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Introduction to the Supplier Portal

What is the Supplier Portal?

The Scholastic Supplier Portal is a secure, web-based workspace that provides our vendors with
full visibility to Scholastic transactions, including request for quotations (RFQ), purchase orders,
and invoices.

The Supplier Portal plays a key role in Scholastic’s Oracle ERP transformation, as this tool helps
improve communication with our suppliers by automating and streamlining the source-to settle
process.

Navigating the Supplier portal

Logging in
You will receive a Supplier Portal invitation with a custom link to create a password and log in

Scholastic Supplier Portal Access

To Scholastic Manufacturing

Dear Valued Supplier,

You've been invited to use Scholastic's new Supplier Portal powered by Oracle. This FREE, secure, web-based workspace provides
full visibility to Schelastic’s transactions, including requests for quotation (RFQ), purchase orders, and inveices. The Supplier Portal
will be active on Monday, June 4, 2013. We're onbearding cur suppliers prior to our go-live date so that everyone has time to acclimate
themselves to the new interface.

1. Please click the following link below to create a password for your usemame, name(@company.com
hitps://scholastic.oktapreview com/reset_password

NOTE: This link expires in 30 days. Please login by Friday, June 1, 2018.

2. For training documentation, please follow the link below:

https://www scholastic.com/vendor

3. If you experience any issues accessing your account, please send a help request to our system administrator using the link below.

https://Scholastic.ckta.com/login

Once your password has been set, click on the “Oracle Fusion Prod” icon to reach the Supplier
Portal home page.
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Now login using your Scholastic Supply Portal ID and newly created password

— — — — - S=npc=l

T— e — — -

Sign In X |

(&) @ @ @ @ hitps:/fesjr-dev3.login.us2.oraclecloud.com/oamyserver/obrareq.cgitencquery %3Dc

| | Q Search @ » =

SIGN IN
ORACLE APPLICATIONS CLOUD

Forgot Password

Sign In
| En

English

ORACLE

Copyright(C) 2011, 2015, Oracle andior ts affilates. Al rights reserved.
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Homepage Navigation
On the home page, click on the Supplier Portal icon to open the “Overview” page.

E Oracle Applications x | -
- -

&« ¢ o (7 @ hitps://esin-dev3 fs.us2.oraclecloud.com/home! e @ Ty Q, Search m o »
ORACLE

Jane Smith

Supplier Portal Set Preferences

Share thoughts with your colleagues...

0 0 0

Conversations Following Folliowers

n Employee News
n My Flags

Notifications
At the top right corner of the home page, a bell icon will display your pending notifications. This
includes new purchase orders pending acknowledgement as well as invitations to a negotiation.

Note: Clicking on the notification brings you to the PO or Negotiation in question

{ 9 6 0 Adam Mann

Pending Notifications ~ More Details ¥ T

Enter search terms S

FY1: Document (Purchase Order) 2000952 21318
Requires Acknowledgment

Les Adam Mann
Action Required: You Are Invited to Negotiation 21318
4000041 (Clifford)

- Actions w
FYI: Document (Purchase Order) 2000094 2/8M18

Requires Acknowledgment

William Peragine

o7
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Overview Menu
The overview page provides a snapshot into Scholastic’s most recent transactions as well as anything
requiring attention.

Summary Tab

Worklist: A list of all pending notifications sent to the current supplier user. These are the same
notifications found in the bell at the top of the page. Please note that most notifications will
also be sent via email.

Watch list: Contains a set of saved searches which display counts of urgent or recent
transactions, possibly requiring action, such as Orders Pending Acknowledgment. Clicking a
watch list entry navigates direct to the screen so that user can begin working on the transactions
immediately.

ORACLE a ™ @ © © Adamimanm~
Overview El
Summary | Orders Agreements Schedules Megotiations O
)
My Tasks w Actions w Assigned |z| > L9
= Title Number Creator Assigned Priority
D Document (Purchase Order) 2001093 Requires Acknowledgment 210618  Adam Mann 4/9/18 10:58 PM 3 B

Refresh Start Time 4/11118 2:57 PM @)
4 [30rders

@ Changed or canceled in the last 7 days (2)

= openedinthe last 7 days (4)

E Pending acknowledgment (9)
4 [3Schedules

[& overdue and due today (58)
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Orders Tab

Contains the header detail of our purchase orders. The header contains the PO issued date and
the total S amount ordered. The item level detail, quantity, and ship-to locations can be found
in “Schedules”.

Orders with Recent Activity: A list of orders that have been Opened, Changed, or Canceled

within the last week. This date can be manually changed to display more or less orders.

ORACLE A ™ K © 0 ruamimam-
Overview El
Summary  Orders = Agreements  Schedules  Megotiations O
AY

Refresh
Last Refreshed 4/11/18 3:22 PM

4 Orders with Recent Activity

* Activity Since  2/4/18 FG SUDDS”iz IZI (-]

Opened | Changed or Canceled

Actions w View v Format w il freeze  [g'| Detach
Last
. Last i . . Ordered .
Qrder Revision Order Date Activity gl:lly Supplier Site Amount Currency View PDF
Indicates an order -
2000881 0 206118 Opened 2178 COM-NJ 1,146.00 UsD For]

has been cancelled

® 2000874 1 21618 Canceled 2/6M18 COM-NJ 0.00 UsD FoF

A Lwm |

2000883 0 21618 Opened 216118 COM-NJ 750000 USD o7

2000882 0 21618 Opened 278 COM-MJ 1.148.00 UsSD FoF
I \ 2000880 0 21618 Opened 2178 COM-NJ 55.00 UsD PoF
L

Columns Hidden 3
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Schedules

A purchase order “Schedule” contains the quantity, ship-to location, and promised ship date.
An order with a ship date in the past is highlighted with an alert. Schedules must be kept up to
date. The promised ship dates that you provide are visible for everyone at Scholastic.

At the bottom, “Recent Receipts” will list all purchase order schedules received within the last
week.

ORACLE " » © O

Digital Printing ~

Overview El

Summary Qrders  Agreements | Schedules | Megotiations

\
Refresh
4 Open Schedules
* Due Date Through 411818 s SUWS“;E' E| ]
Acfions w View w Formatw  §H Detach
B Open -~ N - Schedule & ¥ Sh Su
Order Line Schedule Quantity UOM  Description Ship-to Location Due Date Open Amount Currency No Sit
Indicates a promised i ~ =
R R A\ 2001058 2 1 400 EA 9780545127622-GUIDE FOR PREM 544 TEACH ~ JCD-SCHOLASTIC INC 313118 63476 USD 53 —
ship date is past due
A 2001064 2 1 400 EA 9780590745086-CREAT ZONE DREAM CATCHER  JCD-SCHOLASTIC INC 3130118 160000 USD 531
b 2001064 1 1 400 EA 9780590763011-JEWEL KINGDOM CLUB POLYBA JCD-SCHOLASTIC INC 33018 49200 USD 53—
A\ 2001058 4 1 1,000 EA 9780717257799-BRAZILIANS-COLOMBIANS VOL 2 050-F8-BF ORLANDO 3130118 100000 USD 53
A 2001064 4 1 600 EA 9780590745086-CREAT ZONE DREAM CATCHER  TNP-TIEN WAH PRESS LTD  3/30/18 240000 USD 53 i
Columns Hidden 3
4 Recent Receipts
* Receipt Date Since  4/418 Y SUDDS”:E' EI ]
Actions v View w Formatw  §H [l Freeze Detach  « Wrap
. Received Receipt . . . .
Order Line Schedule Quantity uom Date Description Ship-to Location Received Amount Currency
2001077 1 1 400 EA 41012 M10F322132-0PS:BOX BIG DISPLAY SHIPPER 010-G3-BF DANBURY 600.00 USD
2001077 2 1 200 EA 41012 M10F322132-0PS:BOX BIG DISPLAY SHIPPER 050-F9-BF ORLANDO 30000 USD
2001087 1 1 800 EA 4618 M115328077-MKALAN'S BOOKMARK 050-F9-BF ORLANDO 800.00 USD

MSCHOLAS




Negotiations Tab
Request for Quotation (RFQ) transactions that the supplier is involved in or is invited to by
Scholastic. It provides a quick summary to easily monitor the status and responses.

