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Release Guide

This document provides instructions for how to use the new features in the 2023.4
release, grouped by module. Remember to install & test in your test system before
Production.

LISTEN
UP

These are the most important takeaways / impactful changes that you needto

pay attention to:

Variable Pricing by Payment Type - Variable Pricing by Payment Type allows a
% processing fee to be added to credit card and electronic transactions. This is
a new concept for Naviga Ad and will be an add on which can be purchased
from your Account Rep (if you don't know who your Account Rep is, please use
the Contact Naviga links at the top of this screen). See below for additional
details.

Be sure to visit the Group Security changes section to see if there is anything
you wish to take advantage of (or not!).

GAM Integration Deadlines - If you are currently on Naviga version 2022.5 or
2023.1, the GAM integration is valid through November 2023. Naviga versions
2023.2 and 2023.3 are valid through February 2024. Versions 2023.4 and
2023.5 will be valid through May of 2024. Please plan your upgrades
accordingly. If you are on a version earlier than 2022.5, you should upgrade
ASAP to avoid interruption with Google.

Take note of the Package Multiplier setup change below. If you are currently
using the multiplier and don't have the Product selection option checked, be
sure to check it if you want the users to be prompted to select a product,
otherwise it will behave a little differently than they are used to.

NEW ** - Topics below that were included in the release video, will now have a
clickable video icon next to the heading. Click the ﬁ to go to the video. The

paragraph beneath the video has timestamps for each topic, so you can jump to
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the desired topic. Use Ctrl-click (Cmd-Click on mac) to open in a new tab and
not lose your place in the release guide.

Advertising Module

& Email Payment Receipt

After taking a payment on a campaign or an invoice with a credit card or other
payment type, the user is presented with an option to create a receipt. Previously
the receipt would be created as a pdf and then the user would need to download it
and email it to the client outside the system. Now the user can select to have the
system email the payment receipt instead. The window works similarly to sending
an order confirmation, so it will be familiar to the user.

The user will be presented with the option to create a receipt based on Group
Security in A/R node - "Prompt for Receipt" option

If this is set to yes, the user will be prompted after taking a payment if a receipt is
desired. If the user says yes, the following screen displays:
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ey "9
] 5 GEMERATE EMAIL / FDF

Document Template

| CashReceipt T 8
Parameters View / Edit Document

- Email To

I I R I
Scott Rudich navigademotest3+scott@gmail.com
MAMAGER

C] Leslie Yniguez navigaleads+leslieyniguez@gmail.com
B Marketing Assistant
n
Other To

C] Send separate emails to each recipient

cC

. Subject |
Your Payment Receipt 255435%3353.CC

I Attachments
0

" Email Body {if sending a FDF attachment)

En

Cancel Download (HTML) Download (PDF) Email (HTML) Email (PDF)
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Select the contact(s) to receive the receipt, along with any other "TO" or "CC" email
addresses. The default subject can be modified as needed. If emailing receipt as a
PDF, a custom body text should be entered, otherwise, email can be sent as HTML
email based on the template selected at the top of the screen. To view/edit the
document, select the view/edit tab prior to sending. If you wish to download and
print or send externally, the download option is at the bottom of the screen.

This email function can be called from Order Entry, after prepaying for orders, from
A/R when paying an invoice with a credit card, OR from the payment details page
when choosing to print a receipt later. The below screen can be accessed from
various areas of the system by clicking on the payment ID

@ Mo Mera  Ad Mome  Customen

o Credit/Den Cand

reeet Faymest
A/R PAYMENT DETAILS : = o

. t._;l.-'..;c-'-, T ~ H
[ ]
Sewte o= Paymest ¢ G
Baymrm froem Bamh

Flagged Par Mafird 14 Koo Ty
o R " e
Casd Ha.

If the user security is not set to prompt for receipt, and to make it a little easier on
the user when the customer asks for a receipt later, two new options have been
added to the campaign's Invoice's and Payments node:

BILLING SUMMARY
e =
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Click on the hyperlink of the payment ID in the "Reference No" column and the
payment details screen will be displayed and the user can generate the receipt from
there (based on user permissions, several of those other options may be grayed
out). Or even quicker - click on the Generate Receipt icon and the receipt window
will be brought up and user can sent the receipt from there.

Allow Delete on Classified Metadata Adjustments Ei

There is now a flag on each Classified Metadata Adjustments which indicates if that
adjustment is user deletable or not. By default, metadata adjustments cannot be
deleted, but now you can set Allow Delete to be checked and that will allow users to
delete the charge. This option is available both on Metadata Adjustments by
Product and Metadata Adjustments by Group. There is no additional Group
Security around this option, so if you allow delete, all user groups will be able to
delete.

A MainMerm  AdHome Customers Compaigns  Production  Bling Ansbeis Setwp @ 5 W

= (e e T [ | Gy = | N ==t | =
METADATA ADJUSTMENTS

Category Satup hfigtsdats Adjurteants

In the below example, these are both auto-generated adjustments based on
metadata. The first item is not set to allow delete and the second is allowed to be
deleted:
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O BOOKING WIZARD

Proguct Selecton Category MetaData Create Material

ABC 1 = $25 Surcharge for X¥Z 100 2500000 o
ARc
Apply to All Insertions -
AcOhed oM AL Tk
w0l - equale- Tre
:..BCC - Kelly's Co. 7 *  First Im Category Upsell 1.00 50.00000 o
| Apply to All Inserticns -

Agphad from matadaza rde

| Updall Camgisey Lansiar --agoalt.- Fm i Conagaty

Positions by Day of Week §4

Sometimes, a position needs to be restricted to only certain days of the week.
Perhaps you don't run post-it notes on Tuesdays b/c that is the day you offer
something else in that place. On Product setup, on the Positions node, you can
now indicate that a position is only published on certain days of the week. Leaving
this field blank means that it is valid any day that the section and product are valid.

PRODUCT POSITIONS

= PRODUCT GROUF SETUP
3 PRODUCT SETUP Product The Star Daily Newspapers s
Product Listing Section Mews Section
Froguct Details Position ID MH - o+
Katerial Handling
i N Kol iy Highlights
Audience Position Name fonday Highlight:
Demographics Page Priority Any Page
G/L Owverrid
. rrides Quadrant Anywhere
GL Qwverrides Import
P i ¥
Tax Overrides age Pasition Don't Care
=i PRICING RULES Requested Page Number
Ratecard
S Position is Guaranteed Mo
Price Adjustments
Auto Adjustments Max Ad Count @ 1
= SECTIONS & POSITIONS Max Pagas Allcwwad 1,000
Sections
N . Conflicting Positions @
Sechons Import
Only Used on Ratecards Mo
Inventory by Position This Pesition is only » -
. Published on Monday
Postions Import
Copy Sections/Positions Is Inactive Ma
=i ISSUE-BASED SETUP
Publiched Dates
Issue Configuration
Issue Import
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This new field is available on Position setup and also on Position Import, so if you
are importing positions, be sure to download the new template to get the new
column.

To import, on product setup, select Positions Import and then Download Template
button will get you the latest template

IMPORT POSITIONS

@ Important Notes about the Excel Import Template:
* Columns in Bold are Mandatory.

= Columns highlighted in yellow must be a valid code ID in Maviga.

File to Import

Overwrite Existing Mo
Download Template
Test Import File

Import File

The days of week can be added as MO, TU,WE,TH,FR,SA,SU - if it is valid everyday,
the day of week can simply be blank and it will be valid every day. See Importing
Sections and Positions for more details on importing sections and positions.

GAM - Related Iltems

Bulk Enter GAM Geo-targeting with Copy and Paste

Naviga Ad has supported Bulk Geo-targeting for quite a while. New for this release
is easier copy and paste when bulk entering from a spreadsheet. Previously, this list
was expecting a comma separated list, but now one can enter a list like this (copied
from a list in excel) and it will understand that the returns on each line indicate that
it is a new record.
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Creatives Custom Ficlds Production Notes Category MetaData Sales Repl(s)

Targeting Preset Line Description Creative Type Ad Server Override Gty
- Master/Companion -
Template (Depreciated) oz L ST Maximurm Impressions

Google Line Status Line Location type filter - leave blank for ANY / ALL Allow Same Advertiser Exception
gy Postal Code - - No
Google Line 1D [View in GAM] [ARI] Cosl Country

cp| Vnited States

Include or Exelude
= SYNC ISSUE(S) @ nor

Indude = 4
= OTHER INFORMATION Enter or Paste in the values to find -
15445
2 INVENTORY
19454 -
c 71541
== CUSTOM TARGETING il
T1543 -
Eey Vishues) 715944 Dielete
-- Mo Records --
= IS i b n - OR

19446 POSTAL CODE Include [x]
19454 POSTAL CODE Inclisde [x]
71841 POSTAL CODE Include ]
FALTH POSTAL CODE Add Values Include [x]
71644 POSTAL CODE Include a

Bulk Entry Include - +
: DEVICE CATEGORIES -

Overbook Sponsorships when Submitting for Approval

While this WAS able to be patched back to 23.3, it wasn't there when 23.3 was first
released, so adding to the New Features list in 23.4.

