
  
 

SOP Number: ESOP0071V2 Title: Academy and OneSource Connect Guide 

Implementation Date: 8/6/2025 Final Document Revision Date: 03/24/2026 

 

P age 1 This SOP document is being provided by Macy’s on a confidential basis . This document is for informational purposes only and does not 
constitute legal advice . This content is made available to you on an "as is" basis without any warranties of any kind . Supplier remains solely responsible 
for understanding and complying with all federal, state, provincial, and local laws and regulations, as well as Macy’s standa rds . Supplier should consult 
counsel to the extent it has any legal questions regarding its products.  

Contents 
1. Step One - Academy .............................................................................................................. 3 

1.2 User Sign-up Guide ............................................................................................................................. 3 
1.3 Invitation, Registration and Reminders ............................................................................................... 3 
1.4 Account Creation ................................................................................................................................. 3 

1.5 Accessing the Platform  ...................................................................................................... 3 
1.6 Terms of Service and Password Reset ............................................................................................... 4 

1.7 Subscribe and Complete Payment  .................................................................................... 5 
1.8 Complete the Macy’s Supply Sync - Entrance Course ....................................................................... 7 
1.9 Frequently Asked Questions (FAQ) .................................................................................................... 7 

1.9.1    What’s included? ....................................................................................................................... 7 
1.9.2 Who should be joining this training program? ......................................................................... 7 
1.9.3 Can learners choose their system interface preferrable language? ....................................... 8 
1.9.4 Who should I contact if I have questions during the training? ................................................. 8 

2. Academy Learner Guide ........................................................................................................ 9 

2.1 What does a Course look like? ........................................................................................................... 9 
2.2 How to find and start a Course? ....................................................................................................... 10 
2.3 How to view a Document? ................................................................................................................ 12 
2.4 Where can I find my files? ................................................................................................................. 13 
2.5 How to Receive Notification from Academy? .................................................................................... 14 

3. Step Two - OneSource Connect ............................................................................................15 

3.1 How to Request Access to Macy’s Supply Chain ............................................................................. 15 
3.2 OneSource Connect Help Center ..................................................................................................... 18 

3.2.1 How to Register .......................................................................................................................... 18 

4. Step Three - OneSource Connect Service Modules ..............................................................20 

 

  



  
 

SOP Number: ESOP0071V2 Title: Academy and OneSource Connect Guide 

Implementation Date: 8/6/2025 Final Document Revision Date: 03/24/2026 

 

P age 2 This SOP document is being provided by Macy’s on a confidential basis . This document is for informational purposes only and does not 
constitute legal advice . This content is made available to you on an "as is" basis without any warranties of any kind . Supplier remains solely responsible 
for understanding and complying with all federal, state, provincial, and local laws and regulations, as well as Macy’s standa rds . Supplier should consult 
counsel to the extent it has any legal questions regarding its products.  

 

 

 

Click on each step to bring you to that section 

  

Step One -
Academy

•Complete onboarding steps

•Pay for subscription

•Complete mandatory requirements

Step Two -
OneSource 

Connect & Help 
Center

•Request Access

•Macy's PIQA Team to Accept or Reject the request

•Sign up for the Help Center to view Knowlege Articles/videos

Step Three -
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Connect Service 
Modules

•Sustainable Claim Verification

•Request Service Now

•Track Service

•Upload Service

•Program Requirement
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1. Step One - Academy 

1.2 User Sign-up Guide 

Welcome to Academy, your gateway to professional development and skill 

enhancement. The following steps will give you access to all Macy’s content and courses 

available on Academy.  

1.3 Invitation, Registration and Reminders 

Macy’s will send out an invitation letter and FM0095 OneSource Registration Form for 

the user to fill in and send back with the account holder’s information. The user has 48 

hours to complete the registration form.  

1.4 Account Creation 

After filling out the registration form, allow 1 day for your account to be created on the 

system. Once your account is created, you will receive an automated email with your 

login credentials.  

