West Network

%% 4Mﬂﬂf

USER MANUAL

2013
WEST AUSTRALIAN NEWSPAPERS LIMITED

@ WestNetwork

Che Whest Anstralian

© thewest.com.au

The Wiest Anstralian — @mep




1

W N -

IS

12

13

14

CONTENTS

(00T 1 (=] o) XSSP PRRPPPPPRt 1
TaYdoTe [T o1 u o] o [FURUR PR PR 2
SYSTEM REQUITEMENTS .. e 3
3.1 HardWare & BrOWSE .....ccoiccuiiieeiee e e e ettt e e e e e eeeitteeeeeeeeeeeantseeeeeeessesnsrsseseseeeaeseennns 3
A - 1 V- N Yol o o) S T TP TP TP TP TP 3
REGISTIration & LOGIN..cuiiiiiiiiiiiiiiiie ettt e sttt e e e e e e s b be e e e e s e e abeaeeas 4
4.1 ReGISTrAtiON ceeiiiiiiiiiiiieie e 4
A2 LOZIN et e e e e e e e e 6
4.3 FOrgotten PASSWOIM .....cciiiiiiiiiiiiiiiiee et iee ettt e e siee e e s s ite e e s s sabae e e s sbaeseeessseaeesnnes 7
NaVIZAtING IMY ACCOUNT ....uuiiiiiiiiiiiiittieeee ettt ettt et eeeeeeeeeeeeeeessnsasssnsssnnnsnnnne 8
FAYololo 1¥ ] okl 11 o J USSR 9
Change Account INfOrmMation.......c..ueiiiiiie i e s 10
[NV 0T Lol =SS UPPPPPTRUPRN 11
o 170 41T 01 KT RRPRORORPRPOPPPPPPPPPRt 12
(200 101 LSOO PO PRPPPPPPIR 13
DT 1 PP PP UPPPPPPPPRRRN 14
11.1 Draw ManagemMENT....coouii i e et e e et e e e e et e e e e ra e aaaeaaees 15
11.1.1  Draw Changes — FUTUIC....ciiiiiiieiireeiee ettt eetreee e e e seeabrare e e e e e e e e eeans 15
11.1.2 Draw Adjustments — HiStOriCal ......uueeeiiiiiiiiiiiiiiiiee e 15
11.1.3 Draw Management Communication Information ........ccccceeeeeeiiviiiiinveeeeeeeeinnnnns 16
11.1.4 Future Draw Change and Historical Draw Adjustment Request Forms ............ 16
11.1.5 Extras and Late AIterations........ccueeieeiiieeeeciiee et 16
0= 01 0 PP PUPPPPPPPPRRRN 17
12.1 Entering @ RetUrns BatCh......occuvvieiiiiiiiceeeeee e 17
12.2 Editing @ RETUINS BAtCh coociiiiiiiieeiee e e 23
12.3 Printing @ RetUrNS BatCh.....cooocuviieiiee et 24
12.4 Submitting @ RETUINS BatCh....cciiieiiiieeiee e 25
12.5 Deleting @ RetUrns BatCh ....cooccuuiieiieiiiiceeeeee e 26
12.6 Cut Off TIMES FOr RETUINS .eeeeeieeieieeeee et e e e e e e e 26
12.7 Late RETUINS e e e e e et e et e e e e e e e b e eeeaaaaanns 26
12.8 Physical Headers — Regional ACCOUNtS ONNY ..ooouviiiiiiiiiiiiiiiee e 26
(=T ¢ o] o KT TP PR OO OOPOPOPRPPPPPPIRt 27
131 VIEWINEG REPOITS.cciiiiiiiiiiiiiiiiiii et 27
YT YT TP RRORORPOPRPOPPPPPPPPIRt 28
(@fo] o) - {1l [0} o] o 5 1 F=1d o o VU URPP 29

15

Page | 1 West Network User Manual



2 INTRODUCTION

The login section of the West Network, My Account, enables Distributors and Independent
Accounts to;

0 view charges and payments;

0 view routes and draw information;

0 view route messages;

0 enter single copy returns;

0 use email to contact District Managers (Area Managers) and others, and;
0 view, save and print route-related documents.

West Network is integrated with the Circulation system (DTI) so you have easy access to up-
to-date information and the ability to perform some distribution-related tasks online.
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3 SYSTEM REQUIREMENTS

3.1

HARDWARE & BROWSER

Any PC or MAC with a modern web browser can access West Network. Please note that the
West Network login section will not work with Internet Explorer 6. Please visit
http://windows.microsoft.com/en-AU/internet-explorer/download-ie to download the

latest version. West Network web pages are designed to work with browsers that support
CSS and require that JavaScript support be enabled. West Network web pages are designed
for a minimum display resolution of 800 x 600. DTl recommends the following minimum

hardware configuration:
0 Processor: P4 2.4 GHz
0 Memory: 1GB RAM
0 Network enabled
0}

Video: card and monitor capable of 1024 x 768 resolution and 16-bit colour

3.2 JAVASCRIPT

To use the My Account on the West Network website, JavaScript must be enabled. This is a
simple process that is detailed in the following steps:

(@)

Select Settings -> Control Panel
Double Click on Java

Click Start in lower left hand side of your screen

Tick the box “Keep temporary files on my computer”

(0]
(0]
0 Click Settings in the “Temporary Internet Files” section
(0]
(0]

Click OK to save

: Clox]

General |_'la'va Security | Advanced

About

Wiew version information about Java Control Panel,

Metwork Settings

Mekwork settings are used when making Inkernet connections. By default,
Java will use the networl: settings in your web browser, Only advanced

users should modify these settings.
MNetwork Settings. .