=== |

CAMPAIGN STATUS TO TRIGGER ORDER CREATION IN GAM
R2 - Pending in GAM

This i the minimum Camgaign Status that will tngger Order (and Ling [femd) creation in GAM, Orders are created in 3 DRAFT status in GAM,

el

CAMPAIGN STATUS TO TRIGGER SUBMIT FOR APPROVAL IN GAM
R2 - Pending in GAM
This is the minimum Campaign Status that will tngger 3 SUBMIT FOR APPROVAL request 1o GAM,
SKIP INVENTORY CHECK WHEN SUBMITTING RECUEST FOR APPROVAL
Mo
CAMPAIGN STATUS TO TRIGGER APPROVAL IN GAM
R2 - Pending in GAM

This it the minimum Campaign States that will tngger & request for APPROVAL 16 GAM.

SKIP INVENTORY CHECK WHEN SUBEMITTING APFROVAL

OWERBOOK SPOMSORSHIPS WHEN SUBMITTING AFPROVAL
Mo

REQAMEST LINE DELETION IN GAM WHEN LIME 15 DELETED

https://open.gitbook .com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK...
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This setting is only taken into account when the order goes for approval. It first
does the normal approval at the campaign level but if this option is selected, it does
a 'reserve with overbook' at the line item level (just for sponsorship lines).

Display GAM Status on line item g4

In the order entry Line Items screen, if you are viewing Serving details on screen,
you can now see the Google Status of each line:

e i et

The status is a hyperlink, so the user can click on it and be taken to that line item in
GAM. (Contingent on that user having permissions to access GAM, of course.)

Display GAM Status on Orders by Product Report & Pacing Report ﬁ

GAM Status has been added as a new option on the Configure output tab on the
Orders by Product report. Couple this with the new grouping available (described
below) and you have a handy way to see what orders are
Ready/Delivering/Draft/etc.
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5 AT i [

- mmmnmpdunn e Graup contirem on e et page]
-----

In addition, it has been added to the Delivery / Pacing Report as well. The Pacing
report can be found under the Campaigns menu in Advertising module.

CAMPAIGN PACING REPORT L W Ly

Produrt Gieus Campiigs Miragei Wit Tima Brans e Dans oa of Daty, Qusmtity Typs boe Comparion  Lina Typat lochts Rptarend  lackete Cuoned
1 - Gom Do

i & coturnn hesacder s drop o Feee 10 groug by sl cotemn

[ [ sk R Aty Rt ot i kil 2 e Bl (] s L] LTI ER T ] ope meaE Bz
-

Change to Bulk Update Campaign Status

This change was added in early August and was patched back to 2023.3, and since
it was a pretty noticable change, we also put a video up on the login screen so that
users would be alerted that something was new. In case you missed it, | have added
the video in here as well (for your viewing pleasure)

The change was to give the option to honor the top of column filters when doing
the bulk update.

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno...
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Cost Tracking on Flat Fee Lines

In 2023.1 we introduced the idea that you could track costs on a campaign line. At
the time, this was just for CPM/CPC lines where you are perhaps working with a 3rd
party and while you are selling it to the client at $x CPM, you have to spend $y CPM
to secure that inventory. This doesn't affect the invoice to the customer at all, but
can optionally cause additional G/L lines for allocating those costs.

Now, in 2023.4, we are also allowing this concept for a flat fee campaign running
across several months. Take the example below:

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBno... 11/58
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3 NEW FLAT FEE LINE

Creatives Custom Fields Production Notes Category MetaData Sales Repis)

. Product The Star Website 2 Section Run Of Site = Ratecard Flat Fee 3.500,00

 Ad Type Flat Rate Digital Pagition Sponsored Spat ~ Adjustments DLO0O00

Contract - G/L Type On Website Advertising i Adjusted Flat Fes 3.500.00
Ratecard Digital Rates - Materal Status = Share of Voice

Ratecard Line 1D 1078 B [Cw' Rate 1.300.00000 ] Allogated Ameunt 350000

| Description 3rd Party Placement Cost Rate Override Estimated Tax 0,00

Estimated Total 350000

Line Datails Tracking Services Engagemant Tracking Adjustmants
Start 91,2023 m & End 12312023 m & Tousl Days 122 Proportion Values  Evenly by Maonth

The price of this ad to the advertiser, is a flat $3,500 but the cost to supply it is
$1,500. The $3,500 is divided across the 4 months of the campaign, as is the
$1500 of cost. In this example, the product is set to split lines in Product Setup. So
upon save, the campaign looks like this:

Lina Dwtails Applied Incsalives Tickits

Booking Wirard QuickUne Enry | :L::m : T Ful ine entey Send a Proposal Prod, Schadule Audience Planner Audhence Reach
Advertising Orders
Check Inceritives Seluctad Lina() Optiane PMumbers in the Grid

Display Extimated Net Amcunis

] B -

........... 3rd Party P L T 072083 107317023 000 00 00 - Y -

Ird Party Placeiment B FLaTms V2003 1/30/2023 — — - - -

o z Website 2 3rd Party Placement [ FLATENS 120172003 127312023 00 000 BTS00 BTS00 Q0O%
A75.00 7500 87500 75,00 3,500.80

Linked Exhibitien Orders

Open up any one of the above lines and you will see the Cost Rate override for that
line is the split amount for that month (prorated according to the number of days in
that month, so there will be month to month variation of the cost.

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno...
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53 EDITING FLAT FEE LIMNE: 100188

Pricing Orther Google Ad Manager Expected Sizes Creatives ‘Custom Fields Production Motes Category MetaData Sales Rep(s)

Product The Star Website 2 Section Run 04 Site e Ratecard Flat Fee 3.500,00

Ad Type Flat Rate Digita Pasition Sponsored Spot n Adjustments 0.00000

Contract - G/L Type On Webdite Advertising - Adjusted Flat Fea 3.500.00

Ratecard Digital Rates - Material Status Share of Voice

Ratecard Line ID 1078 - Cast Rate 1,500.00000 Allocabed Amount 875,00

Description 3rd Party Placement [:m Rate Owerride 36895240 ] Estimated Tax Q00
Estimated Totsl 875,00

Line Details Tracking Services Engagement Tracking Adjustments

Start 91,2023 T =) End 9 3072023 m ) Towal Days 30 Proportion Values ety by Manth

When the billing is run, the Cost will be debited and credited to the G/L's as setup in
Product G/L Overrides:

PRODUCT G/L OVERRIDES
= =

i PRODUCT GROUP SETUR

i PROGUCT SETUR Presduct The Star Websie 2
G Detaults
Recelvables G/L Cods SR DT OIrD 150 ACCOUNTS RECETABLE
N Rervwnrue G/ Code 01O 2000 S0P D CEFALLT WEB REVENLSE
m Ageney Comm. G/l Coda 1000 S 40 EERALLT Wil ROV
ics mport Cost G/L Cods D100 DO BE 3100 DHSITAL BANNER REVENUE

i P;Iclh.ﬁm:u; Cost &7F Code GG S0 S SN0 HOSTIMG FEES « TCS GC1

. GfL Type Ovarrides

Aedd anm Override

SECTIONS & POSITIONS.

Group Security Changes

Advertising Security -> Campaign Header Security

New option will allow or prevent user to change the advertiser on a campaign. By
default this will be set to NO, so upon upgrading if the desire is to have the system
behave as it did before you will need to update this to "yes". If there are any user
groups you wish to restrict from doing this, simply leave this to 'no' for the user
group(s).

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 13/58



8/8/24,1:07 PM 2023.4

e

CAMPAIGH HEADER SECURITY

ALUANED 10 CREATE NEW CAMPARGAS.

ALLCAWED 10 EDIT CAMFAKGAT

ALLOWED 10 CANCEL CAMPAIGNS.

