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Reference Guide - 3M eSettlements
3M USA Legacy Purchase Orders (10-digit, Alpha-Numeric, Beginning USMMM)

Registration and Log in Steps

The system works best with Microsoft Edge or Google Chrome. Disable any pop-up blockers/allow pop-ups from

3M.com.

Login to the 3M portal with your login and password* using the link to 3M's secured website:

www.3m.com/supplierdirect

Science.

Applied to Life." Search

Products Industries Brands

3M Supplier Direct

B

ﬁ@ Account ~

SignIn

[ W Appiied to Life.”
PRODUCTS FOR v PRODUCTS FOR ABOUT US Q
BUSINESS CONSUMERS

et Statey > M Suppliar Dbact > Supplion

3M Supplier Direct

SUPPUERS v  SUPPLIER v  PROSPECTIVE v RESOURCES v CONTACT 3M
REQUIREMENTS SUPPUIERS

OVERVIEW

Suppliers

Registration Instructions >

S to Pay Ti i Shipping & Transportation

Packaging

Explore here to find the tools and information Depending on your access, here you wil find Look here for informaticn such as routing
o6y 3M's Coeparate Genorad instructions, shipping requiremen
2 and Package Engineorieg SOPY  Security Programs and Advance

you need, from purchase orders 10 payment
status. This acoa includes Purchase
Ordor/Scheduling Agroement Torms &
Canditinae Sacirad renciramant 4onls

s, 3 wedl a3 2 Sk o

Cargo Data Reporting Reguirements for

TN intacentad Packaninn Manscamant Imrests whara e cruicdad

Quick Links - Public

Aiba

I Citrix Appications
ERP Training
Corcentric

Westem Union Business
Sohutions

Quick Links - Secure

Qe mart Ovee ot Vnsnte

* If you do not have a login to 3M's secured website,
you must request a registration code from eCommerceAmericas
via the webform. Please ensure you select the Americas region.

Registration Tips:

Select your company's region

Americas

Filter region

Americas

e 3M security policy dictates that each user accessing this database acquire his/her individual Username and
Password and not use as a shared account. This enables traceability of access of possible abuse in case of
termination from a company. Please have each user register individually. Similarly, a single person cannot

have multiple User IDs.

e 3M does not allow generic first and Last name use for departments.

e Company Name should be as shown on your purchase order.

e 3M Customer Account Number is your 3M vendor ID.

e At the end of the form is an Extranet Access Agreement form. Review this agreement, click on the "l accept

the Extranet Access Agreement" checkbox, and click on the Submit button at the bottom left.
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3M USA Legacy Purchase Orders (10-digit, Alpha-Numeric, Beginning USMMM)

Manage Orders - Purchase Orders

e Click the Manage Orders link
e Click the Purchase Orders link

ORACLE’ .
Add to Favorites
search: (wablen>___________________________________________________________________________________|

[» Maintain Supplier
Information

(€] ﬁ Manage Orders
35e Drders
— Acknowledoe Purchase

View and download purchaze orders, enter acknowledgements and create advance =hipment notices for cuztomer orderz.
Eﬁ“ Purchase Orders Acknowledge Purchase Orders E View Order Summa
Review and take action on customer purchase orders. Create online purchase order acknowledgments. View PO schedules by tem and due date.
Orders
— View Order Surnmary E View Receipts

— View Receipts View customer receipts.
|| Review Payment Information

e Enter criteria - Filter Options

o From Date and To Date range — PO Date
o From PO ID and To PO ID — Enter the same PO number in both fields, when searching by individual PO.
o OM Order Number (3M COMS Number)
o Iltem ID (3M 11-Digit Part Number)
o Buyer
o ContractID
e Click search

ORACLE’
Menu B
Search:

®
Purchase Orders
= Manage Orders Filter Options
CTTITTMER  VENDOR NAME
Orders

nter rch criteria and click an fch. ve blank for all val
— View Order Summary Enter search criteria and click on Search. Leave blank for all values

- View Receipts

[+ Review Payment Information
From PO ID: I pos Waiting Acknowdedgement
ToPOID: .

OM Order Nbr:

ftem ID: Q

Vendor Item ID: Q
From Date: 02118/2010 Y  iexample: 01/3172000)

To Date: (0311872010 [  (exampie: 01/31/2000)

Buyer: | - Q
Contract ID: Q

Search |
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The Purchase Order List page displays PO Details and Header Details Tabs.

e PO Details enables suppliers to view the purchase order number, total dollar amount and PO dispatch status.
e Header Details enables the supplier to view the Business Unit, Purchase Order Date, Buyer Name, and Payment
Terms for each purchase order.
ORACLE' m
Search:
(D)
Purchase Orders
= Manage Orders Purchase Order List
ML VENDOR NAME
- v;"l:.:r:’;‘\‘ﬂf':.lr‘rml’v Sslfilter opsons

Purchase Order List

U Review Payment Information

Printable Format I

Dispatched 101052009 21206PM 1 100,002.468.52 usp Supeker VoW POE

X A3330 |Dispatched  07/30v2009 4:47:27PM 1 1,500.00 USD New View #OF)  Printable Format I

Dispstched 071142009 827288 2 15,000.00 USD New VENFDr

Printable Format |

v Select Al d ) Clear All The View POF 5unon alows you 10 generaie & prniadie verson of the purchase c-der. Usngihe |

