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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 Systems Login

Okta<noreply@okta.com> € Reply % Replyall -~ Forward [E
To: You Wed 8/27/2025 5:03 PM
Hi Sumit K-Test

The link below will direct you to setup your password for access to Scholastic’s systems. Please bookmark the hittps.//scholastic okta com homepage after you log in as the link below is only
active for a period of 30 days

hitps:/ischolastic.okla com/welcome/gJdvkndaysiD4qUpxT03y

If you are a Scholastic Viendor receiving this email, please refer to hitp./‘www scholastic com/vendar/ for training matenals and compliance information

This is an automatically generated message. Replies are not monitored or answered. If you experience difficulties accessing your account, please send a help request to IT Sarvice Now
(scholastic@service-now.com) or call 1-888-821-2116

Thanks

Scholastic IT
Once your password has been set, click on the “Oracle Fusion Prod” icon to reach the Supplier
Portal home page.

Q Launch App A Home A -~ X Oracle ~

M
<
An
&
SN
s
M
-

Now login using your Scholastic Supply Portal ID and newly created password
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— R —
Sign In X

(&)= C @ @ https://eej-dev3.login.us2.oraclecloud.com/oam/server/obrareq.cgiZencquery %30 e @ % | Q Sseorch m @ »

SIGN IN
ORACLE APPLICATIONS CLOUD

Forgot Password

English v

ORACLE

Copyright(C) 2011, 2016, Oracle andor its affilates. All rights reserved

Multifactor Authentication

For the safety of all users, Scholastic policy requires all user accounts to have Multifactor
Authentication (MFA) set up on their user account. While you are setting up your account, you
will be asked to set up Multifactor authentication. This requires users to either install the Okta
Verify Application on a mobile device or connecting a phone number to get SMS text for
verification. Please follow instructions included in attachments for MFA enablement.
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Homepage Navigation
On the home page, click on the Supplier Portal icon to open the “Overview” page.

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

MSCHOLASTIC
Notifications
® APFROVED
‘Approval of Invoice TEST_SUPP3 from Persanalization_Adam_Mann (250.00 USD)
poamy ghnuzuz
® APPROVED

Approval of Inuoice TEST_SUPF2 from Personalization Adam Mann (20003 USD)
poamwiy gknuzue

MSCHOLASTIC




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.

2 weeks ago 2 weeks ago
Assigned to Me {ocors (ojeniacad
Approval of Invoice Approval of Invoice

2 TEST_SUPP3 from TEST_SUPP2 from
Personalization_Ada... Personalization_Ada...
(250.00 USD) (200.00 USD)

Created oy Me

poamwiy gknuzue poamwiy gknuzue

=] =)

MSCHOLASTIC B e
< Notifications Workdst_|
Assigned to Me (2) Created by Me (3) All
[ @
APPROVED 2 weeks ago
Approval of Invoice TEST_SUPP3 from Personalization_Adam_Mann (250.00 USD)
iy ghns
peamaly ghnizie Dismiss
APPROVED 2 weeks ago
Approval of Invoice TEST_SUPP2 from Personalization_Adam_Mann {200.00 USD)
hcn
poamwiy glanuzug Dismiss
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Orders Tab

Watchlist

Agresments
Changed or cancaled in tha kst T days (0)
Expiring (0)
Openad inthe last 7 days (0)
Pending acknowdedgment (0)
Pending authering (0)

Negotiations
Closing in next 7 days (0)
Closing taday (0)

Open invitations (0)

Orders
Changed or canceled in the st 7 days (1)
Opened in the last 7 days (5)
Pending acknowdedgment (1)

Questionnaires
Ovardue and dua within 7 days (0}
Fiequiring atiention (0)
Fespanses requiring resubmission (0)

Responses
Disqualfied (1)
Drats (0)
Resubmission required (0]

Schedules
Overdue and due today (20)

Contains the header detail of our purchase orders. The header contains the PO issued date and
the total $ 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.

MSCHOLASTIC

Supplier Portal

Searoh [ Orders | Order Number

Q

Tasks
Orders
= Manage Ordrs
IR Manage Schedules
- Acknonledge Schecules in Spreadshest
Agreements
» Manage Agreements
Shipments
» Manage Shipments
- CremzaAsH
» Creat=ASBN
= Upload ASN or ASEN
- View Recaipts
- \View Ratums
Consigned Inventory
= Revizw Consumption Advices
- Reviaw Consignad Inventory
»_Revizw Consignad Inventory Transactions

Requiring Attention

W Orders o Ackrowiedge
B Scheduies Overdus or Dus Taday
5 Invoices Overdue

Recent Activity
kel

Orders changed of canceled
Orders opened
Receipts

Transaction Reports
Last 30 Days
PO Purchase Amount A USD

Invoice Amount 550 USD
Invoice Price Variance Amount 0 USD

HOLASTIC



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.
TR
Manage Orders & Dgne
Headers  Schedules
¥ Search Advanced H Manage Watchlist | Saved Search | All Schedules v
Search Results
||| Actions v Vieww Fomaty 4 FOF i Detach
Additional Information
Indicates pronfised cl}?:?e Order Line Schedule g’:ﬁ ?g"" Line Description Order Status ~ Shipo Location  Currency Price Ordered x“l"m ook Fair )
. . Version Air Freight ! List Price
ship date is pajt due Price t
2008040 1 1 10000 EA 780500726184-LION DANCE! Closed forRece... 8EB-FointofSaks  USD 100 1000000 9A25 [~
\\ 1 4 9780500720184-LION DANCE) Open eFontofSaks  USD 100 1000000 73125
1 EA 44262 WINGS OF FI Ogen JCO-SCHOLASTIC .. USD 100 1200000 72025
1 1200 EA 003-LIGHTNING T Open JCO-SCHOLASTIC . USD 100 1.200
1 123 EA 3-LIGHTNING T Open JCO-SCHOLASTIC .. USD [}
CA2027380 1 1 10000 EA 9781443174001-QUI VA GAGH Ops SCI-MARKHAMC.. CAD 100 10,000
cre0ziE0 2 1 1 EA Prepress Open SCI-MARKHAMC... CAD 11.00 1
CAZ0Z7380 3 1 1 EA Manufacturing Open SC1-MARKHAMC.. CAD 1200 1200 @172

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.

Q Scholastic Corporation - Prod - X [B] Overview - Supplier Portal - Or: X + -
< c 25 eejx-dev10.fa.us2.oraclecloud.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=97cfj4 1hp_556 aQ ¥ 3 = @

- Manage Agreements
Shipments

- Manage Shipments
+ Creat=ASN

+ Creste ASBN

+ Upload ASN or ASEN
- View Recaipts

« View Retums
Consigned Inventory
+ Review Consumption Advices i

+ Reuisu Consignas Inveriory Supplier News
JIl|+ Review Consigned inventory Transasons

Invoices and Payments

« Creat Invoice
- Creats Invoice Without PO
« izw Inveices

« Visw Active Negetiztions.
Qualifications
Company Profile

+ Manage Frofile

MSCHOLASTIC



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.