Temparary Inkernzt Files

Filzs vau use in Java applications are stared in a special Falder For quick
execution later, Only advanced users should delete files or modify these

seftings.
‘ [ Settings. .. ]) Wigw .. ]

Temporary Files Settings

Lo skion

Sclock Ehe lacckion shcre temporary Fles are lepk:

skkingstgernmalyApplication E'ata'l,Jun'l,Javal,Dcpoym:nt‘l,-:achc| [ Change... ]

Mick Spare

Set bne amourk of disk space Far storing temporary files:

D [l

Select the comrpreszion evel for JAR Fles:

[ Delete Fles, .. ] [ Restore Defaults ]

| o4 H Zancel I

Please note the instructions above are for Windows XP and may vary slightly if you are using
another version of Windows. Please contact us if you have difficulties.
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4 REGISTRATION & LOGIN
4.1  REGISTRATION

All users will be required to register the first time they login to My Account on the West
Network website.

1. Open a browser window and enter the following www.westnetwork.com.au

2. Click My Account in the top navigation bar and the Account Login page will appear.

Login Instructions:

& i Enter 3 value in one of
x Homa Sacaunid-aain the fislds in each of the
two steps to the right
% Forgot P ol and press login to
<] Contact Us Please enter the following fields ta login. access your account
FAQs New User?

QFaq E-mail Address: Click the hutton below to

‘;QPrivacy Policy register your account.
Password: Forgot Password m

Login

Don't have a password? Click here to redister

Home |Forgot Password |[Contact Us [FAQs |Privacy Policy

[ )
2 Becure Connection

3. Click the Register button or the Click here to register link to display the Account
Registration page.
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Account Registration

Help Us Find You Erivacy Policy

Flease enter at least two pieces of information =0 we can find and update your account. Ifwe cantfind a match, please enter less infarmation ar a different cambination

of information. If we find too many matches, please enter more infarmation or a different comhbination of information.{examples. 089999959 or 049999995 9)An account
activation e-mail will be sentta the e-mail address you enter below.

" Account Number:

Phone Number: (examples. 089999999 or 04999959959)
House Number:
PostalZip Code:
Last Name:

Create Your Password

+ Indicates a required field

An account activation e-mail will be sentto the e-mail address you enter belaw,
*E-mail Address:

*New Password:
* Confirm Password:

Submit Cancel

4. Complete the “Help Us Find You” section in the upper part of the page.

~ @/ Tip: It is recommended that you use your Account Number and the Post Code of the
~ &~ |ocation where your papers are dropped.

5. Complete the fields in the lower part of the page:

0 Email Address—enter a valid email address. After completing registration, an email
message containing an activation link will be sent to this address. You must activate
your account by clicking the link before you will be able to log in to West Network.

0 New Password—enter the password you would like to use. Your password can be up
to 10 characters long, however must be a minimum of 6 characters long.

N @/ Tip: It is recommended that you use a combination of letters and numbers and
choose a password that would not be obvious to others.

0 Confirm Password—enter your password a second time to confirm it.

6. Click Submit. An email message will be sent to the address you provided. Follow the
instructions in the message to activate your account.

4 - If you have multiple territories, you may use the same email address for
‘\ No‘ each account however you must use different passwords otherwise you
T will create an “ambiguous login” and be unable to access either account.
Page | 5
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4.2 LOGIN

Once you've registered, you can log in to My Account on the West Network website.

1. Open a browser window and go to www.westnetwork.com.au
2. Click on My Account.

Login Instructions:
& i Enter 3 value in one of
'z Homa Account Login the fields in each cf the
two st2ps to the richt
and press login to
ACCESS your account.

& Forgot Password
< Contact Us Please enterthe fallowine fields to login.

{J FAQs New User?
: : E-mall Address: |jandjcitizeng@bigpond. carm. au | PRl et

2 privacy Policy register your account,
Password: jssssss Ecroot Passward m

Login

Dont have a password? Click here to redister

3. Enter your email address and password.

4. Click Login. The account info page appears.

[T ho Acct (invaices (Payments (Routes (Draw (Returns (Reports [Messages [ContactUs

Account Info

gaiitﬁnsﬁzgﬁo Click any buttan above to access additional infarmation.
OSEORNE PARK WA BI1T Click the Change Account Info button to update account address information.
Click the Contact Us button if you need further assistance.
Phone: 0894823111 Preferred Balance: §-2.876.66
Email: jandjcitizengbigpond.com.au Current: §-2,876.66 Last Payment: §0.00 Received On:
Accounts Aging
Account Company Bill Source Balance Current Period 1 Period2 Period 3 Period 4
G4TE Wi Mewwspapers Group ResellerDistributor Monthly §-2876.66 §-2876.66 §0.00 F0.00 §0.00 §0.00
Account Totals §-2876.66 $-2,876.66 $0.00 F0.00 $0.00 $0.00

ﬁSecure Connection
Account Info | Change Account Info | Invoices | Fayments | Eoutes | Draw | Eeturns | Reports | Messages | Contact Us
Home | Logout
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4.3 FORGOTTEN PASSWORD

If you have forgotten your password, you can have it reset. Click the Forgot Password? link
on the Account Login page to display the Forgot Password page.

Forgot Password

Please enter your Phone Number or E-mail Address:

e will ermail you a new password. Ifyou do not receive an email from us, please checkto see if itwent to your spam folder.
Phone Number: (ex. 999-99999599)

E-mail Address:

Submit Cancel

Enter your email address and click Submit. A new password will be generated and sent to you
via email.
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5

NAVIGATING MY ACCOUNT

The My Account feature of the West Network website is organised by tabs which are
described in the following table.

To view a page, click on the appropriate tab or use the links at the bottom of the page.

Tab Tab Description Page

Account . . .

Info Click this tab to view the Account Info page. 9

Change Click this tab to access the Change Account Information page.

Account On this page, Distributors can update their phone number, 10

Info email address, and password.

Invoices Click this tab to access the Invoices page, where you can view
detailed invoice, charge, and payment information. You can 11
display invoices in Adobe PDF format.

Payments | Click this tab to access the Payments page, where you can view 12
detailed payment information.

Routes Click this tab to access the Routes page, which shows all of the
Distributor’s routes. This page also shows the route type, the 13
District Manager, and the District Manager’s phone number.

Draw Click this tab to access the Draw page, which you can use to
view draw figures by publication and route with a selected start 14
date. This page shows the gross draw, adjustments, returns,
and net draw for each day of the week.

