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User Guide 2022.3

Purpose
This document provides a step by step guide of how to use the new features in the 2022.3 release. The
document is organized by module.

Advertising Module

Tax Cap on Invoice

New field in the Tax Maintenance screen “Taxable Amount Cap” where user can enter a maximum
amount of invoice to which a tax applies, and above which will not be taxed. This applies to states such
as Alaska where a law defined invoice amount over a certain amount isn’t taxable. When user generates
an invoice, the invoice will display the original tax amount and the actual tax amount.

Navigate to the menu Setup -> System Tables -> Tax Maintenance. Select the tax from the drop-down or
create a new tax by clicking the New field.

Enter all related information and enter the maximum amount taxable on an invoice in the new field
“Taxable Amount Cap”. For example, if you enter 500, then the system applies the tax amount to the
invoice up to $500 and will not tax the remaining amount. Save the settings.

Create a new campaign using this tax. Typically, the tax is setup on the product in the menu Setup ->
Product setup -> Tax Overrides node. Choose the tax you created above in the drop-down.
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Production  Billing Analysis  Setup

& e

Product/Group Analysis Product Analysis Publication Analysis

Logout

=2 @

Campaign Budget Digital Delivery PinPoint

Analysis

PRODUCT TAX OVERRIDES

Product Setup

+I- PRODUCT GROUFP SETUP

=I- PRODUCT SETUP

- Product Listing
Product Details
Material Handling
Audience
Demegraphics

" G/L Overrides

* GL Overrides Import

=+ PRICING RULES
Ratecards

+ price Adjustments

- Auto Adjustments

=~ SECTIONS & POSITIONS
Sections

~ Sections Import

* Positions
Inventory by Position

Pasitions Import

Copy Sections/Positions

Save the settings.

If the Product is Taxable then the Billing process will use the Tax Code on the Clients Record. You can override
the Client's Tax Cade by setting an override Tax Code for this Praduct.
Product Canadian Rockies -

Charge Tax d—
Tax Overrides i

Override Tax Code Alzska Special Tax - No taxes over $500 <

Use the Override Tax Code unless the Client has one of these tax Codes:

| B =

EEs e

-- No Records --

Tax Code < Add

Note that the campaign itself displays the full tax amount and the cap will only display on the invoice.

The cap is per invoice, not per order, so that the campaign if containing multiple lines over the cap

amount and the lines are billed separately, each invoice will display the cap for the amount invoiced at

that time.

Bill the campaign and generate the PDF for the invoice.
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Insertion

bill-to advertiser

St. George Church St. George Church

ATTN: Father Jacob Zaki St. George Church

12 Bass Lake Rd 12 Bass Lake Rd

MINNEAPOLIS, MN 55442 MINNEAPOLIS, MN 55442

Account No: 255488 Account No: 255488

please remit payment to payment due

Naviga Currency US DOLLARS

200 Media Systems Bivd. (INACTIVE)

Santa Monica, CA 90404 Gross Amount 2,000.00

Questions? Call us at 310.555.1234 Agency Commission 0.00
Net Amount 2,000.00
Invoice Tax Amount: Alaska Special Tax - No taxes ﬁ 200.00
over $500
Invoice Tax Amount: Alaska Special Tax - No taxes h -150.00
over $500
Pre-Paid Amount 0.00
Payment Amount Due $ 2,050.00
Payment Due Date 5/8/2022

The system calculates the full amount of tax on the invoice according to the tax setup but then
calculates the tax based on the taxable cap amount.

Material Management on Campaigns
New node for Material Management on campaign entry to allow user to promptly manage existing
material and add new as needed.

Create a new campaign or edit an existing one with multiple line items which have associated material
records. Note the node on the campaign header “Material Management”. Click the node.

MainMenu AdHome Customers Campaigns Production Billing Analysis Sewp & © % ® (1 @ Logout

— Product/Group Analysis Publication Analysis | Campaign Budget Analysis|  Digtal Deivery Advertise Ranking

MATERIAL MANAGEMENT

I Campaign Explorer _ Material Management
i Campaign ID o613 B Start Date 316/2022
Advertiser St. George Church End Date 3/30/2022
Brand St. George Church
Net Amount
Agency

Status Confirmed-Ready to il

Material Management

| Pick-up Material Material | Material Status.
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The system displays the material associated with a selected size. If you choose a different material size
from the “Selected Size” drop-down, then the screen toggles to display the material associated with that
line item.

You can also enter the Material Status in the drop-down if the product has material stages setup prior.
You can also enter a pickup material number in that field.

Click the node “Associated Material” to view all material records on the campaign and you can click Edit

to change them.

Click the link “New” button. A message displays to warn you that this will create a new Material record
for this issue date of that line item, picking up the previous Material if one exists and assigning it to all
issues forward.

MainMenu AdHome Customers Campaigns Production Biling Analysis Sewp & @ = ® &1 @ logout

Home Sales Activity Product/Group Analysis Product Analysk Publication Analysi Campaign Budget Analysis Digttal Delivery PinPoint Advertiser Ranking Commissions

I Campaign Explorer _ Material Management
3 Campsign
Campaign 1D 9831 slo Start Date s/12022
Advertiser St George Church End Date 8/3072022
Brand St George Church
Net Amount 221400000
fomey 1 CONFIRM x
Status Confirmed-Ready 1o 8l
o This will create a new Material
rec ate (Monday,
Material Management May up the
previous Material (f present) and

oK Cancel

Ba3s - Awaiting New Materiais

Note the Material IDs are added to the line. If you click the Materials tab on each line item, you can see

the newly created materials.

If you have multiple products sharing the same issue date, and you’d like to see them combined, then
click “Consolidate Issue Dates”.

Page 6 of 52



Main Menu  Ad Home Customers Campaigns P Billing Analysis Setup 4 = @ (3 @ Llogout

Home Sales Activity - i Product Analysis Publication Analysis , : Commissiong

Selected Size 1 Page = Consolidate Issue Dates

Architecture (3540)

== mage (3541) Ne

8952 New

18951 mage (3541) - New
o mage (3541) Nex

18951 Wednesday, May 11, 2022 mage (3541) = New
5 Thursday. May 12. 202 mage (3541)

g 18 Saturday, May 14, 2022 mage (3541) = New
e mage (3541) New
18951 sday, May 18, 2022 mage (3541) ~ New

952 Thursday, May 19, 2022 mage (3541) New
18951 mage (3541) = e
95, mage (3541) - New
18 mage (3541) - New
mage (3541) New

18951 Saturday, May 28, 2022 mage (3541) - New -

The remaining issues that don’t share a date will be displayed separately.

Campaign UDF Analysis Report
New report “Campaign Analysis by UDF” is available to provide details of sales by rep and by Campaign
or Line User Defined Fields.

Navigate to the menu Analysis -> Campaign Analysis by UDF.

Main Menu  Ad Home Customers Campaigns Production  Billing  Analysis

Product/Group Analysis oduct Analysis s | campaign Budget Analysis Digital Delivery Advertiser Ranking

UDF ANALYSIS

T Use Weighted
Valye Starting Period  Sales Rep Selection Unit of Measure BudgetType  Tracking Currency Include Confirmed Include Reserved Include Quoted  Values for
Quotss

Une-tevel = Which ofthe - 202205+ Use Soles Repis on Brand /D = Saes Nombers < mdgem - awemsnweiomny - CHECEEN CEECEES CEECEEE 0 - Seloct Data

Break on

UDFType  UDFPrompt —

DL PC0  bySalesRep  byFormat  byCategory  byAdType  byAdvertisr  byAgency  byCiientType by Marketing Campaign

I.m g

Enter the UDF Type from the drop-down menu to be either Campaign UDF or Line Item UDF. You can as
an option enter the value in the IDF Prompt field from the campaign or line item you are searching for or
leave blank to return all data. Then enter the Starting Period field. This field provides data for a year
starting with this period.
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You can also limit the search by Salesrep. Enter the unit of Measure being Sales, Budget or Sales vs.
Budget. You can also choose the Budget Type being Budget or Forecast numbers. Check the order
statuses which you are interested in to view. You can break the results by brand where the data displays
the Advertiser*Brand. Select Data to view the results.

The data displays by various groups, such as Advertiser, Product, Format of the Product, Ad Type, Client
Type or Marketing Campaign. The data displays in graphic and numeric format.

Artwork and Material Status

New field in the Production Workflow Setup screen creates an automatic link between the Production
Status and the Material Artwork Approval Status so that in order entry, when a material stage is set it is
automatically tied with the Artwork Approval Status and if the interface Naviga Plan is enabled, it can
flow into Plan with the correct status on both Naviga AD and Naviga Plan.

Navigate to the menu Setup -> Material Approval Setup.

MainMenu Ad Home Customers Campaigns Production Biling Analysis Setup & @ % @@ 3 @ Logout

&
A £ I ¥ =} @ alle
Home Sales Activity P'Oi:ca:;jirsoul) Product Analysis Digital Delivery PinPoint Advertiser Ranking

APPROVAL CODE SETUP

FOR MATERIAL APPROVAL

Approval Code Setup

These codes are used to manage Material Approvals
Apply Sort
Line
Description Approved Allow Approval | 0
@] -0

Approval Not Required

1

2 Need feedback from Rep and/or Client O a Q

3 In Production @] @] (<]

4 Pending Client Approval O (]

5 Approved by Client @] ]

6 Rejected by Client O a - Q
@) @) O- o+

Add the ID, and description of the approval status and check the appropriate flags, such as Approved,
Allow Approval and color. Save the settings.

Navigate to the menu Setup -> Production Workflow Setup. Enter the description in the blank box or
edit an existing status. Choose the Master Stage from the drop-down menu.
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Ad Home

Main Menu

Production

AD SETUP: PRODUCTION WORKFLOW

Product

Master Stages

Production Workflow Stages

Required. Production Stages are used to define the workflow steps required for Advertising, by Product

Eg. New Material Coming Soon, Pick Up

Astronomy Magazine -

Working with Client (4) *  Need feedback from Rep and/or Clie ~ ) m]

Completed Completed (6) *  In Production (7) ~ O O
n design Review the change by controller () =  Approved by Client (10) ) .}
Extra Committee Approve (13) ~  Approved by Client (10) < ( m]
- - O g ]

= e

Choose a corresponding Approval Status from the drop-down menu. These are the option in the step
above. Check the appropriate flags such as the Allow in Order Entry or colors and so forth. Save the

settings.

Navigate to create a new campaign or edit an existing line item and choose the material status in the

line entry.

E 7 EDITING FLAT FEE LIN

Line Details Creatives / Materials Production Notes Other Options User Defined Fields Category MetaData Rep Assignments Affidavits
' Product Astronomy Magazine Size 1 Page (8.5x11) - Pricing per Issue
' Ad Type Display Advertising G/L Type Print Display = Ratecard Flat Fee 777.00000
Contract - Color - Adjustments 0.00000
Edition(s) v Section Display - Adjusted Flat Fee 777.00000
Ratecard May 20-22 FDFP M Position All v Total for all Issues
Ratecard Line ID 1340 M I:e’iztgraphic - Total Amount 777.00
" Description 1 Page Use Edition Splits No Estimated Tax 0.00
Lines / Page Eq. 420 1.000 Estimated Total T77.00
Line Details Adjustments
Proportion Values  Evenly by Issue Select Issue Date(s) to add

- Biling Amourt | Matera!

Monday 2 May 2022

777.00 TESTING MATERIAL STATUS (84: ~ q
1D Description

1 Awaiting New Materials

ra

In design

Bow

Extra

Completed

Page 9 of 52



Save the line. You can view the various Material statuses for the lines in the menu Production ->

Production by Product.

