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User Guide 2022.2

Purpose

The purpose of this document is to provide users with the details of 2022.2 new features including steps

and screenshots.

Advertising Module

Start Date Entry and Match Days of the Week when Copying Lines
When copying a line item to another line item on a campaign from the quick line entry, there’s an option
to choose the start date and match days of the week from the original line to the copied line.

Navigate to a campaign and click “Quick Entry” and choose the option to copy a campaign line. You can

enter the start dates.

Main Menu  Ad Home  Customers  Campall — quIcK LINE ENTRY )

- |

Revenue Allocation

Production Contacts
i~ Tearsheet Contacts
i~ Generate Propesal / Confirmation
I~ Attachments
- Invoices & Payments
I~ Rep Commissions
- History of Changes

[~ Go to CRM View

- Go to Advertiser View

Check the box “Match

x
-
Select a Package - p or Select a Product -

[chis will fist clear the grid]

Or Copy f — and an Ad Type

this wil first clear

Campaign

ot [e30s I-

— And a Rateline N
[¢his will add 2 line to the top of the grid]

DS  Category MetaData

Delete All Lines Book All Issues Default Pricing Contract ~  Discount Percent  0.00000 % of Net -

- No Records -
1 COPY OPTIONS x

Start Date

+

Tuesday. March 1. 2022

Match Days of Week

s T

Cancel Add Lines

Days of Week”. And click Add Lines.
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a 7 QUICK LINE ENTRY & x l
H

Select a Package -2 or Select a Product
B [zhis will first clear the grid]
Or Copy from Campaign — and an Ad Type T
. . . 9308 @
this will first clear the grid
— And a Rateline =l
[this will add 3 line to the top of the grid] I
Category MetaData
=1
Delete All Lines Book All Issues Default Pricing Contract ~ Discount Percent  0.00000 % of Net =
©  Astronomy Magazine 275 T 1214 1 Page Display T 332022 NR - 1 380.00 380,00
" All v | Multi-Select CHECK INVENTORY ESFECTIVE RATE
380.00
VIEW PRODUCT INFORMATION ATECARD RATE
©  Blackfeet Nation 276 v 1215 comM Cultural ~  3/1/2022 CPM 2 10,000 10.00000 100.00
# INV < 3/31/2022 (CHECK INVENTORY EFFECTIVE RATE
VIEW PRODUCT INFORMATION TETTTD
RATECARD RATE
©  Astronomy Magazine *  Per Word ~  Listings - 3/3/2022 Low < 1 10.00 10.00
* ~  Everywhere ~ | Multi-Select ESFECTIVE RATE
VIEW PRODUCT INFORMATION 10.00
RATECARD RATE
€  Astronomy Magazine ~  Per Word - Listings - 3/7/2022 Lcw - 1 10.00 10.00
we ~  Everywhere »  Multi-Select EFFECTIVE RATE
VIEW PRODUCT INFORMATION 10.00
RATECARD RATE
ler
Running Total 500.00

Note that the Start/End Dates days match the copied days of the week wherever possible. So, if the
original issues are on a Monday, Wednesday and Saturday, the copied lines will also be on Monday,
Wednesday and Saturday.

Then the system prompts you whether to copy material, targeting and other line details tab information.
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(1 QUICK LINE ENTRY

Or Copy from Campaign

this will first clear the grid

Delete All Lines Book All Issues

9309

— and an Ad Type

— And a Rateline

[this will add a line to the top of the grid]

Lines Category MetaData

Default Pricing Contract

~ Discount Percent

0.00000 %

of Net -

Astronomy Magazine
WP

€  Blackfest Nation
B

Q Astronomy Magazine
WP

[x] Astronomy Magazine
WP

View Package Inventory

275

1214

1Page

VIEW PRODUCT INFORMATION

EEN — COPY x 0 - 10,000
CHECK INVENTORY

VIEW Pl

Per W

VIEW P|

Per We

VIEW Pl

Copy Targeting, Material and Other Line Details

Display i
All o

3/3/2022

Multi-Select

Cancel

Copy

NR

CHECK INVENTORY

NOT INVENTORIED EFFECTIVE RATE

Cancel Check Line

380.00 380.00
EFFECTIVE RATE
380.00
RATECARD RATE
10.00000 100.00
EFFECTIVE RATE
10.00000
RATECARD RATE
10.00 10.00
EFFECTIVE RATE
10.00
RATECARD RATE
10.00 10.00
10.00
RATECARD RATE
Running Total 500.00
Inventory Create Lines

If you do want the copy, then the flag must be at a “Yes” value and you can click Copy.

G/L Override by PIB Code

G/L Code Override is available by PIB Code on the Product Setup screen. This allows campaigns with a
PIB code set for the override code to have them posted against this override G/L Code.

Navigate to the menu Setup -> Product Setup -> G/L Overrides node and choose a product from the

drop-down.
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lysis  Setup

(]
PTD:L:;’E‘J;(:I:)UD Product Analysis Publication Analysis Digital Delivery

- PRODUCT GROUP SETUP
- PRODUCT SETUP Product Astronomy Magazine '
i~ Product Listing
i G/L Defaults
Product Details
Material Handling Receivables G/L Code 01*00*0000*00*0148 ACCOUNTS RECEIVABLE
Audience Revenue G/L Code 01*00*0002*00*0000 WEBSITE REVENUE
Demographics X .
Agency Comm. G/L Code (01*00*0007*00*0000 Agency Commission
G/L Overrides
GL Overrides Import G/L Type Overrides
Tax Overrides | € =
71 PRICING RULES m Revenue G/ Code Revenue G/l Name Agency Comm. G/1 Code Agency Comm. G/L Name .
| i~ Ratecards -- No Records --
Price Adjustments G/LType Revenue G/L Code Revenue G/L Name Agency Comm. G/L Agency Comm. G/L
Auto Adjustments Lotz SETS
:_1 SECTIONS & POSITIONS - +
! Sections Industry Code Overrides
I Sections Import | 08 =
Pasitions _ Revenue G/L Code Revenue G/L Name Agency Comm. G/L Code Agen(.y Gt .
Inventory by Position
. 01*00%0000*88*3700 DIGITAL BANNER 01%01*0003*00%51 2! AGENCY COMMISSION
Positions Import REVENUE
i Copy Sections/Positions Industry Revenue G/L Code Revenue G/L Name Agency Comm. G/L Agency Comm. G/L
I ISSUE-BASED SETUP Code Code Name

Published Dates # - +

Choose the Industry Code from the drop-down, enter the G/L code or type a partial name of the
revenue code and the system displays your options. Choose from them and repeat for the Agency
Commission G/L code. Click the + to add.

