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Customer Portal Help Video
e  Watch a short training video about the Customer Portal by clicking HERE.

Who to Contact

e Customer Service (Customerservicebiz@simonandschuster.com) — for order status,
tracking, or general shipping questions.

e Customer Portal Team (customerportal@simoandschuster.com)- for technical issues with the
Customer Portal, login assistance, notification setup (see page 6).

Accessing the Customer Portal

e First Time Users
o Go to: customerportal.simonandschuster.com.
o Click Register Now.
o Complete the Registration Form — Be sure to drop the leading zero when entering your
account number.
e Resetting a Password
o If you have forgotten your password, click Forgot Your Password? on the login screen.
o Submit your email and follow the instructions that are sent to you.
o If you need help contact customerportal@simoandschuster.com.
e Account Administrators
o There can only be one Account Administrator for each account number.
o If the administrator needs be reset, contact customerportal@simonandschuster.com.
o The Customer Portal team will remove the old administrator and set up the new one. All
users who were previously registered will have to sign up again.



https://drive.google.com/file/d/1-_-x6CwkqPbzi0MaVsLtGZvUcsLiftd_/view?usp=sharing
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Welcome to the Simon & Schuster Customer Portal

MNow, all of your account information is just a click away! Looking for the status of an order? Searching for a specific title?
Need the balance for your Premier Marketing Program or Standard Co-op Pool? Log In or Register Now fo get started.

-rr4 ORDERS» LOG IN
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Review open orders, track status, and view history. Email: |:|
— Password: [ |
INVOICES»>

View, print or email invoices and track your shipments. Forgot your Password?

g DIGITAL CATALOGS» In order to access the Customer Portal your

- account must assign an Adminisirator.

Access our latest seasonal, add-on itle, and essential backlist If you are the administrator, register now.
catalogs.

I MARKETING SUPPORT SERVICESY
L1 1]

View the details of your Quarierly Premier Marketing Plan or
Standard Co-op Plan

CREDIT MEMO»

View, print or email your credit memo.
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Customer Portal Home Page

Use the Icons on the Home Page to navigate to the Order Search, Invoice, or Credit Memo
search screens.

If you are an Account Administrator, use the User Administration icon to make changes to the
users that have access to the account.

o NOTE: An email can only be associated with one account number.

Contact Options

o Contact Customer Service — Provides the toll-free Customer Service phone numbers, the
Customer Service email address, and a list of our Independent Sales Representatives
broken down by territory. Contact Customer Service if you have questions about an
order that can’t be answered by the Customer Portal.

o Contact Customer Portal Support — Opens an email addressed to the Customer Portal
inbox. Send an email if you are experiencing any technical difficulties while using the
Customer Portal.

o Contact My Sales Representative — Viewable only to the Account Administrator. Opens
an email with the Sales Representative’s name to write any questions or concerns.

o Contact Financial Services — Viewable only to the Account Administrator. Opens an
email addressed directly to your account’s Financial Service Representative.
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Welcome
What information would you like to access?

Bl oirmal caracosss e PROMOTIONS>

MY SALES REPRESENTATIVE > CUSTOMER SERVICE>
CONTACT CONTACT
CUSTOMER PORTAL SUPPORT > |  FINANCIAL SERVICES >

[ simon & Schuster [A simon & Schuster -

Tracking Orders

Select Orders from the Home Screen.

Search for an order by entering the date range an order was placed, the PO number for the

order, or the Doc number.

o The PO number is the number provided by the account at the time the order is placed.

The Doc number is the S&S generated order confirmation number.

Click submit to see search results.

There is a link to order and title status definitions if you are unsure of what the status means.
o Cancelled/Combined Orders - Some titles may be shipping with other orders. If that is
the case, the order number that it combined with will appear in the Combined Order #

Column. Click on the order number to then see the full order.

,-...4 ORDERS
Looking for the status or details of an order? You can now track all of your orders using the search box below. Once you find an order,
you can view the line items by clicking on either the PO Number or Document Control Number below.
Looking for an Invoice? Click Here to search Invoices.

Search:

Account: [318772 - SALES OPERATIONS |  Ship To: [—ALL— v

PO Number: — ISBN: —

DocNumber: [ | Tile: | |

Status:

Order Start Date: Order End Date:

Click Here to view Status definitions
Store PO Number Doc Number Total Lines Total Units Order Date Status
DEBBIE SCHELLER 34499 9183425 18 18 12/30/2021 Open Order
ANNA BULLARD 34499 9183424 18 18 12/30/2021 Open Order
CAROL MOYER 34499 9183423 18 18 12/30/2021 Open Order
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Click the hyperlinked PO Number or Doc Number beside the order to view order details.
Titles on backorder will show a Due In Date, this is the date that the title is expected to arrive in

S&S warehouses. If a title is on backorder and there is no Due In Date, then there is not a
printing planned for the title.