Production Status on Ratecard Line
Default Production Status giving the material default status is now available on the Ratecard Line as an

option for Print Ratecards.

Navigate to the menu Setup -> Product Setup -> Ratecard Setup.

Search for the print publication and Ratecard. Create a new Ratecard Line or edit an existing one.

Main Menu  Ad Home  Customers

e

Positions
Inventory by Position
Positions Import

Copy Sections/Positions
ISSUE-BASED SETUP

i

Published Dates
Issue Configuration
Issue Import

Zone Groups

Zone Setup

Zone Import

Zone Import by Date Range

Classified Categories
= EVENT-BASED SETUP

Event Billing Schedules

Choose the value of the Default Production Status from the drop-down menu. Save the settings.

Line Settings

Line ID
1340

Line Description
1Page

Sort

2

Size

1 Page

Color

Section
Display
Position

All

Day of Weck Rate Overrides

Ad Type
Display Advertising
/L Type
Print Display

G/L Project

Default Production Status /

Awaiting New Materials

Production Link
External ID

Minimum Depth
Maximum Depth
Unit of Measure

Inches

Use Columns Count in Calculation

No

values come from the menu Setup -> Production Workflow Setup.

Create a campaign line item for this product and Ratecard line.

-

Special Date Rate Overrides Discount Escalation Rate Escalation

Rate
777.00000

Default Quantity

Lines
420.000

Columns

Inches

Allow Description Override
No
No Tax
No
Only Allow this Rate on Packages
No
Cancel at Full Value
No

Set this Option to YES if you
original amount even if  confirmed
stopped early

rge the full
XIBLE order is

Is Inactive

I
I
ﬁ

111.00000
777.00000
400.00000
4,500.00000
999.00000
2,900.00000

500.87900

These
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Ad H Customers

User Defined Fields
Notes / Comments
Revenue Allocation
Production Contacts
Tearsheet Contacts
Generate Proposal / Confirmation
Attachments
Invoices & Payments
Rep Commissions
History of Changes
2 Go to CRM View

3 Go to Advertiser View

q

Sales Activi

P product

5 NEW FLAT FEE LINE <

Creatives / Materials Production Notes User De Fields Affidavits

Other Options

Category MetaData Rep Assignments

ertiser Ranking |
I

Astronomy Magazine Size 1 Page (8.5x11) - Pricing per Issue
Ad Type Display Advertising G/L Type Print Display - Ratecard Flat Fee 777.00000
Contract - Color ~ Adjustments 0.00000
Edition(s) - Section Display o Adjusted Flat Fee 777.00000 _
Ratecard May 20-22 FDFP - Position Al - Total for all Issues
1dience Reach
Ratecard Line ID 1340 M Target - Total Amount 777.00
Demographic
Description 1Page Estimated Tax 0.00
P 9 Use Edition Splits No
Lines /Page Eq. 420 1000 Estimated Total 77700 (i T

Line Details Adjustments

Proportion Values  Evenly by Issue

Ariabie

2 May 2022 777.00

Material
Status

+
(<]

Monday

Irder

||

Note that the Material Status value is defaulted in the line.

Add more issues to this line from the “Select Issue” field and click the + sign.

3 NEW FLAT FEE LINE

Ad Type
Contract
Edition(s)
Ratecard
Ratecard Line ID
Description

stion
Lines / Page Eq.

Line Details

Display Advertising G/L Type Print Display - Ratecard Flat Fee 777.00000
- Color e Adjustments -78.00000
- Section Display - Adjusted Flat Fee 699.00000
May 20-22 FDFP v Position All 5 Total for all Issues
1340 - Target = Total Amount 2,097.00
Demographic
1 Page . . Estimated Tax 0.00
Use Edition Splits No
420 1.000 Estimated Total 2,097.00

Adjustments

Proportion Values

Araiable -

Select Issue Date(s) to add

Material Material Invoice ID Delete
Status

Evenly by Issue

Monday 2 May 2022 699.00
Thursday 12 May 2022 n 699.00 M - Q
Monday 23 May 2022 “ 699.00 - 1 - [x]

The added issu

es carry the same value of the Material Status.
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CPM Frequency Discounts

Rate Escalation feature on Ratecards allows for discounts to be applied to Ad Types of Cost Per type for
print and digital products by default in a line item. This allows for example Inserts to use the escalation
discounts so that when a publication distributes thousands of inserts the advertiser can benefit from a

discount based on the number of inserts automatically applied to the order when it’s created.

Navigate to the menu Setup -> Product Setup -> Ratecards. Choose a print product from the drop-down
menu. Enter an Insert AD line on a Ratecard using an AD Type CPM.

Customers  Campaigns _ Production _ Billing

O LINE SETTINGS
Sales Activi
Line Settings Day of Week Rate Overrides Special Date Rate Overrides Discount Escalation Rate Escalation

rtiser Ranking .
I

I

In the grid below you can enter override rates based on the total quantity entered. This is only used on CPM ad Types.
mport The Up To Quantity is the total quantity entered on the line. 1. Click Rate

Escalation
Note: These rates change the Ratecard Rate directly. They do not create Adjustments.
s
oo e omtas]
rom 0 Quantil 5 verride Rate
& i 2] Up to Quantity and

| 0000 500.000 corresponding Override 90000000 @

stments
OSITIONS

500.001 1,000.000 800.00000 Q another ratecard Sor

nport

4. Add another line using the +
then enter Up to Quantity. 2 Rate | Inacti
oy besite System automatically fills in ate | acie
mport

100.00000 No

ions/Positions
SETUP
Dates

| 55500000 No
iguration 2. Click the + to

= add a line

s 450.00000 No

Add 1 New Lines vi+

»rt by Date Range Cancel Delete Previous Next oK

Click the + sign to add a new line. Enter the “Up to Quantity” field and corresponding Override Rate. This
is the value which if entered as Qty on line item, will trigger the override Rate which is different than the
Line Rate for this CPM Ad Type.

Click the + if you’d like to add another up to quantity and the system automatically increments the From
Qty from the previous line. Enter the corresponding override rate. Click OK and save the Ratecard.

Enter a campaign and line item using this Ratecard, Ad Type and Up to Quantity.
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£ EDITING COST PER THOUSAND LINE: 25886 _

Sales Activi Creatives / Materials Production Notes Other Options User Defined Fields Category MetaData Rep Assignments Affidavits ertiser
This is the "Up
_,W“ Product SPCA Magazine Size v Pricing per Issue To Quantity in

900.00000 the Rate

Ad Type Inserts G/L Type Print Display v Ratecard Rate

Contract - Color v Rate Adjustments 0.00000

| Edition(s) o Section Display ﬁ Discount Rate 900.00000,
== Ratecard SPCA DISP v Position Display Position M Quantity 500 _

ts Ratecard Line ID 1001 - Target - Rate per Insertion 450,00000
Demographic
3l / Confirmation

idience Reach

Description Inserts. Rate x Qty

Adjustments 0.00000
nts Lines / Page Eq. | 420 1.000 . N B
Price per Insertion 450.00
| imated Net Amount
- Total for all Issues
Billing Total Imps. 500
liew Billing Total Amt 450,00
Estimated Tax 0.00
Estimated Total 450.00
Line Details Zones Adjustments
Proportion Values  Evenly by Issue Select Issue Date(s) to add
Monday 2 May 2022 450.00 Irder |

The Discount Rate kicks in automatically and doesn’t show as an adjustment.

Repeat the process for a digital product of CPM Ad Type.

Booking Wizard Affidavit

Booking Wizard allows for Affidavit entry in the line item.

Navigate to create a full line entry campaign line item. Choose any of the three wizard options.

Ad Home

Main Menu

Material Adjustments Price Breakdown Book & Pay

Start Date

Sunday, May 1, 2022

1 Bob Smith 2 cy Road “ 1 Position
Minneapalis MN 55443
Delete All Lines

el | I

ience Reach Send a Confirmation

ated Net Amounts

Update

| der New Exhibition Order

Click the Affidavits button and enter the details of the affidavit in the pop-up screen and click Update.

The Affidavit is saved on that line.
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AD Header Flag of Do Not Use Multiple Brands

The flag on Ad System Header for new clients, “Set New Advertisers to Not Use Brands”, when set to

“Yes” regarding New Advertisers using multiple brands, will be used in conjunction with the Advertiser

setting of Not Use Multiple Brands. This allows the system in advertiser entry to prompt user to enter a

Salesrep choice.

Navigate to the menu Setup -> Advertising Setup ->

System Parameters. Check the flag for the option

“Set New Advertisers to Not Use Brands” to “Yes”. Save the settings.

Navigate to the menu Customers -> Advertiser/ Agency Maintenance and click the + to create a new

advertiser.

I 1 NEW ADVERTISER x
Company Setup [N S0

New Record Type
Company (Advertiser) hd
Account Name

No Brand 2

|
| Client Type PIE/Inclustry Code
- National Account M a
- Multiple Brands
| No, This Advertiser Uses One Brand M
= Agency ID Agency Name
] Search
Billing Currency
International Tax ID
‘ | # Sales Rep
Cheryl Strayed

Product Group(s)

Nature Pubs and Digital (NATS) -

Validate Address

Phone No.
(800)765-4444

Mobhile Fax

Website

Email

Country
UNITED STATES -
Address

No Brands Avenue

Postal Code

78766 -
city

AUSTIN
State

TEXAS

Cancel Create New Account

Leave the option of “Multiple Brands” to be “No, This Advertiser Uses One Brand”. Click “Create New

Account.”

Once the advertiser is saved and you click the node
Multiple Brands” is set to “No”.

“Advertising Setup”, note that the option “Use
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[ Channel Privacy Preferences Territory o
Attachments
Account Opened 412512022

Cards on File

Account Alerts Last Updated

History of Changes Setthis flag . -+ account v ‘
X e g to Yes if this is the generic, umbrella account you want to post all Classifed Sel
Transient Record No_ | gervice orders to. Do NOT set this flag for regular private party advertisers.

Display Orders for this

transient account record in

production system

Is this an Agency No
Use Multiple Brands No___Go to Brand Details

Pay Sales Rep Commissions |

on Paid Invoices Only

Client Type -
Pre-Payment Required Pre-Payment Required -
~ Auto Apply Cash on

Account when Campaignis o

Confirmed

Default Invoice Form Detail

Logat  vetce FOrmBEAL ! show Each Line - Including Costs -

More Information

Navigate to create a new campaign using this advertiser. Once you enter the advertiser, the Brand and
Salesrep are chosen automatically.

Expected Size on Imported Campaign
Campaign History import of a digital campaign for a product connected to AD Server, when including the
size in the import template, the size appears under the Expected Size tab on the line item.

Navigate to the menu Setup -> Admin -> Campaign Import. In the node “Import Campaigns” download
the import template and fill out the details.

The product you choose is a digital AD Server product. Enter the Size field in the template. Save the
template and import the template.

Search for the import in the node “List of Imported Campaigns”.