Defaut View for Change Ovﬂ‘qgg p'wxﬂ ganaratied shows 8l Ines of
View Selected P03 in Downloacdable Format | only the latest chasges. (Th . qu 3 Yo Conviel the onine view of the PO

ORACLE’
Home Add to Fay
Menu B

Purchase Orders

> Manage Orders Purchase Order List

~ Acknowledge Purchase VENDOR NAME
Qrders

- View Order Summary Setfilter options

— View Receipts Purchase Order List

> Review Payment Information
Header Details l

|Purchase urger

Default View for Change Orders: Al lines

Customize | Find | View Al | B8 First 130f3

Purchase Order Date Payment Terms

T USMMWEA0I0 00001 10/05/2009 DEBERTIN,MARIDEE Net 60
T USMMMEA339 00001 07/30/2009 Net 60
T USKMMMEA294 00001 07/14/12009 Meath,Dawn D Net 60
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Click on the Purchase Order hyperlink to display the Purchase Order Details. Setfilter options
Purchase Order List

ORACLE " I usiiiea0s Dispstcred

M USMMMEA339 Dispatched

Search: M USMMMEA294 Dispatched
)

Purchase Orders

[~ Manage Orders Purchase Order Details
~ Acknowledge Purchase VENDOR NAME
Qrders
- View Order Summary PO Number: USMIMEA339 Purchase Order Date: 07/30/2009
- View Receipt
e PO Status: Dispatched Last Dispatch: 07/30/09 4:47:27PM
Buyer: Purchase Order Total
Billing Location: SMREMIT Merchandise Amt: 1,500.00
Payment Terms: Net 60 Freight Tax/Misc.: 0.00
Total Amount: 1,500.00 USD

¥ Standard BU Comments

This Purchase Order is 3M's offer to Seller, and will be a binding contract on the terms herein and on the Purchase Order Terms found at
www_3ll.com/supplierterms on Sellers acceptance, which may be Sellers verbal, written or electronic acknowledgement of, or Sellers initiation
of performance under, this Purchase Order. No additional or conflicting term in any Seller acknowledgement, proposal cr other documentation

binds 3M unless 3M specifically agreed to it in writing. If this Purchase Order is tax exempt or direct pay, the appropriate supporting document
can be found at www.3M.com/suppliertax

¥ Header Comments

Justification Comments

Purchase Order Lines

VENDORITEMID  YestPO foreSupplier

training 12.0000 EA 1.500.00 USD

Customize | Find | View All| -

er_ | Frst = -l Last

0.000

No Invoices Found
Return to Purchase Order List

e Expand the Standard BU Comments section to view purchase order comments made by 3M.
e C(Click the Line link to access the Purchase Order Schedule page, which displays schedule details for the line item.
e (Click the comment bubble to view purchase order line comments and/or attachments (ie: pdf, jpg).
NOTE: The comments bubble will contain lines if comments or attachments exist.
[ ]

The Invoice List will be empty if no invoices have been processed against the purchase order.
Click on the invoice link to access Invoice Details.
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Manage Orders - Acknowledge Purchase Orders

3M business processes require the return of a Purchase Order Acknowledgement (POA) to be sent within
48 hours of purchase order receipt.

If the shipment date is estimated or final pricing may be yet unknown, it is still REQUIRED to acknowledge receipt of
the PO via the PO Acknowledgement process.

e When the shipment date has been confirmed, a subsequent acknowledgement should be sent with that
information.

When pricing is confirmed, a subsequent POA should be sent (or both within the same change).

FAILURE TO DO SO MAY RESULT IN INVOICING ISSUES, DELAYS, AND/OR QUESTIONS FROM 3M BUSINESS
PARTNERS.

ORACLE

Search:
®
Acknowledge Purchase Orders
'f-'aFnaoe Ordars Search/Filter Acknowledgments
— Acknowledge Purchase VENDOR NAME
Orders
W niary From PO ID:; 2 ToPON: Q
i 5 — . .
; R_é;!en’?a_-memln!wmaﬂon From Date: 021152010 W To Date: 03152010 W
Buyer: aQ,
Vendor Location: | ll
& View Current Acknowledgemants.
¥ Hew Supplier Review ™ Supplier Respond Buyer Accept
 View History
Search

e C(Click the Manage Orders link
e Click the Acknowledge Purchase Orders link
e Enter criteria - Filter Options
o From Date and To Date range — PO Date
o From PO ID and To PO ID — Enter the same PO number in both fields, when searching by individual PO.
o Buyer
e Select one of the radio-button options
o View Current Acknowledgements - New/Supplier Review
- No POAs have been submitted
o View Current Acknowledgements - Supplier Respond/Buyer Accept
- POA has been submitted and Buyer accepted
o View History
- Displays history of POAs regardless of status
e C(lick search
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Acknowledge Purchase Orders
Search/Filter Acknowledgments
VENDOR NAME

From PO ID: S TePOID: Q
From Dete: 02152009 |5 To Date: 03152010 3§
Buyer: G\

Vendor Locatkon: I :I

% View Current Acknovwdedgements
I ¥ News/Supplier Review | ™ Supplier Respond Buyer Accept

100E2008 2:12:06PM  Dispatched

LISUMMMEAZI  O7r30r2000 £47-2TFPM  Dispatched
USLIEMIES294  DTM4/2008 2:27:28AM Dispatched

NOTE: The Acknowledgement Date and Source of Acknowledgement fields will be blank if the PO has not been

acknowledged.

e C(Click on the Purchase Order link to view the Acknowledgement Summary page.

