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Registration and Log in Steps

The system works best withicrosoft Edge oiGoogleChrome DOsable any pojup blockers/allow popups from

3M.com.

Login tothe 3M portalwith your login and passwordusing the link t8M's secured website

www.3m.com/supplierdirect

REQUIREMENTS SUPPUIERS

Suppliers

Registration Instructions >

Shipping & Transportation

S to Pay Ti i Packaging

Explore here to find the tools and information Depending on your Look here for information such as routing

you need, fro 350 Orders 10 payrent
status. Ths acoa includes Purchase
Order/Scheduling Agroement Torms &
Canditinme Sacirad renciramant ineie

Science.
Applied to Life. Search B vs-en @ v
Products Industries Brands i@ Account ~
3M Supplier Direct | Sign In
[ <AV Appiied to Life.”
PROOUCTS FOR v PRODUCTS FOR ABOUT US
BUSINESS CONSUMERS
tad Stnes > IM Sugpier Doect - Supplen
3M Supplier Direct
OVERVIEW > SUPPUERS v  SUPPLIER v  PROSPECTIVE v RESOURCES ¥ CONTACT 3M

Quick Links - Public

Ariba

3 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 mustrequest a registration code from eCommerceAmerica
via thewebform. Please ensure yaelect the Americas region.

Select your company's region

Americas

Filter region

Americas

Registration Tips:

1 3M security policy dictates that each user accessing this database acquire his/her individual Username and
Password andot use as a shared accouniThis enables traceability of access of possible abusssanof
termination from a company. Please have each user register individually. Similarly, a single person cannot

have multiple User IDs

Company Name should be as shown on your purcbeder.
3M Customer Account Number is your 3M vendor ID.

= =4 =4 =N

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

At the end of the form is an Extranet Access Agreement fdReview this agreement, click on thieaccept
the Extranet Access Agreentéicheckboxand click on the Submit button at the bottom tlef
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ManageOrders- Purchase Orders

9 Click the Minage Orders link
M Click the Purchase Orders link

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

D] ﬁ Manage Orders

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.

[» Maintain Supplier

no
Order:
— View Order Summary E View Receipts

— View Receipts View customer receipts.

|| Review Payment Information

1 Enter criteria- Filter Options

From Date and To Date rang€O Date

From PO ID and To POdEnter the same PO number in both fields, wisearching by individual PO.
OM Order Number (3M COMS Number)

Item ID (3M 11Digit Part Number)

Buyer

Contract ID

9 Click search

ORACLE
Menu &

Search:
®

O O OO0 O0Oo

Purchase Orders
= Manage Orders Filter Options

— Acknowledge Purchase VENDOR NAME

Qrders
_ :'ueﬁmer Sumiman Enter search critenia and dick on Search. Leave blank for all values

- View Receipts

[+ Review Payment Information

From PO ID: I pos Waiting Acknowdedgement
ToPOID: .

OM Order Nbr:

Item 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.
9 PO Details enables suppliers to view the purchasier number, total dollar amount and PO dispatch status.

1 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:
)
Purchase Orders
= Manage Orders Purchase Order List

VENDOR NAME

- Acknowlecge Purchase

Orders

SsLlter opRons Default View for Change Orders:  All lines

S Purchase Order List Cystoma . 2t
iR Payment aticn Cuslomize | Fnd | |

Dispatched 10052000 21206PM 1 10000246852 USD Suppler Vien20F] Printavie Format |

ISMMMEAZ30 [Dispatched  07/302000 £:4727PM 1 1,500.00 USD New VienP0F| Printabie Format |
Dispstched 071142009 827288 2 15,000.00 USD New VEWFEE] Printabte 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 Fav
Search:
Purchase Orders
[ Manage Orders Purchase Ordel’ LiSt
T VENDOR NAME
Orders
- View Order Summary Setfilter options Default View for Change Orders: Al lines
- View Receipts Purchase Order List s ew Al B Frst .
1> Review Payment Information R Customize | Find | View Al 2012
Header Details l
[Purchasc vraer :PO siness Uni! Purchase Order Date  |Buyer Name Payment Terms
T {ATALA] 00001 10/05/2009 DEBERTIN MARIDEE Net 60
T USMMMEA339 00001 07/30/2009 Net 60
I USKMMKHEA294 00001 07/14/2009 Meath,Dawn D Net 60
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Click on the Purchase Order hyperlinldisplay the Purchase Order Detail| Setfiter otions
Purchase Order List

ORACLE I usuucios oispanss
M USMMMEA339 Dispatched
Search: M USMMMEA294 Dispatched
Purchase Orders
[~ Manage Orders Purchase Order Details
- Acknowledge Purchase VENDOR NAME
Orders
- View Order Summary PO Number: USMKMMEA339 Purchase Order Date: 07/30/2009
~ View Receipt
LRE et PO Status: Dispatched Last Dispatch: 07730109 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

Expand the Standard BU Comments section to view purchase order comments made by 3M.