Main Menu  Ad Home i Production Billng Analysis Setup 45 @ = & @1 @ Logout

w 4 ; _Ill. 0= @ alle @

Home Sales Activity © Product Analysis | Publication Analysis | 0" b0 ¢ Digital Delivery PinPoint Advertiser Ranking Commissio

LIST OF IMPORTED CAMPAIGNS

Campaign Import

Import ID 186 - Get Campaigns
Imported Campaigns
| @

zes import M Shirley's Nature Groups (Please do not change settings WSchultz  Adifacts  1/1/2022  1/10/2022  SHIGH

1.00

Click the hyperlink to the campaign ID and open the line item.
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n Menu Ad Home  Custom|

Notes / Comments

B EDITING COST PER THOUSAND LINE:

Other

Pricing

Google Ad Manager Expected Sizes tom Fields Production Notes Category MetaData Sales Rep(s)

Targeting Rules AMP Only Ad Uniit Frequency Cap | Native Media Orientation -

No

300x250 (Medium Rectangle (300x250))

Revenue Allocation
Production Contacts
Tearsheet Contacts
Generate Proposal / Confi
Attachments
Invoices & Payments
Rep Commissions
History of Changes

Go to CRM View

Go to Advertiser View

The “Expected Sizes” tab now includes the size you imported in the template.

Auto Apply COA on Advertiser Import

Added Auto Apply COA field to the Advertiser Agency Import template. This determines whether the
campaigns for this imported advertiser when confirmed will allow for a payment from Cash on Account
for that client.

For this option to work automatically for this advertiser, you must set the Group security to apply COA
on confirming a campaign. Navigate to the menu Setup -> Admin -> Group Security -> Advertising

Security.

Main Menu

Ad Home  Customers

Production

Home

Sales Activity

Campaigns

$ 0

Billing Analysis  Setup ® B @

Logout

Product/Group
Analysis

Campaign Budget

Product Analysis Al

Publication Analysis Digital Delivery PinPoint Advertiser Ranking

#

= Group Security

Security Group Setup

Production Workflow

BN Advertising Security|

Status Codes
i Reports
| Client Approval Requirements
| Discounting & Campaign Approvals
I Campaign Header Security
= Campaign Line Item Security
I Campaign Billing Security
" Naviga Inventory
" Google Ad Manager Inventory
Other Settings
Exhibition Security
Product Security

CRM Security

[

SECURITY GROUP SELECTION

1 Users in Group GROUP ID

I~ General / Company Security —

- Name Security

" AR Security DESCRIPTION

- AP Security Top of the Tree!
G/L Security

Status Settings

CAMPAIGN STATUS OPTIONS ror

DEFAULT STATUS ON NEW CAMPAIGNS
Reserved 1-Contract Signed

New campaigns entered by this group will default to this status. The user may overwrite status and select from allowed list

AUTO-APPLY CASH ON ACCOUNT WHEN CONFIRMING CAMPAIGNS

Auto-apply Cash on Account when confirming campaigns via then Bulk Campaign Update utility — when the client is NOT set to require Prepayment. NOTE: For clients who are set to require Pre-p
on Account will be automatically applied in the Bulk Campaign Update uility.

RESTRICT ORDER STATUS AVAILAELE TO MEMBERS OF THIS GROUP
STATUS CODES NOT-ALLOWED STATUS CODES ALLOWED
Confirmed-Ready to Bill

Scroll to the Status Settings section and check the flag for “Auto Apply Cash on Account When

Confirming Campaigns”

. Save the settings using the save button.
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Navigate to the menu Setup -> Admin -> Advertiser Agency Import. Download the template and fill out
all the fields according to the Advertiser Agency Import Quick Reference Guide. Note the field “Auto
Apply COA”. Enter Y in the field to indicate Yes to enforcing COA on confirming a campaign if COA is

available.
Save the template and complete the import.

Search for the Advertiser you just imported in the “List of Imported Names” node.

MainMenu  AdHome Customers Campaigns Production Billing Analysis Setup & @ = @ (3 @ Logout

&

o . ‘ =) &

Product/Group Campaign Budget .
Sales Activity N J, P ISis L_ 9 9 Digital Delivery PinPoint 7 anking ‘Commissions
Analysis Analysis

LIST OF IMPORTED ADVERTISERS / AGENCIES

I Mame Import - Imported Names

4 Name Import

mport Names Import ID 157 - Get Names
List of Imported Mames|
mport Name Addresses Imported Names

= e

pe | NameID | Name

Click the hyperlink to the advertiser ID and then click the node “Advertising Setup”.
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Billing Analysis Setup & © % ® p§J @ Llogout

Campaign Budget

Product Analysis Publication Analysis Analysis

Digital Delivery PinPoin

Is this an Agency MNo

Use Multiple Brands O Yes

Pay Sales Rep Commissions No

on Paid Invoices Only

Client Type hd
Pre-Payment Required Prepayment NOT Required M
— Auto Apply Cash on

Account when Campaign is _

Confirmed

E:::;‘ It Invoice Form Detail Show Each Line - Including Costs ~
More Information

Bill-to ID 258150 o P
Bill-to Name COA

Charge Credit Card MNo

P.O. Required @ MNo

Last Verified Date

Note the field “Auto Apply Cash on Account when Campaign is Confirmed” is checked to “Yes”.

Enter COA for this advertiser from the AR module Payment screen.

Main Menu  Customers Invoices  Credit Control  Payments Reporting Setup 4 @ # @ ) @ Logout

APPLY A CHECK PAYMENT

Customer ID 258150 £ IwNo sub @  PaymentType Check s :‘I':xd [ 000
Customer Name e Payment / Check No. 20224263 L] T -
Credit Status Fayment from Bank Bt Uion Discounts Taken | 0 000
Preferred Address Date on Payment / Check  4/25/2022 ® Write-Offs o 0.00

Batch No. 1391 RS

Financial Period 2022-04 - il e

Deposit Date 4/26/2022 B Batch Type

Deposit Bank AMRO BANK - Batch Control

Currency - Entered

Amount 200000 Difference

Comment View Batch Details

Allocate to Module @ Advertising -
N et B e e BT

Cancel Save
0.00 0.00 0.00

Create another campaign for this advertiser and confirm the campaign.
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Mot Gustomors inolcas _ Gral Conirol Paymens Reporl 1 roan capasan sTavs L

EDITING CAMPAIGN 9966  ..suu. o Chage te s of s Compeon
( V[ Reserved 1-Contract Signed Reserved 1-Contract Signed -

2 Campaign
Campaign ID CAMPAIGN STATUS MESSAGES 022 ®

o ;
Line Items Campaign Billing Type - 022 &)

- No Messages -~

Material Management Dt

Edit CPM Delivery
Advertiser ID

Campaign Budget 777.00
Campaign Production Forms Advertiser Name o
Digital Serving Analysis Advertiser Address

@=a T LY
User Defined Fields 0.00

Notes / Comments 777.00
Revenue Allocation
Brand CASH ON ACCOUNT ~

Production Contacts

T g G Agency / Bill-to Pre-Payment Required Balance Due 000
Generate Proposal / Confirmation ‘ No ‘ 777.00
Invoices & Payments Billing Address 255488+2396.AUTO 8/6/2021 623638 Manage Cards on File
oo 25548812307 AUTO 8/6/2021 532500 -
HERY e 255488+20224141 44142022 32500 Days

Go to CRM View

Go to Advertiser View =d 1-Contract Signed -

Product Group

Order Contact

Note that the system lists the COA available for this customer and you can apply it with the campaign
confirmation.

Toggle Select on Package Entry

When booking a package with the Booking Wizard using the template option, and the package is setup
for prompting for products, the system provides a new button “Toggle Select” to select all or unselect all
products in the package. Note that the products appear all checked in the pop-up window so user can
uncheck any one of them as applicable. If package is not setup to prompt entry user to choose a
product, the screen displaying these products will not display and will proceed to prompt for multiplier
if setup or only the lines with the products listed.

Navigate to the menu Setup -> Classified Order setup -> Classified Package Setup. Choose the Category
Tree and Package. This package should have multiple products to be selected.
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Menu Ad Home Customers Campaigns Production lysis Setup &b

Product/Group
Analysis

CLASSIFIED PACKAGE SETUP

Campaign Budget

Home Sales Activity e e

Product Analysis Publication Analysis

Category Setup Classified Package Setup
= Classified Category Setup

Category Trees Category Tree Help Wanted B

Metadata Adjustments by Product Package ID HW v+

Metadata Adjustments by Groui

8 Y P Description Help Wanted

Category Templates
Order Entry Message

Qlassified Packages

Images
Product Group Nature Pubs and Digital B
Template Help w7
Valid From 12/7/2020 )
Valid Through 12/31/2022 (5]
Flat Fee Package No
Flat Fee Amount
Prompt for Product Selection O Y _
Minimum Product Selection
Allowed
Prompt for Package Multiplier O Yes

Check the flag “Prompt for Product Selection” to be “Yes”. Save the package.

Navigate to create a campaign and line item using the “Booking Wizard” option 1. Enter the Category
Tree and Category from the drop-down menus.

. Sales Acti Category MetaData Create Material Adjustments Price Breakdown Book & Pay

Start Date Select a Package [this wil firt clear tre grc]

aterial Management Sunday, May 15, 2022 E3) ‘ Help Wanted (HW) ! 2
M Dl Select a Category Tree or Select Product(s)

mpaign Budget Help Wanted e -+

mpaign Production Forms
Select a Category 1 PACKAGE OPTIONS x
gital Serving Analysis

Help Wanted
1-op Billing P PRODUCT SELECTION

ier Defined Fields Select at least 1 product(s)
Affidavits Delete All Lines

Toggle Select All
T e o]

stes / Comments

oduction Contacts - No Records -

Astronomy (AST)
¥ sPcA Magazine (SPCA)

o 5] SH University Pub (SHU)

mnerate Proposal / Confirmation

tachments

Joices & Payments

p Commissions

story of Chan
to CRM View

to Advertiser View

PACKAGE MULTIPLIER (CYCLE COUNT)
1

Cancel Apply

Note that all products in this package are pre-selected.
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Note the “Toggle Select All” button which when clicked unchecks all the products and then you can
manually check the products you’d like to include in the order.

If the package isn’t setup for a prompt to select products, then this screen will not display. You will be
prompted for multiplier if setup on the package or just the lines listed on the line item.

Tickets Group Workflow

Tickets Workflow has been expanded to create a group/ team to which the ticket can be routed. It
allows a user to belong to only one team. Many groups can then be assigned to ticket types and status
as needed. For example, a financial group can handle financial issues on a campaign, or a production
group can be assigned tickets to handle some aspects of a campaign and so forth.

Navigate to the menu Setup -> Advertising Setup -> Ticket Type Setup.

MainMenu AdHome Customers Campaigns Production Biling Analysis Setup 4 % @ 1 (@ Logout

@ - _Ill- ] B O @

Product/Group

Analysis Product Analysis Publication Analysis - Digital Delivery PinPoint Advertiser Ranking
Analysis

Sales Activity

TICKET TEAMS

Team ID SH MK New

Team Name

Team Members

Click the “New” to create a Ticket Team. Enter the Team Name and add a member from the drop-down
menu and click +. Add as many users as needed to the group. Note that once a user is added to one

group, this same user cannot be added to another group. These groups can be specialized in functions,
for example operations team versus financial teams vs. production teams and so forth. Save the teams.

Click the node “Ticket Status Code Groups”. As a prerequisite, the Master Codes can be created in the
system, to indicate the status of a ticket. For example, New, Open, Under Review, Completed and so
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ers Campaigns Production  Biling Analysis Setup db # @ 3 @ Logout

- v = &
Product/Group x

sales Activity P e
Analysis

e
Product Analysis | Publication Analysis YOS 1 Digital Delivery PinPoint Advertiser Ranking

TICKET STATUS GROUP SETUP

Status Group 1D SH * o New

Status Group Description

Ticket Status Groups

Apply Sort

oot | e | |

Done Approved (APPROVE) - .- 9

Click the New button to create a new Ticket Status Group. Enter an ID and Description for the group.