Click the Line link to review and modify details of the line, such as quantity, price, and due date.

Acknowledge Purchase Orders

Acknowledgment Summary
VENDOR NAME

PO Numibar USMMMEADD PO Date: 100052009
Acknowledgement Status: MNew Acknowiledge Date:
POA Response: Accepted Resatlo PO Values | | Rejectan |

¢ Standard BU Comments
justification comment

Chick on the purchase ordes line number to ses more detals and to make any meddicabons
POA Lines
Line Detads | Exension [l

Ling [liem D Description
fest for printing PO from eSupplier 100001234 100001234 EA Acceptad

» PO Header Detail
* StandordBU Comments ]

Save I Save & Send Acknowledgement |

Beturn th Search Ackndwladoment Sand E-mail

e If no changes are required, click the Return button
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3M USA Legacy Purchase Orders (10-digit, Alpha-Numeric, Beginning USMMM)

e Due Date & Quantity tab
o Click on the calendar to the right of the Acknowledgement Due Date field to change due date
o Change quantity in Acknowledge Quantity field

Acknowledge Purchase Orders

Acknowledament Details
VENDOR MAME

Lirvs Humbar: 1 Reset itam to PO values Reject lem

Unit of Measure: Each Item Response:  Accepled

e Vendor item Ix VDR ITEW ID

Spec Rev Level Extension

Description: I:eslrcr printing FO from eSupplier H

Schedules
[ Dues Date & Cuariey || IFREEN T SRE TS

Ratum

e Pricetab
o Click in price field to modify unit price

Acknowledge Purchase Orders

Acknowledgment Details
VENDOR NAME

Line Numbar: 1 Reset item to PO values Reject lem I

Unit of Measure: Each Item Response:  Accepted

Item I Vendor ltem ID:  VDRITEM ID

Spec Rev Level Extension:

Description: I:es1 fof printing PO fram aSupplier ﬂ

Schedules

1 1 102672008 10,000.12245 ZM LTL 10,000, 12345] 31 LTL s ] =]

e Reset to PO Values button clears all unsaved changes and restores the original PO values
e Click Return button when completed
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POA Limies Custamize | Fing | View a1 | B

Line Details | Exiension [

Quanitity |

1o lE

Description poqu| Asknowdedae | o oo, pesoonse

1 VDRITEWID test for printing PO from eSupglier 100001234 10000.1234 EA f‘fa"::m L

Save I Save & Send Acknowledgement I

e The POA Response has changed to Accepted - Changes Made
e C(Click Save & Send Acknowledgement button

1 VDR ITEM ID lest for printing PO from eSupplier 10000, 1234 100001234 EA

Accepted - Changes
lade

Save I Save & Send Adknowladgement I |

o If no changes were made
- Sets acknowledgement status to Buyer Accepted
- Changes POA mode from editable to view only
o If changes were entered
- Saves changes
- Changes POA mode from editable to view only
- Sets acknowledgement status to Supplier Responded
- Notification is sent to the 3M Buyer indicating a POA needs to be reviewed

e At the Save Confirmation, click the OK button to return to the Search/Filter Acknowledgement page

Acknowledge Purchase Orders
Save Confirmation

‘/ The Save was successhul,
Agknowledgment will be submified to buyer for review il purchase order needs to be changed

OKI
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Manage Orders - View Order Summary

ORACLE’

=
ﬂ/ Manage Orders
View and downicad purchase orders, enter IC.‘,’VC\‘(NGEM:S and create advance shipment notices for customer oroers.

E Purchase Orders ﬁ Acknowdedge Purchase Orders E View Order Summa:

Review and take action on customer purchase orders Create online purchase order acknowledgmants View PO schedules by Bem and due date

E View Receipts

View customer recepts.

lb Review Payment information
o Click the Manage Orders link
e C(Click the View Order Summary link
e Enter criteria - Filter Options
o From Date and To Date range - Shipped Due Date
o Item ID (3M 11-Digit Part Number)
o Vendor Item ID (3M COMS Number)
o PO Status Drop Down Box
e Click search
NOTE: The “Include PO Data” box MUST be checked for data to appear.

ORACLE S —

Search:
View Order Summary
= WManage Orders Filter Options
— Purchase Orders
- Acknowledge Purchase VENDOR NAME
QOrders .
— View Order Summary Enter search criteria and click on Search. Leave blank for all values.
— View Receipts Search Criteria
(> Review Payment Information
 Include PO Data PO Status: [ =l
From Date: 102182009 [H  (example: 01/31/2000)
To Date: 0318/2010 [ (example: 01/2172000)
item I0: Q
Vendor Item ID: Q
Search

The Order Schedule page enables suppliers to view Shipment Due Dates and Ship To addresses.