Click the Line link to access the Purchase Order Schedule page, which displays schedule details for the line item
Click the commeet 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.

9 The Invoice List will be empifyno invoices have been processed against the purchase order.
dick on the invoice link to access Invoice Details.

=A =4 =
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Manage Orders Acknowledge Purchase Orders

3M business processes require the return of a Purchase Order AcknowledgerfW (to be sent within

48 hours of purchase order receipt

If the shipment date is estimated inal pricing may be yet unknowit is still REQUIRED to acknowledge receipt of

the PO via the PO Acknowledgement process.

T
)l

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 INVOICINGERBABENDOR QUESTIONS FROMBRSINESS
PARTNERS.

* Manage Ordars
Purchase e

— Acknowledge Purchase
Orders
ary

ORACLE
Meou B

Search;

&)

ﬂ

Acknowledge Purchase Orders
Search/Filter Acknowledgments
VENDOR NAME

From PO ID; Q To PO ID: Q
From Date: 021152010 @ To Date: 03182010 |

Buyer: aQ,
Veendor Location: | =

& View Current Acknowiedgements
¥ Hew Supplier Review ™ Supplier Respond Buyer Accept

 View History

Search

=A =4 =4

Click the Minage Orders link

Click theAcknowledge Purchase Orders link
Enter criteria Filter Options

o From Date and To Date rang€O Date

o From PO ID and To POgBnter the same PO number in both fields, when searching by individual PO.

o0 Buyer

Select one of the radibutton options

o View Curent AcknowledgementsNew/Supplier Review
- No POAs have been submitted

o View Current AcknowledgementSupplier Respond/Buyer Accept
- POA has been submitted and Buyer accepted

0 View History
- Displays history of POAs regardless of status

Click search
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Page6 of 25



Reference Guide3M eSettlements
3M USALegacyPurchase Orders (20igit, AlphaNumeric, Beginning USMMNI

Acknowledge Purchase Orders
Search/Filter Acknowledgments
VENDOR NAME

From PO ID: S TePOID: a,
From Data: 02152009 |5 To Date: 03152010 |3
Buyer: a

Vendor Location: | :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.

Click on the Purchase Order link to view the Acknowledgement Summary page.
Click the Line link to review and modify detaildhaf line, such as quantity, price, and due date.

Acknowledge Purchase Orders
Ac knowledgment Summary
VENDOR NAME

= =4

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

» PO Header Detail
* StandordBU Comments ]

¢ Standard BU Comments

lugtification comment

Chck on ihe purchase ordes line number to see more detals and to make any medifications.

Line Detads | Exension [l

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

Save I Save & Send Acknowledgement |

Beturn th Search Ackndwladoment Sand E-mail

9 If no changes are required, click the Return button
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9 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 ity 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

9 Price tab
0 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 ] =]

1 Resetto PO Values button clears all unsaved changes and restores the original PO values
7 Click Return button when completed
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)l
T

POA Limis Cystomize | Find | View 41 B Frst Y1009 LF

Line Detats TIERESGA

Sunlity |

Description | poqu| Asknowdedae | o oo, pesoonse
1 VORITEMID test for printing PO from eSupplier 100001234  10000.1234 EA

ACCERLED - Changes
Llade

Save [ Save & Send Acknowledgement I

The POA Response has changed to Accepidngedlade
Click Save & Send Acknowledgement button

N =
Customize | Find | View 40| =

- EOA Besponge
PO Oty Quantit !!.!1!! o

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

ACCepbEd - Changes

Save [ Save & Send Adknowladgement I |

o If no changesvere made
- Sets acknowledgement status to Buyer Accepted
- Changes POA mode from editable to view only
o If changeswereentered
- 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

1 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 OrderSummary

ORACLE’
Add to Favortes
Main Meny >
|/ Manage Orders
. View and downicad purchase orders, enter HC'L'VC‘-'IDGQEMZ! and create advance shpment notices for customer orders.
~ Manage Orders E Purchase Orders ﬁ Acknowdedge Purchase Orders E== View Order Summary
= Purchase oroers Review and take action on customer purchase orders Create oniine purchase order acknowledgments =l View PO schedules by Bem and due date
~ Acknowled

View Receipts
1s E View customer recepts.

— View Rece|)
> Review Payment Information

1 Click the Minage Orders link
9 Click the View Order Summary link
9 Enter criteria Filter Options
o From Date and To Date rang8hipped Due Date
o Item ID (3M 11Digit Part Number)
o Vendor Item ID (3M COMS Number)
o PO Status Drop Down Box
1 Clicksearch
bhe¢oy ¢KS aLyOftdzRS th 51GFL¢ 62E a!{¢ 68 OKSO1S

ORACLE S —

Search:
View Order Summary
I Manage 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: 02/18/2009 [  (example: 01:21/2000)
To Date: 0318/2010 [ (example: 01/3172000)
item I0: Q
Vendor Item ID: Q

Search

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

To view the physical Shipping Address, click on thetSHipk.
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