MESSAGE

H © 5 » ¥ s You Are Invited to Negotiation 4001524 (Higgins Back to School Kit) - Message (HTML) 72 EH - 0O X

Wed 2/28/2018 10:58 AM

eejx-dev3.prc.sender@workflow.mail.us2.cloud.oracle.com

You Are Invited to Negotiation 4001524 (Higgins Back to School Kit)
To @ Henderson, Maria

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

Message |@4001524_SUPPUER_US.pdf (6 KB) |

Assignee mhenderson holastic.com Supplier CLIFFORD PRINTING INC. Preview Date
From Maria Henderson Company Setup Enterprise Open Date 2/28/18 10:57 AM
Assigned Date  2/28/18 10:58 AM Negotiation Title  Higgins Back to School Kit Close Date  3/2/18 10:55 AM
Due Date 3/1/18 10:57 AM Negotiation 4001524
Recommended

Actions
* Acknowledge your intent to participate.

« Download the negofiation details document attached to this nofification.

Viewing the RFQ
You can view the RFQ by clicking on the link the email notification. Another option is to go to the
Supplier Portal and navigate to the Negotiations tab. Click on the negotiation number in

guestion.
Q scholastic Corporation -Prod - X [ Overview - Supplier Portal - Or. X+ -
<« c 2% eejx-dev10.fa.us2.oraclecloud.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=97cfj4 1hp_556 a ¥ 3 @ @

- Manage Agresments
Shipments

- Manage Shipments
- Creat=ASN

» CresteASEN

+ Upload ASN or ASBN
- View Ressipts

« View Retums

Consigned Inventory

+ Revizu Gonsumption Advices El
+ Revizu Consigned Inventory Supplier News
JIl|+ Revien Gonsignes imventony Transactions

invoices and Payments

« Create Invoice
- Creats Invoice Without PO
« View Invaices

« \iew Payments

Negotiations

View Active Negotiatons

+ Manage Responses
Qualifications

- Manage Cuestonnaires
Company Profile

- Manage Profile
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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.
aBp ® «

MSCHOLASTIC
Messages | CreateResponse | Actions v | | Done

RFQ: 4002785
Time Zone Coordinated Universal Time

Open Date 712825 7:08 PM

Currency = US Dolar
Title  RFQ suppier porta
Close Date  918/25 T:00 FM

Status  Actve

Time Remaining 38 Days 23 Hours

Il le of Contents Overview
Title RFQ supplier portal Buyer Kermiah Castro
Outcome  Blanket Purchase Agreement

synopsis
Attachments  None

Expand All

¥ General

» Terms

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.

oeo®
RFQ: 4002785 Messages  CreateResponse | Actions ¥ | Done
rrE Title RFQ supplier portal Open Date  7/2025 7:06 PM e e
Time Remaining 38 Days 23 Hours.
"l le of Contents Overview B
e Title RFQ supplier porial Buyer Kemmiah Castro
equirements Synopsis Outcome  Elanket Purchase Agreement
o= “ Attachments  None
¥ General
b Terms
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.
aOR @

MSCHOLASTIC
Messages | Create Response | Actions ¥ Dene

RFQ: 4002785
Time Zone Coordinated Universal Time
Open Date  7/20/25 7:08 FM

Close Date 01625 7:00 PM

Currency = US Dollar

Tite RFQ supgher porta

Status  Active

Time Remaining 33 Days 23 Hours
L
Lines
Summary
View w Format w Detach
Category Estimated Estimated Allow Alternate
uom Total Amount SErtPrice prERES Atachments

Name Quantity

Line Item Description
p— 2] 20000 [fa ves

08 HUMPHREY'S TREASURE FK 11

Columns Hidden 4

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.

MSCHOLASTIC
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Active Negotiations Done

Time Zone Coordinated Universal Time

4 Search [ Manage Watohiist | saved search | Cpen nvtations v

== At lesst one s required

L — e 1)
 NeotatonGass oy & O R

Search Results

Actions w View v Formaty 7 Fraeze &' Detach Wrap  AcceptTerms Imlmmgevani:wﬁun II Create Response
Response - Time il Your Unread , § Negofiation
ViewPOF g Tlﬂe CloseDate Rl e " U Al Responses " Buyer Supplier Site Monitor 199
ﬂm = = 4002785 RFQ suppéer porta QBZETODPM 38 Days 23 Hours o E 0 Castro,Kemiah  Test B wFa

This will bring up the Acknowledge Participation popup. You can select Yes or No, and enter a
comment to the Scholastic buyer.

Acknowledge Participation

Supplier Site  Test
Will Participate @ Yes
(oL

Mote to Buyer

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.

MSCHOLASTIC

Active Negotiations Dane.

Time Zone Coordinated Universal Time

4 Search [ Manage Watchiist | soved search | Gpen inviions

* At lazst one s required
L — = vt [

** Negotiation Close By | midiyy Y Negotiation Open Since | midlyy Y

Search Resulis

Actions w View w Format w 3% Freeze {5 Detach Wrap  AcceptTerms | Acknowledge Participation II le’kspmle
Response ;. 3 will Your Unread - . Negotiation
ViswPDF  DSFEES Megotiaion  Title CloseDate oo s - " Al Responses - Buyer Supplier Site Monitor et
m 7 4002785 RFQ suppher portal 9625 T:00PM 38 Days 23 Hours ] Blind 0 Casto,Kemmizh  Test B RFQ

Another way to create a response is to open the RFQ and click on the Create Response button on
the upper right hand side

11
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Overview

Create Response (Quote 450885): Overview @

Title  RFC supplier portal
Close Date /8125 7-00 PM

neral
Supplier Personalization_Adsm_ Kann
Supplier Site  Test
Negotiation Currency USD
Response Currency  USD

Price Precision 2 Decimals Maximum

Response Valid Until | mialyy homm & 1)

(z) @ (%)
Requiements Lines Revien

Messages | Respond by Spreadsheet | ¥ | Actions ¥ | Hack | Mext  Save | ¥ | Submit | Cancel

Last Saved 7128025 7-17 PM
Time Zone Coordinated Universal Time

Time Remaining 35 Days 22 Hours

MNote to Buyer

Attachments None 4+

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.

Overview

Create Response (Quote 450685): Overview (&

Title  RFQ supplier portal
Close Date  &/8/257-00PM

neral
Supplier Personalization_Adam_Mann

Supplier Site Test

Negotiation Currency USD
Response Currency USD

Price Precision 2 Decimals Maximum

I Response Valid Until | 83725 701 PM Y I

(@) [©) (4)
Requirements Lines Review

Messages || Respond by Spreadsheet | ¥ | Actions ¥ EBack | Next | Save | ¥ Submit  Cancel

Last Saved 7/28i25 713 PM
Time Zone Coordinated Universal Time

Time Remaining 38 Days 23 Hours

il |
|

‘Atzchments None

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

Attachments.