Returns Click this tab to access the Single Copy Returns page, where
Distributors can enter returns for a selected publication, route, 17
and week.

Reports Click this tab to access documents eg. Daily Draw summaries 57
and subscriber activity reports.

Messages Click this tab to view messages sent by WAN. 28

Contact Us | Click this tab to access the Contact Information page and send 59

email messages to District Managers and others.
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6 ACCOUNT INFO

The Account Info page appears by default when you log in. To return to this page at any
time, click the Account Info tab.

Account Info

glﬁainSJL}I\EgJRBD Click any hutton above to access additional infarmation.
OSEORNME PARK WA BO1T Click the Change Account Info button to update account address information.
Click the Contact Us button if you need funther assistance.
Phone: 0894323111 Preferred Balance:  §-2876.66
Email:  jandjcitizen@higpond.com.au Current: $-2,876.66 Last Payment: $0.00 Received On:
Accounts Aging
Account Company Eill Source Balance Current Period 1 Period 2 Period 3 Period 4
G4TE WA Mewspapers Graup ResellerDistributor Manthly §-2,876.66 §-2 87666 §0.00 §0.00 §0.00 F0.00
Account Totals §-2,876.66 §-2870.66 $0.00 §0.00 §0.00 F0.00

ﬁSecure Connection
Account Info | Change Account Info | Invoices | Payments | Routes | Draw | Returns | Bepors | Messages | Contact Us

Horme | Logout

This page shows:

0 The Account’s name, address, preferred phone number and email address
0 The Account’s current balance and last payment information
0 Aging balances
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7/ CHANGE ACCOUNT INFORMATION

The Change Account Information page enables Distributors and Independent Accounts to
update basic information such as their phone number, email address and password.

To update this information:

1. Click the Chg Acct tab
2. To update preferred phone number or email address, type over the displayed
information.
3. To receive email confirmations regarding your transactions, select the Receive Email
Confirmations checkbox.
4. To change your password, complete the following fields:
0 Current Password — type your current password
0 New Password — type your new password
0 Confirm Password — Type your new password again to confirm it.

5. Click Submit to save the changes

Change Account Information

Account Information Help

Ifyou would like to update your name or address, please contact Customer Service.
Hame: Citizen JA & JB
Address: 54 HASLER RD
OSBORME PARK WA BO1T

Phone: |05 94523111 | jpy. 999-9399959)

E-mail Addresses: |jandjcitizenf@bigpond.com.au |

Ifthis option is checked, you will receive erail confirmations regarding your transactions such as changing
account info, efc.

Receive E-mail Confirmations?

Change Password

Current Passworid:

*New Password: Password must be atleast 6 characters long and:
include at least 0 uppercase letters and 0 lowercase letters

* Confirm Password: I:l cantain 0 numbers (0-9) and 0 special characters{*_, etc)
have no mare than 3 consecutive repeating characters {e.g. 11113

Submit Cancel

ESecure Connection
Account Info | Change Account Info | Invoices | Payments | Routes | Draw | Returns | Beports | Messages | Contact Us

Horne | Logout

\/@: Tip: To change your name or address, please contact the Supply Department on
1800 800 001.
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3 INVOICES

On the Invoices page, you can view detailed invoice and payment information. The
instructions are given on the top of the page in the text box. You can sort invoices by clicking
on any underlined column heading.

To view invoice information, click the Invoices tab. All of your invoices, including their
invoice numbers, dates, and amounts are displayed. Any invoices that are under dispute will
have a red asterisk (*) character next to them.

Invoices

gl“ainsﬁzg JRBD Click any underlined column heading to re-sort the invoices.

OSBORNE PARK WA 6017 Click the "Next” option or select a specific page number to see additional invoices.
Click the 'lnvoice” field within the View' column to display an invoice as a PDF.

Showing iterms 1 -1 of 1

Invoice Date  |nvoice#  Due Date  Account  Company  Bill Source Original Amount Balance  View
1 08/09/2012 3581 G476 Wi Monthly §-2 876 66 $-2 87666 Payments

ESecure Conhection
Account Info | Change Account Info | [nwoices | Payments | Routes | Draw | Returns | Reports | Messages | Contact Us

Home | Logout

&
\ ﬂo’C"/ Once subscriber migration occurs, the “Bill Source” will change to “Weekly”.

In the View column, you can click on a specific Payments link to view payment details. Click
the Print button to print the page.

Invoice Payment Details

Invoice Date: 2600152013 Original Amount:§15,620.04
Due Date: 2810152013 Balance Due:  §0.00
Imvoice Number: 51727 Company: WA
Account Number:6476 Bill Source: Manthly
Print Close
Showing items 1 -1 of1
Payment Diate Type  Reference Received Applied
1 2800252013 Cash $15 62004 F15 62004
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9 PAYMENTS

The Payments page shows your payment history, including dates, reference numbers, and
amounts for the previous 12 month period. Click the Payments tab to view this information.
A Next link on the right side of the page indicates that an additional page of payments
exists.

Payments

Citizen JA & JB . ] o ' ! o
54 HASLER RD | Click the "Details’ field within the View' column to view the related invaices. |

OSBORME PARK WA G017

Showing items 1 -1 of 1

Payment Date Type Eeference Account Amount Received Unapplied Amount View
1 10/09/2012 Cash G4TE $1,000.00 $0.00  Invoices Paid

E Secure Connection
Account Info | Change Account Info | Invoices | Payments | Routes | Draw | Returns | Reports | Messadges | Contact Us

Home | Logout

You can view the invoice details associated with a payment by clicking the Invoices Paid
hyperlink in the View column.

Payment Invoice Details

Account ID: GB476E

Date Received: 2800252013
Reference Number:

Amount Received: $15,620.04
Unapplied Amount: $0.00

Print Close
Showing iterms 1 -1 of 1
Ihvoice Date Ivoice # Company  Bill Source Original Amount Amount Paid
1 26/0152013 81727 WAk Monthly $15,620.04 $15,620.04
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10 ROUTES

The Routes page shows all of the Distributor’s routes; note: every day of the week will
always be ticked.