ORACLE © © sumimvam~
Overview El
Summary Orders Agreements Schedules | Negotiations O
\

Refresh

Time Zone Eastern Standard Time
4 Ongoing Negotiations

Actions w View v Format w

Detach Wrap Re

Negotiation  Title ¥:§:‘iali0" -Igtlr]:aining Response Response Status MEU!.S";';Z: Recommended Action
4000009 Higgins Back to School Kit RFQ 0 Seconds 4001 Pending award 0 View Response History
4000043 Higgins Back to School Kit RFQ 0 Seconds Blind Pending award 0 View Response History
4000015 Higgins Diary RFQ 0 Seconds Blind Pending award 0 View Response History
4000008 Higgins Back to School Kit RFQ 0 Seconds Blind Pending award 0 View Response History

Columns Hidden 2

4 Open Invitations
Adlions v View v Format w freeze '] Detach Wrap Acknowledge Participation = Create Response
Negotiation Unread  View Response

Negotiation  Title Supplier Site Close Date

Type Messages PDF Spreadsheet
4000052 Harry Potter Poster RFQ COM-MJ 4/25/18 3:39 PM 1] fror

4 Completed Negotiations
* Completed Since  4/11/17 3:43PM g ©

View w Format w Fre Detach

Negotiation Title Negotiation Close Date Response Supplier Site Award Amount Purchasing Details

Type Documents

4000045 Higgins Backto School Kit RFQ 31218 8:31 AM 201 @ USD 15,000.00 =1
4000004 Bill RFQ RFQ M8 115AM 5@ COM - MO USD 19.42000 2000047 =
4000005 RFQ-4000005 RFQ 11718 1104 AN 6@ COM-MO USD 7,727.0000 2000045 =]
4000003 Higgins Back to School Kit RFQ 1718 10:06 AW 4@ USD 448777 =]
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Request for Quote (RFQ)

Receiving an Invite for a Negotiation
The Scholastic Sourcing group has the ability to invite vendors to bid on projects through the

Supplier Portal. If your organization is invited to a negotiation, you will receive an email as well

as a notification in the Supplier Portal.

The email invitation will include a PDF overview of the project. There is also a link that will take

you directly to the RFQ in the Supplier Portal.

E © L I You Are Invited to Negotiation 4001524 (Higgins Back to School Kit) - Message (HTML)
MESSAGE

To B Henderson, Maria

Wed 2/28/2018 10:58 AM

From

Assigned Date

Due Date
Recommended

Actions
« Acknowledge yo

Assignee mhenderson@scholastic.com

Maria Henderson

212818 10:58 AM

38 10:57 AM

urintent to participate

eejx-dev3 prcsender@workflow mail.us2 cloud.oracle com
You Are Invited to Negotiation 4001524 (Higgins Back to School Kit)

GIF there are problems with how this message is displayed, click here to view it in a web browser,

Message |‘[t|4nn1524_5upPuER_us.pdr[s KE) I

Supplier CLIFFCRD PRINTING INC Preview Date

Company Setup Enterprise

Open Date 22818 1057 AM

Negotiation Title Higgins Back to School Kit Close Date  3/2/18 10:55 AM

Negotiation 4001524

+ Download the negotiation details document attached to this notification.

Viewing

You can view the RFQ by clicking on the link the email notification. Another option is to go to

the RFQ

the Supplier Portal and navigate to the Negotiations tab. Click on the negotiation number in

question.

ORACLE

Overview

Summary Orders Agreements  Schedules | Negotiations

ﬁ \~ ’ 9 e Jane Smith =

Refresh
Time Zone Eastern Standard Time

4001524 Higgins B

ack to School Kit

<

4 Ongoing Negotiations
Actions w View w Format w {w’| Detach
- Unread . Negotiation Time Reference . . .
Negotiation Messages Title Type Remaining Response Response Status Number Supplier Site Recommended Actio
4000185 0 Scholastic Tote RFQ 0 Seconds 1001 Pending award 100101 CPI View Response History
4 i | »
4 Open Invitations
Actions w View w Format w i=' Detach Acknowledge Participation = Create Response
Negotiation Title Close Date Unread Messages Megotiation Type Will Participate View P
3/2/18 10:55 AM 0 RFQ {Por )

E
Q

\

MSCHOLASTIC
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This will bring up the RFQ cover page with the time remaining to respond displayed. On the left
hand side of the RFQ, you will see links to the different components of the RFQ.

ORACLE’ A ™ b © ©O Janesmin-

RFQ: 4001524 Messages = Create Response  Actions v Done

Currency = US Dollar Time Zone Eastern Standard Time
Title Higgins Back to School Kit Open Date  2/28/18 10:57 AM
Status  Active Close Date  3i2/18 10:55 AM

Time Remaining 20:05:52

Table of Contents Cover Page

Cover Page

maria’s cover page note
Overview

Requirements

Lines

Click on the Overview link. This will bring up the Overview page, which has key dates tied to the
RFQ. On the right hand side, you will find attachments to the RFQ. The attachment will have
the requirements for the RFQ along with instructions, quantities, and any other relevant

information.
ORACLE" B © © Juesmm~
RFQ: 4001524 Messages Create Response  Actions v Done
Currency = US Dollar Time Zone Eastern Standard Time
Title Higgins Back to School Kit Open Date  2/28/18 10:57 AM
Status  Active Close Date  3/218 10:55 AM

Time Remaining  20:00:36

Table of Contents Overview

Cover Page
Title Higgins Back to School Kit Buyer Maria Henderson
Ovenview

Requirements Synopsis  Marias synopsis Outcome BC

Lines )
| Attachments Higgins Backto School Kit I

4 General

b Introduction

Schedule

Preview Date Open Date  2/28/18 10:57 AM

Close Date  3i2/18 10:55 AW Award Date

11
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Click on the Lines link. This will bring up the line items tied to the RFQ. In some cases, due to
complex requirements, there will be one placeholder line visible with the advanced
requirements included in an attachment.

ORACLE' A ™ B © @ samesmon~
RFQ: 4001524 Messages Create Response  Actions v Done
Currency = US Dollar Time Zone Eastern Standard Time
Title Higgins Back to School Kit Open Date  2/28/18 10:57 AM
Status  Active Close Date  3/218 10:55 AM

Time Remaining  19:55:31

Table of Contents Lines
Cover Page .
¢ 4 Instructions

Oveniew

line level instructions for RFQ
Requirements

Lines

4 Summary
View v Format w | Detach
Line Item Description ('itegory Quantity UOM Location Ref]uesled Start Price A!IcvaIternate Attachments
ame Ship Date  “—0-ER Lines

1 Higgins Notebook  UNCLASSIF.. 1,000 JEA JCD-8CHO... Yes
2 Higgins Pencil UNCLASSIF. 2,000 JEA JCD-5CHO. No

Columns Hidden 3

Creating a Response

When you decide to bid on an RFQ, you must first acknowledge that you will participate. You
can do this from the Negotiations dashboard by scrolling to the “Open Invitations” section.
Highlight the negotiation, and click on the Acknowledge Participation button.