DEFAULT CAMPANN TYFE

Performance Campaign

P o T —————

Havigs imvenio ALLCWILD T0 CHANGE ADVIRTIIR ON CAMPAIGH

ther St A wrnrite schosrtiter M1 the Sarmpaign lrve
ALUCWED 1O CHANGE ORIGIHAL REPS

The system facks the cegnal rep assigred 1o the Deder af e tme of onder entry. i

Upload Attachments

Another new item in Campaign Header Security - this one allows you to control who
can add attachments to a campaign. Previously this was simply controlled by the
user's security to edit the campaign itself according to the status that the campaign
is in. This will go a step further and allow the user to still add attachments to the
Campaign, even if they can't edit other items on it (generally needed because the
campaign is confirmed and a physical IO came in late or something like that). This
was patched back to 23.3 as line item #34. In 23.4 we had another new item added
above so this now becomes #35.

h ALLOW REP COMMISSIONS GREATER THAN 100%
Mo

REQUIRE CAMPAIGH DESCRIPTION

Mo

ALLDWED TO IGNOREOVERRIDE PREPAYMENT REQUIREMEMNTS

G/L Security Mer
Production Workfow St thas cption to ¥ES will allow users n this group 1o Confirm campaigns without prepayment, whene otherwite prepayment would be reguired
. o
Status Code ALLOWED TO ADD ATTACHMENTS EVEN IF YOU ARE NOT ALLOWED TO UPDATE THE CAMPAIGH
Repa O ves
. - Set this option to WES will allow users in this group to add attachments to a Campaign even if they are not allowed to edit/update the Campaign
Clie v

Disable GAM Options

Previously this was put in as "Hide" GAM Options, but the client who originally
asked for it didn't actually want them hidden, but rather disabled, so certain users
could still see the settings but not modify them, so that has been changed in this
release.

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 14/58
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GOOGLE AD MAMNAGER INVENTORY SETTINGS -

VALIDATE GOOGLE AD MAMNAGER INVENTORY WHEN USING A TEMPLATE OR A RATE LINE WITH GOOGLE TARGETING
Do NOT Allow Overselling

For products where sponsorship inventory is set in Google, are users allowed to oversell?

USE WHICH NUMBER FOR VALIDATIOM:

Available Units

Should inventory availability be determined by GAM available units or GAM possible units?

ALLOW IMPRESSION OVERSELL BY %

W EERRS RRRRRRERRS

-100 -75 50 -25 o 25 50 75 100

f users can oversell impression based inventory, is there a cap on amount of oversell.
DEFAULT DIGITAL DELIVERY VIEW OPTION

View Timeframe: Full Length of Lines

CHECK INVENTORY ON LINE UPDATE

f this is set to Yes, it will check inventory on line updates in addition to new lines,

DISABLE GAM OPTIONS

MNo

f this is set to Yes, the GAM targetting fields will be disabled in Digital Full Line entry.

Affidavit Template Merge Tags for Metadata

Metadata from order entry can now be added to the template for display on an
Affidavit.

In this example, it was desired to add County to the affidavit, but that was
something that could change order to order, so the user was asked to supply that
information during order entry:

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno...
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S ——

B Headling Sirghe-Line Text " No Validation = *  HEADLIME u L
Allow in Self-Serve

'[ Legal Ads Bady Text Muti-Line Teat ol T LOMNG_DESCRIPTICN O Q
Allow in Self-Serve -

I Legal Ads Afficdanvit Dvopdown List Selectia = hulti-Select * e AFEIDAVITE ) a
Allow im Self-Serve = Allow Custom Text

¥es, Mo
w  Legal Ads County Detalls Dropdown List Selectio. = Bulti-Select *  COUNTY L a9

Allorw im Self-Serve - n Allow Custom Text

Cook, Dekalb, DuPage,
Kane, Kankakee, Kenda
Lalee, McHenry, Wi

Allow im Self-Serve

Allow in Self-Serve

Note that the Merge tag is COUNTY. To then utilize that tag in the affidavit
template, place an underscore in front of the Merge Tag. (This is used to identify
that it is a metadata tag in the event that someone uses the same merge tag name
as one of the standard tags)

View Merge Fields Documentation

- B @ - v < % fhEZ=E® Homa * "Times Mew... = 10px - [ 3.“. ahe .E— EEI
-8~ A ad| 7oom - [=

Certificate of Publication:

Order Number: #CAMPAIGN_ID# - #LINE_ID#
Purchase Order: #CAMPAIGN_DESC#

State of Illineis - # COUNTY#

Support for Square Inch/CM/MM measurements

Support has been added in Ad Type Setup, rate card setup, and in various reports
in the system to allow for booking and billing by square measurements rather than
column measurements. While Column Inches are standard in the North American
market and Column CM/MM are standard in Europe, there are some areas in the
world where it is more common to charge by the physical dimensions of the ad, for

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 16/58
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example, in Square CMs. Support for this has now been added. You will find it on
the Ad Type setup screen:

Ad Type ID Default Material Approval Status Send to Naviga Plan Listing Entry
cPsacM - = No
Ad Type Description Ad Serving Platform Discounts not Allowed Enforce Contiguous Days
Cost Per Square-Centimeter E No No
e "
Google Ad Manager Cost Type Regquire Category Selection in Full Mo Agency Commission
G/L Type oog g Typ Line Entry o
Print Display (DISP) - - Ne
. . No Rep Commission
Line Type Google Ad Manager Line Type Ignore Required Metadata Field ™
®  Cost per Square Centimeter = = Rules in Full Line Entry
Cost Per Thousand No

r Caost Par Day

Cost Per Click ypes (Preprints/Inserts)

i Cost Per Unit
Cost Per Column-Inch _ ) -
! Cost Per Column-Centimeter ™ if you restrict usage of Ad Types to Specific products.

Cost per Column Millimeter
CTS USED ON THESE PRODUCTS
Cost per Square Inch

Cost per Square Centimeter Clear  The Star Daily Newspapers (DEMOTD)

e\ Cost per Square Millimeter - The Star Daily Newspapers - Squared (DEMOSQ1)
Cost per Column Agate Line

Cost per Visible Line
| Cost per Agate Line
" Cost per Word
‘ Flat Fee
‘ Production Fee

) The Star QA Daily Mewspaper (QA1)

For anything that has been booked in Sq measurements, you will find production
reports and orders by product report to reflect the physical width appropriately.
Columns will be blank since it isn't measuring by number of columns:

Setacted Campaign Line Configurs Output

Drag 4 ecdumn headert and diop nt hete 1o group by that cobemn

Orders by Product Report

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 17/58
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Grouping

Minor change to the Orders by Product report is new for 23.4, but was able to be
patched back to 23.3, so you will see it there as well. The light blue grouping bar
that you see on some other reports throughout the system has been added to the
Orders by Product report as well. Simply drag and drop a column header to the
light blue bar and the report will be grouped by the data in that column.

ORDERS BY PRODUCT

Presnt Gresg B St Proshertis) Orudae Saben R Snurting Cn Eaging 0w
Fam Dz Frostuct . . = mn 1 Gt Do
Rapaet Tasmplata:  Frocd Frodichs 04 apvr [ [t =
=
A Pepduny Acmetae i T L
ety Fivers 1 Bata
Dvscrigion [T Rl Typa Cumaency Chnae Fotar
Highlighe Matchss
e Farbon G ke B A1 Trpe
Cinss Highigtiag
Lawgpugs fata

For example, dragging "Product" header into the blue bar will group the search
results into groups of products, which will then be subtotaled:

- = Orders by Product Grouping (&

Customers Campaigns Production Biling Analysis Setup @ = @ 1 ® Logout

Sales Activity Product/Group Analysis Product Analysis Publication Analysis Campaign Budget Analysis Digital Delivery Advert Ranki I

T Confimed Quoted  Amounts in Local Currency
d drop it here to group by that column

Fage: 1716725 [, e e | 750

45678910 ..rn
= Category Section Position e e = Actual Gross Actual Net Tax
s i T hd

i i g T 8 o
Underwater Navigator Magazine Run of Book 11/1/2022 3.000 4875 0500 Performance IS 800000 00000 000 £
world
1418 Underwater Navigator Magazine Right Hand  Salvadore  12/1/2022 3.000 4875 0500 Performance IS 8000.00 ,000.00 000 £
world Page Dollar
1413 Underwater Navigator Magazine Right Hand  Salvadere  11/1/2022 3.000 4875 0500 Performance IS 200000 00000 000 £
world Page Dollar
1925 Underwater The Navigator Times  Cars 11/16/2022 1.000 5250 0038 Performance IS 1875 11875 000
World
2063 Underwater The Navigator Daily ~ Cars 12/20/2022 1.073 0.000 Flexible [ 714 714 000
World News Classified
2063 Underwater The Navigator Daily ~ Cars 12/28/2022 1.073 0.000 Flexible [ 714 7.14 0.00
World News Classified
2063 Underwater The Navigator Daily  Cars 12/27/2022 1.073 0000 Flexible [ 7.14 714 0.00
world News Classified
2063 Underwater The Navigator Daily ~ Cars 12/26/2022 1.073 0.000 Flexible IS 714 714 000
world News Classified
2063 Underwater The Navigator Daily ~ Cars 12/22/2022 1.073 0.000 Flexible Is 714 714 000
World News Classified
2063 Underwater The Navigator Daily ~ Cars 12/21/2022 1073 0.000 Flexible 15 714 714 000
World News Classified
2067 Underwater The Navigator Daily ~ Cars 12/29/2022 0.000 Flexible Is 714 714 000
World News Classified
2067 Underwater The Navigator Daily  Cars 12/28/2022 0.000 Flexible [ 714 74 000

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 18/58
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Additional Field

2023.4

The Tearsheet URL field, which can be edited on the Update Pages Numbers on an
issue report and can be displayed as a link on an invoice, will also now be available
for display on the Orders by Product Report (can be added to the on screen display

and/or the Excel download.