Repeat for several PIB Industry Codes as needed and click the Save button.

Create a campaign with this PIB code and bill the invoice. Click the Invoice Details.
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- 2

UG, Sl UTUIYE UL et l T

AF/R INVOICE DETAIL

Invoice ID SH15128175T = Source Module INET m m
Invoice Date 2/7/2022 Financial Period 2022-02 Amount 999.00
Entry Date 2/7/2022 G/L Post Date Unposted Tax 0.00
Due Date 3/9/2022 A/R Batch IN2751T Balance 999.00

Attachments

[ Other Details

I Payment Details - Local Currency F
| 0=
—yrS polint ke appled peiod
-- No Records -~
I G/L Details - Local Currency H
| @3
G/L Code G/L Description Debit Amount Credit Amount
01700*0000%0070148 ACCOUNTS RECEIVABLE 999.00 0.00
01*00*0000*88*3700 DIGITAL BANNER REVENUE ? 0.00 999.00
Order Details T
| M8 &

The G/L Revenue code displayed is the new PIB override G/L code you entered on the product.

Change Art Work Status
User can change the art workflow status in the production report screen.

Navigate to the menu Production -> Production by Print Product. Select the query criteria and the data
displays.

Ending on or Belore

£}

Filter by Mat. Status.
Filter by Sections
Filter by Ad Types

Filter by Controllers.
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Check the box for the order and select “Change Artwork Production Status”. The pop-up screen displays
the options for status, and you can choose the new status.

Refresh the screen and you can also select “Configure Output” to display the artwork production status.
Choose the field “Artwork Production Status”.

ainMenu  AdHome Customers Campaigns Production Billin

Rafrash Screan w/ Filtars | |

nge Artwork Status

Nane

Save the configuration and the field then displays the new status for this campaign.

Foreign Currency Field in Create Account from Campaign
The currency field is added to the abbreviated customer creation screen from campaign entry.

Navigate to create a new campaign, and then click the + by the Advertiser field.

MainMenu AdHome Customers Campaigns Production Biling Analysis Seup & ©

0 NEW ADVERTISER

Company Setup [T S
New Record Type

Product/Groy

Phone No.

Company (Advertiser)

Account Name Mobile Fax
Client Type PiB/Industry Code Website
I Campaign Explorer _ I Campaign Setup <
2 campaign omnaton Multipla Brands Email
m
i No, This Advertiser Uses One Brand -
Campaign Bill
PG SRI TR ooy i Agency Name Country
Campaign Descriptio Search UNITED STATES
Advertiser ID Billing Currency Address
AdvertserNamse | '
Advertiser Address  CANADIAN §
DONOT USE
EUROS Postal Code
POLISH ZLOTY !!
Brand Pounds stering iy
TERLING
Agency / Bill-to STERLNG
shirley's currency State
UAE Dirhams. MINNESOTA
o US DOLLARS (INACTIVE)
roEE T Billing Contact . !
Billing Address.
Validate Address  Cancel Create New Account
« »

Note the Billing Currency field is available to choose from and apply to the account and the campaign.

Page 8 of 43



Bulk Status Change Report Date Range
Bulk Update Campaign Status Report has a date range search criteria instead of previously one date
only.

Navigate to the menu Campaigns -> Bulk Update Campaign Status.

= &

Home Product/Group Analysis|  Product Analysis ysis | © I Digital Delivery PinPoint

BULK UPDATE CAMPAIGN STATUS \

Product Group from Campaign Sales Rep Status Codes Campaigns Running on or Atter “"‘P““i"' Running on or

Shirley's Nature Groups (SHNA) = High, Shirley ~  Confirmed-Ready to Bill (CO). Quote 1- Early Pipeline (26%) (Q1). Quote 2 - Proposal sent (49%) ( ~ 4172022 M an2022 ® Get Data

Bulk Change Status

Drag a column header and drop it here to group by that eolumn
| @2

Total with Tax New Status

Choose the criteria including the “Campaign Running on or after” date and “Campaign Running on or
Before” date. The campaigns running before or on or after or on the date specified display. Note that
the date is also not required to display data.

Campaign Approval Scope and User Selection
Approval Scope of a Campaign can be selected, and users chosen to be assigned to perform the
confirmation based on the discount percentages allowed.

Navigate to the menu Setup -> Amin -> Group Security -> Advertising Security. Check the box “Proposals
Require Approval by Manager Before Sending.

ALLOWABLE DISCOUNTS & CAMPAIGN APPROVALS o

PROPOSALS REQUIRE APPROVAL BY MANAGER BEFORE SENDING

When setting up an advertising salesrep ID one can set one or more approvers an the ID. If campaigns require approval, the approver will be emailed and
campaign can only be sent to customer/moved to approved status after approval.

Navigate to the menu Setup -> Salesrep setup -> Salesrep Maintenance. In the section “Alert via Email
when Campaign Approval is Required”, choose a user name from the drop-down by checking the
name(s) you’d like to perform the approval. The recipient of the approval request by default is the first
name on the list in the Salesrep Maintenance screen described below under the section titled “Alert via
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Email when Campaign Approval is Required”. This is regardless of the discount percentage limit listed for
this recipient to approve.

These names are the user IDs within the system.

