
A guide to our new 
documents
As part of Pearson’s system updates, 
the documents you receive will have an 
updated format and design. 

Please share the information in this guide 
with your colleagues, as necessary.



Sales Order Acknowledgment
A Sales Order Acknowledgement (SOA) will be sent, via email only, each 
time an order is placed. The SOA will confirm each product within your order.
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A New account number

B Order number

C
Line status 

This relates to the status of each item. For example, if an item is on 
backorder.

D Schedule ship date



Shipment Notification
This document is emailed to customers when goods are dispatched. 
Included in this email is a link to track consignments.

A Table outlines all products, quantity ordered and quantity dispatched

B Account number

C Order number

D Date products were ordered

E Bill To and Ship To Addresses associated with the Account

Email Subject: Shipment notification Order: XXXXXX Delivery#: XXXXXXX
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Tax Invoice
Invoices will no longer be included in the box with the product(s). This will be 
replaced by a shipping note. Invoices will be delivered to via your preferred 
method, either email or mail.

A Invoice number

B Delivery number

C New account number

D Sales order number

E Purchase order number

F Summary of order amount

G Pearson remittance details

H Item number

I Item description

J Tax per item
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Shipping Note
A shipping note will be included in the box with the product(s). This document 
will outline what you will receive in the delivery. 

A Purchase Order Number

B Quantity of each product included in delivery

C Number of cartons in the delivery
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Return Material Authorisation (RMA)
The Returns Material Authorisation (RMA) will replace the previous Returns 
Authorisation (RA). Please continue to contact Pearson customer service if you want to 
return a product. You will need to include the RMA with the product being returned.

A New account number

B Return Material Authorisation (RMA) number

C Authorisation expiration date

D Return reason

E Return and RMA instructions
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Credit Memo

A Return Order Number

B Charge Back Number

C New account number

D Summary of credit amount

E Item Number previously referred to as ISBN

F Item Description previously referred to as Title
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Statement of Account

A New Account Number

B Account Balance

C Summary of activity
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