View Order Summary

Order Schedule

VENDOR NAME

=ehiter oplions

Schedules

07/29/2008 testfor multi lines, sched and dist 250.0000 EA  3M Company USMMMEAZS4 PO Dispatched
0872002 testfor multi lines, sched and dist 250.0000 EA  3M Company USMMMEA284 PO Dispatched
07/29/2009 :“:vz -test for mulit lines, sched and 200.0000 E4  3M Company USMMMEAZ84 PO Dispatched
0810712008 wis Sgles DUMUR Hnes setisdad 300.0000 EA  3M Company USMMMEAZS4 PO Dispatched
08/03/2009 Test PO for eSupplier training 12,0000 EA  3M Company USMMMEA33S PO Dispaiched
10i26/2008 testior printing PO from eSupplier 10,000.1234 EA  3M Company USMMMEADSD PO Dispatched

To view the physical Shipping Address, click on the Ship-to link.
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Manage Orders - View Receipts ORACLE
e Click the Manage Orders link
e C(Click the View Receipts link [/ Manage Orders

View and downioad purchase orders, ¢

~ Manage Orders
— Purchase Orders
— Acknowledge Purchase
Orders
— View Order Summary
— View Receipts
> Review Payment Information

Purchase Orders
Review and take action on
customer purchase orders.

E View Receipts
View customer receipts

e Enter criteria - Filter Options
o From Receipt Date and To Receipt Date range
o From PO ID and To PO ID — Enter the same PO number in both fields, when searching by individual PO.
o Item ID (3M 11-Digit Part Number) ReviewReoaiis
o
o

Vendor Item ID (3M COMS Number) Filter Options
Receipt Status VENDOR NAME
e Click search Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

From Receipt Date:  (03/02/2010 [ (example: 12/21/2000)

To Receipt Date: 03/16/2010 [  (example: 1213172000
From PO ID: [

ToPOID:

Shipment Number: Q
Item ID: Q

Vendor Item ID: Q
Review Receipts Receipt Status: | =

Receipt Lines
Search I

VENDOR NAME
Setfilter gotions

Customize | Find | View a1 | # First L4 14 or 4 LX) Last

Received UOM | Status

03/16/2010  USMMMEA294 test for multi lines, sched and dist 2500000 EA  Received
0316/2010 USMMMEA294 testfor mult lines, sched and dist 250.0000 EA Recaived
031622010 USMUMEA294 e 2000000 EA  Received
03M6/2010  USMUMEA294 ::':"2 - testfor mulit inés, Sched and 3000000 EA  Received

Click on the Receiver ID link to view the Receipt Details associated with a receipt line. The information includes:
PO Number, Due Date, Quantity, Ship To address, Ship Via, Freight Term, Price, and Amount. A receipt is created
only after the shipment has been received by 3M.

Note: The Invoice Lines section will only be displayed if the supplier has sent an invoice to 3M and the invoice has
been entered into the system.
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Review Payment Information - Invoices

ORACLE'

Soaut e
v'/Y - -
|/ Review Payment Information
Yiew iny =3 { and open balances.
E Invoices E Payments E Account Balances
~ Review Payment Information View invoice information View payment information View open account
=TVOIE balances
- Payments
— Account Balances

o Click the Review Payment Information twisty
e  Click the Invoices link

ORACLE’

[- Manage Orders
= Review Payment Information
— Invoices
= Payments
Account Balances

Review Invoices
Filter Options
VENDOR NAME

Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

From Invoice NHumber:

To Invoice Number:

Item 10: Q

Vendor Item 1D: Q
From Date: 02222010 [ (example: 01/31/2000)

To Date: 03/22/2010 [ (example: 01/31/2000)

From Amount:

To Amount:

Approval Status: I ]'
Search |

e Enter criteria - Filter Options
o From Invoice Number To Invoice Number

- Enter the same invoice number in both fields when searching for a single invoice number

- The invoice number can contain alpha and numeric characters, but it cannot contain lowercase letters,
leading zeros, dashes, slashes, spaces, periods, or other special characters.
- Alpha characters MUST be entered in all CAPS (Caps Lock on). Entering spaces, special characters, or
lowercase letters will return NO results.

O O O O O

e Click search

Item ID (3M 11-Digit Part Number)

Vendor Item ID (3M COMS Number)

From Date and To Date - invoice date range

From Amount and To Amount - dollar value of invoice - Not typically used
Approval status - Not typically used as the approval status is not usually known

Last Updated: April 19, 2023
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Review Invoices
Invoice List

VENDOR NAME

Set filter options

Customiza ! Find | L

Invoice Date Gross Amt iA

$-5,000.00 USD

08200443

354873049

350 D2/18/2010 $350.00 USD | Approved 08200294
47021810135945 D2/18/2010 $650.00 USD | Denied [02/18/2010 08200295
44021810140119 02/18/2010 $695.00 USD|Pending [02/18/2010 08200297
314159265358 02/18/2010 $250.00 USD | Approved 08200298
979323846264 02/18/2010 $658.00 USD | Approved 08200299
338327950288 02/18/2010 $750.00 USD | Approved [02/18/2010 08200301

INVOICE4 D2/16/2010 $195.00 USD | Approved [04/17/2010 08200264
INVOICE3 D2/16/2010 $160.00 USD | Approved j04/17/2010 08200266
40211101435358 02/11/2010 $1,000.00 USD | Approved 04/12/2010 08199968
73021110143456 D2/11/2010 $100.00 USD | Approved j04/12/2010 08199969
76101110142227 02/11/2010 $50,000.00 USD | Approved [04/12/2010 08199972
60021110142155 02/11/2010 $125.00 USD | Approved [04/12/2010 08199976
60021110141913 D2/11/2010 $5,500.00 USD | Approved 04/12/2010 08199977
52021110141640 D2/11/2010 $200.00 USD | Approved j04/12/2010 08199985
50021110140859 D2/11/2010 $600.00 USD | Approved j04/12/2010 08199986

