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The content of this course is intended only for Scholastic employees and authorized contractors, who 
for purposes of this training we refer to as the “Scholastic Family.” If you are not in the Scholastic 
Family, you should not participate in this training and we respectfully ask you to leave or disconnect.

If you are in the Scholastic Family, we welcome the opportunity to share with you Scholastic 
confidential and proprietary information. We expect you to follow our policies in sharing any 
information discussed. Inappropriate disclosures could harm Scholastic. Disrespect of these conditions 
for sharing will be dealt with accordingly.   No reproduction of this material in written, audio or 
electronic format is permitted without the expressed written consent of the Scholastic content owner.

SCHOLASTIC DISCLAIMER
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Welcome to this OTM course

This course provides an overview of the key actions that need to be performed in order to update order 
release shipment details in OTM

Target Audience:

• Scholastic Domestic Vendors (US & Canada), Other

Pre-requisites: 

Basic Navigation for Vendors Training Module, Create Order Release Training Module, Create Order 
Release (Order Base Line Packing) Training Module

Course Duration:

15 minutes

INTRODUCTION
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UPDATE ORDER RELEASE SHIPMENT DETAILS

• Click on the View Order Release Icon on the home page of the OTM menu1

From the OTM menu use View Order Release to search for the Order Release ID

1
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• The Order Release screen will appear and displays all 
Order Releases available in OTM

• The Order Release Finder screen will appear. The drop 
down menu should default to “Contains”. Click on Search 
at the bottom left of the screen. 

1

1

1

2
1

Search without Order Release ID

2

UPDATE ORDER RELEASE SHIPMENT DETAILS
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Click on Search at the bottom left of the screen     

• The Order Release Finder screen will appear. Enter 
the Order Release ID. The drop down menu should 
default to “Contains”. ID: JDE-555630-010 has been 
used for illustration.

1

1

2

2
1

The Order Release screen will appear3

3

Search with Order Release ID

UPDATE ORDER RELEASE SHIPMENT DETAILS
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• Click on the calendar icon and select the time and date as applicable

Update Early Pickup Date

• Click on the Order Release ID checkbox and double click on the field below Early Pickup Date1

2

1

• Click on the OK button3

1

2

3

2

2
Please note: Select both time and 
date to ensure that the changes are 
successfully updated.

UPDATE ORDER RELEASE SHIPMENT DETAILS
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• Input the weight as applicable and click on the OK button

Update Total Gross Weight

• Click on the Order Release ID checkbox and double click on the field below Total Gross Weight1

2

1

1

2

UPDATE ORDER RELEASE SHIPMENT DETAILS
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• Click on the Search Icon button

Update Plan From Location ID

• Click on the Order Release ID checkbox and double click on the field below Plan From Location ID1

2

1

1

2

UPDATE ORDER RELEASE SHIPMENT DETAILS
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Update Plan From Location ID (Continued)

UPDATE ORDER RELEASE SHIPMENT DETAILS

3

3

3

3

• The Location Finder screen will appear. Click on the Address tab. Enter the ship from address in Address 
Line 1. The drop down menu should default to “Contains”. Click on the Search button at the bottom left of 
the screen. Address: Grand Valley has been used for illustration.

3

• The Location Screen will appear and display all the relevant Locations as per the search criteria. Select the 
Location ID applicable to this shipment and click on the Finish button at the top right of the screen.

4

4

4
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Update Plan From Location ID (Continued)

UPDATE ORDER RELEASE SHIPMENT DETAILS

• Click on the OK button on the Plan From Location ID screen
5
5
6

5
5
6
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Update Destination Location ID

1 2

UPDATE ORDER RELEASE SHIPMENT DETAILS

• Click on the Order Release ID checkbox1

• The Destination Location ID screen will appear. Delete the existing Destination Location ID and click on 
the Search Icon button.

3

3

• Double click on the field below Destination Location ID (next to the hyperlink)2

3
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Update Destination Location ID (Continued)

UPDATE ORDER RELEASE SHIPMENT DETAILS

• The Location Finder screen will appear. Click on the Address tab. Enter the Destination Location address in 
Address Line 1 . The drop down menu should default to “Contains”. Click on the Search button at the 
bottom left of the screen. Address: Newark has been used for illustration.

4

• The Location Screen will appear and display all the relevant Locations as per the search criteria. Select the 
Location ID applicable to this shipment and click on the Finish button at the top right of the screen.

5

4

4

4

4

5

5
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Update Destination Location ID (Continued)

UPDATE ORDER RELEASE SHIPMENT DETAILS

• Click on the OK button on the Destination Location ID screen6

6
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Click on the Order Release ID checkbox and click on the Save All Changes button to save the changes1

1

• Upon successfully saving the changes, you will see the Order Release ID color turn to green2

2

• Close the window after the Order Release ID turns green3

3

1

UPDATE ORDER RELEASE SHIPMENT DETAIL
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Upon successfully saving the changes, you will see the updated information 

1 1

1

• Early Pickup Date, Total Gross Weight, Plan From Location ID and Destination Location ID are updated as 
per the inputs provided

1

UPDATE ORDER RELEASE SHIPMENT DETAIL

1
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ERROR TROUBLESHOOTING

Number Cause of Error Recommended Course of Action

1 Early Pickup Date is in the past Update Early Pickup Date to a future date

If an error occurs, it could be because of one of the below reasons:
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QUESTIONS
For any questions relating to this training module, please contact 
the OTM Inbound Super-User responsible for your country:

Name Country Title Email ID

John Boyle United States Global Inbound Logistics Manager jboyle@scholastic.com

Doug Jow United States Domestic Logistics Coordinator djow-consultant@scholastic.com

Noah Clark Canada Traffic & Customs Specialist nclark@scholastic.ca

mailto:jboyle@scholastic.com
mailto:djow-consultant@scholastic.com
mailto:nclark@scholastic.ca
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THANK YOU