ORDERS BY PRODUCT

a8 S o Bt a1

= Tha Sewr wskmiy | A1)

5 SRR 0L UM

[TNET N e s Carvigus sty

Sabeciod fridl Colurnes

DL EPORT COUANE

o valiabie Enpart Cobumen = Sulecied bxpord Cobamen

Sponsorship Positions by Product ﬁ

In prior releases, this report only displayed the positions. Now we have added a
column for section as well. There is a filter at the top of the grid to filter results if

desired.

SPONSORSHIP POSITIONS BY PRODUCT

Frogct

Th D Viwbua |

Tt Dt Exd Gt
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Print Product Production Report §4

The concept of Report Templates has now been added to the Print Production
Report. It was previously on the Production by Product Group and the Orders by
product report.

PRINT PRODUCT PRODUCTION

P S oua L D Intuta Closaied Adt Mirvig Plas e Ouly m‘h' [P

See Orders by Product Report for details on how to use report templates

Another small change on this report - the Max Component Count is how available
as a display field on this report. The Max Component Count was added in 2023.3
to limit the number of child orders that can be linked to a spaceholder campaign.
See New Features in 2023.3 for more details about using this feature.

All Production Reports

Campaign Start and End dates have been added as an optional field to the
Production Reports. This includes The Production by Product Group, Production by
Product (non-print), Production by Print Product, Production by Controller and
Production by Sales Rep.

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 20/58
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Do 8 ke Paactor e o 8 e b= o by Bl ook

Package Setup - Total

This was a minor change, so we patched it back to 23.3 as well for a site that
needed it. The grid at the bottom now includes a total. This is intended to help the
user setting up the package to double check their math and ensure they didn't
make a typo.

Package Multiplier Change

In previous releases the concept of a package multiplier was only used in
conjunction with the product selection. Those two choices are now independent of
each other. If you only have Prompt for Package multiplier selected in this section,
then you will no longer see the choice to select one or more products:

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 21/58
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PACKAGE SETUP
=

Template ID 17 |9 MNew Copy

Template Description Group Buy Package

Valid From

Valid Thru 3/31/2025 )

Currency 2
Client Types *'
Category Tree i

Category ~

Do not allow line deletion in

order entry e

Do not allow price changes in

order entry .

Prompt for Product Selection No

Minimum Product Selection
Allowed

Prompt for Package Multiplier [ = IR
.

In previous releases, the above package settings would show this in order entry:

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 22/58
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O QUICK LINE ENTRY

Sﬂoﬁd -‘-E‘:..- E: il [ Group Buy Fackage ' G or Sebect a Product
Or Copy fram Campaign P — and an Ad Type -
tha will first caar e grid
— And a Rateling -
Package Display Mame Group Buy Package (shis. will adidl 3 line 3 the tep of she gric]

[ PACKAGE OPTIONS

oo sz I T -

Sefect ot beast 1 prodhuctls]

Delete All Lines Book All Isswes

0 The Mavigatior Daily News (&1
O the Maagator Webdite (NAV1)

O The Mavigator Times (M&V13)

[mmi MULTIPLIER [CYCLE COUNT) ]

Cancel Apply

Running Total 000

Caneel Check Line Inventary Create Lines

View Package Inventary

Beginning in 2023.4, to continue to see the above selection, Prompt for Product
selection would also need to be set to yes in the package setup. With only Package
Multiplier set to yes, the user prompt now looks like this:

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 23/58
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O QUICK LINE ENTRY

s‘l'ft '?‘f‘:":i= Group Buy Package - or Select a Product
Or Copy from Campaign > — and an Ad Type T
o --.:.-...-w.,-, = And a Rateline ==
Package Display Name Group Buy Package [5082S 2o ] S gt

Dalete All Lines Book All lssues Dafault Pricing Contract = Discount Percent 000000 % of Nat -

) The Mavigator Dadly News * | 1/d Page 4C T A-NewsSedtion T B/10/2023 PMOD = 1
MAY IR
Fulll Color-CMYK *  RunofSection =  Miult 1 ‘CHECK INVENTORY

VIEW PRODUCT INFORMATION

) The Mavigator Website 1 100,000 2.000.00
L [ PACKAGE OPTIONS x CHECK BVENTORY
PACKAGE MULTIPLIER (CYCLE COUNT)

£ The Mavigator Tines 35 - 1 = 1 2,000.00 2,000.00
MAVID = —— —

CHECK BNVENTORY re——

2.000.00

Cancel Apply mAr|CARD BATL

@ Email Sent to Ticket Owner Upon Adjustment Ticket
Final Approval g

In Adjustment ticket routing and approvals, in previous versions we sent an email
whenever the assigned to user changed. The email would go to the newly assigned
user to alert them that a ticket was needing their attention. Depending upon setup,
it might also go to the assigned team. However, once the final approval was
granted and the system created the adjustment, there was no assigned to user
change, so no emails were sent. Now, upon final approval Naviga Ad will also send
an email to the User Owner so that the person who created the ticket will be aware
that it has been approved.
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2 TICKET 429 FOR CAMPAIGN 12985

l Ticket Type Priority Status Assigned Team Assigned User I
Make Good (open) - Narmal Priority - Approved - Super Powers - Pamaela Morales -
Due Date Created Date Custom Data Form [Edit] Team Owner User Owner
Thursday. August 24, 2023 E Super Powers v Kelly Smith (USER KSMIT '|
Short Description

Test from kelly

Leng Description

ic
h
m
Il
Il
1]
il
i
lil
il

11pt Arial B A Formmals B 7

Notes Approval Details Adjustment Details History of Changes Attachments ¥

Adjustment Request Amount -4,900.00
Approval Status
Required Approval T
Type User Name
User: Dan Pellegrini (DAP) Approved Eelly Smith (USER KSMITH) 124, 2023
or Team: Super Powers (ALLPOWERFUL)
2 User: Pamela Morales (PAM) Approved Pamela Morales Menday, Avsgust 28, 2023
or Team: Super Powers [ALLPOWERFUL) 11:35:28 AM

Email sent when Campaign status changes to
Reserved/Confirmed Statuses

In User Security on the Rep/User Integration node, there are new options for who to
email when a campaign status is changed to R1, R2, R3 or CO (numbers 2-5 below
are new)

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno...
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Proposal Settings

PROPOSAL SETTINGS -

EMAIL WHEN PROPOSAL IS APPROVED FROM THE PORTAL
navigadema.test3@amail.com =

EMAIL WHEM CAMPANGN MOWVED TO STATUS: R1 - SIGNED PROPOSAL RECEIVED (R1)
EMAIL WHEM CAMPANGN MOWVED TO STATUS: R2 - PENDING IN GAM (R2)

EMAIL WHEM CAMPANGN MOWVED TO STATUS: R3 - INVENTORY HELD IN GAM (R3)

EMAIL WHEN CAMPAIGN 15 COMFIRMED

DEFAULT PROPOSAL STATUS
Q1 - Proposal (Q1)

If | am the rep on the campaign, and the status changes to R1, R2, R3 or CO, an
email will be sent to whomever is listed in the above fields. The email will be sent
from the person who made the change to the person(s) listed here.

E!f Display Issue Description on Hover in Campaign
Entry

When looking at a campaign line, hovering on the issue date will display the issue
description. In the below example, cursor hovered over "1 October 2023" and the
"October 2023 - Halloween" description from issue setup was displayed.