Actions w View w M

* File Name or URL.

[CromseFie | e crosen

Attached By Atfached Dz

poamwiy ghnuzue  T/28i25 721 F

>

Rows Selected 1 Columns Hidden 1

(o8] [conea]

Once you attach afile, 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.

12
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2 4

Overview Review

Requrements

Create Response (Quaote 450685)° Overview @

Title  RFQ suppler ponsl

Close Date  B/6/25 7:00 FM

neral
Supplier Personalization_Adsm_Mann Reference Number [ Quoe 123
Supplier Site  Test
Note to Buyer
Negotiation Currency USD
Response Currency  USD

Price Precision 2 Decimals Maximum

Response Valid Until

Messages  Respond by Spreadsheet

Attachments None 4

ap ®

E e [ [ [

ed 7128125 7:13 PM
dinated Universal Time

¥ Actions ¥

Time Remaining 38 Days 22 Hours

Pizase review the atachments for quantities

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 sup
line by clicking on the + sign under Create Alternate. This is
incorporate a unique idea or proposal.

plier an option to create your own
especially useful if you want to

Create Response (Quote 450685): Lines @

Currency = US Dollar

i

Time Remaining 35 Days 23 Hours

Actions v View v Fomatw S 4 s Detach

* Alternate Line  Create
Description  Alternate

|

Line  Description

Line Amount UOM  StartPrice TargetPrice gored®™

00| 2000000 EA PEI

8761333308005-HUMPHREY'S TREASURE PK 11.
Rows Selected 1 Columns Hidden 3
Grand Totals

AN response ines except ahemate lines are included,
Response Amount  20,000.00

MSCHOLASTIC aop ® «
1 e 3 3
Ouerview Requirements nes Revien
Create Response (Quote 450685): Requirements @ Messages | Respondby Spreadsheet | v | Actions v | Bsck | Next | Save | v | Submit | Cancel
Time Remaining 38 Days 23 Hours Close Date 2525 T00PM
ction 1. Business
M - e
®aves
OkbNo
MSCHOLASTIC nNE @
1 2 ° 4
Oveniiew Requirements Lines Review
Messages | Respondby Spresdshest| v  Actions ¥  Back | MNext | Save | v Submit  Cancel

=d 7129125 7:27 PN
dinated Universal Time

Close Date  0/6/25 7.00 FM

Estimated Estimated Total Response Minimum

Note to Buyer Quantity Amount Release Amount

20,000
4

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.

13
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' : °
Ouarview Requirements Lines
Create Response (Quote 450685): Lines @
Cunengy = US Dollar
Time Remaining 32 Days 23 Hours
Actions w View v Fomatw " Detach
Line  Description IDQS"E’""‘" I nﬁfr:‘;e IR‘E";:: ILineAmnunl UOM  StartPrice  Target Price :::;g“"‘

§781336308008-HUMPHREY'S TREASURE PK 111 + | 1o 2000000 EA PEI

Rows Selected 1 Columns Hidden 3

Grand Totals

ANl response fines exoapt akemate lines are included,
Response Amount  20,000.00

4
Revizw
Messages  Respond by Spreadshest | ¥ Actions ¥ Back
Close Date  &/3(25 7:00 PM
Estimated
Quantity
20000

PG

Nn A ®

Next  Save | v  Submit Cancel

25 7:31 PM
niversal Time

Estimated Total
Amount

Response Minimum
Release Amount

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

MSCHOLASTIC

1 2

Ouerview Reqursments Lines

Create Response (Quote 450685): Lines @
Currency = US Dollar

Time Remaining 38 Days 23 Hours

Aciions w View v Fomatw o [ Detach
Line  Description ;gs‘::xf"“" Aﬁf:“;ﬂ R“";:: Line Amount UOM  Start Price  Target Price ﬁ::ﬁf""
5781338308000 HUMPHRE 'S TREASURE FK 111, + 100 2000000 EA FBI
=1 [ 1.00000 | 20,000,000.00 E| FBI

Rows Selected 1 Calumns Hidden 3

A
Revizw
Messages  Respond by Spreadsheet | v | Actions ¥ Back
Clase Date  BI8/25 7:00 PM
Estimated
Quantity
20,000
v
20,000

ap® .

Save | ¥ Submit = Cancel

57:34 PM
= Coordinated Universal Time

Estimated Total  Response Minimum
Amount Release Amount

A Taiol

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.

(]

Lines

1 2
Querview Requiments

Create Response (Quote 450685): Lines @

Currency = US Dollar

Time Remaining 28 Days 23 Hours

Aciions v View v Fomatw S o " Detach
Line  Description ;25‘::;;“"“ Aﬁ:f;ﬁ R‘“";:: Line Amount UOM  Start Price  Target Price ﬁ::ﬁ""
0781338208006 HUMPHREY'S TREASURE PIC 111 + 100 20.000.00 EA FBl
971338308005 | 100000 | 20.000.000.00 E| FEI

Rows Selected 1 Calumns Hidden 3

Fennd Tatnie

3
Revew
Messages | Respond by Spresdshest | ¥ | Actions ¥ Back
Close Date  D8/25 7:00 M
Required Estimated
Defails  Note to Buyer Quantity
| 20000
i
20000

Next | Save

23125 7:34 PM
ordinated Universal Time

Estimated Total ~ Response Minimum
Amount Release Amount

MSCHOLASTIC
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RFQ: 4002785

Currency = US Dollar
Title  RFQ supper porta

Status  Actve

Time Remaining 38 Days 23 Hours

Il pple of Contents Overview
Title  RFQ supplier perta
Prearemens Synopsis
Lines.
Expand All
» General
b Terms

Messages

Open Date  7(20/25 7:08 PM

Close Date 99723 700 PM

Buyer Kermiah Castro

Outcome  Blanket Purchase Agreement

Attachments  None

[ =] ;ﬂ PG

Creste Response  Actions ¥ Dane
Time Zone Coordinated Universal Time
[

You will receive confirmation that the response was submitted.

MSCHOLASTIC

Active Negotiations.

4 Search

* Negotistion ‘ ‘

= it | |

&

** Negotiation Close By | miayy

Search Resulis

Actions w \View w Formatw 57 2" Detach

Response 3
View PDF g eet Negotiation  Titie

No results found.

w Confirmation

Response 450885 to negetiation 4002785 was submitted. Wel notify you by email

Close Date

Remaining

will

Participate

Dene
*®
Time Zone Coordinated Universal Time
Manage Watchiist | Saved Search | Open mitations ¥
[ox]
** invitation Received [Vesw |
Response Submitted |l\n v |
Negatiation Open Since | mayy [
| searcn || Reset || save...|
Your Unread . Negofiation
Responces Al Responses Mossagee EUVET Supplier Site Monitor 07

aBR P

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”.