Alert via Email when Campaign Approval is Required

Notify the Fallowing via Email -
o
Q
L)

C] Wayne Burrows (WBURROWS)
C] Shirley High (SHIGH)
Aded 1 New Line (] pureza Monticlan (PM2020)
E] Pamela Morzles (PAM)
E] Ray Phelan (RAY)
Commissions [ Jeff Shine (5]
[ kelly smith (xSMITH)

Navigate to the menu Setup -> User Security. Scroll to the section “Production Settings”. Check the flag
“l Can Approve Campaigns”. When set to Yes, this allows the user to be linked as an approver on the
Salesrep Maintenance screen.

Production Settings

CC Self on Production

Emails

Production Controller
| Can Approve Campaigns
Campaign Approval Scope | Can Approve for Anyane -

Default Home Page Executive Home Page &MNavigation -

The User must have an email address otherwise, the system will not know where to distribute the email
notification. The email address can be added per user within the User Administration screen where you
can add, edit and inactive users.

The next field “Campaign Approval Scope” in the User Security screen determines what the user can see

and have access to when launching the Campaign Approval screen. Choose the level of approval to be
one of the following:

a. Approval for anyone.
b. Approval for anyone in the same Security Group only.
c. Approval for any Salesrep assigned to me only.

I Can Approve Campaigns

Campaign Approval Scope | | Can Approve for Anyone -

I Can Only Approve Campaigns Assigned to Me
Default Home Page . . .
| Can Approve Campaigns Assigned to Anyone in my Security Group

| | Can Approve or Anyone
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Once this access is established, this will control the Approved Users who you will have access to and

what campaigns you can approve.

Navigate to the menu Campaigns -> Campaign Approvals.

CAMPAIGNS PENDING APPROVAL

| Approval User(s) i loia ] B Product Group from Campaign  Dema Group (DENC) - Get Data ‘

=

[ Shirley High (SHIGH)

a column header a
] Prees Mersicn (V2520

E T
[ Pamela Morales (PAM) | 0=
- d Discount Approval roval
'E ' Ray e (RA“ m Rep:uezted On M
[[] Jeff Shine (JS)
[ Kelly Smith (KSMITH) T T T T T T

Select the approval user from the drop-down and the product group of the campaign.

Note that the system defaults all users to the I Can Approve for Anyone option as this was the current
design of the Campaign Approval screen if one had access to it and would cause no disruption as to how

it is currently designed.

Ratecard Import Advertiser and Advertiser*Brand Multiple Entries on One
Line

Ratecard Import template allows for specifying Advertiser(s) ID and/or Advertiser ID*Brand ID multiple
entries separated by commas. This applies to both Display and Classified Ratecards.

Navigate to the menu Setup -> Import/ Export Ratecards. Click the node Import Ratecards (Standard or
Classified).

In the template, enter the information in the column “Client” for the Advertisers separated by commas
and advertiser*brand also separated by commas for multiple entries.

File Home Insert Page Layout Formulas Data Review View Help P Search 1% Share (=]
fea) — T .

0 & Calibri S - NN EE= P BwepTe General N ﬁ @ fj @ E% @ %V /O é
Sl 1
Paste ) === = ) Conditional Formatas Cell Insert Delete Format Sort & Find & Ide

U« Fisl - A - = = = €= 5= I - - 9 0 .0 -

- B IU-m = S == ZEE ElMerge Center $-% 9 5% Formatting - Table = Styles ~ - - € Filter ~ Select -
Clipboard = Font g Alignment 3 Number g Styles Cells Editing Ide:
Hg v S

E F G H | J K L M N
1 |Apply Frequency Discounts without Contract Client Type Client Currency ID Edition Start Date End Date Color Line Description Allow Description Overr
2 256348%A1, 255544, 244539%A1 2/16/2022 2/26/2022 Cost Per Word Y
=l
4
5

For example: 244539*A1, 244534, 256554*Book

Continue to fill in the remaining template columns as needed and save the file. Select the file to upload
it to Naviga. It's always recommended that you click “Test Import File” to flush out all errors in the
template before you import it. Then proceed with the import.

The file is imported and can be viewed in the menu Setup -> Product Setup -> Ratecards.
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PRODUCT RATECARDS

Procluct Setup Ratecards
# PRODUCT GROUP SETUP Product Ratecard Type Client Type Start Date
=1 PRODUCT SETUP
E College World ~ Listing / Liner Rates © - Wednesday, February 16, 2022
- Product Listing
1+ Product Details Selection Type Client(s) Category Tree End Date
| Material Handiing Only Active and Future Ratecards ~ SE_a Bass Hills - Condos (256348"A1) - Saturday, February 26, 2022
! private (255544)
| Audience Ratecard ID LINDY LINDEN - Book (244539*A1) Currency
i Demographics 202216 T New Add / Edit Clients M
I oA Gverrdes Ratecard Description Default Frequency Rate Discount Schedule Edition
|+ 6L Overrides Import ) ) =
! Classified 2022 Three Clients <
|+ Tax Overrides Preview Frequency Discount Schedule
'z} PRICING RULES Apply Frequency Discounts without Contract Only Allow this Ratecard on Packages
Price Adjustments
Auto Adjustments

Note that the field “Client” is now populated with these advertisers and their brands and will be
available only for these clients in line item entries.

Engage Portal Lookup
Client Engage Portal for Salesreps allows for search on a client by brand.

Navigate to login as a Salesrep to the Portal.

naviga Logout

My Customers

+ Create a New Account | ? Look-up an Account

Type here to Search

Map

Account Type  Customer Address City State Zip/Postal ~ Country Phone
_ Arts of New York 98 Artsy Road
77 Advertiser Account ID: 254911 NEW YORK, NY 00002 NEW YORK NY 00002 UNITED STATES pRessses
Go ta Website UNITED STATES
8900 George Street
_ Bernard Shaw Eirst Floor
7 Advertiser Account ID: 254910 Suite 100 Tarrytown NY 10591 UNITED STATES i i
Go to Website Tarrytown, NY 10591
UNITED STATES
8900 George Street
Bernard Shaw First Floor

Click the “?Look-up an Account”. Type the full or partial advertiser name, brand name or ID and the list
displays a list of matches.