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 26/58
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(= EDITING FLAT FEE LINE: 5897

Line Details Creatives / Materials Production MNotes Other Options User Defined Fields Category MetaData Rep Assignments Affidavits

Product Navigatar Magazing Size 1/2 Page (H) (Mag) (T.375x4.875) - Pricing per lssue
Ad Type Print Display, Modular G/L Type Print Cisplay - Ratecard Flat Fee 8,000.00000
Contract - Color Full Color-ChyK b Adjustments 0.00000
PEE  Editionis) - Pasition Right Hand Page il Adjusted Flat Fee £,000.00000
9% Ratecard Standard Rate Card Target - Total for all Issues
Demegraphic
1 Ratecard Line 1D 371 hd Total Amount 8 000,00 I
Description 1/2 Page (H) (Mag) Estimated Tax 0.00
Z3 |ines/PageEq. 210 0500 Estimated Total gooooo| M
e
Line Details Adjustments
"% Proportion Values  Evenly by [ssue - Salect Issue Date(s) to add - +

Production

Status aae . I

E:ullu'.:_'; Amocunt | Material

ISSUE CONFIGURATION
s e |

DA T

ETER B PO

i A

i Sortable columns on the Campaign Billing export
screen

Most Naviga users don't actually see this screen, but for those of you who don't
use our A/R module for collections and instead export order data to be invoiced in a
separate A/R system, this screen is where they will get the file. An enhancement
allows the user to sort by any of these columns in the grid.
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DOWNLOAD ORDER DATA FILES
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PIB Code added to the Advertiser/Agency Import
Template

Previously the PIB / Industry Code only existed on the Brand Import (Category ID on
that import). For Media companies who typically only used one brand, it made more
sense to add the PIB Code to the Advertiser/Agency Import.

In Setup - Admin - System Parameters there is a setting "Set new advertisers to
not use multiple brands" - if this is set to NO, meaning new advertisers WILL use
multiple brands, this field on the Advertiser/Agency import template will be ignored
and the Industry / PIB should be set on the BRAND IMPORT (as it always has).

If "Set new advertisers to not use multiple brands" is set to YES, meaning the
clients will only use one brand, then that brand will be created and named for the
advertiser during this import and the Industry Category set on the import template
will be set on the brand. Industry code isn't required on the import but it is
advisable to set it. If it isn't set, during order entry, the Industry code will default to
whatever is top on the list of Industry codes, which might not be desirable.

The system parameter setting for "Assign Reps at Order Entry" will determine the
behavior of the rep setup for this newly created brand. If setto YES, then every
order will prompt for the rep to be entered in order entry. If set to NO, then the rep
prompt will only be asked on the first order and the selected rep will become the
rep for the brand going forward.

CRM Module

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 28/58
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Multi-Select Rep Groups on Rep Activity Screen

On the manager's rep activity screen, you can now multi-select rep groups.

In previous releases you could select a single rep group at a time, or leave it blank
to see all. Now you can also use multi-select the Rep Group. This was able to be
patched back to 2023.3, so you will also see it there.

My To-Do's new field

In the CRM Module for a Rep, there is a tile at the top of the screen for "To-Do's." A
new column was added to this report to make Action Type visible and filterable on-
screen.

Man Menu  CRM Manager Home Leads COusiomers  Opporfundies  Rep Summary  Adverfong B

v oW w w oW
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Additional fields on CRM Account view

When viewing the details of a customer account in CRM, in the Divisions/Brands
section, there are two additional columns displayed here. Previously, these were
only available in Brand Maintenance screen. The Brand's Production Controller and
Campaign Manager, if configured on the brand, will be displayed in here. This was
also patched back to 23.3, so you will also see it there.

Cirisiona / Brands [ T PRSI n
E r e L, n T mipaign L b

Opportunity Quick Update Download

On the Opportunity Quick Update screen, you can now download the grid to excel,
and along with that addition, we also allow you to configure the fields that are
downloaded. (You already could configure the on-screen columns, but now the
configure output screen also allows for configuring a different set of columns for
the download, similar to how the configure output tab works on many other screens
in the system.

e I B I I

OPPORTUNITY QUICK UPDATE

[IT g | Fraduat Bariatomg Lo St Typs R S Bt Lt Uit 54 e Togs
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& My Profile - New Tab for CRM settings

The My Profile popup was added a few releases ago. A new tab called CRM has
been added for 2023.4.
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O O O S O O S

™ MY PROFILE = X B

t UserlD
KSMITH

| User Name

Kelly Smith

User E-Mail Address

Profile Picture

kelly.smith@newscycle.com

User Security Group Remove Profile Picture

CLIENTS
Recommended square

200 x 200 headshot

Basic Settings Production CRM Email Integration Rep Security
CRM Manager Settings

These are your Manager settings for the CRM system

CRM Home Page / Menu

Use Manager's Home Screen -
Default Product Group
! Maviga Product Group - |

Default Exhib. Group

Maviga Product Group -
Reps To Display
' DoNOT Display These Reps Display These Reps b
5ales Manager, Sally Beasley, Donna

Burrows, Wayne
Smith, Kelly
i

Close Save

CRM Manager Settings - This will only display to CRM Managers

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno...
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CRM Home Page / Menu - If a user's security is set that they use the CRM Main
Menu, this will control which tiles are displayed to the Manager when they first
log into the system. If the option is set to rep home screen the rep tiles will be
displayed

If the option is set to use the manager home screen the manager tiles will be
displayed:

Managers can always use the far right tile to toggle to the alternate view.

Default Product Group - Will only display if user is set to allow Ad Sales. This
controls what the default product group is on the manager's Rep Activity screen.
Dropdown includes only the Product groups that the user has access to through
group security.

Default Exhib. Group - Will only display if user is set to allow Exhibition Sales.
This controls what the default product group is on the manager's Rep Activity
screen. Dropdown includes only the Product groups that the user has access to
through group security. If the user has access to both Ad and Exhibitions, the Ad
setting will trump whatever is in the Exhibition Group field.

Reps To Display - This controls which reps display on the Rep Activity screen.

Sales Rep Summary

Products - This will control what products are displayed in CRM under the Rep
Summary - Advertising Rep Summary report.

() Note - in the interest of space/screen management, if you are not a Production
Controller in User Security, you will no longer see the Production Tab. If you are not a
CRM Manager or a CRM Rep, you will not see the CRM Tab.

Accounts Receivable Module

& Paylinks valid duration extended §
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Previously, there was a number of minutes setting for how long paylinks are valid
(with 999 being the max). That has now been extended to have fields for days,
hours, and minutes which allow you to set extended durations.

Email Pay Link Settings

EMAIL PAYMENT LINKS ARE VALID FOR HOW LONG?

Day(s) Houris) Minute(s)

1 (1} 0

EMAIL SUBJECT LINE

Thank you in advance for your prompt payment
EMAIL BODY
Click here to view your and process your payment.

simcerely
Kty Smith

Naviga Globa

Anaviga

999 is still the limit in any of the fields, but if you set minutes to 999, it will
automatically expand that out to 16 hours and 39 minutes, entering 999 in the hours
field will expand that out to 41 days and 15 hours.

Account Approvals Changes

Two new columns have been added and one existing column has been changed.
Navigate to A/R module - Customers - Approve Pending Accounts

In previous releases, the Approved On date was in long format, so the below
example would have read Thursday August 4, 2023 2:45 PM. That made it
rather difficult for the users to use the filter at the top, so the approved on date is
now displayed in simple mm/dd/yyyy format (or dd/mm/yyyy depending on your
browser settings).
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ACCOUNT APPROVALS
Craatad by Uidr *  Crasted Dats Fram 0 T drested Dute Threwgh T Appeovel et Acpioeed " Aaceunt Typsd  Company - Gt Dete

T T T
Adverticer  Local B 2022 Mok Higgs Bd2022 ik 9T Codlngarted
5 Account g Road
¢ i [ Recyistry: Mo Bemisghum
WL Wedinds
B30 WY
uK
Acheprtiner BA022 Shirley Hagh R0 ety 78 Caseey Road
1igh ity 30O
% i Elma Registry: Mo Riratvd] Restke, TX
THETT
us
Adberthiner Ba2022 Shirley High BRI Pirkey A4 mpart Seet
- Swite F022
in Elma Ruegitry: Mo Phymicaath, M
S5847
us
Adveriser  Corporate B 1032 Wayre Rurtieas LT e wme %08 York Road
Actount o own Townon, ME
i ima Registry: Mo 21004
us
Advertiver  Local BRI Karlly Carey A0 ity 2430 bl St
At ey Sawannah. GA

count
s Elna Regatry: Mo 31801
\ ) us

The last column has also been added (Credit Application on File) which
corresponds to a new flag on the account in Name Maintenance, A/R Setup, in
the Credit Info Section. There is no additional system function to this field, other
than notifying users that a Credit Application has been received and is on file
with the Finance department.