This page also shows the route type, the District Manager, and the District Manager’s phone
number. You can sort the list by publication, route, route type, or start date by clicking the
appropriate column heading.

The District Manager’s email address will be displayed as a hyperlink, allowing you to click
the link and open a new email in your default email program, e.g. Outlook.

Routes
g‘i‘ﬁ;ins‘fl\zg JRBD CI@ck any un(lerl!ne(l cpllll_nn heading to re—s_ort raute l.jletails.
OSHORME PARK WA GO1T Click any underlined district to send an email to the district manager.
Showing items 1-150f 21 o Text
FPuhlication Type Route Description Route Type Start Date Sun Mon Tue Wed Thu Fri Sat I[‘:'II::]raI;ter Phone View
1 Countryman Distrih - 01234R01 Papercity MNews Mewsagent 01011850 o« o o W W W »/ Sample Aaron 04 99887766
2 Kalgoorlie Miner Delivery 01238801 JA & JB Citizen Buffer Route for Distributor 01/01/1950 o ¢ " " ' '  ZSample Aaron 04 89857766
3 Kalgoorlie Miner Delivery 01238H01 JA &.JB Citizen Horne Delivery 01011850 " o " W W W ' BSample Aaron 04 99887766
4 Kalgoorlie Miner Distrib  01234R01 Papercity Mews MNewsagent 01011850 o o W » Sample Aaron 04 99887766
5 Quokka Delivary 01238801 J& & JB Citizen Buffar Route for Distributor 01/01/1950 o o/ '  3Samole Aaron 04 99387766
6 Guokka Celivery 01238H01 JA &.JB Citizen Home Delivery 010011950 o " " ' ' '  Zample Aaron 04 89857766
T Guokka Distrib  01234R01 Papercity Mews MNewsagent 0101850 o o W« Sample Aaron 04 99887766
3 Guokka Distrib  01235R01 1GA Mewstown Supermarket 01011850 o« ' ' ' BSample Aaron 04 99337766
9 Quokka Distrib - 01236R01 Coles Exp Papercity Service Stations 01011850 o v W W W W » Sample Aaron 04 99887766
10 Quokka Distrib  01237R01 Newstown Deli Deli/Lunch Bar 01011850 o " o « '  Sample Aaron 04 89887766
11 TABFarm Delivery 01238801 JA & JB Citizen Buffar Route for Distributor 01011950 o o o " & Zample Aaron 04 99887766
12 TABForm Delivery 01238H01 JA & JB Citizen Home Delivery 01011850 o« ' ' ' BSample Aaron 04 99337766
13 TABForm Distrib - 01234R01 Papercity MNews Mewsagent 01011850 o v W W W W » Sample Aaron 04 99887766
14 The\West Australian Delivery 01238801 JA & JB Citizen Buffer Route for Distributor 01/01/1950 «° ¢ " ' '  ZSample Aaron 04 89887766
14 TheWest Australian Delivery 01238H01 JA & JB Citizen Horne Delivery 01011850 o o " W W W  Bample Aaron 04 99887766
et
EJ Secure Connection
AccountInfo | Ehange Account Info | Invoices | Payments | Eoutes | Draw | Eeturns | Reports | Messages | Contact Us
Harne | Logout

4 The start date of 01/01/1950 is a default start date. This is to differentiate between
\ N"x the routes that were in the system before or at “go-live” and the routes that started
after.

\ @OW Independent Accounts may only see their own route displayed.
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11 DRAW

Use the Draw page to view historical draw quantities by publication and route. The gross
draw, adjustments, returns, and net draw are shown for each day of the week.

4
3 ¢ The Draw tab will show historical information only. Please refer to your Daily Route
L Draw Export and your Pending Draw Report for any future draw information.

|
\/@: Tip: Adjustments and Returns are not displayed if they are zero.

To view draw:

1. Click the Draw tab

2. Complete the following fields:
0 Publications — select a specific publication or choose All Publications
0 Routes — select a specific route or choose All Routes
0 Start Date — enter a start date, or click the calendar icon and select one from

the calendar

0 End Date —enter an end date

3. Click View Results to display the draw figures on the page.

|

~ (O~ For example: if you would like to view all of your routes that hold draw for The West
¥

~ %> Australian, choose Publication: The West Australian and Routes: All Routes.

Draw

Citizen JA &.JB
54 HASLER RD
OSBORME PARK WA GO1T

Publication: |AII Publications v Start Date: 171272012 %
Route: |AII Routes v End Date: |22/12/2012 % Yiew Results

Click the "View Results’ button after selecting a specific publication ar route.
Click any underlined column heading to re-sort the draw details.

Showing items 1-150f 16 Mext
Fukblication Route Week OF Type Sun Mon Tue Wed Thu Fri Sat  Total
1 Countryman 01234RMM 161252012 Drranmy a ] a ] i a ] ]
2 Kalgoorlie Miner 01234R01 161252012 Dty a 1 1 1 1 1 5 10
3 Kalgoorlie Miner 01238BM 161252012 Dirawe a ] a 1 1] a ] 1
4 Quokka 01234RMM 161252012 Drranmy a ] a 0 an a ] 30
4 Quaokka 01235R01 161252012 Dty a a0 a 0o 14 a a0 18
G Gokka 01236R0M 161252012 Dirawe a i a o1z a i 12
7 GQuokka 01237RM 161252012 Drranmy a ] a 0o 13 a ] 13
8 Quaokka 01238801 161252012 Dty a a a a 2 a a 2
9  TABFarm 01234R0M1 161252012 Dirawe a 5 a g o 10 ] 21
10 TABFarm 01238801 161252012 Dty a a a 2 1] ] a 7
11 The'west Australian 01234R0M1 161252012 Dirawe a TE TA 90 75 B9 ZB0 GRS
12 The'west Australian 01235RM 161252012 Drranmy a a5 &4 B0 a0 54 200 4745
13 The'west Australian 01236R01 161252012 Dty a 25 10 3 20 20 B0 175
14 The'west Australian 01237RMM 161252012 Dirawe a o zA o X 30 40 183
15 Thewest Australian 01238BM 161252012 Drranmy 0 485 444 479 449 450 B30 2807

Hext

E:J Secure Connaction
Account Info | Change Account Info | Inwoices | Payments | Routes | Draw | Beturns | Reports | Messages | Contact Us

Home | Logout

'

\\“’w Independent Accounts may only see their own route displayed.
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11.1 DRAW MANAGEMENT

11.1.1 Draw Changes — Future

Draw will be managed for the most part by WAN through automatic draw optimisation
functionality contained within DTI, coupled with the focus of a draw analyst. However,
WAN recognises that Distributors are best positioned to react to local events or anomalies
within their territories and therefore a joint approach will be adopted as long as all requests
follow the correct procedure.