Ratecard Line Discount Schedules Exclude Maximum Discount in Security
The Ratecard rate including the discounts set on the Ratecard by a schedule or other means apply to the
order disregarding the security setting of the maximum discount allowed on the user group.

Navigate to the menu Setup -> Admin -> Group security -> Maximum Discount field and set it to 1%.
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igns _Production

THIS VALUE

for approval if campaign valus excesds value in this fie

~ PROPOSALS MUST BE APPROVED IF THIS PERCENT DISCOUNT ON ANY LINE EXCEEDS

—~ PROPOSALS MUST BE APPROVED IF THIS AVERAGE DISCOUNT PERCENT IS EXCEEDED ON A CAMPAIGN

Only email if the sum total of all campaign lines exceeds this discount percentage versus the sum total of all ratecard prices on the campaign

MAXIMUM TOTAL PERCENT DISCOUNT < m—

es still qualify - and if not will remove them. Note: This cannot remow

when updating or deleting lines, this option will insure that applied incent

AUTO ADJUST OVER-APPLIED INCENTIVES - ONLY FOR THESE SELECTED STATUS CODES

Campaign Header Security

FARADAIAM LEARED CEFTIDITY

Save the settings.

Navigate to the menu Setup -> Product Setup -> Ratecard and choose the product and the Ratecard.
Choose a discount schedule which is preset in the menu Setup -> Advertising Setup -> Frequency
Discount Schedule. Save the Ratecard.

PRODUCT RATECARDS

duct Setup Ratecards.

fi- PRODUCT GROUP SETUP Product Ratecard Type Client Type Start Date
= PRODUCT SETUP

1,2022

Astronomy Magazine - Print Rates

Selection Type Clientis) Category Tree End Date

Only Active and Future Ratecards - Saturday. Decemb
Ratecard ID Currency
- E

273 T MNew Add / Edit

Ratecard Deseription Default Frequency Rate Discount Schedule edition

Pnnt 2022
= PRICING RULES Dlacounts whthout Contract Only Allow this Ratecard on Packages
Mo
rice Adjustments \
o mo New Line View Change History Create from Size Table Copy lines from anather ratecard  Sort by Descripti

SECTIONS & POSITIONS

import

< ISSUE-BASED SETUP

Publ

Navigate to create a campaign for this product and apply the conditions to satisfy the discount, such as
10% discount for a 3 issue frequency in the same order.
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[ WM Creatives /Materisls  Production Notes  Other Options  User Defined Fields  Category MetaData  Rep Assignments  Affidavits

Adverti Product Astronomy Magazine Size - Pricing per Issue

Brand  AdType Display Advertising G/LType Print Display . Ratecard Flat Fee 400.00000
Contract - Color = Adjustments ~40.00000

" Agency

Stars  Editionts) - Section Display - Adjusted Flat Fee 360.00000
Ratecard erint 2022 = Position Al M Total for all Issues.

Incenth
Ratecard Line ID 1214 - Torget - Total Amount 1,80000

Adcelle Demographic

L 1 page Use Edition Spiits e Estimated Tax 36000
Lines / Page Eq. 420 1.000 Estimated Total 2,160.00

dience Reach Send a Confirmation

~  Frequency Braak: 3x Discount Gross -10,00000 % -s000000 @

Linked
Add 1 Newline  * +

bition Order New Exhibition Order

/devdiaital/ad/campaian line orint?ID=247968c=93358w=WP&r=0&mapo=1&mwndrnd=07490161093331311# Line Cancel Save Changes -

The system allows you to create the line with the discount and doesn’t alert or stop the line from being
created.

Digital Line Start and End Time
Digital Lines on campaign entry screens include start time and end time fields for the ad to start and
end.

Navigate to the create a new or edit a campaign and add a digital line item for a digital product.

Main Menu  Ad Home  Cu [ ———

Creatives  Custom Fields Production Notes  Category MetaData Sales Repi(s)

A

Home

Blackfeet Nation Section Cultural - Ratecard Flat Fee 20000
Flat Rate Position Mandatory Position ha Adjustments. -14.00000
- Dimension(s) Medium Rectangle (300:250) (300:250)  ~ Adjusted Flat Fee 186.00

Ratecard SH2020-2021 - G/LType On Website Advertising - Share of Voice

]
CAMPAIGN
I- C-lmpnlgn Explorer . Description R Estimated Tax 930 _

Ratecard LineID 677 - Material Status - Allocated Amount 18600

- Estimated Total 19530

(YL MNP Tracking Services  cngagement Tracking  Adjusti.. -
Start  3/1/2022 B 100PM © End 3302022 B 1200AM (€] TotalDays 30  Proportion Values by Number of Days in Month -
e Picker

Campaign Production Fon (YNNI Day ™ : - B rcoam | 200aM

Digital Serving Analysis

4:00 AM 5:00 AM

Co-op Billing ] 600AM | T00AM | EBO00AM |

S00AM | 10:00 AM | 11:00 AM

1200PM | 1:00 PM 200 PM

Revenue Allocation

300PM | 400PM | 500PM
Production Contacts S00PM | TOOPM | 800PM

e S0OPM | 10:00 PM | 11:00 PM _
Generate Propasal / Confi

Attachments Reach Send a Cor

Invoices & Payments

Click the clock icon by the Start date and choose the time when the ad starts running and similarly
choose the end time. Save the line.
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Material Record Displays Order ID
Material ID records display the order and line IDs attached to them even if the material isn’t attached to
a particular issue in a multi-issue order.

Navigate to the menu Campaigns and create a new campaign for multiple issues on one line item.
Add a material to the line. Save the line.

