Functions for Xmas and New Year processing

--------------------------------------------------------------

Warning

--------------------------------------------------------------

Please check that these instructions have not been done before proceeding. Already a person has repeated these instructions which someone else had already done.

This newsletter replaces the details on the newsletter sent on Monday 7th December 2009, as more information has been released.

Please do these needed changes in the last-minute because in this period much happens without forethought or planning.

So amendments may still be released issued without warning.

--------------------------------------------------------------

Christmas Bumper Edition

--------------------------------------------------------------

Several newspapers have a bumper edition. I will be using the Melbourne Age as an example of how to handle them.

The Age will publish a double-issue Christmas edition on Friday 18th December and Saturday 19th December.

This Edition will replace the normal Friday edition and will be on sale for the cover price of $2.50 including GST. This price applies for copies sold on Friday as well as Saturday. You will need to make change the price of the Friday edition of the Age.

---------------------------------------------------------------------------------
Temporary price change for a paper
----------------------------------------------------------------------------------
Some papers will have a temporary price change over the coming period, for example the Melbourne Age on Friday December 28th will be $2.50


To change the price, please do the following.

From the Main Menu  
#3 Go to  updating system
#2 Paper

Call up the relevant paper in this case the Melbourne Age

Then on the line marked 

Price, make sure that the current prices are correct as of now.

On the next line put in the date 26/12/09 and put in the prices as above except for Friday, which you put in 250.

Page down and save.

Now write a note in your diary a few days later say the 30/12/07 to change the price back.

Print Friday’s round card as normal. No change to the procedure is required for this day. All customers who get the Age on Friday should also be given the A2 supplement with it.
----------------------------------------------------------------------

Christmas Bumper Edition continued.

----------------------------------------------------------------------

The Age will have the same edition for both Friday 18th December and Saturday 19th December.

2) From the Main Menu 

#1 Customer (Home Deliveries)

#32 Delivery Section
#15 Bumper issues
#1 Issue on sale for multiple days

Insert the paper code for the Financial Review generally either FIN or FR
Insert the 18/12/09
Insert the 19/12/09
Update Stop/Start dates MUST BE SET TO “Y”

Page down details correct Y
--------------------------------------------------------------

Australian Financial Review

--------------------------------------------------------------

The Christmas edition of the Financial Review will be on sale from Tuesday 23rd of December 2008 to Monday 29th of December 2008 inclusive. Home delivery customers should receive the Financial Review the first day they receive the paper on or after Tuesday 29th of December.  They should then not receive any further copies until Tuesday 28th of December 2008.

2) From the Main Menu 

#1 Customer (Home Deliveries)

#32 Delivery Section
#15 Bumper issues
#1 Issue on sale for multiple days

Insert the paper code for the Financial Review generally either FIN or FR
Insert the 23/12/09
Insert the 28/12/09
Update Stop/Start dates MUST BE SET TO “Y”

Page down details correct Y

Then the Australian Financial Review you receive on the 29th December 2009 will remain on sale till 3rd Jan 2010. 

--------------------------------------------------------------

Subagents

--------------------------------------------------------------

Subagent orders for many papers such as the Financial Review will also need to be adjusted reflecting the sales expected for these agents. Subagent orders can be adjusted for this week only by changing them in Subagent Deliveries once the subagent week has been created.

Go to main menu
#2 Subagents

Select the week starting 21/12/09

#4 Paper orders

Call up Financial reviews

And adjust the orders for that week.

Then go Page Down and go W (Week only)

Now select the week starting 28/12/09

#4 Paper orders

Call up Financial reviews

And adjust the orders for that week.

Then go Page Down and go W (Week only)

-----------------------------------------------------------------------------
Stop/Starting a paper
-----------------------------------------------------------------------------
From the Main Menu
#3 Updating System Section
#2 Paper Maintenance

Call up the paper using the ‘C’ for change option.

At the bottom of the screen set the following Stop date and the following Start date to whatever is required and then page down and save the details.

-----------------------------------------------------------------------------
Stop/Starting a magazine
-----------------------------------------------------------------------------
From the Main Menu
#3 Updating System Section
#3 Magazine Maintenance

Call up the magazine using the ‘C’ for change option.

At the bottom of the screen set the following Stop date and the following Start date to whatever is required and then page down and save the details.

---------------------------------------------------------------------------------
Temporary price change for magazines
----------------------------------------------------------------------------------
Note a similar procedure can be done for magazines, and it is a bit easy as you can specify a date from and to.

From the Main Menu  
#3 Go to  updating system
#3 Magazine

Call up the relevant magazine 

Put the dates from and to together with the new price again making sure that the current prices are correct. 

Page down and save.

As it has a date from and to, you don't need a diary note. 