Any draw changes that appear to attempt to align with a typical bulk size will be rejected.

The purpose of this is to move to the draw optimisation model that is supported by DTI
system functionality. The move to full optimisation will be staged with the first step being
to establish formal request and approval processes. You must notify WAN of any draw
change requests via the process detailed in section 11.1.3.

11.1.2 Draw Adjustments — Historical

Historical draw adjustment requests will no longer be accepted. Distributors must supply
draw according to the values listed in the Daily Route Draw Export.

Instances where a draw adjustment will be considered are listed below.

- You were short supplied, e.g. your Daily Route Draw Export stated that you would
receive a total of 500 papers, but you only received 490. Initially, you would follow
standard procedure and contact security for immediate redelivery of the shortage.

In the event that redelivery is not possible, you must contact Circulation to report
the shortage. You must specify which route/s you short supplied as a result.

- You used your buffer route to top up another route, e.g. route 02345R01 was initially
supplied 43 copies, they called you for extras and you delivered an additional 8
copies. In this case your buffer route will be reduced by 8 copies, and route
02345R01 will be increased by 8 copies.

In both of the examples above you must notify WAN via the process detailed in section
11.1.3.
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11.1.3 Draw Management Communication Information

Any historic draw adjustment or future draw change requests must be submitted via the
Excel forms that have been posted to West Network and can be found on the Resources
page - http://westnetwork.com.au/resources

You must ensure that all fields are populated and the form is then emailed as an attachment
to circulation@wanews.com.au.

Please note that you should no longer forward requests to individual WAN staff members.
All general enquiry calls should be directed to the main Circulation Administration number
on 9482 9050 or 1800 800 001, rather than to any individual to ensure your query is
answered promptly.

11.1.4 Future Draw Change and Historical Draw Adjustment
Request Forms

Please ensure you complete all fields in these documents to ensure fast and accurate
processing. When submitting a Historical Draw Adjustment Request Form, ensure that you

enter the route the papers came from and the route the papers went to.

See examples below:

CORRECT
A B c D E F G H
1 Date Product Route Reason Old Draw Change Mew Draw
2 Mon 7 Jan 2013 WST 01328801 JA & JB Citizen Shuffling between routes 600 -20 580
3 Mon 7 Jan 2013 WST 01324R01 Papercity Mews Shuffling between routes 100 20 120
INCORRECT
A B c D E F G H
1 Date Product Route Reason Old Draw Change New Draw
2 Mon 7 Jan 2013 WST 01328801 JA & JB Citizen 600 -20 Ll Please complete all fields
3 Mon 7 Jan 2013 WST 01324R01 Papercity News Shuffling between routes 100 20 (N OK
11.1.5 Extras and Late Alterations

Any late alterations will be automatically charged to the Buffer Route. It is then up to the
Distributor to submit a Historical Adjustment Request Form to credit the buffer and debit
the affected routes if necessary.

4
L N(,Jct’/ If you use the papers for your buffer route for home delivery before subscriber migration

then you need take no action.

e
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12 RETURNS

Use the Returns page to add a batch of returns for your routes. Options on the Returns tab
also allow you to modify, delete or submit draft batches. You can also print draft or
submitted batches.

12.1 ENTERING A RETURNS BATCH

To enter a returns batch:

1. Click the Returns tab. Any existing returns batches entered are shown, along with
the date entered, status, last modified date, and options for working with batches
(delete, edit, submit, and print).

Single Copy Returns

Citizen JA & JB - _ _ R
54 HASLER RD Click any underlined column heading to re-sort returns list.

OSBORME PARK WA BO1T Click on "Add Returns” if you wish to create new returns.

Existing Returns {within the last 7 days)

Week
Entered Starting  Publication Route / Description Status Date Modified Delete Edit Submit Print
1470172013 03017201 3 Countryrman All Routes Approved TEO172013 11:38:50 i
14/0142013 030172013 Quokka All Routes Approved TEO1I201311:38:52 =
1470152013 0750172013 Kalgooarlie Miner All Routes Approved TREINS201311:38:53 r**;
14/0142013 07¢0172013 TABForm All Routes Approved TEO1201311:38:54 =
1470172013 07¥0172013 The West Australian All Routes Draft 140172013 16:13:42 ﬂ @ @ i

Add Returns

ﬁSecure Conpection
Account Info | Change Account Info | Invoices | Payments | Eoutes | Draw | Beturns | Eeports | Messages | Contact Us
Home | Logout
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2. Click Add Returns. The Create Returns page appears.

Single Copy Returns

Citizen JA & JB

54 HASLER RD | Enteryour Publication, Route, and Start Date and click "Continue’ to create refurns. |
OSBORME PARKWA 6017

Create Returns (Step 1 of 2)

Publication: | The YWest Australian V|
Rowute: | All Routes hd

Start Date: |07/01/2013 ﬁ

Continue Cancel

f_?!‘n Secure Conhection

Account Info | Change Account Info | Invoices | Fayments | Routes | Draw | Returns | Eeports | Messages | Contact Us
Home | Looout

3. Enter the following selection information:
0 Publication — select a specific publication
0 Route —choose All Routes

0 Start Date — enter a start date or click the calendar icon and select one from
the calendar

Alert: You must enter separate batches for each

publication — one batch each for WST, TAB, KAL, QKA and
CMN
Alert: WST, KAL, TAB require a Monday date and CMN and

QKA require the Thursday date the week prior to the
Monday date used for the WST, KAL and TAB returns.
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See examples below.