Navigate to the menu Production -> Materials by Advertiser. Search by the advertiser in the campaign

m
I

m=

Ratecard

Oct Nov Dec Price |

%2 | 222 | 2022 | 2022 | variance
%

0.00 000 000 000 355556

Irder New Exhibition Order
Save Changes B=

e Total
Tax Amount ot | it | Removel

Click the link to that material and note “Orders Using this Material” tab contains the orders and lines
where the material has been added to the campaigns.

Salesrep Import Limitations
Salesrep Import template doesn’t allow special characters and on import, the system removes them and
also converts all lower case letters in the Rep ID to upper case.

Navigate to the menu Setup -> Salesrep Setup -> Import Salesrep.

Download the template and enter the rep ID to be lower case and special characters. Fill in the
remaining data.
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£ Search & Share  H Co

File Home Insert Page Layout Formulas Data Review View Help
= ¥ a v | = = 7 y-" Z-A
‘ i Jin A K| == % Bwapted Te - & % = p &
(| o = v mwew E G @SSE L0
Paste .l A .|l ===1==8 . .0 «o oo | Conditional Formatas Cel Insert Delete Format _ Sort&Find &  Ideas
- g B I U-|iH A-|S== E= Evegeacens $-% 9 W g~ Table- Stles- | . .- € Fiter- Select -
Clipboard Font Alignment s Number Styles Cells Editing Ideas
A2 v i b b
A B = D E F G H I
1 [ID Full Name Primary Group ID  Primary Group Name Territory ID Territory Name Email Phone Mobile
bb@msgl.com 8975554444 89766%

2 [bb _BillyI Bob SH Shirley's Group
=

4 \

3

Save the template.

Browse to choose the template and click Import File.

The system imports successfully. Click the Salesrep node.

Customers Campaigns Production Billing Analysis  Setup

@ - = @

Product/Grou . A . Campaign Budget - . L
/Group Product Analysis Publication Analysis paig 9 Digital Delivery PinPoint

Sales Activi . .
ty Analysis Analysis

SALES REP MAINTENANCE

=l Sales Rep Setup
Groups Sales Rep ID BB v New _
Tertories Sales Rep Name Billy Bob
Import Primary Group Shirley's Group M
Export Territory P
Phone 28975554444
Mobile 8976654444
Email Address bb@msgl.com
Reference ID
Comment
Outside Sales Rep No
Inactive No

The system changes the Salesrep ID to all upper case and no special characters.

Ready to Sign Flag on Confirmation
On generating a confirmation email for a campaign after a quick line entry, there’s a flag to mark the
campaign as “Ready to Sign” which you can check. The field allows user’s advertiser to view the

campaign on the portal and sign it.

Navigate to create a new campaign and use the quick line entry to enter the line item.
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[Home  Customers ~ Campaigns  Production  Billing  Analysis

. Sales Activity Product/Group Analysis Product Analysis Publication Analysis &, y‘):}l‘ga;:;j:dget Digital Delivery Advertiser Ranking .
]

IOWA CITY, IA 52240

Tel: (800)565-4444 Status Proposal

Marketing Campaign

Order Contact Hawk Eye . lumber 434343

@) Would youlike to generate a proposal

Production Controller Shirley Hi & socument? .

Campaign Manager Shirley Hi Yes No al Campaign D
Revenue Period Override v
Invoice/Form Detail Level Show Each Line - Including Costs v
Marketing Content Template M
Signature Template -
Ready to Sign No
Signature Received No

|,

The system prompts you to generate a proposal. Click Yes.

Main Menu  Ad Home  Customers jigns  Production  Billng | o cenerare emaiL / POF

Document Template

S Al e .y

Ready for Signature (Setting this option will make this proposal visible on the portal)

Product Group ‘
Order Contact
Production Controller emkE IOWABmsglcom
Campaign Manager
hLine - Including Costs
Other To

(| Send separate emails to each recipient
c«

Subject

Campaign Order 7804 Cancel Save

Attachments
0

Email Body (if sending a PDF attachment)

Note the flag “Ready for Signatures”. Check the flag if you’d like your advertiser to see this campaign on
the portal and sign it for approval.

Your advertiser can now view and approve this proposal on the portal.

Frequency Discount Day of the Week Filter

Incentive Setup based on frequency includes a filter on matching day of the week as a qualifier and
where the incentive is applied. This only applies to line items where all issue dates match the selected
day(s) of week set in the application.

Navigate to the menu Setup -> Advertising setup -> Incentive Setup -> Frequency Incentive.
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Main Menu  Ad Home  Customers

Campaigns  Production  Billing Analysis Setup db # €8 ] @ Logout

Sales Activity P’Di'ﬁ/y(:i’f“p Product Analysis Publication Analysis La’“‘i\a’g‘vgt‘dge‘ Digital Delivery Advertiser Ranking '
|

Farm Journal Niagazine (F))

=l Incentives Setup

= Multi-Product Incentives
Basic Settings
Notes
Qualifiers
Discount Rules
Application Rules

4 Volume Spending Incentives
Basic Settings
Notes
Qualifiers
Discount Rules
Application Rules

3 Insertion Frequency Incentives
Basic Settings
Notes

Discount Rules

farmers (FA)
Keraza Newsletter (PK)
Migrating Bird:

Mystery Stor

No Section
No sections (NS)
Parks and Recreation (PR21)
Police Website (PO)

Run of Network (SRON)
SH- Baked Goods (BG)

SH University Pub (SHU)

SH University Pub 2 IIS‘ILZ',\/ -

MATCHING DAY(S) OF WEEK

Friday

Application Rules (i
Incentive Discount Rules

INCENTIVE DISCOUNT RULES 1or

Setup the frequency to be any number with the respective discount percentage. For example, frequency
of 2 with a 5% discount and 3 with a 10% discount.

Scroll to the Qualifiers section and choose from the drop-down the day(s) of the week you’d like the
frequency above to match. For example, the two issues must fall on these days of the week to meet the

discount set. If the line item has two issues which both fall on this day, then the qualifying condition is

met.