MSCHOLASTIC

Active Negotiations

4 Search

** Negotiation |

e

* Negotsin Close By [y

Search Results
Aetions w View v Formatw  F ' Detach

Response N
View POF g i oheet Negofiation  Title

Mo resuls found.

Close Date

Remaining

Participate

Kermiah Castro

poamwiy ghnuzue

invoice TEST_SUPP3 from Persoralization Agar

[ B = | 1 I

Notifications Show Al
Dane

® ACTION REQUIRED 27 minutes ago
jrersal Time

v
—

Your
Responses  All Responses

Unread

Messages BUYEr

Supplier Site

Monitor  fyeBctation

Clicking on the notification will bring up the award decision. In the screenshot below, one line

was awarded.

MSCHOLASTIC
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E Your Response Quate 450685 to RFQ 4002785 (RFQ supplier portal) Was Submitted - Google Chrome = O X

25 eejx-dev10.fa.us2.oraclecloud.com/fscmU/faces/adf task-flow?tz =UTC&df=medium&dt=both&tf=short&lg=en&cy=&bpmWaorklist Taskld=f25eb559-7... &

Your Response Quote 450685 to RFQ 4002785 (RFQ supplier portal) Was Submitted Dismiss
ORACLE’
Negotiation Response Submitted
RFQ supplier portal
Scholastic
From Kemiah Castro
RFQ 4002783
Close Date 9/6/23 7:00 PM

Your response Quote 450633 to RFQ 4002785 is submitted successfully.

Details

Response Quote 450683

Response Submission Date 720125 730 PM

Supplier Perzonalization Adam Mann
Supplier Site Test

Supplier Contact poamwiy ghnuzue

Lines Responded 1ofl

Total Response Amount $20.000.00

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

Henderson, Maria

Maria Henderson

5/8/18 6:33 PM

6/7/18 6:33 PM

211072

Supplier LINDENMEYR

Site

Note to Supplier

» View Negotiation: 4000054

IAward Decision for Negotiation 4000054 (Higgins Flip Flops) Dismiss

Time Zone Coordinated Universal Time

Preview Date
Supplier LINDENMEYR
Open Date 5/4/18 7:32 PM
Company Setup Enterprise
Close Date 5/4/18 7:43 PM
Negotiation Title Higgins Flip Flops

Negotiation 4000054

Response 6012

Awarded Lines 0

Total Award Amount  USD 0.00

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.
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OB ® «

MSCHOLASTIC
Dane

Time Zone Coordinated Universal Time

Manage Responses
~

4 Search | Advanced || Manage Watohiist | saved Search | Acive or Drsk Rasponses
“ Atheast one s required

** Response Status | Actve or drah v/

** Megotiation Titie | |
Line Description |

** Negotiation ‘ |
* Response | |
| searoh || Reset|| save_ |

Search Resulis

Revising a drsh response sutomatically lacks i
Actions w View v Formatw T Fresze i Detach Nrap Accept Terms  Revise
- Negotiation Respanse Megofiation  Time. Unread . Note to Reference . Supplier Negofiation
Award Amount Negotisfion 0. Respanse poiviod i Remaining Messages  Memitor GOt Number LockedDate  Locked By Supplier Site  Cot e
4002725 RFQ supplier po... 45035 Active @O25700PM 38 Days 23 Hours 0 Quote 123 Test ghnuzue., poamaiy  RFQ

Purchase Orders (PO)

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

attachment
?2 @B - 0O X

E ™ ¥V s Document XE 2001086 - Message (HTML)
MESSAGE

Wed 5/2/2018 11:30 AM

Mann, Adam
Document XE 2001086

To M Mann, Adam

Message  [1JPO_300000002798038_2001086_0.zip (30 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.

MSCHOLASTIC



H € T ¥ 5 Document (Purchase Order) 2000952 Requires Acknowledgment - Message (HTML) ? EH - 0O X
MESSAGE
Sun 5/6/2018 10:01 PM
Mann, Adam
Document (Purchase Order) 2000952 Requires Acknowledgmenti
M Mann, Adam
Message ™1 PO_300000002798038_2000952_0.pdf (33 KB)
Access this task in the Workspace Application ]
Document (Purchase Order) 2000952 Requires Acknowledgment
Details SER
Assignee Adam Mann Sold-to Legal Entity SCHOLASTIC INC.
From Adam Mann Order 2000952
Assigned Date 2/13/18 11:40 PM Buyer Adam Mann
Due Date 2/14/18 11:40 PM Ordered 11,248.75 USD
Task Number 209136
Recommended Actions
¢ Review and Acknowledge wll
K1l ; D]
Am®
Notifications Showal
Manage Responses Done
@ ACTION REQUIRED 35 minutes age S
Kermian Gasia v

4 Search

2 weeksago

** Megotiation Tite | |

** Negotistion | | poamuiy ginuzue

1] “response| | seeRovED 2weeksago

Search Results

Actons v View y Formsty T Freeze |3 Detach e —
Award Amount Negotiaion  heg™ %" Response Recponse — emed Woniter ol Reference LockedDate  LockedBy  SupplierSite  SuPeher Yrggiaton,
4002785 RFQ supplier po. 450035 Active 38 Days 23 Hours ] Quote 123 Test gknuzue, poamwiy RFQ
‘e im . . . . - i s ”
When a “Revised” PO is received, the email subject will include the “Revision #

2 @ - 0O X

B € L

MESSAGE

Sun 5/6/2018 10:05 PM

To M Mann, Adam

Message

£J)PO_300000002798038_2000085_1 zip (12 KB)

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

Document CP 2000085, Revision 1 - Message (HTML)

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

MSCHOLASTIC
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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.

MSCHOLASTIC

XA: 2096040 &

4 General

Sold-to Legal Entity SCHOLASTIC INC.
Billto BU S Business Unit
Il Order 2006040
Status Closed for Receiving
Buyer Kermiah Casiro

Creation Date 7720125

Terms  Notes and Atachments

Required Acknowledgment  None

PaymentTerms  NET 00 DAYS

4 Additional Information

Supplier  Personalization_Adam_Mann
Supplier Site  Test

Supplier Contact
Bill-o Location  SCHOLASTIC INC.

Ship-to Location  393-Point of Sales

Shipping Method  SCHOLASTIC-OTM-Farcel Standard

Freight Terms  3rd Party
FOB FOB

Acknawledge

Ordered
Deseription
Source Agreement

Supplier Order

ViewPDF  Actions ¥ Refresh

10.000.00 USD

+ Buyer Managad Transportation
Pay on receipt

Confirming order

Dgne

ap ® «

‘Order Life Cycle

View Details.