Enter an ID, description and choose a Master Status from the drop-down. Add as many status lines as
needed and mark “Completed” and color code as needed. These statuses are then display in the Ticket
Dashboard for reporting purposes. Save the settings.

Click “Ticket Type” node on the tree. This is to create a type of ticket that would be matched with a
Ticket Status Code Group from the above node. Enter an ID, description and select a Status Code Group
from the drop-down menu. Create as many ticket types as needed and save. You can attach a status
code group to many ticket types as needed.

Click the Ticket Priorities node to setup the level of criticality of a ticket to be addressed by the group or
individual assignee. Save the settings.

Click the “Ticket Workflow Routing” node on the tree. Only the Type is required to be chosen and not
the Product Group and the Ticket Team. If the Product Group and Team are left blank, then all values in
the system for these two fields apply and will be included in this workflow. The system will look to route
the tickets according to these fields in order of Type, then Product Group, then Ticket Team.

Main Menu  Ad Home  Cu: ers Ce Production  Billing  An.

@

Product/Group

Home Sales Activity
g Ang

Product Analysis Sis. : igita ivery PinPoint

TICKET WORKFLOW ROUTING

Ticket Type

Product Group

Ticket Team Financial Shirkey Team

Ticket Routing
EAC—
Selectable
1 oy Assigned User and/or Team = Fina
2 Under Review Assigne

3 Completed Ticket Owner and/or Team

< Finar
er andfor Team ~  Lea High (lea) B Financal Shiey Team
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You can then choose the Group and Team for this workflow. The Ticket Status Code Group derives the
Name on this list. So, this routing page defines the status of each ticket and to which team it will end up
assigned based on this workflow. You can choose that the ticket would be routed to a person on the
team and/or a routing team. For example, if a ticket status is Open and you’d like to route it to a user on
the specific team, you can choose the user name, and then once the ticket changes status to In Progress,
the ticket will then be routed to a team which you choose in the drop-down. If you check the box “User
Selected” the system allows user to choose the options in the order entry screen.

Navigate to enter a new campaign line item. Then click the Tickets tab and click “Add Ticket”. Choose
the Type from the dropdown menu. This sets the workflow in the following fields according to the setup.
Once the ticket is saved, it’s not possible to edit the Ticket Type. Choose the Priority from the drop-
down as setup above. Choose the Status from the drop-down. Choose the Assigned Team and Assigned
User from the drop-down menu.

Note that if you change the Status drop-down, the Assigned Team and User will change according to the
setup above.

Enter the short description for the ticket. Choose the Team and User Owners. These are the owners of
the ticket. The Team Owner is optional.

Main Menu  Ad Home  Customers  Campal = npw TICKET FOR CAMPAIGN 7956 2 x -
Sales Activity Ticket Type Priority Status Assigned Team Assigned User
S — "0 *  High ~  Started 1 *  Shirley Team *  Shirley High - —
Short Deseription Team Owner User Owner
Check dates request Shirley Team ~  Cheryl Strayed
Long Description
11pt Arial A A Formats B 7 US EE=EE = i= = =

Please check the dates on this request. Image is included below for your review.

Please see the image and review the details attached. Documents are attached |

=
a I

P 26 WORDS

NP Regarding Lineltems  (Other) Lineltems  History of Changes  Attachments

The Long Description field allows for text or images which can be copied and pasted. If you’d like to
make the window bigger, click the drag the bottom frame of the box.

Check the line items to apply the ticket to in the “Other Line ltems” tab. Write the notes in the Notes
tab.
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Click the Attachments tab, where you can add a single file using the “Select File” button and browse for
it, then click “Add”.

Notes Regarding Line ltems (Other) Line tems History of Changes Attachments
Add an Attachment Select File Add Bulk Upload
S S S [ ey pevy
Us_flag_large_38_stars.png png Shirley High ;_eggzszday April [x]
CairoAbbasiyaMarkEntrance jpg Jjpa Shirley High ;h;egg:szday. April [x]
Artemis_|_Crion_October_12_2020jp  jpg Shirley High ;‘-;‘e(;giszday. Aprl 0
Oppoertunity dates.docx docx test shigh ;‘u?'eggzszday. Kol [x]
Cancel Save

You can also use “Bulk Upload” and load up to 10 files of 30MB each. Once finished, click Save.

Navigate to the menu Campaigns -> Tickets Dashboard.

Main Menu  Ad Home G

Home

TICKETS DASHBOARD

Ticket Type Assigned to User Assigned to Team  Owner User Owner Team Entered By Priority Master Status Include Closed  Closed from Closed to

Al items checke ~ v Zitemschecked Select Data

- - - - No
Open Under Review by More Information On Hold Sent back for cache test new
Manager Needed correction
I e | ]

Salected Tickats Configure Output
Drag a column header and drop it here to group by that column

Choose the Ticket Type you’ve setup and the Assigned to User and click Select Data. The tickets display.
Note that for tickets have an assigned user and assigned team on a campaign, you must select “Assigned
to User” value to view these tickets. You can choose the value in Assigned Team” or leave blank to view
these tickets. If tickets have no Assigned User but have Assigned Team, then you must leave “Assigned

Page 24 of 52



to User” field blank and select the field “Assigned to Team” values to view these tickets. You can also
leave both fields blank to view all tickets if the tickets are only “Assigned to Team”.

E [ TICKET 17 FOR CAMPAIGN 7956

I Ticket Type Priority Status Assigned Team Assigned User

] Operational - Critical N Open v Shirley Operational Tearr ~ N
Short Description Team Qwner User Owner
Ticket #2 - -

Long Description

11pt Arial Formats B

(B3
B3

~
c
®
]
[l
]
1}
M
i
lil
il

Ticket #2

2WORDS

Notes Regarding Line Items (Other) Line ltems History of Changes Attachments

Add a Note

-- No Records Returned —-

The Assigned Team and Assigned User fields on a campaign ticket are the drivers for the dashboard
values.

Ratecard Auto Adjustment Copy
Auto Adjustment on a Ratecard, when applied to one line, the system prompts user if the user would
like to apply these adjustments to the remaining lines.

Navigate to a Ratecard on the Setup menu -> Product Setup screen -> Auto Adjustment.

gh

gh

gh
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i @ Logout

Ad Home  Cus

Main Menu

Home

AUTO PRICE ADJUSTMENTS

4 PRODUCT GROUP SETUP
About Auto Adjustments
Auto Adjustments are used to automatically insert one or more adjustments on a line when a Specific Ratecard and Rateline are selected. NOTE: If you add an Auto Adjustment Rule here - it wil stil follow the Ad Type. Currency

PRODUCT SETUP
d g and other limitations set on the Adjustment code. This means that if you set ABC as an Auto Adjustment - and ABC anly applies to Flat Fee Ad Types in USD currency - this auto adjustment will not be inserted if those additional

Prodi

requirements are not met in Order Entry.

Product

Astronomy

Ratecard

AST Import Template (952)

Ratecard Line

g des

PRICING RULES
17age

Auto Price Adjustments

AdTypelDs | Cumency D | Adjustment Type

SECTIONS & POSITIONS

Manager Discount - %

Select the Product, Ratecard and Ratecard Line from the respective drop-down menus. Choose the
Adjustment line and click the + sign. Click the Save and confirm. The system displays a message asking if

you'd like to apply the auto adjustment to all lines on the Ratecard.

Biling Analysis Setup 45 = @ 1 (@ Logout

Main Menu  Ad Home Customers Campaigns  Production
Commissions.

ype. Currency
if thase additional

Product
Astronomy

Ratecard
Astronomy (100)
Ratecard Line

PRICING RULES 1Page

Auto Price Adjustments
S — Adjustment -
- _ - -

o

SECTIONS & POSITIONS

these Auto
er Lines on this Ratecard?

WARNING: This will overwrite any adjustments
on the selected rate linss

oK Cancsl

ISSUE-BASED SETUP

Click OK and a new pop-up screen allowing you to check all or some of the lines to which to apply this

Auto Adjustment. Select the lines and click Copy.

Navigate to create a campaign line item using one of the copied Ratecard line with the adjustment.
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MoinMenu_AdHome _ Customers €| = e pLaT e e S ——

i [ QI s e e v o oo ey e e
|

Product Astronomy Size - Pricing per Issue I

Ad Type Display Advertising G/L Type Preduction Charges s Ratecard Flat Fee 250.00000
Contract . Color Full Color — cjustments -1.00000
Edition(s) - Section Anywhere - Adjusted Flat Fee 243.00000
Ratecard Astronomy - Position Anywhere = Total for all Issues

Ratecard Line ID 440 - Terget - Total Amount 249,00

Demographic
Lines / Page Eq. 210 0.500 Estimated Total 243,00
idience Reach  Send a Confirmation
H f Propertion Values  Evenly by lssue - Select Issue Date(s) to add - + Amount

The adjustment is applied successfully.

Orders by Product - Client Type
Orders by Product report has a new field for Client Type.

Navigate to the menu Campaigns -> Orders by Product. Run the query on the product and dates.

Main Menu  Ad

[T Ry

ON SCREEN COLUMNS EXCEL EXPORT COLUMNS
Reset Configuration Save Configuration Reset Configuration Save Configuration
wm— +  sciccted Grid Columns 4 Available Export Columns ommm— -+ sciccted Export Columns a
o o] Advertee : 71 | Procua B

Click the node “Configure Output”. In the “Available Grid Columns” click the “Client Type” field and then
click the right facing arrow to move the field to “Selected Grid Columns”. Click Save Configuration.

Repeat the step for the Excel Export Columns side.

Click the “Selected Campaign Lines”. The client Type is now displaying and showing the Client Type for
each client on the list.
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Actual Qty | Client Type

Astronomy 964 Ataska Fishing Shirley High
Astronomy 7948 @ Coptic Church Shirley High
Astronomy 18953 7962 5 Coptic Church Shirley High
Astronomy 18951 7961 5 Shirley High 1 National Account
Astronomy 1895 5 Shirley High 1 National Account
Astronomy 8951 7961 s Shirley High Na n
Astronomy 1895 5 Shirley High Nat ccount
Astronomy 8951 7961 1Page 3 Shirley High Nat n
Astronomy 1 Page Shirley High 1 Natior n
Astronomy 1Page 5 Shirley High 1 National Account
Astronomy 18951 1 Page Shirley High 1 National Account
Astronomy 8951 1Page 3 Shirley High 499.00400 1 National Account
Astronomy 18951 7961 1 Page Shirley High 499,01 1 National Account
Astronomy 18951 7961 1Page 5 Shirley High 499.00400 1 National Account
Astronomy 1 Page Shirley High 493,00 1 National Account
Astrenomy 1Page 3 Shirley High 439.00400 National Account
Astronomy 18935 2022 Display (216 Shirley High 3 1 Private Party
Astronomy 2022 Display (216) 3 Shirley High 31635000 Private Party
Astronomy 1 Page Copti Shirley High o 1
Astronomy ] Col Display 5 Coptic Church Shirley High LJ

You can also search by partial or full text in the blank box beneath the Column heading to narrow down
your results.

Reassign Artist and Material Status in Artwork Production Management
Artwork Production Management screen now allows for removal of an Artist from any record regardless
of the artwork status being selected or not. This will help if user desires to release a piece of artwork
from one artist to be free to be assigned to another artist and change the status of artwork independent
of the artist assigned to it.

Navigate to the menu Production -> Artwork Production Management. Select the search criteria for the

material.