ORACLE " B O @ anesmith~
Overview El
Summary Orders Agreemenis Schedules O
A%

Refresh

Time Zone Eastern Standard Time

4 Ongoing Negotiations

Actions w View w Format w i Detach
L Unread . Negotiation Time Reference . . -
Negotiation Messages Title Type Remaining Response Response Status Number Supplier Site Recommended Actio
4000185 0 ScholasticTote ... RFQ 0 Seconds 1001 Pending award 100101 cPl View Response History
4 n | »
4 Qpen Invitations

Actions » View v Format v iz Detach Ackl Participati Create
Negotiation  Title Close Date Unread Messages MNegotiation Type Will Participate View P
4001524 Higgins Back to School Kit 3/2/18 10:55 AM 0 RFQ o

4 .

12
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This will bring up the Acknowledge Participation popup. You can select Yes or No, and enter a

comment to the Scholastic buyer.

Acknowledge Participation

Will Participate @ Yes
© No

Note to Buyer | will send my quote
shortly.

At this point, if you refresh the Negotiations dashboard, you will see YES listed in the ‘Will
Participate’ column. You can create your response by highlighting the Negotiation and clicking

on the Create Response button.
ﬁ \~ ’ 6 o Jane Smith =

ORACLE

Overview

Summary Orders Agreements  Schedules = Negotiations
\

Messages  Refresh

LastRefreshed 3/1/18 2:10 PM
Time Zone Eastern Standard Time

4 Ongoing Negotiations

Actions w View v Format w Freeze m" Detach Wrap Revise Response

. Unread . Negotiation Time Reference . . .
Negotiation Messages Title Type Remaining Response Response Status Number Supplier Site Recommended Actio
4000185 0 ScholasticTote ... RFQ 0 Seconds 1001 Pending award 100101 CPI View Response History
4 [ J b

4 Open Invitations
Freeze [z Detach Wrap Participati

Actions w View v Format w
Close Date Unread Mess@g&% Negotiation Type Will Participate

Negotiation Title
3i218 10:55 AM 0 RFQ Yes 7]

View P

4001524 Higgins Back to School Kit

<

13
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Another way to create a response is to open the RFQ and click on the Create Response button

on the upper right hand side

ORACLE’

Jane Smith v

RFQ: 4001524
Currency = US Dollar

Title Higgins Back to School Kit

Status  Active

» © 0o
Actions ¥

Messages | Create Response Done
TE Zone Eastern Standard Time

Open Date  2/28/18 10:57 AM

Close Date  3/2/18 10:55 AM

Time Remaining 20:00:36
Table of Contents Overview
Cover Page
Title Higgins Back to School Kit Buyer Maria Henderson
Overview
Requirements Synopsis  Maria's synopsis Outcome BC
Lines
Aftachments Higgins Back te School Kit
4 General

¥ Introduction

Schedule

This will bring up the response page. Enter the quote expiration date, an internal quote number
if you have one, and any notes to the buyer. You can also attach any correspondence by clicking
on the + sign next to Attachments.

ORACLE A ™ B © @ smesmm~
[
Overview Lines Review
Create Response (Quote 1002): Overview Messages Respond by Spreadsheet ¥  Actions w  Eack | Hext Save ¥  Submit Cancel
Last Saved 3118 3:11 PM
Time Zone Eastern Standard Time
Title Higgins Back to School Kit Close Date  3/218 10:55 AM
Time Remaining  19:42:31
General
Supplier CLIFFORD PRINTING INC Reference Number QUOTE 12345 I
Negotiation Currency USD Note to Buyer Please review the attachment for quantities and
additional information
Response Currency USD

Price Precision

2 Decimals Maximum

| Response Valid Until

3/30M18 3111 PM e I

Attachments None ==

MSCHOLASTIC
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You can attach more than one file by clicking on the + sign.

Attachments

Actions w View w =k M

Type *File Name or URL Description Attached By Attached De

File l No file selected mic2712@hotm... 3118 3:16 P

File IZI DATAd  Update... Data for quote mic2712@hotm . 3MM8315PI

4 m J 3

Rows Selected 1 Columns Hidden 1

Once you attach a file, it will show up on the main screen. You can remove the attachment by
clicking on the X next to the file name. Hit Save and then Next.

ORACLE’ A ™ B © © Jaesmin~

Overview Lines Review

Create Response (Quote 1002): Overview Messages =~ Respond by Spreadsheet v Actions ¥ Dack Submit Cancel
as

aved 3/1/18 3:11 PM
Time Zone Eastern Standard Time

Title Higgins Back to School Kit Close Date  3/2/18 10:55 AM

Time Remaining  19:36:53

General

Supplier CLIFFORD PRINTING INC. Reference Number QUOTE 12345

Negotiation Currency USD Note to Buyer Please review the attachment for quantities and
additional information

Response Currency USD
Attachi its Data fi it
Price Precision 2 Decimals Maximum

Response Valid Until  3/30118 3:11 PM E"'o

15
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This will bring you to the “Lines” screen. Enter unit costs for the lines along with a Promised
Ship Date.

For most negotiations, the Scholastic buyer will give the supplier an option to create your own
line by clicking on the + sign under Create Alternate. This is especially useful if you want to
incorporate a unique idea or proposal.

ORACLE @ ™ » O ©

«Jane Smith +

Overview Lines Review

Create Response (Quote 1002): Lines Messages ~Respond by Spreadsheet v  Actions v Back MNext  Save v  submit Cancel

- LastSaved 3MM8 3:22 PM
Currency= US Dollar Time Zone Eastern Standard Time

Time Remaining  19:32:40 Close Date  3/2/18 10:55 AM

Actions w View w Formatv & Freeze iy Detach
 Alternate Create Required Response
Line Description Line quir Category Name Start Price |Response Price PONSE oy Line Amount
Descripti Alternate Details Quantity
scription
1 Higgins Notebook UNCLASSIFIED 1,000 EA 1,000.00 3f2118 fe
2 Higgins Pencil Not allowed UNCLASSIFIED 2,000 EA 2,000.00| 3f2118 e

Columns Hidden 7

Grand Totals
All respense lines except alternate lines are included.

Response Amount 3,000.00

On the Alternate Line screen, you are required to enter a description, response price, and
response quantity. You can enter a note to the buyer and also attach files to the alternate line.
ORACLE * » O 0

] »

=
(]

Jane Smith +

Lines: Edit Alternate Line: 1-1 (Quote 1002) Messages 4 1T Save SaveandClose Cancel

Currency= US Dollar

NHegotiation Line

Description

q

Higgins Notebook

|" Alternate Line Description

Higgins Notepad I

Last Saved 3/1M8 3:25 PM

Close Date
Location

Requested Delivery Date

32018 10:55 AM

JCD-SCHOLASTIC INC

Category Name UNCLASSIFIED Promised Delivery Date  3/21/18 E'g
Start Price HNote to Buyer Here is another option to consider.
E&sponse Price @
Target Quantity 1,000 Attachments None =je
@asponse Quantity 1,0@
“UoM EA v

MSCHOLASTIC
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After hitting Save and Close, the alternate line will be added to the RFQ response.