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.

MSCHOLASTIC

XA: 2096040 &

4 General

Sold-to Legal Entity SCHOLASTIC INC.
Billto BU  US Business Unit

"I Order 2005040

Status  Closed for Receiving
Buyer Kermish Castro

Creation Date 7720125

Terms  Notes and Anachments

Required Acknowledgment None

Payment Terms  NET 20 DAYS

4 Additional Information

Supplier  Personalization_Adam_Mann
Supplier Site  Test

Supplier Contact
Bill-to Location  SCHOLASTIC INC.

Ship-to Location 808 Foint of Sales

Shipping Method SCHOLASTIC-OTM-Parcel-Standard

Freight Terms  3rd Party
FOB FOB

Acknowledge  VlwFDF | Actions ¥ Refresh

Ordered 10,000.00 USD

Description

Source Agreement

Supplier Order

~ Buyer Mansged Transportation
Pay on receipt

Confirming order

Dane

Nne ®

Order Life Cycle

PG

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

an order #.
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Manage Orders &)

Headers  Schedules

¥ Search

Search Results

Actions w View w Format w

Life
Cycle

1_

Order

MSCHOLASTIC

S FE ' Detach
Status Description
Pending Su..

uso 182500 a28i19

Ordered

Acknowledgment
Due Date

8iz8119

Order Date  Rewision

0

ar ®

Dne
Advanced | Manage Watchlist | Saved Search | All Drders v
Revision Change Change Change Order  Closed
Date Order  OrderDate  Status Date Payment Terms - Buyer
Nat30 Mann, Adsm
4

The PO header and details will be displayed. At the top right of the screen, select the

“Acknowledge PO” button.

MSCHOLASTIC

XE: 2005738 @

4 General

Sold-to Legal Entity
Bill-to BU

Order

Status
Buyer

Creation Date

SCHOLASTIG ING.

US Business Unit

2005738

Pending Supplier Acknowiedgment
Adzm Mznn

w210

Supplier
Supplier Site

Supplier Contact

Bill-to Location

Ship-to Location

Personakzation_Adam_Mann
Test

refhhetgd grememid
SCHOLASTIG ING.

Mutiple

aBp ® «

Acknowiedge ViewPDF  Actions ¥ | Refresh  Dane

Ordersd  1.525.00 USD
Description
Source Agreement

Supplier Order

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 Atachments

Required Acknowiledgment  Document and Schedule

Acknowledgment Dus Date  B28/10

Acknowledgment Respanse

Acknowledgment Not

4 Additional
Initiate Orchestration
Make/Buy
Mill Name
Supply Order ID
Schedules
Actions w View w Fomatw 7y i Detach

Line Description

053144 L EVELED BKRM + STORIA4 FG

85314415

ED BKRM + STORIA 4 PG

< c 2% eejx-dev10.fa.us2.oradecloud.com/fscmUI/faces/FuseWelcome?_adf.ctrl-state=97cfj41hp_556

Payment Terms Net 30
Shipping Method  SCHOLASTIC-OTM
Freight Terms  3rd Party
FOB FOB

Send to OTC
(OTM Payment Method  3RD
Contract Flag

PO Creation Date

Rejeot | Response ‘ Al

Supplier ltem  Quantity UOM

4000 EA

1000 EA

a® O 06 L @

Email - senay

Buyer managed ransponation
Fay on recsipt

Confirming rder

Shipping Terms

Context Prompt

Requested  Promised oo y

Price [oiivery Date Delivery Date RESPOMse  RejectionReason  Location
o sz e o] S—
025 Bane 215118 NYO-SAMPLES

A

CHOLAS

P
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Terms  Notes and Atachments

Required Acknowledgment  Document and Schedule

Acknowledgment Due Date  8/23/18

v

Acknowledgment Response

Acknowledgment Note ‘

4 Additional Information
Initiate Orchestration
Make/Buy
Mill Name

Supply Order ID

Schedules

Actions w View w Formatw 52 [y

"

4|

oM

| Accept | | Reject | Response ‘m

Payment Terms
Shipging Method
Freight Terms
FOB

Send to OTC
Payment Method
Contract Flag

PO Creation Date

Net30
SCHOLASTIC-OTM
3rd Fany

Fos

3RO

Buyer managed transportation
Pay on receipt

Confirming erder

Shipping Terms.

Context Prompt

Line Description Supplier ltem  Quantity UOM Price x::‘;ﬁ;’m ;;mﬁhe Rejection Reason  Logation
1 858144-LEVELED BKRM + STORIA 4 PG 4000 EA 025 82819 Y1519 A JCD-SCHOLAS...
858144-LEVELED BKRM + STORIA 4 PG 1000 EA 025 82819 1519 4 NYO-SAMPLES
In the top right hand corner, hit “Submit”
MSCHOLASTIC
Acknowledge Document (XE): 2005738
Main
4 General
Then hit “OK” and “Done” to close out of the order.
X

Confirmation

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”.

MSCHOLASTIC
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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:

ap ® .

MSCHOLASTIC

XA: 2096040 @

Sold-to Legal Entity
Billto BU

SCHOLASTIC INC.

US Business Unit

Payment Terms  NET 90 DAYS

4 Additional Information

Supplier

Supplier Site

Persenaization_Adam_Mann

Test

Freight Terms  3rd Party

FOB FOB

Acknowledge  View PDF

Ordered  10.000.00

Description

Actions v | Refresh  Dgne

Order Life Cycle

View Rewision History

T

Edit
View Document Histery
4 General Wiew Change History Received _

Il Order 2086040 Supplier Contact Sourse Agreement - u
Status Closed for Receiving Billto Location  SCHOLASTIC INC. Supplier Order
Buyer  Kermish Casiro Shipto Location  383-Foint of Sales e
Creation Data 720125
Terms  Mates and Atachments
Required Acknowlsdgment  None Shipping Method  SCHOLASTIC-OTN-Parcal-Standard
+ Buyer Mansged Transponation

Pay on receipt

Confirming ardar H

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.

Creation Date 7120125

Terms  Notes and Attschments

Payment Terms  NET 80 DAYS

4 Additional Information

Initiate Orchestration

Il MakerBuy

—

Mill Name:

Supply Order ID

1

Columns Hidden 10

Default Ship-to Location  BUE-Point of Sales

Shipping Method SCHOLASTIC-CTM-ParcekStandard
Freight Terms  3rd Pany
FOB FOB

Send to OTC
OTM Payment Method 3RO
Contract Flag

PO Creation Date

¥ Buyermansged

Pay on receipt

Confiming order

Shipping Terms

Context Prompt

transportation

Actions v View v Fomatw 7 Ey * Detach
Pe linel® » Requested Shig JRequested Promised $hip * Base

17 Line. * Description Quantity UOM Location Price Drderexi Reau 1|De““wn I Pram Note fo Supplier B35 Change Reason
R 10000 EA 208-Point of Sales 00 10.000.00 9625 [1mas | [ /J [ 100

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”.