Main Menu  AdHome Customers —Campaigns n  Billing  Analysis Setup & @ # @ @ @ Logout

Publication Anal,

Bulk Update Artist Ass

page: 1 of 1 [E pegesize 2 [
Brand Name Description Size Ad Headline | Due Date Last lssue Date Issue Count | Assigned Artist

5/10/2022 61172022 9172022 2 Monet Material Needed

Adorbs Paper
Towels

5/10/2022 6/1/2022 6/1/2022 1 leotardodaVind ~ v (

215.90 x 279.40
mm

Page: 1 of 1 [B Pagesie: 2 [N m1wo2ef2

In the results, note that you can now choose from the drop-down menu of Artists and change it on a
record and choose the artwork status or leave blank. When finished, click Save Changes.
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Default Campaign Status when Prepayment is Required

New security option “Default Status on New Campaigns when Pre-Payment is Required” allows user to
set the default campaign status here for advertisers which are setup to require prepayment before
confirming a campaign regardless of the default campaign status setting in Group security. Typically, if
prepayment is required for an advertiser, the Confirmed status is not immediately available when

creating a new campaign. But if this option is checked, then this option overrides the default, selecting
this status code when prepayment is required and Confirmed status is not yet allowed.

Navigate to the security menu in Setup -> Admin -> Group Security -> Advertising Security.

Main Menu  Ad Home Customers Cai

Analysis  Setup b 3

il @
Sales Activity P“’iﬁ; i Pt ATl Rt A La’“‘:ﬁ&;gdge‘ Digital Delivery Advertiser Ranking I

=i Group Security

i Security Group Setup

I Users in Group

I General / Company Security

I Name security

| a/m security

| asp security

|- 61t security

Production Workflow

7 Advertising Security

-
Reports
Client Approval Requirements
Discounting & Campaign Approvals
Campaign Header Security
Campaign Line Item Security
Campaign Billing Security
Naviga Inventory
Goagle Ad Manager Inventory
Other Settings

| Exhibition Security

| Product Security

#' CRM Security

Copy Group Settings

I Status Settings

CAMPAIGN STATUS OPTIONS To@

DEFAULT STATUS ON NEW CAMPAIGNS

Proposal

New campaigns entered by this group will default to this status. The user may overwrite status and select from allowed list,
DEFAULT STATUS ON NEW CAMPAIGNS WHEN PRE-PAYMENT IS REQUIRED

Reserved 3 - inventory reserved in GAM —

If prepayment is required, the Confirmed status is not immediately available when creating a new campaign. In this scenario, Campaign Entry will default to the first available Status Code. Setting this option will
default. selecting this status code when prepayment is required and Confirmed status is not yet allowed.
AUTO-APPLY CASH ON ACCOUNT WHEN CONFIRMING CAMPAIGNS
No
Auto-apply Cash on Account when confirming campaigns via then Bulk Campaign Update utility — when the client is NOT set to require Prepayment. NOTE: For clients who are set to require Pre-payments, Cash
be automatically applied in the Bulk Campaign Update utiliy.
RESTRICT ORDER STATUS AVAILABLE TO MEMBERS OF THIS GROUP
STATUS CODES ALLOWED
Cancelled (Credited)

Confirmed

STATUS CODES NOT-ALLOWED

Deleted

«  Invoicing Started
Negotiated Price
Proposal

Reserved 1 - not sent to GAM

P d 3 e bl fe AR

Set this field to any value, for example R3 status. Save the settings.

Navigate to the menu Customers -> Advertiser Agency Maintenance -> Choose an advertiser from the
drop-down menu. Click on the Advertising Security node and scroll to the Prepayment option setting it

to “Pre-Payment Required”.
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History of Changes

Save the settings.

Last Updated

Transient Record

Display Orders for this
transient account record in
production system

Is this an Agency

Use Multiple Brands

Pay Sales Rep Commissions
on Paid Invoices Only

Client Type
Pre-Payment Required
— Auto Apply Cash on

Account when Campaign is
Confirmed

Default Invoice Form Detail
Level

More Information
Bill-to ID

Bill-to Name

Charna Crodit Card

5/3/2022

No | Set this flag to Yes iFt

orders to. Do NOT

s flog
No

No
No
Private Party

Pre-Payment Required

No

Show Each Line - Including Costs

255073 ?

Super Tutor

Nn

Navigate to create a new campaign for this advertiser.

History of Changes

Agency / Bill-to

Billing Contact

Billing Address

View Credit Status

Oscar K Madison

Super Tutor

99 Benedict Avenue
SOUTH SALEM, NY 10590
Tel: (914)333-7777

Product Group
Ordler Contact
Production Controller

Campaign Manager

Nature Pubs and Digital

Shirley High

the generic, umbrella account

for regular private pal

tiser

Default Discount %

Auto Payment Method

Default Contract
Payment Terms (Default)
Status

Marketing Campaign
Indlustry Code

PO. Number

Customer Ref. No.
External Campaign D
Invoice/Form Detail Level

Marketing Content Template

want ta post all Classified Self Service

Manage Cards on File

NET 30 DAYS

Reserved 3 - inventory reserved in GAM

Fashion - Accessories

Show Each Line - Including Costs

" —
'_

Cancel Save

Note that the Status defaults to R3 which is the one setup in Group Security and there’s a little red mark
in the Payment Terms field to indicate the Prepayment Required option.

Click the Status drop-down and note that the Confirmed Status is absent from the list.

Font Settings for Liner Ads
Advertising System Parameters screen includes a list of font sizes which can be assigned in the system to

limit the font size that a user can utilize when creating classified liner ads.

Navigate to the menu Setup -> Advertising Setup -> System Parameters. Scroll to the section “Font Size

Restrictions” and click on the fonts on the left side and click the right facing arrow to move them to the

right column to make them available for users in line entry screen. If you leave all options on the left

hand side, then all font sizes are available to use in line entry. Save the settings.

Page 30 of 52



Navigate to create a campaign line using the second option of Classified non-template and choose or

example Cost Per Word.

Main Menu  Ad Home  Customers BOOKING WIZARD

o e

——  isting Text

Pick-up Material

Co-op Billing
User Defined Fields

Notes / Comments Approval Status
Revenue Allocation

Production Contacts

Tearsheet Contacts

Generate Proposal / Confirmation
Attachments

B 7 U<¢§
Rep Commissions B3~ Line Spacing pt

8pt

Invoices & Payments

testing font

Go to CRM Vi

Go to Advertiser View

Columns & Column (6C0L)
1 Column

Ad Headline
testing fonts

Sort Text
TESTINGFONT

Override

100% o N m Helvetica A

History of Changes 18pt

B Formats ~ [

& [ No Border

0.188 in

testing font

INSERTION PREVIEW STATS
2.632 agate lines

5.08 em

2 words

Download Image

0478 cm

Y]

« ]

- .
iser Rg
|

iience Re¢
4 Net Anr

18.048 px
192 px

Download PDF

Next

After entering the text, you can highlight it and click the drop-down for font options. The fonts are
limited to the ones you choose in the setup above.

Change Issue Period per AR Open Periods

Change Issue Period screen for a publication allows for choosing any period as long as it is open in the

AR menu setup.

Navigate to the AR menu Setup -> Admin -> AR Setup.
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Credit Control ~ Payments Reporting Setup 4 & @ [j @ Logout

A/R SYSTEM PARAMETERS

Period Control

First Open Financial Period 2021-06
Last Open Financial Period 2022-09 _
Enforce Date Within Open Financial Period No

A/R Parameters

Service Charge Percent 10.00

Service Charge Class TEST CLASS CODE ~
DSO Calculation Method Media Credit Association -
Foreign Currency Indicator Allow a Client to be Billed in Multiple Currencie: ~
Statement / Invoice Date Format (for Fabsoft forms) DD MMM YYYY i

Allowed From Addresses for Customer Service / Collection CustomerService@msgl.com *
Emails wayne.burrows@navigaglobal.com *

Custom Program to run when posting to A/R

Service Charge Class Per Company

-- Ne Service Charge Class Per Company Set --

Set the “Last Open Financial Period” and save the settings.

Navigate to the AD menu Campaigns -> Change Issue Date

Main Menu  Customers  Invoices Credit Control Payments Reporting Setup & # ® [ @ Logout
CHANGE ISSUE DATE

Salectsd Product  Astronomy v bsue  5/11/2022 = Get Orders

_

D Advertiser | Brand AgencyID | Agency

New Issue Date

New lssue Period

Change Issue

Cancel Save Changes

[s

Search on the product and Issue and click “Get Orders”. Click “Change Issue” and choose the new issue
date and period from the menus. The period now displays all open periods per the AR setup above.

Page 32 of 52



G/L Overrides Flag

New security flag allows for a switch of G/L Overrides priority. The flag in the System Parameters called
“Use G/L Type Override First”: When this flag is unchecked, and its value is “No”, the Product Setup G/L
Overrides work in this order:

- Industry Code Overrides, then

- G/LType Overrides, then

- G/L Defaults and then

- The Product’s G/L Defaults in the Product Details screen.

When this flag is checked and its value is “Yes”, the Product Setup G/L Overrides work in this
order instead:

- G/LType Overrides, then

- Industry Code Overrides, then

- G/L Defaults and then

- The Product’s G/L Defaults in the Product Details screen.

Navigate to the menu Setup -> Advertising Setup -> System Parameters. Scroll to the section “Invoice
Settings”. Check the flag “Use G/L Type Overrides First”.

Campaigns Production Billing  Analysi : @ ] @ logout

Product/Group Product Analysis Publication Analysis Campaign Budget Digital Delivery PinPoint
Analysis Analysis
___________________________________________________________________________________________________________|

Email Invoice Body g [Fa D

Dear #BILLTO_NAME#,

Please find attached invoice #INVOICE_NO# dated
#NVOICE_DATE_INTL# regarding #WEBGROUP_NAME#.
Payment in full is due by #DUE_DATE_INTL# -

VALl </> HTML

Create a separate Invoice Batch for each Product

Group

Sep.uarat.e G/L Posting for each issue/month billed on No
an invoice

Derive Period from End Date
Use Separate Counter for Credits
Calculate early pay discount before taxes

Use G/L Type Override First —

Material Settings

Option to Create Copy of Material when Attaching to
order

Consolidate New Material Records by Size No

Sales Rep Settings

Check the flag as “Yes”. Save the settings.

Page 33 of 52



Navigate to the menu Setup -> Product Setup -> Query on the product to use.

Click the node G/L Overrides.

=I- PRODUCT SETUP

| Product Listing

Product Details h
Material Handling
Audience
Demographics

GL Overrides Import

Tax Overrides

=~ PRICING RULES

Ratecards

Price Adjustments
Auto Adjustments
|- SECTIONS & POSITIONS
Sections
Sections Import
Positions
Inventory by Position
Positions Import
i Copy Sections/Positions
;-_l ISSUE-BASED SETUP
Published Dates
Issue Configuration

Issue Import

) ou!

G/L Defaults
Receivables G/L Code 01#*00*0000%00+0148 ACCOUNTS RECEIVABLE
Revenue G/L Code 01#00%0002*00*0000 WEBSITE REVENUE
Agency Comm. G/L Code 01*00*0007*00*0000 Agency Commission
G/L Type Overrides
| 8=
_ Revenue G/L Code Revenue G/L Name Agency Comm. G/L Code ﬁg:?eq" G . ‘
DISP 01*00*0003*00*0004 Lead Generation 01*11*5010%61*2510 Commissions - Agency h
Revenue
G/L Type Revenue G/L Code Revenue G/L Name Agency Comm. G/L Agency Comm. G/L
Code Name
v +
Industry Code Overrides
| 8=
_ Revenue G/L Code Revenue G/L Name Agency Comm. G/L Code Aqency G . ﬂ
01*00*0000*88*3700 DIGITAL BANNER 1#20*2500%50¢1200 Agency Commission
REVENUE
Industry Revenue G/L Code Revenue G/L Name Agency Comm. G/L Agency Comm. G/L
Code Code Name
- +

Choose the G/L Defaults, different G/L Type Overrides and Industry Code Overrides for an Industry Code.