ﬂ o Jane Smith ~

Overview Lines Review
Create Response (Quote 1002): Lines by Sp! v  Actions v  Back MNext Save ¥  Submit Cancel
- Last Saved 3/1/18 3:20 PM
Currency= US Dollar Time Zone Eastern Standard Time
Time Remaining 19:24:24 Close Date  3/2/18 10°:55 AM
Actions w View v Format w im' Detach o Wrap
. . * Alternate Line Create . Response . Promised
Line Description Description Alternate Response Price Quantity uomMm Line Amount Delivery Date Category Name

1 Higgins Notebook L 1.00 1,000 EA 1,00000 22118 [@ UNCLASSIFIED

211 Higgins Notepad 0.25 1000 EA | w 250.00 32118 [y  UNCLASSIFIED

2 Higgins Pencil Not allowed 1.00 2,000 EA 2,000.00 32118 E‘g UNCLASSIFIED

Columns Hidden 9

Hit Save and Next. This will bring you to the Review screen, where you can view the response as
a whole. There are tabs for the Overview and Lines. When you are ready to submit the
response to Scholastic, hit Submit.

ORACLE " » 0 @

Jane Smith
[}
Overview Lines Review
Review Response: Quote 1002 by Sp ¥  Actions ¥  Back save ¥ Cancel
_ Last Savel 118 3:31 PM
Currency=US Dollar Time Zone Eastern Standard Time
Title Higgins Back to School Kit Close Date  3/2/18 10:55 AM
General
Supplier CLIFFORD PRINTING INC. Reference Number QUOTE 12345
Negotiation Currency USD Note to Buyer Please re_wewt_he attachment for quantities
and additional information
Response Currency USD
Attachments Data for quote
Price Precision 2 Decimals Maximum
Response Valid Until  3/30/18 3:11 PM

You will receive confirmation that the response was submitted.

ORACLE A ™ B @ © sanesmin~
RFQ: 4001524 Messages = Actions v Done
Currency = US Dollar Time Zone Eastern Standard Time
Title Higgins Back to School Kit Open Date  2/28/18 10:57 AM
Status  Active v Confirmation x Close Date  3/2/18 10:55 AM
Time Remaining  19:18:06 The response 1002 to negotiation 4001524 was submitted

Table of Contents Lines OK

Cover Page

¢ A Instructions
Overview

line level instructions for RFQ
Requirements

Lines

17
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Award Decision

After the Scholastic buyer receives all bids, they will award either the whole job, or part of the

job.

If you are selected, you will receive an email notification as well as an Oracle notification

confirming which lines of the negation were awarded to you. If you are not selected, it’s up to
the Scholastic buyer if they want to inform the suppliers systematically that were not selected.
You would receive a similar alert, but the awarded lines amount will be “0”.

-

Pending Notifications '~ Maore Details w

Enter search terms

Q

L

@ FYI: Award Decision for Negotiation 4001524 3:06 PM

{Higgins Back to School Kit)

Clicking on the notification will bring up the award decision.

was awarded.

In the screenshot below, one line

4 Details

Assignee Henderson, Maria
Supplier
From Maria Henderson
Company
Assigned Date  5/8/18 6:32 PM
Negotiation Title
Expiration Date 6/7/18 6:32 PM
Negotiation
Task Number 211083

4 Award Details

Supplier LINDENMEYR
Site

Note to Supplier |

lAward Decision for Negotiation 4000053 (Higgins Flip Flops)

Dismiss

Time Zone Coordinated Universal Time

Preview Date
LINDENMEYR

Open Date 5/4/18 7:31 PM

Setup Enterprise

Close Date  5/4/15 7.37 PM

Higgins Flip Flops

4000053

Response 6013

Awarded Lines 1

Total Award Amount  USD 250.00

Award Amount

MSCHOLASTIC

Line Item Revision Description AoV Award Quattiy UOM Award Price (USD) {USD)
1 Higay Flip Flops 50 EA 5.00 250.00
Important Note: This award decision may not result in the generation of a purchasing document.
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Here is a screenshot of an award decision where nothing was awarded:

4 Details

Assignee
From
Assigned Date
Expiration Date

Task Number

4 Award Details

4 Related Links

» View Response: 6012
= View MNegotiation: 4000054

Henderson, Maria

Maria Henderson

5/8/18 6:33 PM

67118 6:33 PM

211072

Supplier LINDENMEYR

Site

Note to Supplier

lAward Decision for Negotiation 4000054 (Higgins Flip Flops)

Supplier

Company

Negotiation Title

Negotiation 4000054

LINDEMMEYR

Setup Enterprise

Higgins Flip Flops

Response

Awarded Lines 0

Total Award Amount  USD 0.00

Dismiss

Time Zone Coordinated Universal Time

Preview Date
Open Date  5/4/18 7:32 PM

Close Date  5/4/18 7:43PM

6012

Another way to view the outcome of the RFQ is to go to the Negotiations home screen. Scroll down to

Completed Negotiations. The little green circle with a check mark indicates that the bid was awarded,
while the note “No award” in the amount signifies that your bid was not accepted.

Overview

Summary  Orders

» Open Invitations

Agreements

Schedules

» Ongoing Negotiations

View w Format
Negotiation Title
4000054
4000052
4000049

4000007 001

Columns Hidden 1

|A Completed Negotiationsl

* Completed Since  5/8/17 6:39 PM

e ©

Freeze iz Detach

Higgins Flip Flops
Higgins Flip Flops

Higgins Grooming Kit

Negotiations

Negotiation

Type
RFQ
RFQ
RFQ

RFQ

Close Date

514118 7:43 PM 6012

514118 7:37 PN
40028

102318 5:18 PM 43°

31518 3:54 PM

Response

Supplier Site

99084

Messages (2) Refresh
Time Zone Coordinated Universal Time

Purchasing
Documents

UsD 250.00 =]

Award Amount Details

USD 3,750.00

!l

'l

USD 10,364,00_

B
2

MSCHOLASTIC
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Purchase Orders (PO)
PO Notification

When a Scholastic purchase order is issued, you will receive an email notification with a PDF

attachment

H o
MESSAGE

Wed 5/2/2018 11:30 AM

Mann, Adam
Document XE 2001086

To Mann, Adam

= Document XE 2001086 - Message (HTML)

Message [ PO_300000002798038_2001086_0.zip 50 KB}

Review the purchasing document and any files that are attached to the message.

If an acknowledgment is required, the email subject will include “Requires Acknowledgment”. A
notification alert will also be displayed at the top of Supplier Portal to note an action is required.

E T & = Document (Purchase Order) 2000952 Requires Acknowledgment - Message (HTML)
MESSAGE

Sun 5/6/2018 10:01 PM

Mann, Adam
Document (Purchase Order) 2000952 Requires Acknowledgmend

To

Mann, Adam

Message ™. PO_300000002798038_2000952_0.pdf 33 KE)

Details
Assignee Adam Mann Sold-to Legal Entity SCHOLASTIC INC.
From Adam Mann Order 2000952
Assigned Date 2/13M8 11:40 PM Buyer Adam Mann
Due Date  2/14/M1511:40 PM Ordered 11,24875 USD
Task Number 209136

Access this task in the Workspace Application

Document (Purchase Order) 2000952 Requires Acknowledgment

Recommended Actions

s+ Review and Acknowledge

MSCHOLASTIC

|

x

20



(> ] o ﬂ 0 Adam L Mann ~
Pending Notifications - More Details
3 El
3
FYl: Document {Purchase Order) 2001093 Requires 4918 C)\
Acknowledgment

Enter search terms

Refresh
Adam Mann

When a “Revised” PO is received, the email subject will include the “Revision #”

H T 4 = Docurment CP 2000085, Revision 1 - Message (HTML) T EH - O X
IMESSAGE

Sun 5/6/2018 10:05 PM

Supplier Two <schsit2b@gmail.com>
Document CP 2000085, Revision 1

To Mann, Adam

Message  C1lPO_300000002798038_2000085_1.zip (12 KB}

Review the purchasing document and any files that are attached to the message.

