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[bookmark: _GoBack]Quick Reference Guide
Reducing Levy Quantities from the Cart
Occasionally, a Parent will add more levies than intended to their cart and they are unable to remove the extra item/s. 
The following example looks at assisting a Parent with removing an extra Regional Trial Levy accidentally added to their cart.
	Step
	Details

	1. 
	Once the Regional Trial Levies have been added to the cart, the Student information required pop up box will appear prompting the Parent to enter the Student Names and Schools for each levy added to the cart. 
[image: ]The Parent must complete all fields to satisfy the system requirements, allowing them to progress to the section where they can remove the additional levies. 
	The first entry will be the actual student details.
[image: ]Any consecutive student entries can be dummy data (these are going to be removed). 



	2. 
	Click the Confirm & add to cart button.

	Click the Confirm & add to cart button to close the Student information pop up box.
[image: C:\Users\Cltho0\AppData\Local\Temp\SNAGHTML10869396.PNG]








	3. 
	Update the Levy Quantity.
	Scroll down to the section called Order lines. This is where the levy and student information can be seen.
Adjust the quantity using the minus ‘-‘, button to the right of the levy quantity to decrease the number of levies, until the correct quantity appears.
[image: ]

	4. 
	Click on the Update button.
	[image: ]Click the Update button. The update button and other details of the levy appear to be greyed out on screen, but this is how the screen appears when it is in editor mode.



	5. 
	Click on the Update button.
	Click the Update button again to apply the changes. 
The screen will refresh and the Student Information Required pop up box will display again, but this time with only the first student. 
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	6. 
	Click the Confirm & add to cart button.

	[image: C:\Users\Cltho0\AppData\Local\Temp\SNAGHTML1093250e.PNG]Click the Confirm & add to cart button to close the Student information pop up box.




	7. 
	[image: ]The Order Lines section has been updated and now appears with the correct number of levies, correct charges and correct student information. The Parent can now progress with the purchase.

	Alternatively, clicking on the Remove button in the Order Lines section will clear the cart. The Parent can then start from the beginning; add the correct number of levies, add student details, then proceed with payment.
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[image: ]
Page | 4
 	
image1.png




image2.png
44 Student information required

@ Some of the products require additional information, please enter below

2 x Australian Football 13-14 years Boys Regional Trial Levy

Student information !f you have selected multiple levies
in error, please complete all
student details, confirm & add to
cart, and then adjust manually in
I the Order Lines section of the cart.

1 Harrison

Albany Creek State High School

fihdjskf fjkdsfsdh

Albany Creek State High School





image3.png




image4.png
¥ Order Lines

Price jinc asm Total jinc &1y

o Australian Football 13-14 years Boys - -+ 52500  S50.00
Regional Trial Levy

Cade: MNRRTO02

£} Update @ Remove
Harrison Forde L]
Albany Creek State High School
@ HFDS|HAF DJDEG) o
Albany Creek State High School

N Have a promo code?

Enter code here () Apply code

¥ Order Summary




image5.png
¥ Order Lines

Price jinc asm Total jinc &1y

g

- -
Code: MNRRTO02

Harrison Forde e
Albany Creek State High School

@ HFDS|HAF DJDEG) @
Albany Creek State High School




image6.png
44 Student information required

@ Some of the products require additional information, please enter below

1 x Australian Football 13-14 years Boys Regional Trial Levy
Student information

Harrison

Albany Creek State High School

¥ Confirm & add to c





image7.png




image8.png
¥ Order Lines

Price jinc asm Total jinc &1y

m ‘Australian Football 13-14 years Boys 1 -+ $25.00 $25.00
Regional Trial Levy
Code: MNRRTOO2
£} Update @ Remove

. Harrison Forde L]
Albany Creek State High School




image9.png
® Order Lines

Product Qty

?B:“ Water Polo 13-17 years Girls Regional 2 -+
{&)‘ Trial Levy
Code: DDRRT072

¢) Update

Harrison Forde [x}
Applethorpe State School

ufdjhgk bgjkbd [x}
Applethorpe State School

Price (inccsm) Total (incasT)

$11.00

© Remove

Alternatively, click on the
Remove button to clear the
cart and start again.

$22.00




image10.jpeg
Department of Education

L Y





image11.jpeg
Queensland
> Government