MSCHOLASTIC

Terms  Notes and Afiachments

4 Additional Information

Requirsd Acknowledgment None
Payment Terms  NET 90 DAYS

Shipping Method  SCHOLASTIC-OTM-Parce-Standard
Freight Terms  3rd Party
FOB FOB

Acknowledge | View PDF

r
Actions ¥ I Refresh  Dgne

op® -

Order Life Cycle

+ Buyer Managed Transportation

Pay on receipt

Confirming order

XA: 2096040 &
Eat
View Document History
4 General \few Change History p—
\iew Revision History
Sold-to Legal Entity SCHOLASTIC ING Supplier  Personaization_Adam_Mann Ordered  10,000.00 UST -
Bill4o BU  US Business Unit Supplier Site Test Beseription . e o
"| Order 2086040 ‘Supplier Contact Source Agresment -
Status  Closed for Recaiving @ Bill4o Location  SCHOLASTIC INC. Supplier Order
Buyer  Kermish Castro Ship-t Location 808-Point of Sales i Deils
Creation Date 1720125

MSCHOLASTIC




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

/A Warning x

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

Columns Hidden 7

Acions v View v Formatw ¥ » [ =" Detach
Requested Additional

Line " Schedule Item Description Quantity * Location Price  Ordered peguest=d ShiP Drmised ship Information  § Change Reason
Date Version

1o 1000184 G7B0580726184-LION DANCER 10,000 808 Fointof Sakes 100 1000000 925 11028 |

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”.

MSCHOLASTIC

Edit Change Order: 1 @&

Actions ¥

Change Order 1 Status  Incomplete Initiating Party  Suppher

Inifiator  poamuey gknuzue:

Deseription | TESTZ Amount Changed 0.00 USD

aRp ® «

save | ¥ 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

XA: 2096038 O

ViewPDF | Actions ¥ | Refresh  Done

» Confirmation x

Main Change order 1 fer document (XA) 2088039 was submittad for approval

[ox]

4 General

el o | anal Enkify SOOI ASTIC e r Barcnafizatinn ram Mann

MSCHOLASTIC

[ = -]

Order Life Cycle

e -
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Manage Schedules

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

in the supplier portal

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

Schedules”.

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.

Manage Crders @

¥ Search
Search Resulls

"| Actions w View v Fomatw S F & =" Detach

Life Orderad Pricing
Cycle  Order Line Schedule o SSEL oM
2006040 1 10,000 EA

g e R EQ

CAZ027380

Line Description

Order Status.

Ship-to Location

9780590728124 LION DANCE Closed for Rece... 808 Point of Sales
7 8184-LION DANCE Open

9781338744202-WINGS OF FI Open JCD-SCHOLASTIC ... USD
471 -LIGHTNING T Open JCD-SCHOLASTIC .. USD

LIGHTNING T Open

9781443174091-QUI VA GAG} Open

ICD-SCHOLASTIC

SC1-MARKHAM C.

Advanced || Manage Watchlist | Saved Search | All Schedules M
Additional Information
Requested
Ordered .
Da Version Air Freight Book Fair List Price :
10.00000 9625 =
10.000.00

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.

MSCHOLASTIC

XA: 2096040 @

4 General

‘Sold-to Legal Entity  SCHOLASTIC INC.

Billto BU  US Business Unit

Order 2005040

Status  Closed for Receiving

Buyer Kermiah Castra

Creation Date 7720125

Terms  Notes and Attachments

Required Acknowledgment  None

Payment Terms  NET 80 DAYS

4 Additional Information

Supplier
Supplier Site
Supplier Contact

Bill to Location

Ship-to Location

Shipping Method
Freight Terms,

FOB

Parsanaization_Adsm_Mann

Test

SCHOLASTIC INC.

888-Point of Sales

SCHOLASTIC-OTM Parcel-Standard

3rd Pany
FOB

Acknowledge

Ordered
Description
Source Agreement

Supplier Order

ViewPDF  Actions ¥ | Refresh

10,000.00 USD

~ Buyer Managed Transportation
Pay on receipt

Canfirming order

Dane

op ®

Order Life Cycle

PG

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.

MSCHOLASTIC
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MSCHOLASTIC

Order Life Cycle: 2096040

Sold-to Legal Entity SCHOLASTIG ING.
Order 2008040
Supplier Personalization_adam_Mann

Supplier Site  Test

Supplier Contact
"I Ordered 10,000.00 USD

A In-Transit Shipments

Actions w View w Formatw F 0 [§ Freeze (" Detach

No resuhts found.

Columns Hidden 2

4 Receipts

Actons w Vieww Formatw  F F Freeze (7 Detach

Shipment ShipDate  Tracking Number Packing Slip

Arount (USD)

Order Life Cycle

Expeoted Receipt Date

aB @

Dane

Ordered 10,000.00 USD
Shipped 0.0 USD
Received 10,000.00 USD
Delivered 10,000.00 USD

Invoiced 0.00 USD

Shipped Carrier Bill of Lading

Invoices

Create and Submit an Invoice with a PO
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”.

Receipts
+ Manage Agreements

‘Shipments

+ Manage Shipments
- CreateASN
- Crests ASEN
= Upload ASN or ASBIN
+ View Receipts
- ViewRetums
Consigned Inventary

= Review Consumption Advices i
werntory Supplier News
wentory Transactions

+ Review Cone
[ ————

Inveices and Payments

+ ViewPayments
Hegotiations

+ View Active Negotiations

- Manzge Responses
Qualifications

« Manzge Questionnzires

Company Profile

+ Manzge 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.

MSCHOLASTIC
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MSCHOLASTIC

Create Invoice @

l\drnhfymg?o 2085605 n I

S

Taxpayer ID

D I

Address  United States

Unique Remittance Identifier Check Digit

Description

Attachments None

Tax Control Amount

ap ® .

Invoice Actions v Save  Saweand Close  Submit | Cancel

I“ Number | 101 I

*Type | Inuoice v

Invoice Curreney  USD - US Dollar

Payment Currency  USD - US Dolar

Customer
* Customer Taxpayer ID Hame  SCHOLASTIC INC.
Address 557 Brosdway, New York, NY 10012-3808
Lines
Vewy & B | Cancelline
Purchase Ord N .
* Number F— . = E:S:hme Item Deseription * Type "u":'i':z'; Quantity * Amount UnitPrice UOM  Ship-to Location b?:";:”"“" ‘a‘;::’plﬁﬁ
No dta to display.
Total
o ” . H “ ” H 7 H
In the “lItems” section, hit the “Select and add” button to choose the PO lines you’d like to add to
the invoice.
Lines
Vewy 4 X B Cencelline
Purchase Ord, _ N .
* Number = e Item Description * Type ‘:;:;"":; Guantity * Amount UnitPrice UOM  Ship-to Location B":.:‘;;:'F"“' 'g‘;‘;":xx

* Number * Line

1 Freight ~

Total

* Schedule

i

L =] -] |

Summary Tax | inas

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

£ C 1l || | || |

Purchase Order Consumption Advice ior ltem

Number Item Description Ship-to Location
Number Lime Schedule Number Line

Below 100K
4 2

2005805 1 1 ‘ EXU-USA EXPENSE

In the quantity field, enter the shipped quantity.