Invoice List page shows general invoice information.
e Invoice Number
e Invoice Date
e @Gross Amt
e Approval Status
o Invoices will always have an approved status
o Invoices are auto-approved as the PO is the approving document.
e Due Date
e Voucher

Select a specific invoice for more details, such as the payment status
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Review Invoices
Invoice Details

VENDOR NAME

Invoice Number: 314159265358

Invoice Date: 0211812010 Gross Amount: $250.00 USD
Due Date: 0211812010 Descotnt $0.00 USD
Discount End Date: JetAmoun: $250.00 USD
Approval Status: Approved for Payment

Payment Status: Paid in Full

Terms: Net Cash

¥ Invoice Line Details

tem 10

flux kondensator

~ Payment Schedule Customize | Eind | View A1 | B8

0211972010 0000001654 $250.00 USD $0.00 USD Check No

Customize | Eind | View A

(B of Lag Pack st —

No Receipts Found

Return to Invoice List
Invoice Details
e Approval Status
o Matching Exception - Price, quantity, or amount of invoice does not match the PO
Contact the 3M Buyer for assistance
o Approved for Payment - Invoice is ready to be paid on the due date
o Denied - Invoice did not match or could not match against the PO
Contact the 3M Buyer for assistance
o Pending - Invoice has not yet gone through batch processes to match against the PO.
If the invoice status remains pending for more than 72 hours, contact the 3M Buyer
e Payment Status
o To be paid - Invoice is ready to be paid on the due date
o Paid in full - Invoice has been paid
o Approved for payment - Invoice is ready to be paid on the due date
e Invoice Line Details - Individual line items that were on the invoice
e Payment Schedule - Payment that is scheduled to be made for the invoice
e Payments Made - Payments associated with the invoice
o Click link to display the Payment Details page
e Purchase Order - Click on the link to display the Purchase Order Lines page related to the invoice
e Receipts - Shipments received by 3M related to the invoice
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Review Payment Information - Payments

The Account Balances link enables suppliers to view outstanding balance details.

ORACLE’

Search:
®

= Invoices

— Payments
— Account Balances

Add to Favorites

Main Menu >
e
w Review Payment Information

View invoices, check payments, and open balances.

E" Invoices Payments E Account Balances
View inveice information. View payment information. View open account balances.

o Click the Review Payment Information twisty
o Click the Payments link

P Manage Orders
- Invoices

Account Balances

[ Review Payment Information

ORACLE’
Menu &
Search: New Window | Help | 12
()

Review Payments
Filter Options
VENDOR NAME

Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

Invoice Number:

Payment Reference:

From Payment Date: 03/08/2010 [  (example: 12/31/2000)

To Payment Date: 03/22/2010 [  (example: 12/31/2000)

Search Return to Vendor List

e Filter options include
o Invoice Number
o Payment Reference - 3M Check or EFT number
o From Payment Date and To Payment Date range
e Enter Criteria and click Search
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ORACLE’

Review Payments

b Manage Orders Payments Made
[~ Review Payment Information

Invoices VENDOR NAME
Paymens

— Account Balance:

Setfilter options

ESETT46021810135908  03/02/2010 $1,100.00 USD

1000000002 | ESETT68021810140402 03/02/2010 $1,100.00 USD
1000000003 | ESETT59021810140159 0272272010 $908.00 USD
1000000003 | ESETT62021810140236 02/22/2010 $908.00 USD

e C(Click the Reference link associated with the invoice number to display the Payment Details page. The payment
advice on the page will include vendor address and invoice information for the payment.

Review Payments
Payment Details

VENDOR NAME

1000000002

Invoice Number: ESETT46021810135908 Payment Date: 03/02/2010

Method: Check Pay Status: Paid
Amount: $1,100.00 USD

Paid To: ESETTLEMENT VENDOR

Country: UsA United States

Address 1: 123 ESETTLEMENT ST

Address 2:

Address 3:

City: ST PAUL

County: Postal: 25144
State: MM Minnesota

From: JP Margan Chase

Payment Advice

Gross Amount Digcount | Discount Taken Paid Amount |

ESETT460218101 1,100.000 0.000 0.000 1,100.000

Mo Advices Found

Retum to Payments Made
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Review Payment Information - Account Balances

The Account Balances link enables suppliers to view outstanding balance details.
ORACLE’

Add to Favorites

Main Menu >

o
W Review Payment Information

View invoices, check payments, and open balances

E Invoices Payments Account Balances
View invoice information View payment information. View open account balances

- Payments
~ Account Balances

ORACLE

Menu &
search:
®

Account Balances
Invoice List

"ile:ewfa_vmem Information VENDOR NAME

Amount $5422500_UsD
Invoice Number Invoice Date | Amount Due Date Status Voucher
354873049 031042010 $-5,000.00 USD 05/03/2010 Approved 08200443
44021810140119 02/18/2010 $695.00 USD 02/18/2010 Pending 08200297
47021810135945 02/18/2010 $650.00 USD 02/1872010 Denied 08200295
INVOICE3 02/16/2010 $160.00 USD 04/17/2010 Approved 08200266
INVOICE4 02162010 $195.00 USD 04/17/2010 Approved 08200264
40211101435358 02/11/2010 $600.00 USD 04/1272010 Approved 08199986
73021110143456 0211112010 $200.00 USD 04/12/2010 Approved 08199985
76101110142227 02/11/2010 $5,500.00 USD 04/12/2010 Approved 08199977
60021110142155 02/11/2010 $125.00 USD 04/1272010 Approved 08199976
60021110141913 02/11/2010 $50,000.00 USD 04/12/2010 Approved 08199972
52021110141640 02/1172010 $100.00 USD 041272010 Approved 08199969
50021110140859 02/11/2010 $1,000.00 USD 04/12/2010 Approved 08199968