Scroll to the section of the Application Rules and in the field “Apply to Days of Week” select all days in
the order on which the issues fall.

MainMenu AdHome Customers Campaigns

n Biling Analysis Setup 4 = & (3 @ Logout

Publication A

APPLY TO DAY(S) OF WEEK

/ Tuesday, Friday

This field rule only applies to line items where all issue dates match the selected day(s) of week set here.

Partial issues applying to the days will not allow this discount to apply to the order.

Save the incentive rule.
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Navigate to the menu Campaigns -> Create New Campaign and enter line items to match the qualifying
day(s) above and the number of issues to qualify for the frequency on those days.

=1 EDITING FLAT FEE LINE: 18470 & x

ivi Line Details Creatives / Materials Production Notes Other Options User Defined Fields Category MetaData Rep Assignments

B product SPCA Magazine Size 1/2 Page (4x5.5) - Pricing per Issue
Ad Type Display Advertising G/L Type Print Display v Ratecard Flat Fee 400.00000
Contract - Color ~ Adjustments 0.00000
Edition(s) - Section Anywhere M Adjusted Flat Fee 400.00000
Ratecard Display - Position Anywhere - Total for all Issues
Ratecard Line ID 891 v Eti?graphi: - Total Amount 1,600.00
Description Display Estimated Tax 0.00
Lines / Page Eq. 420 1.000 Estimated Total 1,600.00

Line Details Zones Adjustments

Select Issue Date(s) to add

Proportion Val Evenly by Issue

Friday 1 April 2022 400.00

Tuesday 5 April 2022 n 400.00 M M (x}
Friday m u 400,00 - - <}
Sy 22 April 2022 40000 - - (x]

If the frequency incentive package is for 3 issues to apply for the discount and the qualifier day is Friday,
then the line items must be 3 issues all falling on a Friday. There can be more lines for issues on other
days for example a Tuesday. Tuesday and Friday both must be the days chosen in the Incentive Setup
above in the Application Rules” section.

Save the campaign. Then click the button “Check Incentives”.
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2 INCENTIVES FOR CAMPAIGN 7807 f

I Selected & Available Incentives Achievable Incentives

Qualifying Incentives are listed in the grid below. Use the line expand feature to view which line items on this campaign will receive the selected incentive.

Not seeing an Incentive you are expecting? Click here to check a specific Incentive.

Next

Qualifying Qualifying Incentive
Discount Level Exclusive

Amount Discount

Percent

Incentive - N Qualifying Incentive
Desaription lenelives Btize Qty | Escalation Level

v SH-Frequency Insertion Frequency Discount * Product Group = Nature 3.00 2-3 -10.00% -160.00 0.00%
Gross Valid Through Tuesday, November 1, 2022 Pubs and Digital (NATS)
* Ad Type = Display
P e Advertising (MR)
* Product = SPCA Magazine
(SPCA)

Format = Magazine (PUB)

INCENTIVE DISCOUNT - APPLIES TO THESE LINES

Already .
e o o
NR q

Incentive
Amount Already
Applied

18470 SPCA SPCA Magazine Display Advertising 1,600.00 0.00%
1,600.00
Cancel Apply Selected Incentives

Apply the incentive based on the setup above. If it doesn’t match, then the system displays it in the
Achievable Incentives and instructs you on how to qualify for the deal.

Pinpoint Analysis Drill Down
Pinpoint Analysis includes “Ad Type” as a Drill Down option.

Click the tile menu “Pinpoint Analysis”.

Main Menu  Ad Home Production  Billing  Analysis  Setup

FINFUINT ANALTD3ID

Product Ana

Apply  Templates

[LNENI Dot Navigator  Security  Minimize
Rep Selection First Level Analysis This year Last year Difference Ditference %

Brand Repls) *  Product Order Date Math Column *  Math Column

Start

Get Data

2021 [ | End Date

Entered Before

Charting Column: This yer v PieChat | v +Values v Get Orders Suppress Zero Amount Orders [l Quwotd Refresh
Choose the template from the drop-down menu, choose the search criteria and click “Get Data”.

The data displays in graphical and numeric forms.
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Main Menu  Ad Home

Security  Minimize

Analysis History (A listing of the drill downs you have made) Drill Down to:

1: Product Sales Rep Fields Move to Top
Territory

Sales Rep
— 0| Do

Charting Resuts Currency

Charting Column: This yer = Section Get Orders Suppress Zero Amount Orders Quoted Refresh

| @ =

SH- Baked Goods: 1.40% Position

o
=

e SH University Pub 14.276,00 000 14.276,00 100.00 58.92%
Product = SHU, AST, SPCA, BF, BG. DEMO10,
- Astronomy 721800 8712500  -7950600 EIR 275
CR FJ, Fi DEMO18
SPCA Magazine 1.933.00 306500 -113000 3688 7.98%
Blackfeet 46100 11920800  -118747.00 59561 1.50%
w SH- Baked Goods 240.00 6.285.00 -5,845.00 -8459 1.40%
DEMOI0  The Star Daily Newspaper 000 1505000  -15.05000 -10000 000%
Astronomy: 29.79% CR Canadian Rockies 0.00 6,029.00 -6.029.00 -100.00 0.00%
. ] Farm Joumal Magazing 000 72600 72600 -10000 0.00%
= SH University Pub: 58.92%
A farmers 000 2000 -2000 -10000 000%

Check the rows you'’d like to drill down into and click “Drill Down”. The pop-up screen displays and when
you scroll down, you'll see the field “Ad Type”.

[<H<N<N<N{

Choose “Ad Type” and click OK.