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.

26

MSCHOLASTIC



Lines

vewry 4+ X E |Cln|=e|LmE

Purchase Order

* Number

Summary Tax | ines

Item Description

. Available
Type
* Sohedule Quantity

Below 100K 10,000

10000

= Amount

10,000.00

10,000.00

Unit Price UOM

1 EA

Ship-to Location

Location of Final
Discharge

nnnnn

EXJ—LIS.BE)Fl ||

| v | [Betow 00k

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.

View v

Line
No data toedisplay.

Summary Tax Lines

——

Percentage Per Unit Amount ~ Tax Name

Tax-Jurisdiction

* Tax Status

]

* Rate Name

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 X
* Charge

* Amount Description
Type P

85.00 Tax8.5%

Freight

m

Hit “Submit” to send the invoice to Scholastic

MSCHOLASTIC
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SCHOLASTIC

Create Invoice @

Supplier  Personlization_Adam_Mann Unique Remitance ientier | |

Taxpayer D —
Unique Remittance Identifier Check Digit | |

Supplier Site T=: - e
Description
Address  United States |—|
Attachments Nors o

Tax Control Amount |

Customer
Customer TaxpayerID 10502 C LS il
Address 557 Brosdway, New York, NY 10012-3000
Lines
Viewy 4 X [E | CancelLine
Purchase Order Avaitable
* Number Item Description * Type n“':;rmt’ Quantity * Amount
" Number ~ Line * Schedule
1 0ema48 1 1 590 One Manager spproval 140,000 140000 140,000.00

Op ®

PG

Inveice Actions w | Save | SaveandCiosl| | Submit | | Cancel
* Number | 101
* Date ‘ md F°|
Type Invoice

Invaice Currency USD - US Dollar

Payment Currency USD - US Dollar
. . " Location of Final Invoice Line
UnitPrice UOM  Shipto Losation  L0c3ten 0 e
1 EA exvusaex] v | | [w] [2%00nemans

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

Q Invoice 102 has been submitted.

MSCHOLASTIC
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Create and Submit an Invoice without a PO Non-PO invoice

1. After login to the oracle click supplier portal

MSCHOLASTIC

2. Click on create invoice without PO

MSCHOLAS

Supplier Portal

Soarn [orves <] oo e o

Tasks. [«]
Orgers

uiring Aention Recant ctviy Transaction Reports
+ Manags Ovoers freauinng Las! 30 Days: Last 30 Days.

it At aom usD

= Wanags Sensouses

« Acmautesge Scneaues s Spreatsnaet 2 unice Prce s ameent o usp

- d
Ho data avaitabie
= Wanags Agreamarts
& e
Saipmencs
= Manags shgmans
« Craato s
= Creste asn
= Uploaa st ar asens
« Ve Rocusts e
= Vew R
Consigneimscey
Jrr——— L ——
= Rasem Cansianed invenkary Tustig.-
= R ©1nsign 0 nssntey T achons
s and Payeents

negotssons,

3. Enter/select/populate all the below highlighted fields. Requester email is the Scholastic
requester’s email address, and it is must for invoice without PO. After entering the email click out
of the email box and the requester name will auto-populate. Check the email address if requester
name is not populating.

Create Invoice Without PO @ Invcice Adions » Savo Soveand Close  Suin  Camcal
Suppler Perscnalision_ s fuarn s 10 Bank Azcount - = mmsa 1200 s st
Tagayer i
e — P —
e ] inigs et et Check || e
[T —
I o I ] X
Suppher Tan Reg
I 0] P PR

Tt oot Amount

e o oot B S0 ooy

reuester i nobfied and must aperove e imeice
Customer betas e b9 processad har
" Catomer Vaxpayer D | 105083 - flama SEHOLETIC G R e el |
arem Aeuester Name  Abou Keren O

Lines.

s Cancsitna

* Humbar * Type Shipto Lacation Shipfrom Location  Tax Classiication * hmount Geserlption
4 datalo dsplar.
ot

‘Summary Tax Lines.

View v

Line * Regime ° Tox W Tk Jurisdiction * Tax Status * Rate Warme Percentage  Per Uit Ao

e gt o sspiay.

Totals

29
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To add invoice lines click on the + after all the header information is entered

E

umique Remittance identer * Date Y
* supplier Site | Test v
- Unique Reminance ientifier Check DRIt “Type Invvice -
adoress Unes States
Invoice Curency [US0 -US ollar v
Sunpler Tax Regrstration Number
Atacnments Hon Payment Currency USD-US Dotar
Tax Control Amovent
Customer
* Customer Taxpayer 10 | 105083 v Hame * Requester Emad | s0mar-consunant@schorashic com
fddress Name  Abeul Karim Omar
Lines
Veww
* umber " Type Ship-to Location Shipfrom Location Tax Classification * Amount. Description
oo datata dsgiay
Total 0.0
Summary Tax Lines
View v
Line ~ Regime " Tax Name. Tax Jurisdiction * Tax Stalus. * Rate Name Percentage Per Unit Amount
Totals
Create Invoice Without PO & Irwoice ACans w  Save  SwweandClose  Submil  Cancel
Suppher  Parsenalizaton_Adam_Mana Remit-to Bank Account - * Number | Non-PQ invaice test
Taxpayer 0
Uninue Remitance Wentifier * hate [ 211524 )
Suppier Site . -

Unigue Remitiance Identfier Check Digit
Addross United Stalns
Imvoics.

oacy -

Description

Sepplier Tox Regisiration Number = —— ——
Attachments  Hone Payment Curency USD - US Dodar

Tax Cemtrel Amount

Customer

Hame  SCHOLASTICING.

‘Customer Taxpayer 1D - * Requestar Email | 3omar-consuRantggscolsste.com

Adare:

Requester Hame  Aboul Katim Dmar

Lines.

Veww 4 B X | cancelline

* Number * Type Shipto Location Shipfrom Location Tox Classification * Amount Description
3 e +| [scHossmeme. | v . . 2000000] 1T senices
Tota! 000000

Summary Tax Lines

View v

Line ~ Regime * Tax Name. Tax Jurisdiction ~ Tax Status Percentage Per Unit Amount

N data lo s play.