The left shows the QKA. It goes on sale on the 3" and comes off sale on the 9™. The new
edition goes on sale on the 10™. This edition is returned during the period of the 14" and
15" and the date used as the start date is the 3".

Also use this model for the CMN.

The right shows the WST. Copies go on sale everyday Monday to Saturday. The editions
from 7" to the 12" are returned during the period of the 14" and 15™and the date used for
the start date is the 7.

Also use this model for KAL and TAB.

M T W T F § S M T W T F § S
3 .

1 2 4 5 6 1 2 3 4 5 6
QkA on
sale
7 B8 9 10 " 12 13 7 8 9 10 " 12 13
QKA off  MNew QKA WSTon  WSTon WSTen WSTon WSTon WSTon
sale on sale sale sale sale sale sale sale
14 15 16 17 13 19 20 14 148 16 17 18 19 20
Returns Returns Returns Returns
processed processed processed processed
online for  online for online for  online for
QKA QKA WST from WST from
dated 3rd dated 3rd Tth to 12th Tth to 1Z2th
21 22 23 24 25 26 27 21 22 23 24 25 26 27
28 29 30 K 23 29 30 Kl

4. Click Submit. The batch entry screen appears

g
N"W You cannot submit returns for Publication/Route combination where returns have

- already been lodged for that week.
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5. Click Edit All Days. The returns fields will become active for entry.

[ReCatintinto [Chg Acet [invaices |Payments | Routes |Draw [T

Single Copy Returns Entry

Citizen JA & B
54 HASLER RD

Click the "Edit’ button to enter your returns for individual days.

OSBORMNE PARK WA G017

Click the "Edit All Days® button to enter data for the entire week.

Then click the "Save' button after you have finished entering your returns.

Week Of: 07i01/2013 Publication: The YWest Australian Route: All Routes
*additional returns cannot be entered

| <Back

#truck sequncemepanure not found for that puhl\catmnlnute cambination

T

Seq  |Publication Route Desaription

1 The West Australian 01238801 JA BB Citizen

2 The Wiest Australian 01237RM Mewwstown Deli o

3 The ‘West Australian 01236RM Coles Exp Papercity i

4 The West Australian 01235R01 IGA MNewstown ]

i} The West Australian 01234R01 Fapercity News i)
Day Totals

ﬁSecure Cannection
Account Info | Change Account Info | Invoices | Payments | Routes | Draw | Returns | Repors | Messages | Contact Us

Home | Logout

6. Enter returns as necessary for each day of the week. The week’s totals are updated
in the far-right column of the page as you enter returns.

™ Q/ Tip: Use the “Tab” key to move throughout the entry screen as it will take you to the
next route that allows returns.

7. Click Save when you have finished.

|
h @/ Tip: Clicking Clear will remove any entries you have not saved. Use this button if you
~ F " want to start over when entering returns.

[RETTT (inveices (Faymerts (Rodtes (oraw (I

Single Copy Returns Entry

?glit?siééJRBD Click the "Edit” button to enter your refurns for individual days.
OSBORME PARK WA G017 Click the "Edit All Days’ button to enter data for the entire week.
Then click the "Save’ button after you have finished entering your returns

Week Of: 07/01/2013 Publication: The WestAustralian Route: All Routes
*Additional retums cannot be entered

#truck sequence/departura not found for that publicationiroute combination

Seq  |Publication Raute Deseripfion

1 The West Australian 01238801 JA &.JB Citizen f
2 The West Australian 01237R01 Mewstawn Deli o
a The West Australian 01236R01 Coles Exp Papercity &
4 The West Australian 01235R01 1GA Mewstown 0
5 The West Australian 01234R01 Fapercity News (e}

€3 Secure Connection

Accouni Info | Change Account Info | Invoices | Payments | Routes | Drave | Returns | Reporis | Messages | Contact Us
Hame [ Logout

Day Totals
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8. Click Back to return to the Existing Returns page. Note that as long as you clicked
Save in the previous step, the information will be saved.

9. Once you are sure all returns are correct for that batch, submit your returns using
the steps in section 12.4.

10. Repeat the process to create a new batch for each publication you receive.

Single Copy Returns

Citizen JA & JB
54 HASLER RD | Enteryour Publication, Route, and Start Date and click "Continue’ to create returns. |
OSBORME PARK WA BO17

Create Returns (Step 1 of 2)

Publication: | [FREEEE v < Individual batch for TAB
Rowute: | All Routes V|

Start Date: |07/01/2013 ﬁ < Monday start date

Continue Cancel

{-':l Secuwre Connection

Account Info | Change Account Info | Invoices | Payments | Routes | Draw | Returns | Repors | Messages | Contact Us
Home | Looout

Single Copy Returns

Citizen JA & .JB
54 HASLER RD | Enter your Publication, Route, and Start Diate and click "Continue” to create returns. |
QSBORME PARK WA BO1T

Create Returns (Step 1 of 2}

Publication: gootlie Miner b < Individual batch for KAL
Route: | All Houtes v|

Start Date: [07/01/2013 ﬁ < Monday start date

Continue Cancel

{'_:l Secure Conhection

Account Info | Change Account Info | Invoices | Payments | Routes | Draw | Beturns | Beports | Messages | Contact Us
Home | Logout
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{Account Info | Chg Acct finvoices [ Payments (Routes [Draw 1 Returns || Reports | Messages f contact Us

Single Copy Returns

Citizen JA & JB
54 HASLER RD | Enteryour Publication, Route, and Start Date and click "Continue’ to create returns. |

OSB0ORNE PARK WA 6017

Create Returns (Step 1 of 2)

Individual batch for QKA

Publication: | (&Nl

. v €
Route: | All Routes
Start Date: (030172013 [F0] ( Thursday start date

| Continue || Cancel |

ﬁSecure Conhection
Account nfo | Change Account Info | nvoices | Payments | Eoutes | Draw | Returns | Beports | Messadges | Contact s
Home | Logout

