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Teacher Ordering — Step by Step

[image: image1.jpg]MSCHOLASTIC




1. Collect the orders, and check that you have been given the correct payment.

2. Divide the children’s orders into the different Clubs: Wombat, Lucky, Arrow etc.

3. Place your order online at www.scholastic.com.au/clubsonline or by phone by calling 1800 021 233 during office hours. 
(Please note that phone ordering is for individual classroom orders only.)

4. Give your coordinator/office any cash to be banked along with a note of the total and record this amount on your printed copy of the payment summary. (Note: If you wish, you many choose to retain any cash and pay that amount online using your credit card, in which case the coordinator/office will not be involved at all with the process.)

5. Total the number and value of cheques/credit-card slips/money orders/vouchers and record this on your payment summary.

6. Put all cheques/credit-card slips/money orders/vouchers into the pre-paid envelope along with a copy of your payment summary, and post.

7. File all the student order form slips safely in a wallet/folder.
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When the books arrive, use the slips to check that everything is there and to match your students to their order. If you encounter any problems, contact Customer Service on 1800 021 233 and have your paperwork to hand.

Questions? Contact Customer Service on 1800 021 233 or email customer_service@scholastic.com.au
The Book Club team can walk you though the process or help you with any stage!