6. Click submit after all the lines are entered

SCHOLASTIC [aj=1:]

Create Invoice Without PO @ Invaice Acions v Save  SavesndClose  Submil  Cancel
Supplar Femonsizaon_Adzm_Nann Remit10 Bank Account - * Number | Noa-PO invol
Taxparer i
Unue Remitancs igsnier 2nsas Y
Suppier Site - )
Unique Remittance identifier Check Dt Twe laroice
Adoress  Unsso States
Suppber Tax Repistration Hurmbe Descrpiion wwalce Currency .
uppber Tax Registration urber - et Carrency 500 L Dot
Altachments  Nome 4= Payment C ¥ USD-US
Tax Canirol Amount
Customer
ner Taxpayer I Hame, * Requester Email w@scholassc com
fadcess Requester Hame  Abdul Karm Omar

Lines

vieww o [ 3 | Cancelline

“ Number * Type Ship-to Location Ship-from Lacation Tax Classification “ Amount Description
4 e ~ - . v 2000000 | (17 servces
Total 20.000.00

Summary Tax Lines

iew v

Line * Regime * Tax Name. Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount

Mo datata display

Make sure you click submit not save and close

MSCHOLASTIC



7. Click Done or Create another after invoice is submitted

MSCHOLASTIC

Invoice: Non-PO invoice test

oP A
Prntabie Page  Croot Anctbar | Ogas.

Supphier  Parsansization_Adam_Msnr Remit 1o Bank Account Mumber  Han

Taxpayer iD Unique Rematancs isontifier oate
Supplier Sile Test Unique Remitiance identiter Check Digit Tipe Ivolce
Address  Uniled States Description Incice Currency LSO

‘SUppST Tax Registration Mumbsr P PoymentCumrency  USO

Tax Contred Amount

Customer
Customer Taxpayer D 105081 Legal Entty  SCHOLASTICING Requester Emal somar-consullantgschodasie com
Address: Fsquester Name  Aodul Karim Omar
Lines.
View ¥

Location of Final

Mumber  Type Ship-ta Location Ship from Location Tax Classification Discharge Amount Description Quantity Unit Price. uom
. mem SCHOLASTIC I 2000000 T3arvoes
Total 20.000.00
Summary Tax Lines
View v
Line ~ Regime * Tax Mame Tax Jurisdiction " Tax Status * Rate Name Percentage Per Unit Amount

N data to display.

Totals

After the invoice is submitted the requester will review and approve the invoice.

View Invoices

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

Tasks
Orders
Requiring Attention Recent Activity
= Manage Crders Last 30 Days
= Manage Schedules Crders changed or canceled 2
= Acknowledge Schedules in Spreadsheet Crders opened 5
Agreements Receipts B
= Manage Agreements.
”l ipments 4

= Manage Shipments
» Creatz ASN

» Create ASBN

= Upload ASN or ASBN

Consigned Inventory

W Orders W Acknowiedge
M Schedules Overdue or Due Today
Invaices Overdue

= Review Consumption Advices
« Review Consigned Inventory E|
« Review Consigned Inventory Transactions

Invoices and Payments Supplier News

» Creats Inwoica
= Creats Invoica Without PO

View Invoices

= WIEW Fayments

MSCHOLAS




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.

MSCHOLASTIC

View Invoices
4 Search

** lvoice Number |

Cansumption Advice |

i S E—

** Purchase Order | 200%

Search Results

inois St | =

Faid Status | -

Fayment Number |

Vieww FF i Detach
HELreene oeoe U Rmee  hm SRMOE DEN seese oo
14578 Si1i1g. 01110 Cance 2005441 £.00USD 0.00USD_Unpaid Test

aRp ®

Dene

| Advanced | saved Search [ A Invoices

= Atlesst ane is required

[Searo | eset [0

View Payments

To search for invoice payment status, on the Task Menu, select “View Payments”

Supplier Portal

Tasks
Orders

= Manape Orders
= Manage Schedules
= Acknowledge Schedules in Spreadsheet

Agreements
= Manage Agreemsnts
"l ipments

= Manape Shipments
« Create ASH

= Create ASBN

= Upload ASH or ASBN

Consigned Inventory

» Review Consumption Advices
= Review Consignad [nventory

= Review Consigned Inventory Transactions
Invoices and Payments

= Creates Invoicz

= Creats Invoicz Without PO

I = \iew Payments I

| 0
\

Requiring Attention

W Orders o Acknowhedge
M Schedules Overdue ar Due Today
Invaices Cverdue

Supplier News

Recent Activity
Last 30 Days

Crders changed or canceled
Crders opened
Receipts

R oen R

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.

MSCHOLASTIC
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MSCHOLASTIC OB ®

View Payments o

4 Search |Agaancnd \ Saved Search | All Payments

h ** At least one is required

* payment Number | | = Supplier|Personalizatmn_Adam_Mann ‘ v/

Supplier Sile| ‘ - \

<

Payment Status

Payment Amount ‘ | Payment Date | mid

| Search || Resst || save...

Search Results

View v 5 Detach
Payment Payment Payment Invoice " it 1 i -
Number Payment Date Payment Type Amount  Status Number Payee Payee Site Remit-to Account Supplier Site
59531 630025 Quick 1,000.00 USD  Negotiable Test1234 Personalizat... Test Test

Complete payment details will be displayed

MSCHOLASTIC OB @

Payment: 59531 Done

Business Unit  US Business Unil s Payment Amount 1,000.00 USD

Payee Personalization_Adam_Mann Payment Date  6/30125
Payee Site Test Payment Type Quick

Address  Uniled States Remit-to Account

Payment Status  Negotiable Payment Document SCH_US_BOFA_USD _ORACLE_CHIK_XXXX3435

Paid Invoices
Number Invoice Date  Type g‘:&z‘:“e Receipt gmﬁmmmn Paid Amount A'I;‘:gl"ﬁ m.:e Due Date gilﬂ'dms
Test1234 324024 Standard 1,000.00 USD 1,000.00 USD  Not required  6i22/24 Fully paid

33
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Supplier Preferences
On the home page, select “Set Preferences”

MSCHOLASTIC

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
i
Language
Accessibility Settings
Password
Watchlist

I Service
. User Motification Preferences.

ll‘ Knowledge
Preferred Knowledge Locale

MSCHOLASTIC

General Preferences: Regional @) Save and Close

o —
T
) e
-
e e

Time Zone ‘mcmummmm Uriversal Time (UTC) v

Select “Save and Close” when finished.

34
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Select “Language” to change the primary language of the website

English”

Preferences

General Preferences

Regional

Accessibility Settings
Passwond
Watchlist

”l Service

User Motification Preferences

ii‘ Knowledge
Prefermed Knowledge Locale

MSCHOLASTIC

. The default is “American
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