['Account Info | Chg Acct ['Invoices | Payments ' Routes | Draw | Returns | Reports I Messages [‘contact Us

Single Copy Returns

Citizen JA & 1B
54 HASLER RD | Enteryour Publication, Route, and Start Date and click "Continue” to create returns. |

QSHORME PARK WA BOTY
Create Returns (Step 1 of 2)

Publication: v ( Individual batch for CMN
Rowte: | All Routes vl

Start Date: 03012013 [ ( Thursday start date

| continue || cancer |

ﬁ.S‘ecure Connection
Account Info | Chande Accaunt Infa | Invoices | Payments | Routes | Draw | Eeturns | Eepaorts | Messades | Contact Us
Home | Logout
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11. You should end up with a submitted batch for each publication you receive as shown

below.
[Account info [Chg Acct [Invoices | Payments |Routes |Draw A alig Reports | Messages | Contact Us
Single Copy Returns
Citizen J & /8 Click any underlined column heading to re-sart returns list
54 HASLER RD Click on "Add Returns’ if you wish to create new returns
CSBORME PARK WA E01T :

Existing Returns (within the last 7 days)

Week
Entered Starting  Publication Route /Description Status Date Modified Delete Edit Submit Print
14017201 3 030172013 Countryman All Routes Approved 160172013 11:38:50 =1
1012013 0370172013 Quokka All Routes Approved  1B/01/2013 11:38:52 =1
1400172013 O7/017/2013 Kalgoorlie Miner All Routes Approved 16012013 11:38:53 =
140012013 07012013 TABForm Al Routes Approved  1BM01/2013 11:38:54 =1
140172013 070172013 The West Australian All Foutes Approved  1E/01/2013 11:41:585 =1

Add Returns

EJ Secure Connection

Account Info | Change Account Info | Invoices | Payments | Eoutes | Draw | Eeturns | BEepors | Messages | Contact Us
Horme | Logout

‘ 12.2  EDITING A RETURNS BATCH

To edit an existing batch of returns:
&

Y You cannot submit returns for a Publication/Route combination where returns have
- already been lodged for that week.

1. Click the Edit icon next to the batch on the Single Copy Returns page. The Single
Copy Returns Entry page will appear.

2. Click Edit All Days. The Returns fields will become active for entry.

3. Enter returns as necessary for each day of the week. The week’s totals are updated
in the far-most column of the page as you enter returns.

4. Click Save when you have finished.

e Clicking Clear will remove any entries you have not saved. Use this button if you
» want to start over when entering returns.

5. Click Back to return to the Single Copy Returns page.
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12.3  PRINTING A RETURNS BATCH

To print a batch of returns:

1. Click the Print icon next to the batch on the Single Copy Returns page. The returns
batch will appear in a separate page.
2. Click the Print button to print the page.

Single Copy Returns

Print Close
Citizen JA & JB Week Of:  07401/2013-7%
84 HASLER RD Publication: The YWest Australian
QOSBORME PARK YA 6017 Rowte: All Routes

Status: Draft

* Additional returns cannot be entered.
#truck sequenceldeparture not found for that puhblicationfroute combination

ton Tue Whizd Thu Fri Sat Sun Weak

070142013 030142013 0310142013 100142013 110142013 120142013 130142013 Total
Seq |Publication Route Description Draw [Returns |Draw |[Returns |Draw |Returns |Draw |Returns |Draw |Returns |Draw [Returns |Draw ([Returns | Returns
1|The ¥est Australian|01238B01 [JA & JB Citizen 455 10 444 12| 4749 G| 445 gl 480 9| 630 15 0 60
2{The West Australian|01237R01 [Mewstown Deli 30 3l 24 2 30 11 28 11 30 3 40 1 0 11
3[The Ywest Australian|01236R01 [Coles Exp Papercity 5 2 el 3 30 2 20 2 20 3 B0 3 1] 18
4|The Yest Australian|01235R01 [I1GA Mewstown a5 3 a4 4 1] 3 a0 3 a5 2| 200 10 0 25
5(The West Australian|01234R01 [Papercity Mews 76 i 75 50 40 4 75 4 89 3| 260 10 0 30
Day Totals 2z 26 16 18 20 39 1} 141

Print Close
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12.4 SUBMITTING A RETURNS BATCH

To submit a batch of returns:

1. Click the Submit icon next to the batch on the Single Copy Returns page or the
Submit Batch button on the returns entry page. You will receive a confirmation
message.

Click OK. The Single Copy Returns page is displayed, and the returns batch you
submitted is no longer available for editing.

Single Copy Returns Entry

gﬂllﬂsﬁg% Click the "Edit* button to enter your returns for individual days.
OSHORNE PARK WA 6017 Click the "Edit All Days® button to enter data for the entire week.
Then click the "Save’ button after yvou have finished entering your returns.

Week Of: 07i01/2013 Publication: The Wast Australian
= Additional returms cannot be enterad,

#truck sequence/departure not found for that publicationroute combination

Route: All Routes

Waek
Totals

Seq  [Publication Route Description iy || Rawmg (B [

1 The West Australian 01238801 JA &.JB Citizen 455 [ g

2 The West Australian 01237RM | Mewstown Deli o) [ 4 ; 7 ; 11

3 The WWast Australian 01236R01 | Coles Exp Papercity 25

4 The West Australian 01236R01 | 1GA Mewstown 55

) The Wiest Australian 01234R01 Papercity Mews 76 4

Day Totals

f‘i Secure Connection

Account Info | Change Account Info | Invoices | Payments | Routes | Draw | Returns | Eeports | Messages | Contact Us
Home | Logaut

Single Copy Returns

Citizen J& & JB
54 HASLER RD
OSBORMNE PARK WA BO1T

Click any underlined column heading to re-sor returns list.
Click on "Add Returns® if you wish to create new returns.