Create a campaign using this product and industry code brand/advertiser. Bill the campaign and in the
“Print Invoices” screen, click the hyperlink of the invoice.
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. ] @ OU
ameR o P ey

=
‘ Other Details ‘

I Payment Details - Local Currency

| =
-- No Records --
I G/L Details - Local Currency £
| 0=
01*00*0000*00*0148 ACCOUNTS RECEIVABLE 738.15 0.00

01*00*0003*00*0004 Lead Generation Revenue _ 0.00 777.00
01*11*5010*61*2510 Commissions - Agency h 38.85 0.00

Order Details
| 083
o Jwode Jpodet Mo
10070 INET Shirley's Nature Groups (Please do not change settings)

The G/L Details list the Revenue and Agency Commission in the G/L Overrides in the Product Setup
screen.

Tax on Discounted Prepayment
New security flag to turn on/off calculation of early pay discount on the amount before taxes.

Navigate to the security menu Setup -> Advertising Setup -> System Parameters. Scroll to the field
“Calculate early pay discount before taxes” and check it to “Yes”.

baigns  Production  Billing  Analysis Setup & © ® 3] @ Logout

Product/Group . . . Campaign Budget f-f A
I Product Analysis Publication Analysis Digital Delivery

o s

Create a separate Invoice Batch for each Product

Group
Segaral_e G/L Posting for each issue/month billed on No

an invoice

Derive Period from End Date

Use Separate Counter for Credits

Calculate early pay discount before taxes —
Use G/L Type Override First No

Material Settings

Option to Create Copy of Material when Attaching to
order

Consolidate New Material Records by Size No

Sales Rep Settings

Rep. C issions - Post Zero O Yes

Rep. Commissions - Show Rep Amounts @ O Ves

Inventory Settings

Save the settings.
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Navigate to the menu Customers -> Advertiser Agency Maintenance and choose an advertiser. Click the

Advertising Setup node and set the Payment Terms to a term which provides a discount if paid early,

such as 2% Discount 10 Days. Choose a tax amount to use on the advertiser. Save the settings.

Navigate to create a campaign using this advertiser and bill the campaign.

View the invoice.

T ot S e

bill-to advertiser

Adelson Painting Adelson Painting

ATTN: Jimmy Adleson Painting

87 Painting Road 87 Painting Road
MINNEAPOLIS, MN 55442 MINNEAPOLIS, MN 55442
Account No: 2565342 Account No: 255342

https://dev.navigahub.com/ew/devdigital/external\form_logo_USA jpg Dynamic

Logo
Insertion

please remit payment to payment due

Naviga Currency
200 Media Systems Blvd.
Santa Monica, CA 90404
Questions? Call us at 310.555.1234

Gross Amount

Agency Commission

Net Amount

Invoice Tax Amount: GST 5%
Invoice Tax Amount: 5 % TAX
Pre-Paid Amount

Payment Amount Due
Payment Due Date

Discount if Paid by 5/22/2022

The discount is calculated based on the pre-tax amount.

Insertion Count Summary for Contract

US DOLLARS (INACTIVE)
777.00

0.00

\ 777.00
38.85

38.85

0.00

854.70

6/11/2022

/ 15.54

Summarize by Insertion Count is a new option to do so on the Contracts screen for a client. This provides

a summary of number of orders using this contract by issue.

Navigate to the menu Customers -> Client Contract Setup. Choose a client and click + to add a new

contract for this client. Choose the product from the drop-down list, frequency and volume details.

Navigate to create an ad for this client using this contract as a default on the campaign or on the line

itself of the order.
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Main Menu  Ad Home Customers Campaigns Production Biling Analysis Setup & ® j @ Logout

Product/Group Analysis Product Analysis Publication Analysis Campaign Budget Analysis Digital Delivery _I
—

EDITING CAMPAIGN 8017

I Campaign Explorer _ Campaign Setup  [EVEERCESTY

3 Campaign
- [C——— Campaign 1D 8017 2 L+ Start Date 6/1/2022
- Line Items Campaign Billing Type Performance Campaign ¥ End Date 6/30/2022
- Material Management
o Campaign Description Run until cancel No
Edit CPM Delivery
Campaign Budget Advertiser ID 255508 o+
Gross Amount 1,299.10

Campaign Production F

-ampEiEn Frecietion Ferms Advertiser Name University of lowa

Digital Serving A Commission Amount 0.00

Advertiser Address

Cowop Billing 33 university Avenue
B IOWA CITY, IA 52240 Net Amount 0
User Defined Fields Tel: (763)434-3333
Notes / Comments Estimated Tax 0.00
-+ Revenue Allscstion Estimated Total 1,209.10
- Production Contacts Brand Undergrad - . -
- Tearsheet Conta arreney
Generate Proposal / Confimation Agency / Bill-to Default Discount % 0.00
Atiachments View Credit Status
Inveices & Payments Auto Payment Method -
Ingy Astef
Rep Commissi Manage Cards on File
y of Cha 33 university Avenue
~ ) IOWA CITY, IA 52240 Default Contract University of lowa Contract -
Goto CRM View Tel: (763)454-3333
Go to Advertiser View Payment Terms NET 20
Status Proposal -
Product G Pubs and -
raduct Group Nature Pubs and Digital Marketing Campaign
Order Contact v Astef =
rder Contac Ingy Aate Industry Code Art - Galleries/Sales -
Production Controller Shirley High - R

Using the full line-entry you can decide on whether to include the contract or not.

Menu  Ad Home  Customers  Campaigns  PIQ m EDITING FLAT FEE LINE:

Home Sales Activity
[N Creatives/Materials  Production Notes  Other Options  User Defined Ficlds  Category MetaData  Rep Assignments  Affidavits

= Product SPCA Magazine Size 1/2 Page (4x5.5) 2 Pricing per Issue
TP Type Display Advertising G/LType Print Display < Ratecard Flat Fee 400.00000
#Mfi(m,m :% Color - Adjustments 000000
Band  Lionts) D Description Start Date End Date ES.:T:\:;Z & M Adjusted Flat Fee 400.00000

LEEE) Total for all Issues

University of lowa Cor

SafUS  Ratecard Line D' 291 - larget - Total Amount 40000
Demographic

Incentiv. Description Display Estimated Tax 0.00

Adceller Lines /Page Eq. 420 1.000 Estimated Total 40000

Adceller

ine Detai Zones

Amount | Ma ge No.
dience Reach Send a

1 June 2022 40000

Adver

Navigate to the Contracts menu again and scroll to the bottom section titled “Summary by Format”
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MainMenu AdHome Customers Campaigns Production Biling Analysis Setup & & ® (1 @ Logout

Product

Summary by Product  Summary by Ad Type

Campaign | o o | Product 3 y | Format et | AdTRE . ey D | 280
5 Product 1D | [P0 FomatiD | T AdTypeid | 1o WP BrandID | Brand Name | Agency D | (7

909.00 899.10 899,10 99.90

Choose “Summarize by Insertion Count” from the drop-down option. The results show the number of
lines using this contract. Note that if the campaign header has the contract applied, you can use the
Booking Wizard to book the line as well and add or remove the contract on it as well. These apply to all
tabs of Summary by.

Navigate to the menu Customers -> List of Client Contracts.

Main Menu  Ad Homi Campaigns  Production  Billing ® 5 @ Logout

ofs

(I L = & gl =

Campaign Budget

Sales Activity o Product Analysis Publication Analysis L

Digital Delivery PinPoint Advertiser Ranking Commissions

LIST OF CLIENT CONTRACTS
*ﬁm«w Ecr\:‘ac's t have NOT met obligation E Get Data
I Rdialll Contracts that have NOT met =

Drag a column header and drop it here 10 group by that column

| C ommitment | Fr
Desaiption | Rep Amount

2,000 2 10936 10936 n [] 0 0 1432497 1432497 47

Note the new filters to allow you to choose how to run the report to show all contracts, ones who have
met obligations and ones who haven’t. The data records display also the Insertions by campaign status.

Wizard Cut-off Date

Security flag added to allow user to determine a cut off campaign status, entered using Booking Wizard
option, at which when the link to the line item is clicked, user doesn’t go through the Booking Wizard
steps any longer. The combination used to create those lines is saved at this campaign status and editing
any related lines will be done to the individual line as full line entry. If left blank, this occurs when the
order is billed.

Page 38 of 52



Navigate to the menu Setup -> Advertising Setup -> System Parameters. Scroll to the flag “Booking
Wizard Status Cut-off”. Choose an option from the drop-down menu such as Reserved. Save the security
settings.

Create a campaign in the Quote status and use the Booking Wizard option. Edit the line item and note
that the pop-up screen to edit is the Booking Wizard screen.

Category MetaData Matsrial Adjustments Price Breakdown Book & Pay

Start Date Print Rate Line Select Productis)
Wednesday, June 15, 2022 ® 1 Page (913) - - o+ ience Reach Send a Confirmation
Digital Rate Line Group Section Group Position
Flat Fee (912)
et Amour

@
- Affidavits Delete All Lines m=

Alzska

ax

Astronomy

st

Blackfeet o

Thursday
2.498.00
fer New Exhibition Order

[z [
Change the campaign status to Reserved. Save. Then edit the line item again.

AdHome  CUSIOM| m EDITING FLAT FEE LINE: 19095
- -

I progyce Blackfeet Section Ratecard Flat Fee 500.00
Attachments " Reach Send a Confirmatiol
Ad Type Flat Rate Fee Position - Adjustments 0.00000
Invoices & Paymey
Contract - Dimension(s) h Adjusted Flat Fee 50000
History of Changes Ratecard 2022 Group Digital - G/LType Web Sponsorships - Share of Voice \mounts
| Go to CRM View Material St ®
| Go to Advertices View Ratecard Line ID 912 © aterial Status Allocated Amount 50000
o Ratqg
Description Flat Fee Estimated Tax 000 ot
Var
Estimated Total 50000
[ MNP Tracking Services  Engagement Tracking  Adjustments B 99900 0

Start  6/15/2022 © End  6/30/2022

Ad Sex
Billing Ad Server AdServer | Ad Server Actual
! e ey . 500.00
M Available i Total mps. Vi v‘u:‘t:e Clicks | Currentasof | Actual Imps. s Invoice Cradit Credit 500.00 0

2.498.00
Jun 2022 0 500.00

© TotalDays 16  Proportion Values by Number of Days in Month

New Exhibition Order

<]
I T

The screen now is the full line entry and opens to the line with the link which you clicked to edit.

Accounts Receivable Module

Local Payment Amount in Receipt Template
Added #LOCAL_PAYMENT_AMOUNT# tag to A/R payment receipts template.

Navigate to the menu Setup -> Receipt Template Setup.
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Choose the template to edit. Add the new mapped field #LOCAL_PAYMENT_AMOUNT# to the HTML so
that it would reflect the payment amount in local value. Save the template.

Navigate to the menu Customers -> Choose a customer from the menu or search for one. In the “Open
Invoices” tab, click the Pay icon.