 

1.5 Accessing the Platform  

• Go to: https://macys.academy.onesourceconnect.com  

• On the homepage, click “Subscribe Now – $150/year”  

 

https://macys.academy.onesourceconnect.com/
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• A login window may appear, enter your username or email and password, then 

click “Login.”  

 

1.6 Terms of Service and Password Reset 

• Upon logging in, you will be presented with the "Terms of Service." Carefully 

review the terms and click on "Accept" to continue to your account.  

 

• As a first-time user, you will be prompted to reset your password. Follow the on-

screen instructions to set a new, secure password for your account.  
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1.7 Subscribe and Complete Payment  

After successfully logging in, you will be redirected to the Macy’s Supply Sync – 

Entrance Course page.  

• Click “Get this course.” 
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• A payment window will pop up. Click on "Check out" to proceed with the payment.  

 

• You will be directed to Stripe to complete the payment for the “Macy’s Supply Sync – 

Entrance Course.” 

o The cost of each subscription is $150 USD annually. 

o Enter your credit card details in the appropriate fields and click “Pay” to finalize 

the transaction. 

o A subscription is specified to a person/email address. If you would like more than 

one person to have an account, another subscription is required. For questions 

regarding payment, please work with SupportAcademy@bureauveritas.com. 

o Note: Suppliers/Manufacturers who have not completed registration and 

payment after the deadline, will be suspended from Bureau Veritas OneSource 

Connect and will have no access to the testing and inspection platform until 

registration is complete. 

 

mailto:SupportAcademy@bureauveritas.com
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1.8 Complete the Macy’s Supply Sync - Entrance Course 

Once the payment is completed, you will be directed back to the course. You can click 

on the content of the course, then click on "Complete" to complete the course.  

 

Completing the "Macy’s Supply Syn - Entrance course" means you have completed 

signing up to Macy’s Academy. Please wait for Macy’s team to assign courses and 

materials to you.  

 

1.9 Frequently Asked Questions (FAQ) 

1.9.1    What’s included? 

The Macy’s Academy will consist of an entrance course (Part 1) and 40+ 

courses, documents (Part 2), which are sorted into 10 categories. You must 

complete payment to pass the entrance course before accessing the other 

content.  

1.9.2 Who should be joining this training program? 

• Phase 1 - October 1, 2024 

o Suppliers - All vendors producing Private Brand product for Macy’s, 

Backstage & Bloomingdale’s regardless of how the product is sourced or 

imported.  

o Manufacturers - QA lead Factories of Direct import vendors.  

o Mills  

• Phase 2 – beginning 2025 

o Manufacturers – QA-lead for all factories 
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1.9.3 Can learners choose their system interface preferrable language? 

Yes, please contact SupportAcademy@bureauveritas.com to request for your 

preferrable system interface language. Without requesting, your system interface 

language will be either the language you’ve chosen on the Registration Form or 

English by default.  

1.9.4 Who should I contact if I have questions during the training? 

For questions regarding the system and technical troubleshooting, please 

contact: SupportAcademy@bureauveritas.com.  

For questions regarding Macy’s content and program, please contact 

producttesting@macys.com  

  

mailto:SupportAcademy@bureauveritas.com
mailto:SupportAcademy@bureauveritas.com
mailto:producttesting@macys.com
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2. Academy Learner Guide 

2.1 What does a Course look like? 

• Important: A course refers to the name of the topic that Macy’s wants you to stay 

updated. Each course contains documents related to that topic. 

• When entering a course on Macy’s Academy, you will find the following elements on the 

course content page: 

o Course Name & Rating: The name of the course is displayed at the top of the 

page. You can give a rating to the course based on your experience and 

satisfaction with the content. 

o Course Content: The content of the course is organized into modules and units. 

o Course Files: The files are divided into downloadable units. 

o Completion Rules: The completion rules for the course are displayed, which 

may include completing all units or passing a specific test. 

o You can view the learning progress of your course (1), which will show X% 

completion. You can start the course by clicking on Start Course (2). 
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2.2 How to find and start a Course? 