Click the Invoice Number link to view detailed information, such as invoice line and payment schedule detail.
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Self-Service Invoice - Create Invoice

e Click the Create Invoice link

Search:

I ®

[ Manage Orders

Self-Service Invoice
Invoice Actions

D Review Payment Information
D Supplier Information ”
b Invoices B2 [-—1 @ \‘;@
b Payments =q Ex
= Create Invoice View Invoice Delete Invoice Print Invoice
D Create a new View and modify Remove invoices Print a hardcopy
Feopletools v invoices that (Inttiated Build g
— Change My Password AR have :ct become Status only) from ofen lavoree:
— My Personalizations vouchers in the the system
— My System Profile system yet |
— My Dictionary )
Create Invoice
[ Invoice Entry
% Invoice Header Information
Correct Invoice
corszeron | “Supptr Voucher :  NEXT
found during : —
invoice Location: *Buyer: I hd
Processing. DET-DFT-DFT-DET-EML 3M MAPLEWOOD-3MUS-MN 3M HEAD
OFFICE
Supplier address ’MAPLEWOOD, MN 551441000 USA
will go here Currency: |USD @ us Dollar
*Invoice ID: 123456 *Requester: | Q

10/07/2015 [
Add a New Invoice Line |

*Invoice Date:

Copy from a Purchase Order | Copy from a Packing Slip |

First n 10of1 u Last

Invoice Details

Invoice Lines Additional Information | PO Details Receiver Details

2
| Eind | View All| B2

Item 1D *Description Quantity |[UOM Unit Price *Amount |Curr | Tax?

Q Q Q LRl |
PaymentTerms: Net 60 Days Total Amount: 0.00 UsD v
Payment Method: System Check Sales Tax Amount: 0.00 ygp

Shipping Amount: 0.00 ysD
Misc. Charge Amount: 0.00 yspD &
Gross Amount: usD

Supplier - Supplier name will auto-populate
Buyer - Choose 3M Company (POs beginning USMMM) or 3M Health Information Services (POs beginning with HQMMM)
Location - Do not modify - Location will default from the PO
Currency - Do not modify - Currency will default from the PO
Requester - Do not modify, even though there is an asterisk - Do not modify - Leave empty
o Entering a Requester or any data will delay payment of the invoice. Leave this field blank!
e Invoice ID - Supplier's invoice number
o The invoice number can contain alpha and numeric characters, but it cannot contain lowercase letters,
leading zeros, dashes, slashes, spaces, periods, or other special characters. Alpha characters MUST be
entered in all CAPS (Caps Lock on).
e Invoice Date - Defaults with current date. Adjust to the correct invoice date.
o Cannot be earlier than the date of the PO
e Click on Copy from a Purchase Order button
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Look Up A Purchase Order |
Search Criteria
Buyer: 00001 3M Company
Supplier: 0900108934 ESETTLEMENT VENDOR
e | Company
PO Number: USLIMMECA3T7 Q
*PODate:  [Tio Date -II g
Item ID: Q
Description: Q J
Search Results Display: © Header C Detail Clear
Return to Invoice Details

e Enter the PO Number. If PO is not known, click on the search icon to the right of the field.
Business Rule - Only one PO can be referenced on an invoice.
o If the required PO is not found
- Expand the date search.
- Delete your temporary internet cookies/cache/files.
Navigate directly to the 3M secured website www.3m.com/supplier without using bookmarks/favorites.
Try again with expanded date search
- Contact the 3M Buyer for assistance.
e Click Search

Buyer: 00001 3M Company

Supplier:  ppo108934 ESETTLEMENT VENDOR
PO Unit: 001 3M Company

PO Humber: |USiLsCAa3T Q

*PODate:  [MoDate -] [5y

Item ID: Q
Description: Q

search || clear |

Search Results Display: ' Header € Detail

Search Results

) ESETTLEM
00001 USMMIMSCA3T  08/28/2008 0000108934 oo o

IENT

¥ Select Al Clear All

Copy To In-;oicel |

e Select the Lines to invoice against by putting a checkmark in the checkbox.
o Select All will put all PO lines on the invoice
o Clear All will not put any PO lines on the invoice
IF A LINE HAS BEEN CANCELED, you must make sure the checkbox is empty, so it is not copied to the invoice.
o If you need to bill for an item which is not on the PO, you must first submit a PO acknowledgement.
e Click on the Copy To Invoice button.
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ORACLE’
Home | Addto Favorite
Search: Mew Window | Help | Custom

| © Create Invoice

[ Administration

[ Manage Orders Invoice Entry

I Review Payment Information Invoice Header Information

[~ eSetllements

[ Invoices

[> Payments Location: 001 v *Buyer: ITEH Company b
— Supplier Dashboard 3M MAPLEWOOD-3MUS-MN 3M HEAD
- Self-Senvice Invoice DFT-DFT-DFT-DFT-EML OFFICE
- .
Change My I'T‘as.sword supplier address MAPLEWOOD, MM 551441000 USA
— My Personalizations p
_ My System Profile will go here Currency: USD Q. US Dollar
~ My Dictiona *Invoice ID: [123456 “Requester: | Q
*Invoice Date: ho/07/2015 [5)
Add a New Invoice Line | Copy from a Purchase Order | Copy from a Packing Slip |
Invoice Details First KN 1 of 1 B Last

