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This training document is an introductory tutorial to 
OTM with information and tips on navigating the 
system. 

 
This document is directed to all Non-EDI Carriers (also 
Pre-paid), however, if you are an EDI carrier and have 
lost your EDI capabilities, then follow the instructions in 
this document to manage your freight movements. 

 
Users will be able to view, create, edit and maintain 
shipment information for Academy Sports + 
Outdoors(ASO). 
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• Identify the process for changing passwords 

Objectives 

• Identify non-EDI collect carrier processes 

▪ By email 

▪ Log into OTM website 

• Review carrier options in OTM 

• Review pre-paid carrier tender processes 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 

The tender process for Non EDI Carriers can be done through email or by logging into the OTM website 
directly 

Shipment tender by email 

▪ The Tender for Shipment email message from Domestic.Logistics@Academy.com 

is sent to the carrier to offer a shipment. 

▪ The message includes a URL for the carrier to respond via the web. 

▪ By selecting the link, the Carrier would be prompted to login into the OTM website. 
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Carrier Login 

 
Enter assigned User Name and Password 

User Name: SERVPROV.RC3-SCAC 

Password: Contact domestic.logistics@academy.com for a temporary password 
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Upon logging into the system, the carrier will be prompted to the Online Booking/Tendering screen. This 
screen allows to accept or decline an offered shipment. 

Accept Tender 

• Select Accept 

• The Accept This Shipment page will display, click Finished to accept. 

• Results page will display confirming successful modifications of the selected records 

Note: Pickup date and time is based on the tendered time of the shipment allowing the Carrier 8 hours to pick up. 



Decline Tender 

• After the tender has been declined, the Decline Shipment page will display requesting a Decline 
Reason Code – (see page 24) 

• Select the Finished button once all the fields have been completed 
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Log into OTM website directly 
Non-EDI Carriers can manage shipments tendered by ASO by login into the OTM website. 

 
How to Access OTM 

• Go to https://vendor.academy.com/ 
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Carrier Login 

Enter assigned User Name and Password 

User Name: SERVPROV.RC3-SCAC 

    Password: Contact domestic.logistics@academy.com for a temporary password 
 

NOTE: The preferred browser  for OTM is CHROME 

DIRECT LINK:  ** If you bookmark this link, you’ll need to override the 
URL in the bookmark so it is exactly as typed above. 

         https://academysystem2015-usacademyltd70536.otm.oraclecloud.com/GC3/glog.webserver.servlet.umt.Login 
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Carrier Options in OTM 

• 
• 
• 
 
• 

Online Booking/Tendering – Provides shipment details, allows to accept or decline tenders 

Shipment – Provides shipment details, allows invoice creation 

Buy Shipment Events – Allows to update the shipment with events such as confirm, pickup, delivered, 
delayed, in route, etc. 

Spot Bid Tenders – Allows to view and bid on shipments 



Online Booking/Tendering 

• Select the Online Booking/Tendering button 

• The Tender Response Finder screen allows the carrier to search for shipments by Shipment Number, 
other criteria, or by performing an open search 
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The search provides a Tender Response screen which contains information such as shipment ID, tender type, 
and tender status 

 
 
 
 
 
 
 
 
 
 
 
 

Online Booking/Tendering 

• The table below provides a legend for the indicators and user defined images found on the Tender 
Response screen such as: the shipment ID, shipment indicator, and tender status 
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Online Booking/Tendering 

• To accept or decline a shipment, select the load by checking the corresponding box 

• Select the Actions button to display the actions box 
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Online Booking/Tendering 

• 
• 
• 
• 

The Accept this Shipment page will display once the shipment is accepted 

Selecting the Finished button will display the Results page providing confirmation 

Close the results page and return to the Tender Response screen 

On the Tender Response screen, the Tender Acceptance Status should change to Accepted 

Note: For other Status changes, see the Buy Shipment Event section 



• 
• 
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Online Booking/Tendering 

Decline a shipment by selecting Decline under the actions tab 

Ensure the proper decline reason codes are selected by clicking the drop down button to the right of the 
Decline Reason Code field 

▪ A list will populate providing quick codes (See page 24) 

• Upon completion select the Finished button to decline the shipment . 

Note: A shipment cannot be declined when is in Accepted Status. 

Contact Domestic.Logistics@Academy.com for assistance. 



Shipment Actions 

• Carriers can search for tendering shipments by shipment number, other criteria, or by performing an 
open search using the Buy Shipment Finder screen 

• Select Shipment on the home screen to access the screen 

• The Buy Shipment Finder screen displays all tendered shipments to a carrier with details 
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Buy Shipment Events 
 
The Buy Shipment Event Finder screen allows the carrier to search for shipments by shipment number, other 
criteria or by performing an open search 
Select the Buy Shipment Events button from the home page 

 

The search provides a Buy Shipment Event screen which contains shipment information such shipment ID, 
service provider ID, start time, start end, etc. 
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A carrier can add or view an event by selecting the shipment on the left side of the screen and selected the 
Actions button. 
To add shipment tracking events, select the Add Shipment Tracking Event link. 
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Buy Shipment Events 

• There are four required fields to complete: Responsible Party, Status, Event Location and Event 
Date/Time 

• Click the Finished button to save the addition 

• A Carrier is required to provide the following Status Events on a Shipment 

▪ Accepted/Declined 

▪ Ship Confirmed 

▪ Arrived 

▪ Delivered 
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Buy Shipment Events  
 

   
   
  
  
  
  
 
  
 
 
 
 
  
 
 
  
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 

 
 
 
 
 



Then add the Tracking Event Type as Shipment from the drop down, then go to Shipment Reference Number Qualifier ID add GLOG from the drop 
down then type in your Shipment ID in the reference number field with the RC3 in front (RC3.123456) then click save and finished.   
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Confirming a Shipment 

 
• The Shipment Tracking Event will display to show all events on the load. 
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Questions? 
 
 

Contact Domestic.Logistics@Academy.com for any questions. 
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