• To find a course on Macy’s Academy, you can search (1) for courses using 

keywords. 

 

• To start a course on the platform, let’s follow the steps below: 

o Click on Course: On your homepage, click on the course (2) you would 

like to take. You can choose interface between the list view (3) or the 

grid view (4) to display the available courses. 

o Important: It is Macy's recommendation that you select the List view (3) 

interface for a convenient view of all your courses. 
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o Start Course: Once you have selected the course, click on the "Start 

Course" button (5) to begin your learning. The course will open, and you 

can start going through the content. 

o Return to Homepage: If you want to go back to your homepage, click on 

the Home (6) on the top navigation bar. 

 
o Course Status: Not Started/Not Passed/Completed 

▪ Throughout your learning journey, you can track the status 

and progress of your course. Here are the three possible 

statuses: 

• Noted Started: This means you have not clicked on "Start 

the course" yet. Once you click, the status will indicate the 

progress percentage, starting from 0% and increasing until 

it reaches 100%. 

• Not Passed: If you fail a test or assignment, the unit status 

will be marked as "Not Passed". This means your overall 

course status will also be "Not Passed." You will need to 

wait for your instructor or our support team to update the 

status before you can continue. Please keep in mind that 

for courses designed for our clients, we may need 

confirmation from the client before resetting tests for 

learners. 

• Completed: When you have completed all units, and 

passed all tests and assignments, you can mark the 

course as "Completed." This status may unlock additional 

courses in your learning path if there are any restricted 

courses. 
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2.3 How to view a Document? 

• Important: Each course contains multiple documents. These documents within 

the course are referred to as "unit". Each unit stores a document. 

• Once you have selected a course, you can select the units you need to view in 

Course Content by clicking on each unit. 
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• The document in each unit is in a reading page format. You can view and go 

through the content and click "Complete. Let's continue." to complete the unit. 

 

• Unit Status 

o Inside a course interface, when you have completed a unit, there will be a 

tick next to that unit. When there is no tick, it means you have not yet 

started or completed that unit. 

 

2.4 Where can I find my files? 

• You can find the files inside a Course: 

o Select a file: In a Course, at Files, select each of the files you need to 

view or download. 
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o Download a File: Click on the "Download" button (1). The file will be 

downloaded to your device. 

 

2.5 How to Receive Notification from Academy? 

• Macy's might use the system to notify you when there is a new document 

released or updated. Each time, you will receive an email from the system as 

follows: 

 

• Important: Please inform your IT and make sure that this email address is 

whitelisted: noreply@em.academy.onesourceconnect.com Macy’s Academy 

notification. 

  

mailto:noreply@em.academy.onesourceconnect.com
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Do not proceed to Step Two – OneSource Connect until Step One is completed. 

3. Step Two - OneSource Connect 

3.1 How to Request Access to Macy’s Supply Chain 

1. Go to OneSource Connect  

2. Click the "Sign up now" button to access OneSource Connect. 
  

 
  

3. Navigate to “Manage Supply Chain“ function, Under “Retailers I Supply to“ 
click “Link To Retailer“ button 

  

 
  

4. In the pop up window, you can search the retailer by “Retailer Company Name” 
or “Retailer Identification Code.” 

1. Search By Retailer Company Name 
1. Enter “retailer company name” and “country/region” 

(optional)(1) 
2. Click “Search“ button(2) 
3. In the search results, Macy’s to link to 
4. Macy’s will be displayed on the right panel(3). 

https://app.onesourceconnect.com/user/login?source=%2F
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5. Click “Link“ button to proceed(4). 
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2. Search By Retailer Identification Code  
1. Input retailer Identification Code(1), please contact  

1. Macy's Identification Code: 77f5b0fb7ce0602d 
2. Click “Search“ button(2).  
3. In the search results, select Macy’s to link (3) 
4. On the right panel, Click “Link“ button to proceed(4). 

