Process for Returning Course Materials to MBS

If you drop a course or a course is cancelled, it is your responsibility to return any physical course materials you
have received. If you are enrolled in an online or other distance education section, follow these detailed steps to
complete the return process efficiently:

Step 1: Access the MBS Bookstore

« Visit the MBS Bookstore (4" (https://bncvirtual.com/ccao).
¢ Log in to your bookstore account by selecting “Log In To Your Account.”
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Step 2: Navigate to the Returns Center

¢ After logging in, go to the Returns Center.
¢ Follow the on-screen instructions to initiate your return. Be sure to confirm that the materials meet the
following requirements:
o Timeframe: Initiate your return within 21 days of the package’s shipped date or 14 days after the
class start date, whichever is later.
o Condition: Materials must be in their original condition (e.g., shrink wrap intact, all bundled
components included).
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Step 3: Selecting and Finalizing Your Return

o Select the item(s) you are returning and ensure all details are accurate.
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¢ Make sure to confirm your address.
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¢ You will want to finalize your return.
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Step 4: Print Your Return Label

¢ Once finalized, you will be prompted to generate and print your Return Shipping Label.

024, 340 PV Return Shppng Laded
All items must be shipped by 09/06/2024

Print this shipping label and affix to your shipping package.
No additional postage necessary.

Cut or fold the label along dotted lines and affix to the outside of the package.
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Cut or foid the label along dotted knes and include in your shipping package.
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« Verify the return deadline indicated on the label to ensure your package is shipped on time.
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In these 4 simple steps, you can ship your books to us and begin the returns process.
Step One: Print your packing slip, and if purchased, your shipping label

Step Two: Pack your books

Pack your textbooks in 3 strong, sturdy box suitable for shipping. Fill the empty spaces with 3 clean filler.
Remember, the received condition determines the final value of your shipment. Be sure you have packaged

your shipment well to protect your investment. Do not seal the box vet.

Step Three: Enclose your packing slip
Please print and enclose your packing slip. If you do not include the printout with your items, you may not be
credited for the return. Keep a copy for yourseif. Tape the box securely using appropriate shipping or box tape.

ep Four: Ship your books

The pre-paid shipping label does not insure your package. Should you desire to Insure your package, please
contact your carrier for assistance. MBS Direct is not responsible for lost or damaged books.
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Print this packing slip and include in your shipping package.

Cut or fold the label along dotted lines and include in your shipping package.
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Step 5: Prepare and Ship Your Package

e Pack all items securely in a box to prevent damage during shipping.
¢ Attach the printed return label to the package.
¢ Drop off the package at a UPS location for return shipping.

Step 6: Track and Verify

e Retain a copy of your tracking number and monitor the shipment's status to confirm delivery to MBS.
e Keep a record of your return confirmation for your personal records.

Important Notes

e Failure to Return: ltems not received by the return deadline will result in a charge to your account for the full

cost of unreturned materials.
« Support: For questions or assistance, vist the MBS Help Center (' (https://bncvirtual.com/vb_faq.php?
FVCUSNO=11408).
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