Menu Customers Invoices Credit Control Payments Reporting Setup & © % @ @ @

Logout

Go to Account Setup Add a Contacted Note ‘Add an Internal Note Enter a Check Payment Enter a Credit Card Payment

OPEN INVOICE AGING

By Due Date 310.00 999.00 6,096.00 2819511
-11,561.38 -31,481.81 -7,443.08
By Invoice Date 310.00 - 999.00 6,096.00 28,195.11
View by Currency
LIOYUOTTS  Paid Invoices  Transferred Invoices  Payments  Card Transactions  Statements 2]
View All Open Invoices - Email Selected Documents
| &
Age by -y
D Date \w. Date Reference Amount Balance | Disputed Pay viewPDF | [
T T T r Or

SHIS16458T | 4/16/2021 363 St. George Church Shirley's Nature Groups (Please do not change settings) - P.O. 787878 1067500 N (] = a
SH1516459T  4/16/2021 363 St George Church Shirley's Nature Groups (Please do not change settings) - P.0. 9899 - test forms 236 N <] = a
SH1516460T | 4/16/2021 363 George Church Shiriey's Natur lease do not change settings) - Campaign test for packages 525 525 N <] = m)
SH1516468T  4/19/2021 360 330 St Gearge Church Shirley's Nature Groups (Please do not change settings) 15,200.00 1520000 No (] = N

Choose Pay by check or credit card and the payment screen opens up where you can process the
payment.

Navigate to the menu Payments -> List of Payments Received. Search on the financial period of the
payment above. Click the hyperlink to the payment.

Main Menu  Customers Invoices Credit Control Payments Reporting Setup 4 @ % &8 @3 @ Logout

LIST OF A/R PAYMENTS RECEIVED

Selection Type © Financial Period Entry Date Range Deposit Date Range Get Payments
Start Period 2

Generate PDF Report
End Period
Selected Payments

List of G/ Payments

Custom List of Payments

lma
page: 1 of 1 [BY Pagesize o [EEIEM tem 1t09 a9

v | Botch | Date COA - _ Payment | | . Cashon | Payment
Payment ID | Ci i ch No. COA. Proc Lot o
I ‘ayment ID | Client Period Batch No. Type Entowed m Madule COA. Product Type Local Amount

List of Imported Payments

Account | Currency

T T
> 2535.0C 202204 04/14/22CC 4/14/2022  4/14/2022 FIRSTUNION- Viss  Advertising Demo Group o« 3,770.00 T
SpreedlyTEST
202241 202204 1389 Cash  4/14/2022  4/14/2022  FIRST UNION-- Advertising  Shirley's Nature ~ CH 11,000.00 325.00
SpreediyTEST Groups (Please
do not change
settings)
B 2 202204 04/12/22CC 4/12/2022  4/12/2022 FIRSTUNION- Visa  Advertising Demo Group « 365.00
SormediVTFST

Click the “Generate PDF Receipt” from the drop-down and then choose the template which you’ve
edited above.
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Credit Control  Payments Reporting Setup 4 @ = & pI @O Logout

Record Type: | Check |

A/R PAYMENT DETAILS (Genmeerorret an)

Customer St. George Church Financial Period 2022-04 Local Currency

Check/Payment ID 20224141 G/L Post Date Amount 11,000.00
Date on Payment / Check  4/14/2022 Reconciled Date Allocated 10,675.00
Payment from Bank First Union Batch No. 5% Balance 325.00
RavEIEt Huas Sk 1 GENERATE PDF RECEIPT x 0.00
Entry Date 4/14/2022

Select a Receipt Template
Entered By Shirley High

| Cash Receipt .
Deposit Bank FIRST UNION--

SpreedlyTEST

Generate PDF Receipt

Other Information

Flagged for Refund No

COA Reason

(rr—r— ]

Click the Generate PDF Receipt button.

PAYMENT
RECEIPT

payer information payment detail

Account No. 255488 Payment/Receipt No. 20224141

Customer Name St. George Church Payment Date 4/14/2022
Payment Method Check

Payment Entered By ~ Shirley High

~Lucal Payment Amount 11,000.00

Payment Amount 11,000.00 ELEVEN THOUSAND
invoices paid
Invoice No. Date Description Invoice Amount Paid Amount Balance
SH1516458T 4116/2021 787878 10,675.00 10,675.00 0.00

The Local Payment Amount field is populated with the invoice payment amount in the local currency.

Setup of Credit Controller View of Other Controllers’ Data
Ability to limit the collection people a Credit Manager has access to in the User Security setup and see
their results in reports. If left blank, then this credit controller can view all other credit controllers’ data.

In the System Settings module, navigate to the menu Setup -> User Security -> Accounts Receivable ->
User Settings.
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s Campaigns  Production Billing Analysis Setup 4 @ % ®@ p§J @ Logout

Product/Group
Analysis

USER SETUP: A/R USER SETTINGS

Campaign Budget

Product Analysis Publication Analysi i
roau nalysis ublication Analysis AnaIySIS

Digital Delivery PinPoint Advertid

= General

. User ID SHIGH 52
User Settings
Rep/User Integration User Name Shirley High
History of Changes User Security Group Top of the Tree!

4 crm

Access Control Credit Control Settings

Managers Home Page User Type Credit Manager -

Rep Home Page

Rep Summary Page My Team of Credit Controllers

Calendar / Email Integration Selected users must be setup as Credit Controllers or Managers to appear in the Credit Control system. Leaving this option

blank (no selected Credit Controllers) will set all valid Controllers into this Manager's group.
Taskboard Settings { ) ger's group,

= Advertisin
i ¢ AVAILABLE CREDIT CONTROLLERS SELECTED CREDIT CONTROLLERS
User Settings
Clear Wayne Burrows (WBURROWS)
=" Accounts Receivable

Shirley High (SHIGH)
Joe Tester (~AAAM)

Sherri ABC (ABCTTEST)

Sherri ABC (ABCTESTT) »
ABC CLIO 2 (ABCTEST2)
ABC CLIO 3 (ABCTEST3)
ABC CLIO4 (ABCTEST4)

ARC CHINS TARCTESTSY

In the section titled “Available Credit Controllers” and select the controller and then click the right facing
arrow to add the name to the Selected Credit Controllers. If this option is left blank this user will have
access to all controllers in the system.

Note that you can search for a controller to add by typing partial name or full name of the controller in
the “Available Credit Controllers” column. Save the settings.

Navigate to the menu tile “Credit Control Manager Home”

Main Menu

Credit Control

Manager Home

CREDIT MANAGER: HOME

Reportby Due Date ~ Company Filter Aging Last Calculated  Friday, April 15, 2022 1228 PM |
RECENT PAYMENTS OVERDUE IN TOTALS

11,000 24,475 156,517 19,055 6,240 68,753 4,711,664 -890,649

Credit Controllers
Filter by Status
| =
\ Controller Balance s -3 316 §1-90 91-120 2 e R
% Wayne Burrows 25,150 0 0 0 30 394442 s6,018 0 0
3| shirley Hiot 46960 530 % 6240 763222 824631 11,000 24475
4072,110 530 156,517 19,085 6240 68,753 471,664 890,649 11,000 24,475
o 1 o1 [ e 2 [ -

Controller Status Summary |
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The system displays the control data for the controllers to whom you have access.

AR Statement Email Format
The AR Statement email sent to clients displays as an organized formatting of the email body text rather
than a continuous body of text without breaks.

Navigate to the menu Setup -> Email/ Letter Templates. Format the letter body which you’d like to send
as part of the statements sent to clients. You can include text and invoices due tables.

redit Control

Payments Reporting Setup & @ # @ pj @ Logout
DOCUMENT TEMPLATES

A" Customer Service - Templates

j Create New

=P AE All Merge Fields Test

|&£p Collections Letter 2 - Credit Stop
|£» Collections Letter 3 - Final Threat
|£p Cyberrisk collection

|£p General Customer Service Letter
&9 General Letter - FR

|&p Invoice Copies

|&p LED 1st Notice

|&p LED Wayne Test

|£» LED Wayne Test - SK

& Levy Template

(£=1 Shirley’s Collections Letter 1 - Wan

&9 TEST HTML

| Tokens
|£p Your Statement
_n CRM - Templates
) ﬁ Create New
& AE All Merge Fields Test - CRM

& New Prospect Promo

|&p Shirley’s Template for Statements

v arial, sans-s... ¥ 13px ~

Naviga
7900 International Dr #450
Bloomington, MN 55425

#CONTACTFULLNAME#
#CONTACTEMPLOYERNAME#
#CONTACTADDRESS#%

#TODAY#H
RE: Unpaid invoice(s)

Dear #CONTACTFIRSTNAMEZ,

The attached invoice(s) for $#BALANCE_DUE# has recently become overdue for payment. As such, we would appreci
you making this payment as soon as possible.

If there is an error on our part and payment has been made, please contact me immediately so that the matter can be
rectified

Otherwise, if there is a problem paying this amount owing, please contact me so that an alternative arrangement for

Navigate to the Customer Overview screen for a customer. Scroll and click the Statements tab.
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Main Menu  Cu:

Credit Contll  SEND EMAIL: ST. GEORGE CHURCH

LS @ fr e Aas g

By Due Date 310.00 Tor Father Zaki, ASSOCIATE (fjacob@stgeorge 22 net] N
-31,481.81 -18,443.08
Other To:
By Invoice Date 310.00
@ Shirley High (shigh@msgl.com) =
Template: Shirley’s Collections Letter 1 - Waming| B
Open Invoices Paid Invoices Transfer
Subject: Please read. Important! -
Email Selected Documents
Attachments: 0 | statement 51494T.pdf EE
Statement ID | Date BIUASEESES .:: I= arial sans-..v AR OF
906387 22372022 RUSSELL BARR -7,753.08 m)
626971 10/12/2021  Ray Phelan 286761 & O
514357 411672021 Shirley High 1335761 & 0
514941 4/16/2021 Shirley High 1335761 &
491257 311072021 Ray Phelan ? v 267500 & O
Ty e
Naviga
7900 Intemational r #450 \dd a Contacted Note  Add an Internal Note
Bloomington, MN 55425
| 03 &0
Pin | Date Invoice(s)
4/15/2022 123 PM M View
R Cancel Send Email

Check the flag for an invoice. Then click Email Selected Documents.

Choose the template from the drop-down. Check the recipient’s email and note that the note is
formatted as designed.

CRM Module

CRM Import Brands

CRM name import has been updated to use the “Use Brands” setting on Advertising setup to create
names.

Navigate to the menu Advertising menu Setup -> Advertising Setup -> System Parameters. Note the
setting of the flag “Set New Advertisers to Not Use Brands” if it's “Yes” to use one brand or “No” to
allow new advertisers to have multiple brands. Leave the flag to option “No” to allow for multiple
brands.

Navigate to the CRM menu Setup -> Import Names and Contacts. Download the Import template and fill
it out and save it. Import the file.

Click the node “List of Imported Names” and search for the advertiser by Import ID. Click the hyperlink
to the advertiser and then click the “Advertising Setup” node.
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CRM Manager Home Customers Opportunities Rep Summary Advertising Exhibitions Setup # @ ] @ Llogout

oo |

A/R Setup Mlnneapohs MN 55442

Tel: (800) 987-6543

Job Costing Setup

Newsstand Setup

Exhibition Setup Account Status In Good Standing

Subscription Setup Territory el

Channel Privacy Preferences
Account Opened 4/25/2022

Attachments

Cards on File Last Updated

Account Alerts = g o P a acc you w: ed Self
Transient Record No | Setthis flag to Yes if this is the generic, umbrella 2ccount you want to post all Classified Sel

History of Changes Service orders to. Do NOT set this flag for regular private party advertisers.

