Arrange a Return pick up Via Business Post 

Go to www.businesspost.biz
Step 1

Select – Enquiries and Support.

(Located at the top of the screen)
Step 2

Select – Online Services 

(From menu bar on left side of screen)

Step 3  

Select - Arrange a Return or Carriage Forward 

(from menu bar on left side of screen) 

Then 

Click here to arrange a return or carriage forward.
Step 4  

Enter details in fields provided 

                       User ID (Email Address)
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                      Password
   

Click  “ Login”

  Step 5
Ann summers returns page will appear in the secure area (blue section)

 Click  “Next Page”

NOTE: If the website rejects your request this will be due to your PC not allowing certain cookies. To overcome this, please follow “allow cookies process” at the bottom of this page

Step 6
   In Requested By box - type your own name 

   In Contact Phone No. – type your Telephone No.

   Leave UK field selected – DO NOT click Republic of Ireland

Click “Next Page”

Step 7

 In  “Collection Address Postcode*” field

 type in your own postcode in full
 
Step 8

Select correct house number from drop down box
Click  “Next Page”

NB: If address you require does not appear on list 

Click
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Then manually type address as per next step (once in the database it will be remembered)
Step 9

Enter your name and check collection Address details are correct

All fields marked * are mandatory

Click “Next Page”

Step 10

Enter more details about the collection

1. Enter your name in collection contact box

2. Enter your telephone number

3. Enter your preferred day for collection (same say collection has a cut off of 11.45am

4. Enter in goods description  “1 parcel “ or “2 jiffys” etc

5. Enter Collection instructions if applicable ie: If out call at no.30

6. Collection Reference = Returns Note Number THIS FIELD IS MANDATORY
7.  If you require a same day collection, you must book this before 11.45am and enter the time in the “Time Ready For Collection” box
Click  “Next Page”

Step 11

3rd Party Collection Entry - Delivery Type Selector Page 
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My Trading Address:
ANN SUMMERS LTD (PP RETURNS) 
GOLD GROUP HOUSE 
GODSTONE ROAD 
WHYTELEAFE 
CR3 0GG


DO NOT CLICK ANOTHER ADDRESS UNDER ANY CIRCUMSTANCES

 I would like to use the address above 

Click “Next Page” 

Step 12

	3rd Party Collection Entry - Delivery Details Page 

	Enter more details about the delivery: 


Delivery Contact*           =PP RETURNS 

Telephone*                    = 01883629330

Delivery Service             = Next Day (from drop down menu)

Delivery Time                 = Leave blank

Extended Liability Units = ALWAYS type in 0 (Zero)

Delivery Instructions       = ALWAYS leave blank

Click  “Next Page”
Step 13
The final Page will confirm the collection details

if all is OK  Click  “Book Collection” 

This will give you a consignment number that you will need to record.

We suggest you write this on your Returns note. 

As a safeguard ensure the driver signs your copy

Look up a Consignment via Business Post (Proof Of Delivery)

Go to www.businesspost.biz. You do not need to log in to use this service.

1. Go to the bottom Right hand corner of Screen


2. Type in Order No. Then click the torch  

3. Click more info (open) for further details if required
Allow Cookies Process

1. Open Internet Explorer.

2. Select Tools > Internet Options > Security

3. Click on Trusted Sites > Sites

4. Type this web address in the 1st Box

5. http://businesspost.biz
6. Remove tick from “Require Server Verification” box

7. Click on Add > OK > Privacy > Advanced

8. Tick “Over ride Automatic Cookie Handling” – ensure both circles have dots on accept!

9. Tick “Always Allow Session Cookies” box

10. Click OK > OK.

11. Close Internet Explorer, then restart.

businesspost@annsummers.com
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