How to Enter Returns 
1. Click Returns from the Menu Bar.
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2. Enter returns,  Click Submit Returns.
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Click this button to record returns

3. Returns entered will be recorded and a Returns File Reference will be displayed.  

How to print Returns Receipt Report
4. Click the Print Receipt Button.
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5. Click Print Button.
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6. Click Ok Button.
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7. Click Print Button.
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8. [bookmark: _GoBack]Select the Printer Name, Click Ok Button.

[image: ]



image4.png
Returns Supply? ReportsP Messages Admin Feedback

BB« > B 100





image5.png
CANBERRA
Returns Report For Week Ending  09/01/2011

Customer 115695 Retums Reference. Page 1
Yours Truly Newsagency WR130111154658. Date 13/
Address 3 The Best Street, Canberra, ACT 2000

Publication IssueDate  Supply Retums
Daily Publications EVERYDAY TIMES HON TO SUN

THE CANBERRA TIMES MONDAY 0300172011 M 2
THE CANBERRA TIMES TUESDAY 0410172011 215 18
THE CANBERRA TIMES WEDNESDAY 0810172011 238 24
CANBERRA TIHES THURSDAY 0610172011 20 18
THE CANBERRA TIMES FRIDAY 071012011 235 2
THE CANBERRA TIMES SATURDAY 0810172011 s 2

CANBERRA SUNDAY TIMES 0910172011 w7
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1. Inthe next dialog that appears, select the "Open this file"
OK button.

2. Click the printer icon on the Acrobat Reader Menu rather
on your internet browser.
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