2 AdType
1: Product — SHU, AST, SPCA, BF, BG, DEMO10. CR, F). FA. DEMO18

Move to Top

Drill Down

Charting Results

Charting Column:  Thic year v PieChart  * +Values ¥ Get Orders Suppress Zero Amount Orders

Flat Rate Fee: 041% |

Cost Per Thousand: 2.89%

Inserts: 3.00% <

L

0O ™ Display Advertising 2267800

O ns Inserts 750.00

0O oM Cost Per Thousand 701.00

0O m Flat Rate Fee 10000

0 CLS Cast Per Agate Line 000

O CLS Column-inch 000

0 (LS Cost Per Word 000

0O m Cost Per Visible Line 0.00

0O oo Display Column Inch 000 210600 2.106.00 10000 0.00%
0O ose Display 000 20000 -200.00 -100.00 0.00%
:J oM One More 000 533.00 -533.00 -100.00 0.00%
0O ra Per Column Inch 000 4056.00 -4,056.00 -100.00 0.00%

The data displays by Ad Type in graphic and numeric form displaying the AD Type in its own column.

Color in Orders by Product Report
New configurable field “color” description is available to Orders by Product report.

Navigate to the menu Campaigns -> Orders by Product. Scroll to the tab “Configure Output”.
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ON SCREEN COLUMNS
Reset Configuration Save Configuration
Awvailable Grid Columns > Selected Grid Columns
Height in Centimeters « Advertiser ID
Width in Millimeters Product
»
Height in Millimeters Line ID
External Campaign ID ' Campaign
Campaign P.O. Number Type
Status Description Description
Ad Server Line ID Sizes
Brand Status ID
Agency ID Advertiser
Agency Line Type
Indlustry Code Order Sales Rep(s)
Indlustry Name Rate
Line Start Est. Qty
Line End Actual Qty
Section ID Package Name
Section Name Campaign Manager
Position ID Columns
Position Name Column Height

Available Export Columns
Product ID

Ad Type ID

Ad Type

Format ID

Format

Marketing Campaign ID
Marketing Campaign Description
Campaign Deseription

Campaign Manager

RON.

Widthin Points
Height in Points
Widthin Agates
Height in Agates
Columns
Column Height

Width in Inches

EXCEL EXPORT COLUMNS

Reset Configuration Save Configuration

+  Selected Export Columns
Product

Line ID

»

Campaign

Type

Description

Sizes

Status ID

Brand

Line Type

Order Sales Repls)
Rate

Est. Qty

Est. Gross Amount
Est. Net Amount
Actual Qty

Actual Gross Amount
Actual Net Amount
Currency

Page Eq

Click the “Color” field and click the right facing arrow to move the field to the right side under Selected

Grid Columns. Click Save Configuration.

Click the “Selected Campaigns Lines” and run the query.

Main Menu  Ad Home ~ Customers ai on  Biling  Anal Setup

--

Selected Campaign Lines [0 YL PEeY

Performance

mance Page 1Page

Performance 1 Page 1Page

Quoted Amounts

Advertiser

#TS Shiey High 555.56000

The Color column displays in the results and displays values for orders with the Color values filled.

Product Group Ratecards

Ratecards are designed for Product Groups to cover Print, Digital and Classified AD Types.

Navigate to the menu Setup -> Product Group Setup -> Group Ratecards.
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Main Menu  Ad Home Customers Campaigns Production Billing Analysis Setup & = &8 3 @ Logout

Product/Group Campaign Budget

Home Sales Activity AN Product Analysis Publication Analysis Analysi Digital Delivery PinPoint Advertiser Ranking Commissions
alysis alysis 2 =
I Product Group Setup - Ratecards
PRODUCT.SRO0UP SETYF Product Group. Ratecard Type Client Type Start Date
Nature Pubs and Digital - Print Rates ®
Selection Type Client(s) Category Tree End Date

Only Active

Ratecard ID Currency
224 ~  Add/ Edit Ciient
New Default Frequency Rate Discount Schedule —

Ratecard Description

PRICING RULES

Frequency Discount Schedule
Only Allow this Ratecard on Packages

Apply Frequency Discounts without Contract
No _

No

PRODUCT SETUP

New Line View Change History Create from Size Table Copy lines from another ratecard  Sort by Description

or1 (B racesz= 1 [N

| Cotor | tine Desc. Lines | AdType | GALType Columas | ST I’;‘:"“"" ‘ES“"“

Click New and choose the Ratecard Type. Add the line similar to entering any product Ratecard. Save the

PRICING RULES

Ratecard. Note that the “Only Allow this Ratecard on Packages” flag is ineffective at this point. Group
Ratecards do not support packages.

Click the node “Price Adjustments” to add a price adjustments.

oduction  Billing ; ® & @ logout

a e, & alle

Product/Group

Analysis Product An s Digital Delivery PinPoint Advertiser Ranking Commissions.

PRODUCT GROUP PRICE ADJUSTMENTS

PRODUCT GROUF SETUP Product Group

Nature Pubs and Digital

Apply Sort Add a New Line

CLS Column-| ~

Price Adjustments -+ Peen v [ No - 3 O CLS Cost Per ) = ~  ApplytoAlinsertior = (] o

& PRODUCT SETUP

Enter the details on the line and save the price adjustments.
Click the node Auto Adjustments to tie the adjustment to be automatically applied with a Ratecard Line.
Save the settings.

Navigate to create a new campaign and note in the Ratecard Line the Product Group Ratecard displays
as an option.
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MainMenu  AdHome Customers € — new FLAT FEE LINE

[PLS"™l cCreatives/Matcrials ProductionNotes  Other Options  UscrDefincd Ficlds  Category MctaData  Rop Assignments  Affidavits 88

Astronomy Magazine Pricing per Issue
User Defined Fields Ad Type Display Advertising G/L Type Print Display - Ratecard Flat Fee 0.00000
Notes / Comments
Contract - Coler 0.00000
Edition(s) - Section 0.00000
e ——
. Client  Client Type
Ratecard Line 1D 1D Description Start End Cumency  Product 000
Bz Sl idience Reach  Send a Confirmati
Description 000

138 May 20-22 FDFP 5/1/2020 No No we
Lines /Page Eq.  |FTHY Print 2022 2/1/2022

imated Net Amounts

Line Detaits T | &

Proportion Values  Evenly by lssue

Issue Date Available Billing

-- No Issues Selected --

drder New Exhibition Order

T Total
Tax Amount Amount | Ft

When creating the line, the adjustments are auto-applied.
Same applies to the Classified and the Digital Ad Types.