Review PO Details

Open the attachment in the email to view a PDF of the purchase order. Additionally, on the

“Orders” overview tab in the Supplier Portal, all recent PO’s will be listed under “Opened”. You

will have the option of viewing a PDF, opening the order for acknowledgment, as well as

updating the order with a confirmed promised ship date.
ORACLE A ™ b O 0 .

Overview

Summary = Orders Agreements Schedules  Megotiations

Refresh
4 Orders with Recent Activity
* Activity Since 312918 e S"DDS“:E’ B °©
Opened Changed or Canceled
Actions w View w Format w FE [ Freeze " Detach o Wrap

Order Order Date Ordered Amount Currency Revision Last Activity Date Last Activity View PDF Supplier Site
2003934 4518 5,000.00 USD 0 4518 Opened POF | cPl il
2003936 415118 5,000.00 USD 0 4/518 Opened For} CPI ‘E‘
2003935 41518 10,625.00 USD 0 4/518 Opened PoF} CPl bl
2003938 4518 5,000.00 USD 0 4518 Opened fPor) cPl
2003937 415118 5,000.00 USD 0 4/518 Opened For} CPI
4 1 | 3

MSCHOLASTIC



Acknowledge a PO

Some Scholastic POs will require a supplier acknowledgment within the Portal. The PO will not
be considered “open” until the Supplier completes the acknowledgment process. If a PO
requires acknowledgment, the email subject will note “Requires Acknowledgement”. You can
acknowledge the PO from the link in the email or log into the supplier portal and click on the
“Pending Acknowledgment” link in the Watch list.

Note: A notification alert will pop-up as well as a task in the “Work list”. While both of
these serve as links to the PO, it is suggested to acknowledge an order by using the link
in the “Watch List”, as this method is most efficient.

ORACLE" f N © AdamLMann~
i Pending Notifications '~ Wore Details v
Overview EI
Enter search terms o
summary | Orders Agreements Schedules  Negotiations o)
@ FYl: Document (Purchase Order) 2001093 Requires 41918 \
4 Worklist Acknowledgment
Adam Mann
Wy Tasks v Actions v Assigned B > 19
= Title Number Creator Assigned Priority
[i] Document (Purchase Order) 2001092 Requires Acknowledgment 210618 Adam Mann 4/9/18 10:58 PM 3 B

4 Watchlist
Refresh Start Time 4/9/18 10:59 PM
4 [Orders
[E changed or canceled in the last 7 days (2)

[E) openedin the 1ast 7 days (1)

E| Pendmg acknow\edgmemrm‘

[E overdue and due today (58)

4

A “Manage Orders” screen will be displayed with all orders pending acknowledgement. Click on
an order #.

Manage Orders Done

Headers | Schedules

4 Search Advanced ~Manage Watchlist Saved Search Pending acknowledgment E|
Sold-to Legal Entity v Status B
Bill-to BU EI Include Closed Documents No B
Supplier Site v Pending Acknowledgment  Yes B
Order

Search Reset = Save..

Search Results

Adions v View v Formatw 4 O i Detach
Order Order Date Supplier Site  Buyer Ordered Currency Status Life Cycle

411018 COM-NJ Mann, Adam 28,800.00 USD Pending Supplier Acknowledgment
A 2000952 21418 COM-MO Mann, Adam 1124875 USD Pending Supplier Acknowledgment
A 2000889 2718 COM-NJ Perreault, Jennifer 150,996.00 USD Pending Supplier Acknowledgment
@ 2000104 11918 COM-NJ Almuina, Christine 1,250.00 USD Open
M 2000084 21818 COM-MO Peragine, William 293625 USD Pending Supplier Acknowledgment
@ 2000059 117N COM-MO McCullough, Sheri 2727.34 UsD Open
£ 2000056 1m7ne COM-NJ Mann, Adam 10,000.00 USD Pending Supplier Acknowledgment
£ 2000050 1m7ne COM-MO Mann, Adam 5,166.00 USD Pending Supplier Acknowledgment
@ 2000047 & AM7TH8 COM-MO Peragine, William 54.09 UsD Closed for Invoicing
@ 2000042 1MTHE COM-MO Almuina, Christine 1,000,000 USD Open

22
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The PO header and details will be displayed. At the top right of the screen, select the
“Acknowledge PO” button.

ORACLE KD © @ sdamimam:

XE: 2001093 View PDF  Actions v Done

Main

You may need to acknowledge both the order (under “Terms”) and each Schedule line. You are
given the option to “Accept” or “Reject”. Please only “Accept” the PO using this process. If
there is something wrong with the order, please reach out to your Scholastic buyer via email or
phone.

Terms = Notes and Attachments

Required

P 1t Te Net 30 i
Acknowledgment Document and Schedule ayment Terms e __ Pay on receipt
Acknowledgment Due ;g Shipping Method SCHOLASTIC-OTM * Confiming order
Acknowledgment AEEEMB Freight Terms  Prepaid
Response
Acknowledgment Note FOB FOB
Reject:

4 Additional Information

Mill Name OTM Payment Method PPD Context Prompt

Schedules

Adions v View v Formatv  FH g i@ Detach Reject Response All B

Requested Promised
Delivery Date Delivery Datq

Line Description Supplier Item Quantity UOM Price Response Rejection Reason  Location

1 890076-ZEN SHORTS POSTER 9,000 EA 320 4130018 4/3018 Accept B JCD-SCHOLAS .

In the top right hand corner, hit “Submit”

ﬁ \" @ 6 9 Adam L Mann ~

View PDF Cancel

Then hit “OK” and “Done” to close out of the order.

Confirmation x
The document will be accepted. Do you want to continue? (PO-2055013)

OK Cancel

The acknowledgment has been sent back to Scholastic and the order status is now “Open”.

23
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Enter/Revise a Promised Ship Date for a Schedule

On every order, we send a “Requested Ship Date”. We expect that every supplier will respond
with a “Promised Ship Date” confirming when you can ship. These dates are loaded into the
Scholastic system for reporting purposes, so it’s important that they are populated for every
order and kept up to date.

From the “Orders” or “Schedules” tab, select an order to edit:

ORACLE’

H Jane
Overview
Summary Orders  Agreements = Schedules = Negofiations
Refresh
4 QOpen Schedules
* Due Date Through  4/17/18 Y Supplier Site B ©
Actions w View v Formatv 53 i’ Detach
Order Line Schedule Open Quantity UOM  Description Ship-to Location Schedule Due Date Open Amount Currency ~ Shipment Notice
1 1 5000 EA CLIFFORD'S FIRST BOOK JCD-SCHOLASTIC INC 41318 5,000.00 USD -
2003035 1 1 3500 EA CLIFFORD'S FIRST BOOK 050-F9-BF ORLANDO 41318 437500 USD H
2003035 2 1 5000 EA CLIFFORD'S FIRST BOOK JCD-SCHOLASTIC INC 4H3ME 6,250.00 USD b
2003936 1 1 3,000 EA CLIFFORD'S FIRST BOOK JCD-SCHOLASTIC INC 41318 3,000.00 USD
2003937 1 1 5000 EA CLIFFORD'S FIRST BOOK JCD-SCHOLASTIC INC 41318 5,000.00 USD Sl

el i '

Columns Hidden 3

This brings you to the PO screen. The top part contains the PO header information with your
supplier information. The “Lines” and Schedules” tabs at the bottom contain the PO detail.