Credit Info

Credit Rating

Credit Limit 0

Credit Stop Days (Ad) 0

Credit Controller

Refund Vendor ID 2 D

Refund Vendor Name

Debt Collector

Query Code

Generate Statements Mo
Service Charges No
Active
Out of Business No
TAS Reference Number No

Credit Application on File

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno...
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And finally the column for the Advertising Client Type has also been added to
this Approvals screen.

Tax Code in Misc Invoice Header

There is now a read-only display of the client's tax code on the Invoice Header.

n Main Meniy  Cusloimids  Wvoeois gt Contiol - PiyTients. SLlements  Repoding  Sehap a
MISC. INVOICE ENTRY

T Ineaice 1D HEW B+ Fox Dalbrary EEn

Imaice Batch AET2247 S N
Invaiae Date & ]
Iraice Dascription
Invoice Amount el= 1]

Bille 1D 214 o+ Tax Assaunt 000

Bil-ba Masmw Fadebny inrepments Curnensy

. l Bill-ve Tax Code I l

Puyment Tems
[ ~# .

PO Mumbsr
sddress Py - P
Faricd

Mzduls

Campany LIVEDATS

This will be helpful to the user entering line items onto the invoice, since tax is
manually selected on this screen.

Advertiser/Brand/SalesRep Added to Misc Invoicing

When entering in miscellaneous invoices in A/R, the references to the Book part of
the system were removed as they are not relevant in the Digital First system. These
fields are replaced with optional Advertiser ID, Brand, and Sales Rep fields.

Other Information
Poae— 2P T .

f— . &

B Dusicription
GiL Project ID

This allows for these invoices to be grouped by advertiser/brand/rep in the Big A/R
Aging report and can be included in the tags on the miscellaneous invoice form or

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno...
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the statement, as well as in Informer reporting

It also will display the advertiser / brand on the invoices section of the customer
overview screen, accounting tab.

Warning on Clients on Credit Stop Added to Misc
Invoicing

There is a new warning identifying if a client is on credit stop. In 23.4, there is just
the warning. (prior releases gave no warning and allowed miscellaneous invoices to
be created.)

Cutomen. v

MISC. INVOICE ENTRY
= I

In a future version (likely 23.5) additional fuctionality will be added to expand on
this, to set group security controls on who can create and edit miscellaneous
invoices when a client is on credit stop.

New Statement Remit-To Tags

In 2023.3 these additional fields were added to Company Setup for use in a custom
export for one of our customers. Now in 23.4, these fields have also been added to
the standard statement merge tags, so that anyone can choose to use these rather

than, or in addition to, the "Remit To Address" text box

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 37/58
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Remit-To Settings

Remit-To Name

Remit-to Address

Remit-To Phone

Remit-To Email

Remit-To Customer Service Email
Remit-To Address 1

Remit-To Address 2

Remit-To Address 3

Remit-To City

Remit-To State

Remit-To Zip

Remit-To Country

These are the new tags added:

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 38/58
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A/R Statement: Field Mappings

Single-Values: Statement Details
#S#

#WATERMARK#

#REPRINT#

# 0GO_URL#

#STATEMENT_NO#

#STATEMENT_DATE#
#STATEMENT_DATE_INTL#
#REMITTO_ADDRESS#
#REMITTO_PHONE#

#REMITTO_EMAIL#
#REMITTO_CUSTOMERSERVICE_EMAIL#
#REMITTO_ADDRESS1#
#REMITTO_ADDRESS2#

#REMITTO_ADDRESS3#

#REMITTO_CITY®

#REMITTO_STATE#
#REMITTO_ZIP#

#FREMITTO_COUNTRY#

New field in Bank Setup

Currency Symbol

Trail Invoice Watermark
Rerprint Indicator

Dynamic Logo Inserfion
Statement Number

Statement Date (Local Format)
Statement Date (d MMM yyyy)
Remit-to Address

Remit-to Phone

Remit-to Email

Remit-to Customer Service Email
Remit-to Address 1

Remit-to Address 2

Remit-to Address 3

Remit-to City

Remit-to State

Remit-to Zip

Remit-to Country

Probably more interesting to Naviga Personnel rather than users, but in Credit Card

setup section on the Bank Setup, a new field "Naviga Pay Gateway" has been

added. This is a read only field that lets us know that a Naviga Pay gateway is

linked to a given bank. (For a bank to be available as a dropdown on Credit Card

payments it needs to be linked to a gateway - so this is useful to support and
implementation to indicate that the back end link has been done.)

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno...
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Credit Card

Credit Card Settings

MNavigaPay Field Delimiter

Spreedly Credit Card Gateway
Test Gateway

Naviga Pay Gateway
AMET PAY

History of New Names Report Makeover

In A/R Module - Customers - History of New Names, the screen is now user
configurable with additional fields able to be added/removed. Select the
"Configure Output" tab to select which fields to view on screen and which fields to
include when downloading to excel.

HISTORY OF NEW NAMES

Crpatind o5 v AN oty ot

LUl ot Dot

Advertiser Portal

A few invoice / payment related changes have been made to the Advertiser Portal.

Display Options in Other Settings §4

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 40/58
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OTHER SETTINGS

PAID INVOICE CUTOFF

Paid Invoices before this date will not be displayed in the portal - so if you don't have POFs for example from a conversion - you would set this date to eliminate
thooe invoices that were comerted in

DEFALLT SALES REP

Bob Haggle T

Define the Sales Rep (e.g. House Account) to be assigned on orders where a sales rep assignment cannot be determined

EMABLE AUTO ACCOUNT CREATIOM

When enabled, this option allows a user to login to the portal using their email address and Mawiga Account ID, if thay are not already setup for Portal access. Once
validation fails 2cks to see if their password matches 3 valid Navig untlD, and if so 5t £re i5 3 contact account with the
email address they submitbed. If that all checks out, an account will be setup for them thvey will e logged in and will bé prompted o Change their passwond

DISPLAY CASH-OMN-ACCOUNT TOTAL IN AGING BY CURRENCY
Mo

DISPLAY PRE-PAYMENT TOTAL IN AGING BY CURRENCY
Mo

DISPLAY BALANCE IN AGING BY CURRENCY
Mo

Three new choices have been added to this section:

4. Display Cash on Account Total in Aging by Currency
5. Display Prepayment total in Aging by Currency
6. Display Balance in Aging by Currency

With the above set to "no" the aging looks like this when logged into the portal as a
client:

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 41/58
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All Amounts Owed

0 - 30 days 31 - 60 days
ush s 0.00 0.00
NOK 74,740.25 0.00

Open Invoices

Motes  Imvoice No. Reference
em =] INsenNT Naviga Praduct Group - Fall Campaign
& =] INseasT Maviga Product Group - Fall Campaign
- E] INS637T Naviga Product Group - Fall Campaign
s i‘ INS643T Maviga Product Group - Fall Campaign
7] £) INGB45T Maviga Product Group - Fall Campaign

2023.4

61 - 90 days

Date
8/5/2023
8/12/2023
8,19/2023
8,26/2023

8/31/2023

91 - 120 days over 120 days Total
0.00 0.00 0.00
0.00 0.00 T4,740.25

Shaw Invaice Payment Options

Inmvaice Amount Tax Balance
12,252.50 2,695,55 14,948.05
12,252.50 2,695.55 14,548.05
12,252.50 2,595.55 14,548.05
12,252.50 2,695.55 14,248.05
12,252.50 280555 14,948,058

61,262.50 13.477.75 T4,740.25

The three additional options add these three new fields:

Paid lmw

Open Invoices |

All Amounts Owed

0 - 30 days 31-60days  61-90days  91-120 days “;; 1:"
.
uso
" 0.00 0.00 0.00 0.00 0.00
NOK 74,740.25 .00 0.00 0.00 0.00
Open Invoices
Motes  Invoice No. Reference
- = IN5631T Maviga Product Group - Fall Campaign
&= =]  INSe3sT Naviga Product Group - Fall Campaign
é i INSE3TT Maviga Product Group - Fall Campaign
- E INSE43T Maviga Product Group - Fall Campaign
= = INS645T Maviga Product Group - Fall Campaign

In addition to the above, there is also a new "Other Settings" option to add a custom
link to the top navigation. The use case for this was to direct the user to a 3rd party

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno...

