Does not exist
• Future: 10-digit numeric (8234567891) beginning with “8” assigned to orders processed for 

shipping. If shipped from non-deployed sites, it will contain a 7-10 digit alphanumeric 
(AB12345678).

Account Number
• Current: 7-digit alphanumeric (ABC1234)
• Future: 8-digit numeric (12345678). Only new account numbers will appear on documents.

• Current: Customer account assignments have two designations. The same account number may 
be used for both:

• Charge-To account number: Where AR posts and where the invoice is sent.
• Ship-To account number: Where products will be shipped.

• Future: Customer account assignments will have four designations. The same account number 
may be used multiple times:

• Sold-To account number: Where AR posts.
• Bill-To account number: Where the invoice is sent.
• Ship-To account number: Where products will be shipped.

Document: Credit Memo

If you would like additional information, please contact Customer Service.
P25

New Format
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Future

3M Order Number
• Current: Does not exist
• Future: 10-digit numeric (7234567891) beginning with “7” referenced on credit memo and debit 

memo transactions.

3M Line Number
• Current: Does not appear
• Future: Sequential in increments of 10

3M ID 
• Current: 11-digit numeric
• Future: 10-digit random numeric – both the 11-digit and 10-digit 3M ID will be referenced during 

the transition. Customers may continue to use 11-digit 3M ID, UPC, 3M Catalog Number and/or 
Customer Part Number 

Unit of Measure
• Future: Nomenclature for some units of measure may appear differently depending on order 

placement method, for example electronic, fax, etc. 

Document: Credit Memo

If you would like additional information, please contact Customer Service.

New Format

P26
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Future

Debit Memo Number
• Current: 7-digit alphanumeric (AB1234A) ending with “A”.
• Future: 10-digit numeric (1234567891).

Original Invoice Number
• Current: 8-digit numeric (12345678), sequential for related shipments or backorders, prefix 

significant.
• Future: 10-digit numeric (1234567891), randomly assigned, non-sequential.

Delivery Number
• Current: 8-digit numeric (12345678)
• Future: 10-digit numeric (8234567891) beginning with “8” assigned to orders processed for 

shipping. If shipped from non-deployed sites, it will contain a 7- 10 digit alphanumeric 
(AB12345678).

Account Number
• Current: 6-digit numeric (123456)
• Future: 8-digit numeric (12345678). Only new account numbers will appear on documents.

• Current: Customer account assignments have two designations. The same account number may 
be used for both:

• Charge-To account number: Where AR posts and where the invoice is sent.
• Ship-To account number: Where products will be shipped.

• Future: Customer account assignments will have four designations. The same account number 
may be used multiple times:

• Sold-To account number: Where AR posts.
• Bill-To account number: Where the invoice is sent.
• Ship-To account number: Where products will be shipped.

Document: Debit Memo

If you would like additional information, please contact Customer Service.

New Format

P27
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Future

3M Order Number
• Current: 6-digit numeric (123456)
• Future: 10-digit numeric (7234567891) beginning with “7” referenced on credit memo and debit 

memo transactions.

3M Line Number
• Current: Does not appear
• Future: Sequential in increments of 10

3M ID 
• Current: 11-digit numeric
• Future: 10-digit random numeric – both the 11-digit and 10-digit 3M ID will be referenced during 

the transition. Customers may continue to use 11-digit 3M ID, UPC, 3M Catalog Number and/or 
Customer Part Number 

Unit of Measure
• Future: Nomenclature for some units of measure may appear differently depending on order 

placement method, for example electronic, fax, etc. 

Document: Debit Memo

If you would like additional information, please contact Customer Service.

New Format

P28
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Document: Account Statement
Future

Customer Account ID
Current: 6-digit alphanumeric (123456)
Future: 8-digit numeric (12345678). 

Invoice Number
Current: Item ID: 8-digit numeric (12345678) sequential for invoices and credit 
memos.
Future: 10-digit numeric (9234567891) referencing items such as an invoice 
(beginning with a “9”), credit, deduction, etc. Randomly assigned, non-sequential.  
Note: For items that were transitioned to the new ERP, refer to “Reference Number” 
field for original item number:
8500: Invoice
8700: Credit memo

Item type
Current: ET (Entry Type)
IN:   Invoice                                              OA: Payment on Account
DE:  Deduction                                         CR: Credit Adjustment
DR:  Debit Adjustment
Future: Item type ending in:
01:           Invoice
06; 08:  Deduction
11:            Credit memo
15:           Unapplied payment
16:           Payment difference

New Format

If you would like additional information, please contact Customer Service.
P29
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Document: Account Statement
Future

Reference Number
Current: Contract/Reference
Future: Dispute reference number sent by customer. 
Note: This field may also contain the original invoice number.

Rcd (Reason Code)
Current: Does not exist
Future: Dispute reason code. 

New Format

If you would like additional information, please contact Customer Service.
P30
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s

If you have questions, please 
contact your Customer Service 
representative. 

3M South Africa Pty Ltd

Address
www.3M.com