 

 
5. After requesting to link to Macy’s, the system will generate a request record, 

and Macy’s admin will be notified. Macy’s company admin will need to approve 
the request before you can proceed with the next step. 
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3.2 OneSource Connect Help Center  

The OneSource Connect Help Center contains Knowledge Articles and videos for tasks 

and processes related to the services offered on OneSource Connect. To register to the 

Help Center, follow the steps below. 

3.2.1 How to Register 

1. Go to OneSource Connect Help Center 

2. Enter your email address 

 

3. Click “Next” 

4. Select “Sign up with password” 

 

https://www.support.onesourceconnect.com/servicedesk/customer/portals
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5. Check your inbox for the activation email from OneSource Connect 

help center, and click “sign up” 

 

6. Enter your name and define a password 

7. Click “Sign up” when you are done 
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 Do not proceed to Step Three - OneSource Connect Service Modules 

until Step One and Two are completed. 

4. Step Three - OneSource Connect Service Modules 

• Macy’s Inc. uses OneSource Connect (OSC) to book, communicate and store all test 

reports and most inspection reports, validate sustainable claims and store program 

requirements.  

• The OneSource Connect Help Center Knowledge Articles/videos linked below are to 

help guide you through most tasks and processes on the platform.  

• Please visit the OneSource Connect Help Center page to search for more specific 

topics.  

• If you need additional technical assistance with the platform, please create a help ticket 

using One Source Connect Support link here - 

https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/group/-1 

OneSource Connect 
Service Module 

Task/Process Knowledge Article/Video Link 

Sustainable Claim 
Verification 

Sustainable Claim 
Verification 

Sustainable Claim Verification User Guide 

Refer to SP0001 – Macy’s Private Brand Sustainable Claim 
Verification in Academy for step by step submission instructions 

Refer to SP0005 – Macy’s Private Brand Footwear Sustainable 
Claim Verification in Academy for step by step submission 
instructions 

Request Service 
Now 

Placing a Booking 

Understanding the Booking Module 

Booking an order with OneSource Connect (Video) 

How to edit an Order 

How to cancel an order 

How to change a service date 

How to request a re-inspection 

How to copy an order 

How to request Sample Collection 

Track Service Tracking My orders 

Tracking my reports and orders (Video) 

How to Track My Services Within OneSource Connect 

Adding Columns to My View 

Receiving Email Notifications for Failed Reports 

Searching for Specific Records 

Filtering my orders 

https://www.support.onesourceconnect.com/servicedesk/customer/portals
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/group/-1
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/e51506a4-5021-4940-9322-b14836b4d83f
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/e51506a4-5021-4940-9322-b14836b4d83f
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/article/556433412
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/8bee789c-6825-40f1-a2fc-273ff8824242
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/8bee789c-6825-40f1-a2fc-273ff8824242/article/533692445
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/8bee789c-6825-40f1-a2fc-273ff8824242/article/525074471
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/8bee789c-6825-40f1-a2fc-273ff8824242/article/542048258
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/8bee789c-6825-40f1-a2fc-273ff8824242/article/544735239
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/8bee789c-6825-40f1-a2fc-273ff8824242/article/544800771
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/8bee789c-6825-40f1-a2fc-273ff8824242/article/542769202
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/8bee789c-6825-40f1-a2fc-273ff8824242/article/542244888
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/8bee789c-6825-40f1-a2fc-273ff8824242/article/543359028
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/c521ae7e-73a6-4b81-8e1c-85a9bee46bc8
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/c521ae7e-73a6-4b81-8e1c-85a9bee46bc8/article/535298068
https://www.support.onesourceconnect.com/servicedesk/customer/portal/15/topic/c521ae7e-73a6-4b81-8e1c-85a9bee46bc8/article/527106063
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