Additional Information
Item ID *Description Quantity | UOM *Amount | Curr | Tax?
‘ (o} |Goodsor Service 1 ‘ ‘ 10 1000.00 USD [ [=]

Settlement Information

1000.00 | UsD ¢

Invoice Lines

Payment Terms:  net 50 Days Total Amount: |

Payment Method: System Check Sales Tax Amount: | 0.00 ysp
Shipping Amount: | 0.00 usD
Misc. Charge Amount: | 0.00 ysD &
Gross Amount: 1000.00 yso

Save and Submit | Save for Later |

Return to Self-Serice Invoice

e Invoice Lines tab - Verify the information copied from the PO is correct
o Quantity adjustments may be needed for POs which will be invoiced multiple times
Business Rule - The invoiced quantity cannot exceed the remaining quantity open on the PO.
If the quantity is incorrect, contact the 3M Buyer to verify the 3M purchase order number.
o Price adjustments will require a Purchase Order Acknowledgement before the invoice is created.
Changing the price on an invoice may cause PO mismatch errors and delay payment.
o Do not change the Item ID, Description, or UOM (Unit of Measure)
If any of these are incorrect, contact the 3M Buyer to verify the 3M purchase order number.
o Do not modify the value in the Total Amount. Click on the refresh icon to the right of the field.
o Ifthe PO is taxable, the Tax? checkbox will be checked on each line.
e Total Amount - Do not modify! - Click the refresh icon to the right of the Iine.
e Sales Tax Amount - If applicable, enter total value of sales tax being billed.
e Shipping Amount - Freight charges cannot be a separate invoice. If freight charges are not known, click the
Save for Later button and view the invoice when ready to add the shipping amount.
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e If a miscellaneous charge needs to be added, click on the miscellaneous charge icon to the right of the
Misc Charge Amount field.m

Miscellaneous Charges

Voucher: NEXT

* mize |Find | B First B 4 or 1 B Last

*Miscellaneous Charge Misc Charge Amount
=]

L # B
0K Cancel

o Enter the Miscellaneous Charge Code (or search for it).
o Enter the dollar value of the miscellaneous charge
- This should NOT include tax or freight.
o Business Rule - The same Miscellaneous Charge code cannot repeat on a single invoice.
o Click OK button when finished.

e Additional Information tab - Optional - If comments or attachments are needed
Business rule: There can only be one comment and one attachment per invoice line

Invoice Detail

Invoice Lines. Addiional information PO Details teceiver Detals

PO Unit PO Number

Q Goods or Service Q 00001  USMMM12345 1 1=

e C(Click on the refresh icon to the right of Total Amount to ensure the amounts being billed equal the
Gross Amount.
e If everything is correct, click the Save and Submit button.
o Once you submit the invoice, you cannot make changes.
o NOTE: Using the Save for Later button will NOT submit the invoice to 3M. 3M has no visibility to invoices
which have not been submitted to 3M.

Settlement Information
PaymentTerms:  Net 60 Days Total Amount: 1000.00 USD ©
Payment Method: System Check Salos Tax Amosnt | 0.00 4gp
Shipping Amount: 0.00 usD
Misc. Charge Amount: | 0.00 ysp &
Gross Amount: 1000.00 usp
Save and Submit | Save for Later

Selecting OK will Submit the invoice to the Buyer. Cancel will cancel submission to the Buyer. (18052,744)
Return to Self-Service Invoice Clicking on the Save and Submit button will edit and save the invoice. If the invoice passes all the edits and saves successiully, the invaice can no
lenger be modified, but it can be viewed

ha} Bk N0 can review Self-senice invoices can modify the invoice.
[ox ] concel
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eSettlements - Self-Service Invoice - View Invoice

A list of invoices will automatically display. Enter additional information to search for specific invoice(s).

Self-Service Invoice
View Invoice

View and medify inveices that have not beceme vouchers in the system yet.

Search Criteria

Buyer: Q Invoice ID: | Q Search |
Supplier: Q Source: I d Clear |

Customize | Find | View Al 38 First [ 12082 [ Last
Buyer |Invoice Date |Supplier Hame Supplier Location Source Amount (Curr (Voucher ID ::a-l:s
ESETTLEMENT DFT-DFT-DFT-DFT- ;
123 00001 08/29/2008 VENDOR OFT Self Serve 500.00 USD 08176800 To Build
== ESETTLEMENT DFT-DFT-DFT-DFT- "
456 00001 08/29/2008 VENDOR OFT Self Serve 100.00 USD 08176801 Initiated

Return to Self-Semvice Invoice

Invoice ID: Your invoice number.

Buyer: The Buyer ID from the Agreement.

Invoice Date: The date of your invoice.

Supplier Name: Your company name.