Total

T4,740.25

Date

8/5/2023

81272023

8/19/2023

8/26/2023

83172023

S Pre-Payments Balance
Account

0.00 0.00 0.00
-5,000.00 -358.46 65,381.79

Invoice Amount

1225250

12.252.50

1225250

12.252.50

12.252.50

61,262.50

Show Invoice Payment Options

Tant

269555

2,695.55

2,695.55

2,695.55

2,695.55

13,477.75

Balance
14,943.05
14,948.05
14,943.05
14,943.05
14,948.05

T4,T40.25
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reporting system. Clicking this link would re-direct user to a login page where they
would then log into that other system to view ad reports.

/. Show custom reporting link in Menu Navigation - this option allows for adding a
custom link of your choice to the navigation. This will display on the portal here:

‘fou are logged in as: Underwater World Horsham
Qﬂq_!'@ Agcount Settings | Logout

Messages Invoices Orders Proposals Materials Settings ¥ View My Reports

Invoices Materials

SHOW CUSTOM REPORTING LINK IN MENU NAVIGATION
Link Path:
https:/fnavigaglobal.com

Link Description:
View My Reports

If you enter a valid URL (induding HTTPS://) and a Description, this will render a new Menu option in the portal after all other menu options. Clicking on this menu
option will open the URL here in a new browser tab.

Support for multi-currency §4

Currency has now been added to the grid in the Credit Card section of Portal Setup.

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 43/58
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CREDIT CARD SETUP
Credit cards can be used on the portal to pay inveices, and 1o prepay some order types. if you setup overrides by company, inwoices will be grouped by company, and the end
user will not be able to pay invoices for different companies with a single payment. Instead they will have to enter a different payment for each company.

ALLOW PRE-PAYMENTS
=

SETTLE PRE-FAYMENTS IMMEDHATELY

CREDIT CARD CURRENCY 150 CODE

usD

DEFAULT CREDIT CARD BANK

Bank of America »

MK OVERRIDES BY COMPANY AND CURREMNCY

Navig Euro g

o,a 92 FUR Edgil Bank - Euro &
Naviga WNonsegian Kroner - -

o HOX Edgil Bank - Norwegian Kroner

. - Edgil Bank - Pound .

\_ ,

Bank Overrides by Company & Currency: Corresponding to each company and
currency, there is a drop-down option of bank to charge credit cards in case you
have more than one company within your organization. Choose the bank for each
company and the result is that the portal will group invoices by company and
currency. When your client chooses the invoice to pay, the system will
automatically tie this to the company and to the bank listed in this screen and will
be charged in the corresponding currency. Use the boxes at the bottom to select
the company and the currency and click the add button to move them to the top
grid, then select the corresponding bank. For anything not specified in #5, the
Default bank from #4 will used.

If you don't use multi-currency and don't need any bank overrides, the sytem will
use the default bank like it always has. If the system cannot determine what bank
to use, the option to pay will not be displayed. So, if you don't see the option to pay
online in the portal, check your bank setup and ensure that a bank is set and that
bank is linked to a credit card gateway.

Enhanced notifications when payments are made ﬁ

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 44/58
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In the messages area there are some new options added (See Portal Setup for
message routing info on the other message types from prior releases):

Message Reuting

MESSAGE ROUTING
This table defines the default Message Center routing by Message Type

rv‘ﬁ-;‘-:k]f, 'f:( P Nr_ﬂuf.\r Usser Ermail Users

nveice

Amber Day (ACCTGUSER2) i | L L
Advertising Campaign Sam Moneybags (ACCTGMGR) - navigadermo.test? @gmail.com
Exhibition Crder Sally Sales Manager (SALESMGR) - navigademotest2 Ggmail.com *
ProposayContract Sally Sales Manager (SALESMGR) " navigatesti@gmailcom *
MNew Order Inguiry Sally Sales Manager (SALESMGR) v naviga.demotest2 @gmail.com *  navigatest] @gmail.com *
haterial Sally Sales Manager (SALESMGR) v naviga.demotest2 @gmailcom = navigatest] @gmail.com x
General Messages Sally Sales Manager (SALESMGR) | | [nawigatest] gpgenail com X
ST Alice Accounting (ACCTGUSER1) ¢ el el
Partial Payment Made Amber Day (ACCTGUSER2) *  navigademo.testz@gmail.com =
Pre-payment Made Sam Moneybags (ACCTGMGR) *  naviga.demotest2 @gmail.com =
Partial Pre-payment Made Donna Beasley (DBEASLEY) - navigademotesi2 @gmail.com X

Payment Made - On the invoices tab in the portal if the customer pays for an
invoice in full the user selected in the notify user dropdown will be assigned this
message, and they will get an email notifying them about the message. Emails will
be sent to the users listed in the email to column. If the advertiser has a credit
controller assigned to them, they will also receive an email about the payment.

Partial Payment Made - On the invoices tab in the portal if the customer partially

pays for an invoice the user selected in the notify user dropdown will be assigned
this message, and they will get an email notifying them about the message. Emails
will be sent to the users listed in the email to column. If the advertiser has a credit
controller assigned to them, they will also receive an email about the payment.

Pre-Payment Made - On the proposals tab (either immediately after signing or from
the signed contracts screen) in the portal if the customer prepays for a campaign
in full the following will happen:

Message will be assigned to the campaign's production controller (if there is

one). If there isn't a production controller, it will be assigned to the sales rep. If
for any reason, the system cannot determine who the controller or rep is, then

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 45/58
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the message will assign to the user listed on the portal setup in the message
routing. Email will also be sent to that user letting them know there is a new
message, along with a link to the message center page in Naviga Ad.

Notification Email will be sent to the users listed in the Email Users column
letting them know that a prepayment was received.

Partial Pre-payment made - On the proposals tab in the portal (either immediately
after signing or from the signed contracts screen), if the customer partially
prepays for a campaign the following will happen:

Message will be assigned to the campaign's production controller (if there is
one). If there isn't a production controller, it will be assigned to the sales rep. If
for any reason, the system cannot determine who the controller or rep is, then
the message will assign to the user listed on the portal setup in the message
routing. Email will also be sent to that user letting them know there is a new
message, along with a link to the message center page in Naviga Ad.

Notification Email will be sent to the users listed in the Email Users column
letting them know that a prepayment was received.

Just a reminder - Portal Messages are displayed on 5 screens inside Naviga Ad for
internal users -

In A/R & Credit Control on the “Controller Home" page
In Advertising on the Production Home screen

In Advertising on the Advertising Home screen (only displays here if | am NOT
viewing as "Executive Home Page & Dashboard"” in User Security)

On the customer overview screen, on the Sales CRM tab and the Accounting tab

In Setup - Admin - Portal Setup - Portal Messages

On the first three screens in the list above, the list is filtered to show only what is
assigned to the logged in user. On the customer screen, it is filtered to show only
messages from that customer. The Portal Messages screen under Portal Setup
menu will show all messages along with a column to display the user ID of the user
to whom it is assigned. The added column is also new for 2023.4.

Direct View - new Option §
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There is a new option (#3) in the Direct View section:

Strip Portal Link when signing - If set to YES, the Signature Link area in the
template will be extracted from the document that is displayed for signature when
on the portal.

DIRECT VIEW (NO LOGIN REQUIRED)

INSERT BILLING CONTACT DETAILS

When set to YES. billing contact information will be defaulied into the signature form when no login is required. When set to NO. billing contact information must be

HIDE "DOWNLOAD AND SIGN LATER™ OPTION

STRIF PORTAL LINK WHEN SIGNING

AFTER APPROVAL, HIDE “APPROVE ANOTHER DOCUMENT™ OFTION
O  ves

Tearsheet URL added to Print Order Portal Display
Templates

When viewing order details on the portal, the system uses an HTML form setup in
Advertising Module - Setup - Templates = Order Confirmation Templates. The
top section is for Print Order Portal Display Templates. The admin can now add
#TEARSHEET_URL# to the template with the order details.

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 47/58
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CONFIRMATION EMAIL TEMPLATES

LLAIT, | Pt e P

2023.4

Werw Pt Marpa Fiaids Geoamantation

I I ] X B oicm neme a -@

Link will be displayed if the tearsheet URL has been added to the "Update Page

Numbers in an Issue" screen (either manually or thru an integration with layout).

Messages Specials Invoices v

Specials

Print Advertising Orders | Online Advertising Orders | Exhibition Orders

Orders

Invoices

Proposals

Materials

Settings v

Materials

advertiser

Anaviga

bill-to

Uniderwaier Wodld

Taldiryy chamber a3 shaw-
i an il minues. Trees
hr:?',' of blind do, Exquisite

favourite Bl do exiensive
listening. Improve up musi-
cal come he Y ai-
tanded v-nn? prepared
now diverted, Esteems i yo
sandng  feached s
L er Ireely her design
saftle tastes advice mrs off
i, Paid Vacation

@ Justa quick note, that the tearsheet is also accessible on the portal (and always has

been) from the list of recent print orders, so it isn't required that you also add it to the

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno...
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template. Screenshot below of the icon users will see if the tearsheet is ready -

General System / Multiple modules

Variable Pricing by Payment Type §4

There can be a different % fee for Card transactions than for Electronic Transfers
like ACH. There is no fee for cash/check payments. In some areas of the world, this
is a standard practice and in other areas it may not be allowed by your payment
processor, so it is important to verify your terms with your processor prior to

implementing.