-rré- ORDERS
General Infomation:
Purchase Order No: 531113043 Billing Address Shipping Address
Date: 111312022
= Tite List rice —8-:—';;'25 5 Amt Doc Number fﬂs = Omers 2RO
780388635505 WHERE IS BASY BELLYBUTTC 5599 1 5000 5243382 S5
0781451545850 CRADINARY GRACE 51700 1 5000 sz
0781501161933 SEVEN HUSBANDS OF EVELYN $700 10 5000 s8
781507210885  HEALING POWER OF REIKI s1689 1 5000 s8
0781524443802  3INDUP DR DOLITTLE VOL 1 548 1 5000 [
0781534481732  DANIELTIGER HAPPY BUNNY $6.99 2 5000 s8

GREAT GATSEY AND OTHER W 52489 1 5000 58

COCOMELON READY FOR SCHO 5499 1 5000 s8

WORY WHITE ARTISAN NOTE $1500 2 5000 sz
0781950994175  FIELD GUIDE TO DEMONS, V s1089 1 5000 9243382 s8
9781952155121  SCHOOL FOR GOOD MOTHERS $2700 5 5000 9243382 20 22342022
761982170158 HENRY Vil 5099 1 50.00 s8
0781082121202  MOUTH TO MOUTH 52600 1 50.00 0243382 ]

3 < " 3 il
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For tracking information, click on the Doc number for a shipped order.
Click on the Invoice number.

Hover over the truck icon next to any title to view the tracking number or link to the shipping
website if provided.

INVOICES

General Infomation: Export Invoice to: £ Beel | > pDF (¥ email 3 Fax

Invoice No: 30416406 Billing Address Shinnina Address
Date: 1/5/2022

Product Invoice!

Distribution Order 77969942

Number:

Shipment Infomation:

Shipment Date: 1512022 Ship Via: u10 Net Product:
Cartons: 1 Shipped Lines: 6 Tax: 0.00
Weight: 6.00 Shipped Units: 8 Transport: 0.00

Total Invoice

Click Here to view Status definitions

PACKAGE INFO )

Line# ISBN Title g"tr ‘f” ;h‘pp'”gt
UPSS Tracking # 120699430353408753 1/5/2022 9:02 AM - En Route to Delivery Location 12/4/2015 stans ocumen

. . 1:57 PM - SPRINGFIELD GARDENS, NY - Completed Unloading at Delivery Location 12/4/2015 3:30
02090 -

! 9761665902090 ANGELINAY 1" 1| AND CITY. NY - En Route to Delivery Location 12/3/2015 638 PM - En Route o Delivery a

2 9781534480438 BIKE & TRIY Location - a

3 9781646430888 F OFF caN Click here for more details from Shipper's site Y a

4 9781974719358 MORIARTY LY a

5 9781800261068 THE BOOK OF MARTYRS 511116254 $16.00 1 1 SH L= a

5 9781501170621 WITHOUT MERIT 531118628  $16.99 1 1 SH L) a
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Invoices

The invoice posted in the S&S Customer Portal is the financial invoice and includes the overall total

dollar amount. The invoice generated from the warehouse is the product invoice/packing list and does
not include the total dollar amount.

e Select the Invoice icon from the Home Screen to search invoices.
e Search by any criteria and click submit to view the search results.
e C(Click the hyperlinked invoice number to view the titles on each invoice.

INVOICES

Looking fo view, print, or email an invoice? You can now view all of vour invoices using the search box below. Once you find an invoice, you
can view the line items and shipping status by clicking on the Invoice Mumber in the search results below.
Looking for an Order? Click Here fo search Orders.

Search:
. Ship
Account: [47 v 1 [—-ALL— ~
invoice Number: [ o S —
Doc Number: 1 Title: | |
Product

Invoice/Distribution [ |

Order Number:

PO Number: 1 Status:
invoice Start Date: invoice
End
Date:

Submit

Click Here to view Status definitions

Product

Store PO Mumber Doc Mumber  [nvoice Mumber  Invioice/Distribution  Price Discournt Order Oty Shipped Oty Invoice Date  Status
Order Mumber
511118254 8054804 0416820 $17.00 12 0 1/5/2022 Op=n Order
COMEIMED 8182363 30416406 TTO6442 £7.89 L L 1/5/2022 Shipped
COMEIMED 9192363 30415406 77069342 $0.00 1 L 1/5/2022 Shipped
COMEIMED 8182363 30416406 TTO6442 $10.95 L L 1/5/2022 Shipped
COMEIMED 9192363 30415406 77069342 $12.00 3 3 1/5/2022 Shipped

e Export the invoice to PDF, Excel, or an email to share the invoice as needed.

INVOICES

General Infomation:

Export Invoice to: £ Excel > ooF ® Email

Invoice No: 30416406 Billing Address
Date: 1/5/2022

Product Invoice/

Distribution Order 77969942

Shipping Address
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Credit Memos

e Search and view credit memos by clicking Credit Memos on the Home Screen.
e Use any search criteria and click submit to view the search results.

e C(Click the hyperlinked credit memo number to view the details.

e For any credit memo questions contact the financial services representative.

CREDIT MEMO
/

Looking to view, print, or email a credit memo? You can now view all of your credit memos using the search box below. Once you find a
credit memo, you can view the line items.
Looking for an Order? Click Here to search Orders.

Search:

Credit Number: | | 1SBN: | |

Claim Number: | Invoice Number: | |

Credit Memo Amount $: | Credit Memo Amount Range $: | |- |

Credit Memo Start Date: [07/05:2021 | Credit Memo End Date: [01/0512022 |

=

| Account Number Credit Memo Number Invoice Mumber ISB Claim Entry Date Total Credit

Register for Notifications

e Email Customerportal@simonandschuster.com to receive electronic notifications for:
o Orders Received
o Credit Memos Posted
o Invoices Shipped
o Shipments Delivered



mailto:Customerportal@simonandschuster.com

