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POS Solutions Australia 

 

Changing the Day of a Publication 

 

 

From time to time, you need to change the day a publication is delivered.  To do this: 

 

For Customers:   

• Open the Side Menu > Customers > Customer Utilities 

• Select the “Bulk Updates” tab, then “Move Publication Day” 

• Select the publication from the list, then choose the day you wish to move it FROM and the 
day you wish to move it TO. 

• Enter your initials and password, and click PROCESS 

• You can use the same process to move the publication back later, if required. 
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POS Solutions Australia 
For Subagents 

• Open the Side Menu > Subagents > Subagent Deliveries 

• Click on the “Extras / Alter Orders” tab, then “Bulk Editing”, then on “Order Changes” 

• In the top half of the screen, make sure that the subagent’s you want to update are ticked, and 
any that you do not want to update are un-ticked. 

• In the bottom half of the screen, select the publication that you wish to move, then the day you 
wish to move it to.  Click the GO button. 

• You can use this same process to move the publication back at a later date, if required. 

  

 

 


