23 Tuck St
Moorabbin VIC 3189
(03) 95977222

pos browser 03195372778

support@possolutions.com.au

POS Solutions Australia

Changing the Day of a Publication

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

For Customers:
* Open the Side Menu > Customers > Customer Utilities
* Select the “Bulk Updates” tab, then “Move PublicatDay”

» Select the publication from the list, then chodseday 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 pubhch#ok later, if required.

Customer Utilities

) Un-Run Raunds | BS autornatic Settings

Archive Deliveries] Corverted Data ] Address Forrmatting ] Custarner Changes ] Cther Round Changes] Unidelete ] Transfer Ownership
Update Credit Limits  Move Publication Day l Set Delivery Details ] Change Round ] Round Delivery Scale ] MergetSplit Round ] Bulk Change

Select Item
Description | Round Shart Code | Cty Delivered | 5
ALTERNATIVE PRESS (CCP) ALTERMNATIY 2
AMATEUR RADIO AMATEURRAD 2
ART JEWELRY ARTIEWELRY 1
ART OF CALLIGRAPHY - RELAUMCH S¥ ML BN A ARTOFCALLI a
ART OF CALLIGRAPHY S ML BM A0 PR Chry ARTOFCALLI &
ART OF KMITTING THE SY ML BN 4D ARTORKMITT 12
AUDIO TECHNOLOGY AUDIOTECHM 1
AUST SHOOTER AUSSHOOTER 1
#USSIE BRUTES AUSSIERRUT 1
AUSTRALIAN - FRIDAY AUST 1
AUSTRALIAM - MONDAY AUST 1
AUSTRALIAN - SATURDAY AUST 1
AUSTRALIAN - THURSDAY AUST 1
AUSTRALIAM - TUESDAY AUST 1
AUSTRALIAN - WEDNESDAY AUST 1
AUST 8 NZ DEFEMDER MAGAZINE AUSTEMNZDER 2
AUST COUNTRY COLLECTIONS AUST.COUNT 2
AUST HORTICULTURE AUST HORTI 2 v
IMove Cccurance From Day To Day
Fridary j |Sab.1rday j | |

Managerial Staff and Password
|AA ok & Process
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For Subagents

» Open the Side Menu > Subagents > Subagent Dekverie
* Click on the “Extras / Alter Orders” tab, then “BuUEditing”, then on “Order Changes”

* In the top half of the screen, make sure that ti@gent’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 palibbim 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 puldiichack at a later date, if required.

Subagent Deliveries

8 Selection (1) Extras / Alter Orders Return Forms Delivery Histary

4ia Subagent] Wia Itern (Non-Daily) ] wia Itern (Daily) ] Wia Scanning  Bulk Editing l
Eulk Chatiges ] week Delivery Litlity ] Order Camparisons  Order Changes ] Bulk Updates]

Select Subagents
[ TPH TORCMTO PRIMVATE HOSFITAL
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@ | move publication |PECPLESFRI j to day
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Mote: These processes will alter current standing orders only, They will not alter any existing created weeks.,