Existing Returns (within the last 7 days)

ﬁ Secuwre Connection

Week
Entered Starting  Publication Route / Description Status Date Modified
1470152013 0370172013 Countryman All Routes Anproved TE01r2013 11:38:50
1470172013 030172013 Quokka All Routes Approved 112013 11:38:52
1410152013 0750172013 Kalgoarlie Miner All Routes Approved TE01F2013 11:38:53
1470142013 0760172013 TABFarm All Routes Approved TEO172013 11:38:54
14/0142013 070172013 The West Australian All Routes Diraft 14012013 16:13:42
Add Returns

Account Info | Shange Account Info | Invoices | Payments | Eoutes | Draw | Beturns | Eeports | Messades | Contact Us

Harne | Lagout
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12.5 DELETING A RETURNS BATCH

To delete a batch of returns:

1. Click the Delete icon next to the batch on the Single Copy Returns page.
2. Click OK to confirm the deletion. The returns batch you deleted is no longer shown.

12.6  CUT OFF TIMES FOR RETURNS

The West Australian Returns must be submitted via the West Network portal by

TABform 11:59pm each Tuesday for the previous week of supply using a

Kalgoorlie Miner Monday date.

Quokka Returns must be submitted via the West Network portal by

Countryman 11:59pm each Tuesday for supply pertaining to two weeks prior
using a Thursday date.

Regional Publications Unchanged — returns should continue to be submitted to the
Bunbury office as per current practice.

~ Q/ It is recommended that you have your returns in by 4pm that day in case of any
< ¥~ errors or queries which must be managed by WAN.

12.7  LATE RETURNS

As a general rule WAN will no longer accept late returns. In extreme circumstances, an
account may apply for a once-off exception via their Area Manager and the request will be
considered by the Sales Manager.

12.8 PHYSICAL HEADERS — REGIONAL ACCOUNTS ONLY

There is no change to this procedure. Continue to send your headers to GPO BOX D162,
PERTH 6840 after the last Saturday of each month.
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13 REPORTS

The Reports tab is where Distributors access documents provided by WAN, such as:

Subscriber Activity Report
Daily Sub Route Draw Export
Part 2 Route Draw Export
Pending Draw Report

(Aecourtinfo [ Ghg Acct (inveices (Payments (Routes (Braw (Returns ([TYQNRY(Messages (Gontact Us

Distributor Downloads

o O O O

Publication: | All Publications v Start Date: |24/10/2012
Route: | All Routes v End Date: [24/10/72012
[E]Report Name Report Description Type  Favorite
[ subactivity Subscriber Activity Report ¥
O pailyDraw Daily Route Draw Export 3 &
Ol Pantzoraw Part 2 Route Draw Export ¥
O PendingDraw Pending Draw Report 3 W
Submit Cancel

ﬁ Secure Connection

Account Info | Chande Account Info | Ihvoices | Payrments | Routes | Draw | Returns | Reports | Messages | Contact Us
Home | Logout

13.1  VIEWING REPORTS

To view a report:

1. Select the checkbox next to the report. You can also use the Select All and Deselect
All icons (next to Report Name) to simultaneously select or deselect all the reports in

the list.
2. Click Submit. The document(s) that match the entered criteria are displayed.

\ ﬂoﬁ"/ You do not have to enter any criteria into “Publication or “Route”

as this will usually default to the correct date.
If it is necessary, the date that needs to be entered is the date that the report is

Generally, you will not need to enter any information in the start and end date field

generated, not the date that the report is actually for; typically this is the default
date except for Monday’s publications where the Saturday date is needed. i.e. if you
wanted the report for the 25/10/2012, you would enter the date that the report was

generated which is 24/10/2012

3. Select an action by clicking the appropriate icon & B = . voucan open the
document in your browser, save it to a folder, or print it.
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14  MESSAGES

Broadcast messages can be sent from WAN to alert Distributors and Independent Accounts
to important information.

After you log in, any applicable broadcast messages will be displayed, as shown below.

To dismiss the message and go to the Account Info page, click Close.

Broadcast Messages x

Product: The West Australian
Route: 01234R01, 01235R01, M1235R02, (1236R01, 0123TRM, $1233B01, M1238H01, 01239P01
14 pramation this weekend 27-28 October 2012 - pleaze check
sy westnetweork.com.au for more detsils

Close

Once logged in, a Distributor can access these messages by clicking the Messages tab or via
the link on the Account Info page.

(Ascourt info [ Chg Avct (invoices [Fayments [Routes (Draw (Returns [Reports ([NRTTRY/ Contact Us

Shortage Eniry

Messages

Fubicafion: Tae\West ALstralian
Route: 01234R01, 01235R01, 01235R02, 0123ER01, 01 237R01, 01238821, 01238H01, 01239P01

Message: 1GA romation this weekend 27-20 Qctobzr 201 2 - p ease caecs www.owestnewark.com.au far more details

Pubvicafion: TaeYWest ALstralian
Ruule. 01234R01, 01255FR01, 01 235R0Z, 0123ERO1, O12537R01, 012358821, 01 235H01, 01235F01
Messane Stary Areak A for allWWST rootes nn 2 8th Novernber 3017

E?Secure Coanection
Actount Info | Zhande Account InTo | Involces | Payments | Routes | Drawe | R2tums | Repors | Messaces Contact Us

Home | Logaout
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15 CONTACT INFORMATION

The Contact Information page allows Distributors to send email messages to District
Managers and WAN departments.

To send an email message:

1. Click the Contact Us tab to display the Contact Information page. This page contains
links to District Managers or others who may need to be contacted by Distributors or

Independent Accounts.
2. To send a message to someone in the list, click the appropriate hyperlink. A blank
email form addressed to this person will open in your default email program e.g.

Outlook.
Compose your email and send it as you normally would.
4. Once your email has been sent, the Contact Us page will be shown again where you

can continue navigating.

Contact Information

w

Click on any ofthe links below to send us an email.

The West Australian
[ Finance - billingghwanems. comm.au
[+ The West Australian - circulation @hwanews.com.au

ﬁSecure Connection
Account Info | Change Account Infa | Invoices | | Routes | Draw | Returns | Eeports | Messages | Contact s

Home | Logout
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