ORACLE' » © @

Digital Printing ~

CP: 2001069 Acknowledge Vie'wPD Done

Main
4 General
Sold-to Legal Entity SCHOLASTIC INC Supplier E\:G‘T“L PRINTING SOLUTIONS, Ordered  1,500.00 USD
Bill-to BU  US Business Unit Supplier Site 53782 Description
Order 2001069 Supplier Contact Digital Printing Source Agreement
Status  Closed Bill-to Location  Secaucus Supplier Order
Buyer Anup Sharma Ship-to Location  JCD-SCHOLASTIC INC

Creation Date  3/29/18

Terms | Notes and Attachments

Required P g
Acknowledgment None Shipping Method SCHOLASTIC-OTM _ Payonrecsint
Payment Terms  Net 30 Freight Terms None
__ Confirming order 4
FOB FOB
4 pdditional Information
Mill Name OTM Payment Method PPD Context Prompt
Lines | Schedules
Aclions w View v Formatw B [} Detach
Line Item Item Description Quantity UOM Price  Ordered Status Location Requested Promised Shipping Method  Rey
Ship Date Ship Date
1 512762001 9780545127622-GUIDE 1,000 EA 150 1,500.00 Closed JCD-SCHO J 4/26M8 SCHOLASTIC-OTM

‘ mn ] »

MSCHOLASTIC

24



In the previous screenshot, the requested ship date is 4/26/18. However, the promised ship
date is blank. In order to enter a new promised ship date or revise an existing promised ship
date, click the “Actions” button on the top right of the screen and select “Edit”.

A \" ‘ 6 © Jane Smith ~

Acknowledge  View PDF Done

Edit
Cancel Document

View Document History
View Change History

View Revision Histary

A warning message pops up to confirm that any action will create a change order. Click “Yes”.

Warning b4

This action will create a change order on the document. Do you want to continue? (PO-2055113)

Yes |No

In the “Schedules” tab, enter a new promised ship date and a change reason if applicable.

Lines = Schedules

Actions w View v Formatw 3 F << E [ Detach
. . = . " Requested Shifj Promised Ship _
Line Description Location Quantity UOM Date Date Change Reason
1 CLIFFORD'S FIRST BOOK JCD-SCHOLASTIC 5000 EA 41318 412318 E‘g Production Delays

Enter a description of the change order you made at the top of the PO and then hit “Submit”.

Note: Hitting “Save” will save your work, but will not send the updated date back to
Scholastic. You must select “Submit”.

ORACLE’

Change Order 1 Status Incomplete Initiating Party  Supplier
| * Description  Entered promised ship date Amount Changed 0.00 USD Initiator  Jane Smith

Creation Date  4/9/18

Edit Change Order: 1 save v | Submit |Cancel

After hitting “submit”, a popup message confirms that your changes have been sent to
Scholastic. We will reach out to you with any questions.

MSCHOLASTIC
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+» Confirmation

The change order 3 for XE 2001086 was submitted for approval.

*

OK

Manage Schedules

To search and view all orders and schedules, select the task button while in the Overview screen

in the supplier portal

ORACLE’

>

Overview

Summary = Orders Agreements Schedules MNegotiations

< Worklist
My Tasks w Actions w Assigned B >
= Tite Number Creator
[j] Document (Purchase Order) 2001093 Requires Acknowledgment 210618  Adam Mann
4 Watchlist
Refresh Start Time 4/9/18 10:59 PM Giﬂ
4 [30rders

Changed or canceled in the 1ast 7 days (2)
Openedin the last 7 days (1)
Pending acknowledgment (10)
4 [3Schedules
Overdue and due today (58)

e o Adam L Mann ~

\
0
Assigned Priority
4/9118 10:58 PM 3 B

It opens up a tab on the right side with a number of options. Under “Orders”, select “Manage

Schedules”.

Qverview

Summary = Orders Agreements Schedules MNegotiations

AY

4 Worklist
My Tasks » Actions w Assigned l >

B Title Number Creator
[:] Document (Purchase Order) 2001093 Requires Acknowledgment 210618 Adam Mz
4 Watchlist

Refresh Start Time 4/9/18 10:58 PM )

4 [30rders

Changed or canceled in the last 7 days (2)
Opened inthe last 7 days (1)
Pending acknowledgment (10)

4 [)Schedules

Overdue and due today (58)

@ 9 o Adam L Mann

Orders
* Manage Orders

Agreements
» Manage Agreements

Shipments
= Manage Shipments
= Create ASN
= Create ASBN
* Upload ASN or ASBN
= View Receipts
= View Retums
Consigned Inventory
* Review Consumption Advices
* Review Consigned Inventory
* Review Consigned Inventory Transactions
Invoices and Payments
= Create Invoice
= Create Invoice Without PO
= View Invaices
* View Payments
Negotiations
* View Active Negotiations
= Manage Responses

Supplier Profile
* Manage Profile

CHOLAS
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The Manage Orders screen allows you to search all PO Schedules, open or closed. The default
search is “All”, but you can search using a number of parameters, as well as setup custom
searches. You can also easily tell which schedules don’t have a “Promised Ship Date” by sorting
the field. In fact, all of the fields are sortable.

ORACLE ¢ . e o Digital Printing

Manage Orders

Headers | Schedules

4 Search Advanced = Manage Watchlist Saved Search Al schedules B

Sold-to Legal Entity Supplier Item
Supplier Site Ship-to Location
Order Status

Line Description

Search  Reset = Save..

Search Results

Actions v View v Formatw  # FE B freeze [y} Detach

. Ordered . . _ . Creation Requested
Order Line Schedule Quantity U Line Description Status Price Ordered Currency Date Date

Promised Date
2001099 11118327798-MK BOOKTALK BOOKMARKS SPRI Open 1.00 80.00 USD 4Mmis 4/2418
2001099 M115327798-MK.BOOKTALK BOOKMARKS SPRI Open 1.00 20.00 UsD 4M1e 43018
2001099 9780545127622-GUIDE FOR PREM 544 TEACH Open 1.00 40000 USD 4mis 5/3018
2001099 9780545127622-GUIDE FOR PREM 544 TEACH Canceled 1.00 0.00 UsD 4mis 4/3018
2001087 11832807 7-MK ALAN'S BOOKMARK Closed usD 416118 4/24118
2001084 11832807 7-MK ALAN'S BOOKMARK Canceled usD 41518 4/24118
2001084 1111832807 2-MK READ WRLD RCRD PSTR 52 Open usD 41518 4/24118
2001085 M118328075-MK EASYSCAN SCAN SHEET V5 Canceled usD 41518 4/3018
2001085 M115328075-MK.EASYSCAN SCAN SHEETVS  Open . ushD 4/518 43018
2001077 1110F328133-0PS BOX BIG DISPLAY SHIPPER  Closed Fo_ usD 41318 4/3018

2001077 M10F328133-0PS:BOX:BIG DISPLAY SHIPPER  Canceled K 1 usp 41318 4i30118

20010 9780590725255-15 YR MAMA || AMA BIG E PB Closed Fa usn 33118 313118

Order Life Cycle

When you select a PO to view or edit, the “Order Life Cycle” graph can be found on the top right
of the screen. It is a graphical view of the dollar amount ordered, received, delivered, and
invoiced. Select “View Details” for additional information.

ORACLE ] \~ ’ 9 o Digital Printing

. Order Life Cycle
FM: 2001087 Acknowledge View PDF = Actions v Done Y
Sold-tolegal - g0y pomic NG DIGITAL Ordered  800.00 USD
Entity Supplier  PRINTING
Bill.toBU US Business Unit %%LUTIONS‘ THISIS TEST In“”m_
: : Description FOR GEMMA e |
Supplier INTERFACE
Order 2001087 site 23792 WAmount (USD)
Source
Supplier - . Agreement
Status Closed Co&ﬂacl Digital Printing )
Supplier
ill- Order View Details
Buyer Anup Sharma LD:::;E Secaucus
Creation Ship-to  050-F9-BF
pate 618 Location ORLANDO

27
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The Order Life Cycle now displays a complete order summary including in-transit shipment
information (pulled in from our OTM module), receipt dates, and invoice status.