This new add on for Naviga Ad allows for a transaction fee to be charged based on
the type of payment being taken. For this first release, only the following are

available:

Payments/Invoices Node on a campaign - Pay Now / Pay Later Options

BILLING SLIMMARY
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A/R Module - Pre-Pay an Order
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* A/R Module - Pay an Invoice
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IO i

The following are NOT yet available, and will not result in a processing fee being
added - but may be added in a future release:

* Payments entered in the Client Portal
* Paylinks
* Auto-Clear Client Balance function in A/R Module

¢ Auto-Payment on Campaign Header

Setup

Once Naviga Personnel have enabled this functionality in your environment, you will
see some additional fields on the A/R System Header. (A/R Module - Setup >
Admin = A/R System Setup)

Scroll to the bottom to "Credit Card Options" section and see the following new
fields (beginning with #2 below):
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Credit Card Options

Credit Card Options

PROMPT TO SAVE CARD OM FILE

MO

ADD PROCESSING FEE

PROCESSIMG FEE DESCRIPTION

Payment Surcharge

PROCESSING FEE FOR CARD TRANSATIONS

PROCESSING FEE FOR ELECTROMIC TRANSFERS

1.2000

Whaen a processing Fee is charged, the system will auto generate a Debit Memao for the Fee amount. The Debit Memo will aute allocate to the Payment record. To determine the GoL allocation for the
Fee, you must specify Class Codes per Company.

Processing Fee Class Code for Card Payments Processing Fee Class Code F tronic Transfers

BANK * 5013

BANEK FEES FOR WIRES RECTD SERVICE CHARGE CO13

Add Processing Fee - set this to "yes" to add a processing fee

Processing Fee Description - This is the description that the customer will see
on receipts

Processing fee for Card Transaction - set the % amount that will be charged for
card transactions (Payment Type = Credit/Debit Card in Payment processing
window)

Processing fee for Electronic Transfers - set the % amount that will be charged
for electronic transfers. (Payment Type = Electronic Transfer in Payment
processing window)

Processing Fee Class Codes for Card Transactions/Electronic Transfers - See
Class Code Setup in A/R Module for setup details. The Class Code selected
here will determine the G/L allocation for these fees. This can be different per
system company.

@) If the credit card options section looks like this:

e L T

Then the Variable Pricing by Payment Type add on has not been enabled in your
environment. Contact support or your implementation team if you have purchased this
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add-on and are not seeing it. Contact your sales rep if you would like to add on this

functionality.

End-User View of Variable Pricing by Payment Type

The end user will see the effect of the Variable Pricing in the payment window
when they are processing payments. The Payment popup window has some new
fields and the layout is a bit different than in prior releases. Credit/Debit Card

window:
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8/8/24,1:07 PM

UNIC

123C

Electronic Transfer window:
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This client has NOT authornized Pre-Payment via Credit Card

Amount to Pay
5.000.00

Processing Fee
199.50

Total Charge
5199.50

Bill-To Client

i 1l
M
& Underwater World Horsham

~N

Payment Type
Credit/Debit Card

Bank

BANK AMERICA - NavPay: Payway Edgil

Card to Charge

411111 1111 -
Description

BANK AMERICA - NavPay: Payway Ed
Last Charged
Card Mumber

A11111#=0e%1111
Expire Date

1 | | 2025
Card Haolder Name

Joe Smith

Billing Address

495 Easton Rd
HORSHAM, PA 19044
United States

Telephene
2156724180

Email

newscycledemo@gmail.com

Process Payment Later

Edit MNew
Card Type
VISA
Card Status
Active
vy
123

Process Payment Now

R
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= PROCESS PAYMENT e X ’

ATTENTION
| L This client has authorized Pre-Payment via Credit Card. ‘

Ameount to Pay Payment Type

4215 Electronic Transfer v
Processing Fee Deposit Bank

0.51 FIRST UNION-- NavigaPay Auth.net *
Total Charge Cash on Account

42.66 i
Bill-To Client Payment / Check No.

Round Guys Brewing Company

Payment from Bank
Date on Payment / Check
Deposit Date

‘ 9/19/2023 i

| Check Amount

Process Payment Now

Like in other versions, we aren't actually processing the transaction in the
"Electronic Transfer" payment type in Naviga ad, but rather recording that this
payment has be processed externally. Actually processing the ACH through select
Naviga Pay processors is coming soon though.

Reporting on Fees collected

A new report is available to track how much has been collected in payment
processing fees

Navigate to A/R Module - Reporting - Payment Processing Fees

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 54/58



8/8/24,1:07 PM 2023.4

o Coodd Conbrdd  Papmmity  Shelemerds  Weporing el

hp @ 9 @ B O loged

PAYMENT PROCESSING FEES REPORT
[
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[
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The top portion will show a graph of the fees collected in the last 13 months

For detailed transactions, select desired date range and click select data and the
report will display with the columns selected in Configure output tab.

Displaying fees on Order Confirmations, Invoices and Statements

Many new merge tags have been created to give sites flexibility in how these fees
are displayed on the various forms that go out to customers. In some parts of the
world, these are very clearly described as Processing Fees and are displayed as
such on the forms. In other areas of the world, prices are grossed up and the
surcharge is described as a cash discount and the word "fee" isn't displayed
anywhere. Be sure to understand the rules in your region before implementing this
option.

Rates/prices in the merge tags for Invoices/Confirmations/Statements now have the
original tag, showing the system amount, the original tag with suffix "_CCF" to show
that value with the card fee amount added on, and the original tag with suffix
"_ETF" to show that value with the electronic transfer fee included. Here is an
example:

#AMOUNT_DUE# - This is the Amount Due on the invoice (this has not been
changed from what has always been available)

https://open.gitbook.com/~space/SSEbanbYK5UrTcQ6hjVi/~changes/EmH8mHmhkgsFQJPaAg9h/~gitbook/pdf?back=false&only=yes&page=zfthZce2bBno... 55/58
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#AMOUNT_DUE_CCF# - This is the above amount with the Processing Fee for Card
Transactions added.

#AMOUNT_DUE_ETF# - This is the above amount with the Processing Fee for
Electronic Transfers added.

For prepayment values, there are also some new tags.

On Invoices, the tag #PREPAID_AMOUNT# behaves as it always has - it is the
prepayment amount that is applied to the campaign. New tags
#PREPAID_AMOUNT_WITH_FEE# will display the Prepaid amount plus any fees, and
#PREPAID_AMOUNT_FEE# will display just the fee on its own.

On Order Confirmations, the tag #PREPAY_AMOUNT# behaves as it always has - it
is the prepayment amount that is applied to the campaign. New tags
#PREPAY_AMOUNT_WITH_FEE# will display the Prepaid amount plus any fees, and
#PREPAY_AMOUNT_FEE# will display just the fee on its own.

Security Group - Main Menu Shortcuts added to Menu

Several versions ago we added the ability for an admin to setup standard shortcuts
for user groups:

Cancel Save
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Previously, the only access to these shortcuts were from the main menu dashboard
upon logging in. We have now added these shortcuts to the "Main Menu" menu on
screens throughout the system

g Main Menu | Customers Invoices Credit Control Payments Stateme

Go to Main Menu

Q Search Menu System A N Y

* Advertising: Enter a New Campaign

¢ Custom Shortcut: Informer . .
Security Settings

Group Default: Intranet how to guides ] SECURITY GROUP SELECTION
Accounts Payable
GROUP ID
Accounts Receivable
. ROOT
Advertising
Credit Control DESCRIPTION
CRM
Top of the Tree!
Exhibition

General Ledger

Newsstand Sales .
General Security

Production
GENERAL SECURITY OPTIONS

System Initialization

ORI EE 208 N\|D

System Settings

@ M In 2022 we introduced the idea of a Customer Enhancement Portal, where you all
get to add feature requests, look at feature requests submitted by others, add
comments, and vote on things you would like to see us implement in the system. ltems
that were voted up in the Enhancement Portal will have this check mark next to the
feature in the release guide.
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H Click on the Video Icon in the heading to be directed to the release video page.
Topics that were included in the release video will display this icon.
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