Supplier Location: 3M's Core attributes populated from the Agreement.

Source: Method on how the invoice was entered. Will always be "Self Serve".

Amount: Gross amount of your invoice

Curr: Currency code.

Voucher ID: The internal 3M Voucher number assigned to your self-service invoice.

Build Status:

o To Build: In 3M's system, waiting for overnight batch processing. No changes can be made.

o Initiated: Waiting for you to Save and Submit the invoice to 3M. Changes can be made to this type of
invoice from this screen.
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Self-Service Invoice - Delete Invoice

NOTE: If the invoice has been submitted to 3M, you cannot delete the invoice. Only invoices with a Build Status of
initiated can be deleted.

A list of invoices will automatically display.

Self-Service Invoice
Delete Invoice

Remove inveices (Inttiated Build Status only) from the syetem.

Search Criteria

Buyer: Q Invoice ID: | Q Search |
Supplier: Q Source: I d Clear |

Supplier Location: Q

=+
Customize | Find | Views All| %= First [« 10f1 [¥ Last

Select Invoice ID Buyer |Invoice Date |Supplier Hame Supplier Location |Source Amount |Curr :.I!:"mx:her B:::s

ESETTLEMENT DFT-DFT-DFT-DFT-

00001 08/29/2008 VENDOR OFT Self Serve 100.00 USD 08176801| Initiated

Select All o Clear All

Delete | |

Select the invoice to delete and click on the Delete button.
Note: The Build Status must be equal to “Initiated”.

Additional information:

e Invoice ID: Your invoice number.
e Buyer: The Buyer ID from the Agreement.
e Invoice Date: The date of your invoice.
e Supplier Name: Your company name.
e Supplier Location: 3M's Core attributes populated from the Agreement.
e Source: Method on how the invoice was entered. Will always be "Self Serve".
e Amount: Gross amount of your invoice
e Curr: Currency code.
e Voucher ID: The internal 3M Voucher number assigned to your self-service invoice.
e Build Status:

o To Build: Cannot delete this type of voucher. Contact the 3M Sourcing Operations Response Center (651-

575-6450) for assistance.
o Initiated: Only invoices with "initiated" build status can be deleted.
Delete Invoice

The user will then get a confirmation that the invoice was deleted. Save Confirmation

The Save was successful.
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Self-Service Invoice - Print Invoice

The system works best with Microsoft Edge or Google Chrome. Disable any pop-up blockers/allow pop-ups from
3M.com.

A list of invoices will automatically display.

Self-Service Invoice
Print Invoice

Print a hardcopy of an Invoice.

Search Criteria

Buyer: | Q Invoice 1D | Q Search I
Supplier: Q Source: I =] Cloar I
Supplier Location: Q

Customize | Find | View Al | B8 First (1] 12 or2 [F] Last
Buyer |Invoice Date |Supplier Hame Supplier Location Source Amount |Curr |Voucher ID %;s
ESETTLEMENT DFT-DFT-DFT-DFT-
23
123 00001 08/29/2008 VENDOR DFT Self Serve 500.00 USD 08176800 To Build
= ESETTLEMENT DFT-DFT-DFT-DFT- §
fali} 00001 08/29/2008 VENDOR DFET Self Serve 100.00 USD 08176801 Initiated

e C(Click on the Invoice ID link to view the invoice selected before printing.
e Click on your browser printer to print a copy of your invoice.
e If browser printing does not work:
o Google Chrome
= Drag/highlight invoice image or Press/hold Ctrl key and press A to select all.
= Right click > Print
o Microsoft Edge
= Drag/highlight invoice image or Right click > Select All
= Right click > Print Preview
= |nthe dropdown, select "As selected on screen" and "100%"

@ [ | | El | |1 Page View V|||Assele|:ted on screen V|||1D{I% V||
= (Click on the Print icon

Note: Invoices can only be printed from this screen the day they are entered (Build Status shows Initiated or To

Build) up to the point they are selected for our voucher build job. (Monday-Friday around 7:00pm CT)

Additional information:

e Invoice ID: Your invoice number.

e Buyer: The Buyer ID from the Agreement.

e Invoice Date: The date of your invoice.

Supplier Name: Your company name.

Supplier Location: 3M's Core attributes populated from the Agreement.

Source: Method on how the invoice was entered. Will always be "Self Serve".

e Amount: Gross amount of your invoice

e  Curr: Currency code.

e Voucher ID: The internal 3M Voucher number assigned to your self-service invoice.

e Build Status:
o To Build: In 3M's system, waiting for overnight batch processing. No changes can be made.
o Initiated: Waiting for you to Save and Submit the invoice to 3M. Changes can be made to this type of

invoice.
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Self-Service Invoice - Correct Invoice

This functionality is not enabled.
NOTE: If the invoice has been submitted to 3M, you cannot correct an invoice.

Contact 3M

e Issues with pricing/quantity/unit of measure when POA has not resulted in the correction needed, or concerns
with invoice not accepted by 3M within payment terms: 3M Buyer listed on the PO.

e Registration and technical eSettlements issues: Connect with 3M Supplier eCommerce Support.

e Banking or payment type changes are handled by Western Union (Convera): Log into your account.
If you do not have an account, please call 800-815-2460 or email Vendormanagement@Convera.com.

e Changes in Company profile information: Merger/divestiture/name change: 3M Buyer listed on the PO.
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