Order Life Cycle: 2001087

Sold-to
Legal
Entity

SCHOLASTIC
INC

Order 2001087
DIGITAL
PRINTING
SOLUTIONS,
INC

Supplier

Supplier

site 53782

Supplier

Contact D'dital Printing

Ordered 800.00 USD

4 In-Transit Shipments
Actions v View v Formatw By

Shipment Ship Date

Mo results found.

Fulfillment Status

W Dsiivered

100%
Amount (USD)

Wrap

Tracking Number Packing Slip

Expected Receipt Date

Done

Billing Status

100%
Amount (USD)

Shipped Carrier

M Invoiced

Bill of La

<

m

Columns Hidden 2

4 Receipts
Actions w View v Formatw 2 Ep

Receipt Receipt Date

T 41618

Freeze Detach Wrap

Shipment Ship Date  Packing Slip

Returned

Received

0.00 800.00

Delivered Invoiced

800.00 0.00

<

T

| k

Columns Hidden 3

4 Invoices
Acions w View v Formatw 2 B
Invoice Date

Invoice

1087 41618

Status

Validated

Freeze Detach

Wrap

Paid

800.00

800.00

Matched Amount Receipt

800.00

Packing Slip

MSCHOLASTIC
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Invoices

Create and Submit an Invoice

The Scholastic Supplier Portal allows you to submit invoices directly to Scholastic. Processing
your invoices through the supplier portal will increase the speed that your payment is
processed. In the task list, select “Create Invoice”.

ORACLE’ ﬁ \b @ 9 o Adam L Mann
Overview El Orders
* Manage Orders
Summary = Orders Agreements Schedules Negotiations O « Manage Schedules
h Al It
4 Worklist greements
* Manage Agreements
Wy Tasks w Actions Assigned IZI > Shipments
* Manage Shipments
= Title Number Creator « Create ASN
[E] Document (Purchase Order) 2001093 Requires Acknowledgment 210618  Adam Mz = Create ASBN
* Upload ASN or ASBN
* View Receipts
= View Returns
<4 Watchlist

Consigned Inventory

Refresh Start Time 4/9/12 10:59 PM i) « Review Consumption Advices

4 [Orders « Review Consigned Inventory
E Changed or canceled in the last 7 days (2) * Review Consigned Inventory Transactions
[E Openedin the last 7 days (1) . .
pvoices and Paymen
[& Pending acknowledgment (10)
4 [3Schedules « Create Invoice Without PO
|§ Overdue and due today (58) = View Invoices

» Viiew Payments

Negotiations
= View Active Negotiations
* Manage Responses

Supplier Profile
* Manage Profile

In the “Create Invoice” section, select an order from the “Identifying PO” drop down list. This
will populate most of the fields. Then enter your internal “Invoice Number” and today’s date.
Under “Attachments”, click the + to upload a copy of your internal invoice for our records.

ORACLE’ A ™ b O O sancsmn
Create Invoice Submit | Cance
* Identifying PO 2003938 v

Supplier CLIFFORD PRINTING INC I * Date 41018 E‘g I
Taxpayer ID * Type Invoice EI
* Supplier Site CPI - Invoice Currency USD - US Dollar
Address 557 Broadway, NEW YORK, NY 10012 Payment Currency USD - US Dollar
Remit-to Bank Account - Description

Unigue Remittance ldentifier

Unigue Remittance ldentifier Check Digit I Attachments MNone == I

Supplier Tax Registration Number v

Customer
* Customer Taxpayer ID 105083 v Address

Name SCHOLASTIC INC.

29
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In the “lItems” section, hit the “Select and add” button to choose the PO lines you’d like to add

to the invoice.

Items
View w Calculate Tax
Purchase Order Consumption Advice
Supplier Item Item Description Ship-to Location
“Number ~ Line * Schedule  Number Line

MNo data to display.

Available

Quantity Quantity

Unit Price L

Select the line(s) and hit “Apply”.

Then hit “OK”. The item(s) has been added to the invoice.

Select and Add: Purchase Orders

Search Results

View w

s

=" Detach

Purchase Order Consumption Advice

Supplier ltem

Number Item Description

Number Line Schedule Number Line

TE301001 CLIFFORD'S FIRST...
< | J

2003938 1 1

In the quantity field, enter the shipped quantity.

Ship-to Location

JCD-3CHOLASTIC ...

Ordered

5,000

L3

Apply OK ancel

Note: If the shipped quantity exceeds 3% overage from the ordered quantity, the
invoice will not processed. Please reach out to your Scholastic buyer to have the

purchase order increased. Then the invoice can be created.

MSCHOLASTIC

Items
vieww 3 [ Calculate Tax
Purchase Order Consumption Advice Supplier Available Unit
“e;p Item Description Ship-to Location Quantity Quantity Price uom * Amount
“Number ~ Line * Schedule Number  Line
2003938 1 1 76301001 CLIFFORD'S FIRST BOOK JCD-SCHOLASTIC INC 5,000 5000 1 EA 5,000.00
Total 5,000.00




Tax

If tax is required, please add it as a “Miscellaneous Charge” towards the bottom of the screen.

Our current module is not equipped to calculate tax. If you click the “Calculate Tax” button in
the “Items” section, it will not calculate. This functionality will be available in the future.

Summary Tax Lines.

View w

Line Percentage Per Unit. Amount ~ Tax Name TaxJurisdiction ™ Tax Status * Rate Name

Mo data toedisplay.

Miscellaneous Charges
Hit the “Add” button under “Shipping and Handling” and select “Miscellaneous”. Enter an
amount and description. When adding Tax, please specific the tax % in the description.

Note: Freight is not a viable option as all of our shipments should be booked through
the Scholastic Logistics group via the OTM system.

Shipping and Handling

View w E b 4

* Charge

Type Amount Description

85.00 TaxB8.5%

L1

MSCHOLASTIC
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Hit “Submit” to send the invoice to Scholastic

ORACLES
Create Invoice
Identifying PO 2 v * Number 101
Supplier CLIFFORD PRINTIMNG INC. * Date 410118 E"g
Taxpayer ID Type Invoice
Supplier Site CP — Invoice Currency D-USD
Payment Currency USD - US Dollar
Address 557 Broadway, NEW YORK, MY 10012
Description
Remit-to Bank Account v
Unique Remittance ldentifier
Unigue Remittance ldentifier Check Digit Attachments  None =
Supplier Tax Registration Number -
Customer
Customer Taxpayer ID v Address
Name SCHOLASTIC INC.
Items
vieww 3¢ [ Calculate Tax
Purchase Order Consumption Advice . .
Supplier - . . Available .
. . . ltem Item Description Ship-to Location Quantity Quantity
Number Line Schedule Number Line
2003938 1 1 76301001 CLIFFORD'S FIRST BOOK JCD-S3CHOLASTIC INC 5,000 5000

A pop-up message will confirm that the invoice has been submitted

« Confirmation x

Invoice 101 has been submitted.