Display Orders for this

transient account record in
production system
Is this an Agency No

Use Multiple Brands e

Pay Sales Rep Commissions

‘on Paid Invoices Only No
Client Type v
Pre-Payment Required Prepayment NOT Required v
— Auto Apply Cash on
Account when Campaign is No
Confirmed
Default Invoice F Detail
etault Involce Form Detal Show Each Line - Including Costs ~

Level

Note that the setting “Use Multiple Brands” is checked to “Yes”, which is identical to the Advertising
header setup flag.

If you repeat the above steps with the Advertising header flag set to “Yes” to have the newly created or
imported advertisers use only one brand, the setting for the imported advertiser for the “Use Multiple
Brands” will be “No”.

Attachments in Customer Overview Screen
Attachments are available in the Customer Overview screen.

Navigate to the menu Customers -> Choose a Customer. Scroll to the middle of the page and click the
tab “Attachments”.
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Main Menu  CRM Manager Home  CUSIOME = ATTACHMENT MANAGER e

Eaaa——————_

s |
00 255508

£ BULK UPLOAD CREATIVES

Website Cardis) on File  Account Name

Yes University of iowa

Telephone Fax

Source(s) Account Appee | Add 30 Attachment Add Bulk Upload

Approved by 1, ...,
gh on R

540

o diick here to browse your local files

Attach All

Cancel Save

Enter the description of the file to be attached and select it and add it. You can also use the Bulk Upload
to select several files and upload them in one step. Select multiple files and click “Attach All”.

Main Menu  CRM Manager Home Customers Opportunities Rep Summary Advertising Exhibitions Setup &b # @ (3 @ Logout

[Figh on Wednesday. o [ -
G 17.000 7.606 2 7,608

Ke s Mep data 82022 Terms of Use

T T T T T T T
=
0=

Manage Attachments
Desaription

New Opportunity

S New Proposal
Sponsorship Inventory Availability
Impression Inventory Availability
Package Inventory Availability
Date-Based Inventory Calendar
Print Inventory Check
New Exhibition Order
Category + View a Floorplan o

Once finished, you can click “Manage attachments” to delete or add more.

Click the hyperlinks to any of the attachments to view them at any time.

Opportunity Tags
Opportunities have a field called “Tags” where user can enter a keyword to search for the opportunity

on the Taskboard.

Navigate to the menu Opportunity -> Edit or Create an opportunity and add a word for the field Tags.
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T T e e e

- Return to List of Opportunities

ENTER/UPDATE OPPORTUNITY 7o

Opportunity Type Ad Sales = Start Date m Forecast Amount 0
Opportunity ID 1359 End Date 022 m Calculate Forecast Amount
Advertiser ID 255342 o Expected Close Date  6/1/2022 ® Currency -
Advertiser Name Adelson Painting
Created Date 6/1/2022 Owned By Shirley High -
Brand BLUE -+
Age 0 Stage New Lead 2
Agency ID P
Probability 5%
Agency Name
Tags Paint x

e ’ \
Marketing Campaign

Description of Opportunity g

Short Description

test tags

Lonag Description

You can enter one or more Tags. Enter the tag and click enter which separates the tags. Save the
opportunity.

Navigate to the menu Opportunities -> My Opportunities. Search by the opportunity type, Salesrep and
enter the tag(s) and click “Refresh”.

Main Menu  CRM Mana Home C Rep Summary Advertising Exhibitions Setup & ©

e e

OPPORTUNITIES
TASKBOARD

Group /

Opportunity Type Sales Rep(s) Product  Marketing Campaign Client Type Expected Close Date Last Updated on or After Tags Sort By
Ad Sales  Allitems checked - - - - art x paint * Advertiser - Ascendin: ~  Refresh
Astror ~
Q
New Lead Qualified Prospect Internal Review Verbal Commit Finalizing Paperwork

Adelson Painting

test tags

Click the opportunity.
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[ oot peve | ks [t

OPPORTUNITIES
TASKBOARD

Opportunity Type Sales Rep(s)

Group /
Product  Marketing Campaigr

| temoeneny | pemacmpeo | [N

1 OPPORTUNITY DETAIL

OPPORTUNITY ID

ACCOUNT

Adelson Painting

ownep 8y
Shirley High

SHORT DESCRIPTION

test tags

EXPECTED CLOSE DATE

MARKETING CAMPAIGN

STAGE PROBABILIT
New Lead 5.00
FORECAST AMOUNT
e /
Paint x art x

Cancel Save

© Last Updated on or After Tags

You can edit or enter new tags in this field and click Save.

s

Sort By

* Refresh

Note that you can also edit the marketing campaign on the opportunity.

Opportunity Quick Update

Quick Update allows for editing the Marketing Campaign for opportunities.

Navigate to the menu Opportunities -> My Opportunities. Click the “Quick Update” button. Search on

the opportunity.

Rep Activity

OPPORTUNITY QUICK UPDATE

Sales Repis)

Opportunity Type

Ad Sales

Oppertunities

Description | Advertiser

Marketing Analysis

*  High, Shirley

Training

Pipeline

Group / Product

126 items checked

Close Date

Proposal Analysis

Group Sales

Marketing Campaign

Marketing

Chent
Campaign Type

Currency

ART
m sh a2
Hig
= Shitey SHI ART
High
m sk
Hig

Digital Delivery

Client Type

%46 Finalizing Paperwork = Mountains

30 Internal Review 30% -

75 Intemal Re

PinPoint

Internal Review 30%

Advertiser Ranking

Expected Close Date  Last Updated on or After Tags

- 6/1/2022 Shirley High

302 Internal Review 30%  ~

Budgets / Quotas

%

My CRM

On this screen click the field “Marketing Campaign” and choose one from the drop-down menu. This

automatically saves the opportunity with this value.

Opportunities Quick Update Configurable Screen
Opportunities Quick Update allows for configurable fields on screen and export to excel.
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Navigate to the menu Opportunities -> My Opportunities -> Quick Update. Search on the opportunity list
by Type, then Group or Product and any other criteria.

Main Menu  CRM Manager Home Customers Opportunities ummary  Advert

LS  Configurs Output

ON SCREEN COLUMNS Excel Export Columns
Reset Configuration Save Configuration Reset Configuration Save Configuration
Available Grid Columns T, Selected Geid Colunne 4 Available Export Columns +  Selected Export Columns
» "
“

Click the tab “Configure Output” and highlight all fields and press CTRL for multiple highlights of the
fields you’d like to view on the screen in the “Available Grid Columns”. Then click the right facing arrow
and they will move to the “Selected Grid Columns”. Click Save Configuration.

Repeat for the Excel Export Columns side.

Click the tab “Opportunities” and your data displays.

Main Menu  CRM Manager Home Customers Opportunities Rep Summary ~Advertising Exhibitions Setup 4 = & (3 @ Logout

OPPORTUNITY QUICK UPDATE

Opportunity Type Sales Rep(s) Group / Product Marketing Campaign Client Type Expected Close Date Last Updated on or After Tags
Ad Sales ~ | High, Shirley Refresh
2 items checked
Opportunities [ESRUFREENY

| Description ertise Start Date Close Date Marketing Campaign

2 Internal Review

Internal Re

There are hyperlinks to each opportunity and some fields can be changed on this screen directly.
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Account Tiers
Added fields for new accounts to indicate employee count, income amounts, primary and secondary

industry of the account. This is to allow for categorizing clients within tiers for reporting purposes in
Informer.

Navigate to the menu Setup -> CRM Settings.

Home Customers Opportunities Rep Summary Advertising Exhibitions Setup b ® 5 @ Logout

[2) (= 7 Ot & '

keting Analysis Pipeline Proposal Analysis Group Sales Digital Delivery PinPoint Advertiser Ranking

REVENUE TIERS

=" CRM System Settings )
B ! 9 Description Lowest Value St
CRM Global Par: Value
CRM Global Parameters
= 1

Revenue Tiers

=l Name-Related Tables 10K - 50K 10,000.0 50,000.0 ]
Name Sources = 2 51K - 250K 51,0000 250,000.0 (x]
Job Title —
o = 3 251k - 300k 2510000 3000000 @ ©

Job Titles Import
Name Titles 251,000.0 300,000.0 +
Name Removal Reasons
Contact Types
Privacy Defaults
Social Media Links
i~ Employee Tiers
—
Departments
=" Other Tables
Business Category Groups
Business Categories

Action Priorities

Click on the node Revenue Tier and add an ID, description and lowest and highest value of the revenue
of this account. This could be revenue for the company or its employees. Click + to add the new tier and
repeat as needed then click save.

Repeat for the Employee Tier.

Click the menu Customers -> Add a New Account and enter the header information.
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Customers  Opportunities Rep Summary  Advertising

Proposal Analysis Group Sales Digital Delivery Advertiser Ranking

Exhibitions  Setup

ADD A NEW ACCOUNT

Go to Full Name Maintenance

New Account

Account Name Source
Minnesota Landscape Callin

Account Type Phone No. Fax
Advertiser / Exhibitor 7635454444

Employees Tier Annual Revenue Tier Website
50 26 - 100 50,000.0 10K - 50K

Client Type Industry Category/PIB Country

National Account

Primary Industry
Landscape

Parent Account

Art - Galleries/Sales

Secondary Industry

Art

UNITED STATES
Address

55 Garden Road

Search Remove
Multiple Brands/Divisions Zip Code
Yes, This Advertiser Uses Multiple Brands 55442
Brand/Division ID City
Al MINNEAPOLIS

Note that as soon as you enter number of employees in the “Employees” field, the Tier value is
automatically selected based on the setup done above. Same for the Annual Revenue field. These are
optional fields and can be left blank.

Enter also the Primary and Secondary Industry values in the respective fields to indicate the company
industry specialization. These are optional fields.

Navigate to the account overview screen and click the tab “Other”.
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Rep Activity Marketing Analysis G S Digital Delivery PinPoint Advertiser Ranking Budgets / Quota

MINNESOTA LANDSCAPE

Ad Production xhbition Sales I
(TP Addresses My Contacts [P SalesbyProduct  SaleshyFormat  Sales by Division /Brand Insights

NOTE: Numbers shown are for Confirmed orders only, except for the current year which includes future non-cont

Primary Industry Annual Revenue / Tier Selected Address  [267415] 55 Garden Road ~  View Larger Map
Landscape 50,000.0 / 10K - 50K

Secondary Industry Employees / Tier Y bl

View larger map 2023
Art 50/26 - 100 ™~

L} 2022

— i =gy o
tier z 200
2019

@, 2018

2017

Urban Air Trampoline
and Adventure Park +

) oo

L v 4

These values are displayed in this tab. Click the tab “Edit this Account”.

= EDIT COMPANY FL I I
Account Name I
Minnesota Landscape i
Parent Account Website
Account Type International Tax ID

Advertiser / Exhibitor

~ Primary Industry Annual Revenue Tier |
Landscape 50,000.0 10K - 50K M

—  Secondary Industry Employees Tier
Art 50 26 - 100 N

Addresses Social Media Links Sources

Aliases are other names this Account may also be known by (e.g. International Business Machines is also referred to as IBM). These aliases are included in account searches.

tier2 ¥ tier3 X I +
| |

tier [x]
€

Click the tab Aliases and note that you can enter multiple values separated by pressing enter and then
click the + sign and they’re all added. The tab “Sources” also allows for multiple value selections.
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