OK

MSCHOLASTIC
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View Invoices

To search for all submitted invoices, on the Task Menu, select “View Invoices”

ORACLE

od

ﬁ) e o Adam L Mann

Overview

Summary = Orders

Agreements  Schedules  Negofiations O
~ \
4 Worklist
My Tasks w Actions w Assigned |Z| >
= Title Number Creator
[:] Document (Purchase Order) 2001093 Requires Acknowledgment 210618 Adam Mz
4 Watchlist
Refresh Start Time 4/9/18 10:59 PM Gﬂ
4 [JOrders

@ Changed or canceled in the last 7 days (2)
[E] openedin the last 7 days (1)
E Pending acknowledgment (10)
4 [Schedules
[E overdue and due today

Orders
* Manage Orders
* Manage Schedules

Agreements
* Manage Agreements

Shipments
+ Manage Shipments
» Create ASN
* Create ASBN
* Upload ASMN or ASBN
* View Receipts
= View Returns
Consigned Inventory
+ Review Consumption Advices
* Review Consigned Inventory
* Review Consigned Inventory Transactions
Invoices and Payments
* Create Invoice

= Create Invoice Without PO

View Invoices
s View Payments
Negotiations
* View Active Negotiations
* Manage Responses

Supplier Profile
* Manage Profile

Select your “Supplier” name, and hit search. You can use the fields to narrow your search as
well as create custom searches. You can see the Invoice Status, as well as a Payment Number to
confirm that a payment has been made against your invoice. Please note that all of these

columns can be sorted.

ORACLE

Digital Printing +

of

> 6 o

View Invoices

4 Search

™ Invoice Number
* Supplier DIGITAL PRINTING SOLUTION! | w
Supplier Site v

** Purchase Order 200%

Search Results

vieww §E Detach

Invoice Number Invoice Date Purchase Order Due Date Unpaid Amount !!\?1‘1’3:1?1

1087 41618 2001087 516118 0.00USD 800.00 USD Approved
1069 3/29M18 2001069 4/28i18 0.00USD 1,500.00 USD Approved
nk-2001086 3/2918 2001066 4/28i18 0.00USD 100.00 USD Approved
1065 3/28M8 2001065 4127118 0.00USD 2,000.00 USD Approved
Inw-1061 3/28M8 2001061 412718 000 USD 100.00 USD Approved
1057 312618 2001057 4125118 8,250.00 USD 8,250.00 USD Approved
INV-20136 gkl 2001036 412118 5,306.00 USD 5206.00 USD Approved
INV-2037 3M3ne 2001037 4112118 3,025.80 USD 3,025.80 USD Approved

Invoice Status

Done

Advanced Saved Search AllInvoices EI
** At least one is required

‘Consumption Advice

Invoice Status E|
Paid Status B

Payment Number

Search Reset = Save..

Payment Number Supplier

1000028 DIGITAL PRINTING SOLUTIONS, INC. -
3000141 DIGITAL PRINTING SOLUTIONS, INC.
3000142 DIGITAL PRINTING SOLUTIONS, INC.
3000140 DIGITAL PRINTING SOLUTIONS, INC
2000139 DIGITAL PRINTING S0LUTIONS, INC

DIGITAL PRINTING S0OLUTIONS, INC

DIGITAL PRINTING SOLUTIONS, INC.

m

DIGITAL PRINTING SOLUTIONS, INC.
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View Payments
To search for invoice payment status, on the Task Menu, select “View Payments”

ﬁ) 9 o Adam L Mann

Overview Orders
* Manage Orders

Summary = Orders Agreements Schedules MNegotiations O = Manage Schedules
\

4 Worklist Agreements
* Manage Agreements
Wy Tasks w Actions w Assigned |z| > Shipments
* Manage Shipments
= Title Number Creator + Creats ASN

IZ] Document (Purchase Order) 2001093 Requires Acknowledgment 210618  Adam Mz » Creale ASBN
* Upload ASN or ASBN
* View Receipts
= View Returns
4 Watchlist
. . Consigned Inventory
Refresh Start Time 41918 10:59 PM @éj « Review Consumption Advices

4 [J0rders * Review Consigned Inventory

@ Changed or canceled in the last 7 days (2) » Review Consigned Inventory Transactions
[El openedin the last 7 days (1) Invoices and Payments
|§ Pending acknowledgment (10) « Create Invoice

4 [)Schedules « Create Invoice Without PO

= View nvoices

[& overdue and due today (

Negotiations
= View Active Negotiations

* Manage Responses

Supplier Profile
* Manage Profile

Select your “Supplier” name, and hit search. You can use the fields to narrow your search as
well as create custom searches. You can also see the payment status to confirm that a payment
has been made. Select a “Payment Number” to see the complete details of the payment.

ORACLE A ™ b & O ooapintngv
View Payments Done
4 Search Advanced  Saved Search All Payments IZI

** Atleast one is required

** payment Humber ** Supplier DIGITAL PRINTING SOLUTION:  w
Payment Status IZI Supplier Site v
Payment Amount Payment Date E‘e

Search Reset Save...

Search Results

vieww F g7 Detach

zz:nrgzl:t E:'{emem -y $:;ement Invoice Number P::::ﬁ:: ::;,‘tr::m Remit-to Account  Supplier

1000025 41613 Quick 1087 800.00 USD Negofiable  JCOC(K9G636 DIGITAL PRINTING SOLUTIONS, INC
3000142 32918 Quick nk-2001066 100.00 USD Negotiable  JOOO((9636 DIGITAL PRINTING SOLUTIONS, INC
30001441 3/29M18 Quick 1069 1,500.00 USD Negofiable  000C(9686 DIGITAL PRINTING SOLUTIONS, INC
3000139 a2ang Quick Inv-1061 100.00 USD MNegotiable 0000686 DIGITAL PRINTING SOLUTIONE, INC
3000140 3i2818 Quick 1065 2,000.00 USD Negotiable  000C(9686 DIGITAL PRINTING SOLUTIONS, INC

34

MSCHOLASTIC



Complete payment detail will be displayed

ORACLE b @ © DoiitaiPrinting ~

Payment: 1000028 Done

Payment Amount 800.00 USD

Business Unit US Business Unit
Payment Date 4/6M18

Payee DIGITAL PRINTING SOLUTIONS, INC.
Payment Type  Quick

Payee Site 53782
Remit-to Account  OCGG(9686

Address PO BOX 628328, ORLANDO, FL 32862-8328
Payment Document SCH_US_BOFA_USD_EFT

Payment Status Megotiable

Paid Invoices

. Due 4« ¥ Purchase Paid . Invoice Invoice Consumption
Number Invoice Date Date Order Status Paid Amount Amount Status Type Advice Rec
1087 4/6/18 BI6I18 2001087 Fully paid 800.00 USD 800.00 USD MNotrequired Standard
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Supplier Preferences

On the home page, select “Set Preferences”

r = [ B [
[S] oracle appiications x

- - —

e e' Q (Ejﬁ https://eeji-dev3.fs.us2.oraclecloud.com/homel s U ﬁ Q Search Ill\ EJ » = |

ORACLE" * ™ B © O Janesmin g

Jane Smith N
(4
Supplier Portal Set Preferences
Share thoughts with your colleagues...

0 0 0

Conversations Following Followers

n Employee News

m

n My Flags

n
%

Select “Regional” in the General Preferences list to review the option to update your date and
time format, preferred number format, primary currency, and time zone.

Preferences

General Preferences
Language

Accessibility

Password

Proxies

Watchlist

Oracle WebCenter Portal
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Select “Save and Close” when finished.

= ORACLE ﬁ > \~ ’ @ 0 Jane Smith +
General Preferences: Regional Save SaveandClose Cancel
Territory  United States |ZI
Date Format ~ Midlfyy (4/12118) IZI

Time Format h:mm a (2:58 AM)
Number Format 1,234 567 EI
Currency US Dollar B

Time Zone (UTC-05:00) New York - Eastern Time (ET) EI

Select “Language” to change the primary language of the website. The default is “American
English”

Preferences

General Preferences
Regional

Language

Accessibility

Password

Proxies

Watchlist

Oracle WebCenter Portal
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