Group Sections and Positions

You can create sections and positions or positions without being tied to sections. This is helpful if you
have the same positions and sections across all products. You can also tie this section and position setup
individually to correspond to section/ position in individual products.

Navigate to the node “Group Sections” and search for the product group. Choose either independent
positions of sections or positions within sections.

Add ID and description in the first new line. At this point, you can also edit the line using the pencil edit
to connect this section to a product section.

Section Mame

Main 1

PRODUCT SECTION CROSS-REFERENCE

GROUP SECTIONS s

L]

- PRODUCT GROUP SETUP BF Blackfest

Group
oup Details R Canadian Rockies [

Positians by Secti

ow College World

Continuing Education

J— cops
3 # R o o
DR Darwin Oign of Species
Add 1 New Lit
Fl Farm Joumnal Magazine
FA farmers
utto Acjustment: L3 Keraza Newsletter
i PRODUCT SETUP MB Migrating Birds
M5
Nosec ’
NS N et e

Cancel Previous Next oK
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Choose the section and save. Now this product section is connected to the product(s) sections. Save the

settings.

Repeat for the node Group Sections.

Create a display line item on a campaign using the Booking Wizard.

Main Menu  Ad Home  Customers | = pookinG Wizarp

Home Product Selection Category MetaData Material Agjustments Price Breakdown Book & Pay

—_————
art Oate Print RateLine SeectProduttl ]

tiser Ranking Commissions

Friday, April 1, 2022 1/2 Page (925) - o+

ience Reach Send a Proposal
Digital Rate Line Group Section Group Posit
Main 1 * Position 1
= 1Net n
~ Delete All Lines
G @2
Product
Ratecard
Astroncr Prce
[ L] Vanance
%
1831.80

Note that you can choose the Group Section and Position. Save the line.

Also note that in the Category Template now includes “Group Pricing” where you can include the
Ratecard from the Group.

Navigate to the menu Setup -> Classified Order setup -> Classified Templates.

CLASSIFIED TEMPLATES

Category Setup Categary Tree Satup

Category Tree Help Wanted

Main Menu  Ad Home Customers Campaigy v Biling  Analy

Home Product Analy Publication Analysis

Template ID HW ks

Template Description Hel

Categories Allowsd Help Wanted, Help Wanted — Seasanal, Help W ~
Template Type HIML
Is Inactive No

Group Pricing

Template Html  Sample Metadata Values  Sample Image

Nature Pubs and Digita

s Group Packsge Listing (229) ~| Cost Per Word (937)
ars
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Choose a Category Tree and Template and note the tab “Group Pricing”. Choose the type, group, and
Ratecard and remaining details. Save the details. This can be used in addition to the Product Pricing. So,
the campaign which fits these conditions will show pricing from both tabs.

Once you save, then navigate to a campaign and create a line using this category template. IF the
product is included in that Product Group for which you created the group pricing, then it displays as a
product to create a line item using this package.

nMenu  Ad Home  Customers € = NEw COST PER WORD LINE o ox -

Material [EPSTOSNVSSINN  Category MetaData  OtherOptions  User Defined Fields  Rep Assignments  Affidavits
I

Product Astronomy Base Price 50.00 testing testing —
Campaign Setup
Ad Type CLS Cost Per Word — Included Words 10.00
Edit CPM Delivery
Contract - Overage Rate per Word 5000000
Campaign Budget
Campsign Praduction Forms Edition() T Additional Words 0.00
Digital Serving Analysis Ratecard 2022 Group Print Classified Price per Insertion 5000
Co-op Billing ) i Client  Client Type Product
Rate Line D Description Start End soedfic  Specne Cmency  Produet o0l

Description

2022 Group Print Classified /2022 12/31/2022 No

Size Description 185 Classified 2022 2 No No AST
s Billing Total Amt 50.00

~ Section Anywhere -

- Estimated Tax 0.00

Gen oposal / Confirmation Position Anywhere -

Attachments : - Estimated Total 50.00
G/L Type Print Classified T

Invoices & Payments adience Rei
Color

Rep Commissions

PR Line Details LY IETRTTS
3 Go to CRM ted Net Amc

B Goto A Select Issue Date(s) to add -+
Saturday 30 April 2022 5000 [x]

In the Ratecard field the group Ratecard from the category tree displays. Choose it and proceed to finish
the line.

Booking Wizard

Booking Wizard order entry method is added to allow for bulk entry across multiple products for
classified, print and digital products using existing methods and Product Group Ratecards. Users are
allowed to edit the lines created as a package where every change affects the set of lines created using
this method, to facilitate editing the Ad across all products chosen using this method of order entry.
These options also display in the menu My Orders - Quick Entry for New Classified Package Order.

I.  Template Based Classified AD

In Campaign Line Entry screen, click the “Booking Wizard” icon and then choose “Build a
Template-Based Classified AD”.
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allo 3]

Advertiser Ranking Commissions

-~ ¢ ;[ 7]
ot !IEI » ’: =50

o . Build a Template-based Compose or Upload a Book a

Classified Ad Classified Ad Display Ad
Incentives Status
® Selected Selected Selected
Adcelierant Proposai 1D

Adceflerant Budget

Continue

Uine Detai
8ooking Wizard Quick Line Entry Tl pult Line Entry Prod. Schadule Audience Planner Audience Reach Send 2 Proposal
Advertising Orders
8 Split Lines Delete Salacted Lines Chack Incantives Bk Update Metadats ~ Mombersinthe Geld  Dispiay Estmated Het Amounts

Click Continue.

The Classified AD pop-up screen displays from which you can use the Start Date of the AD, the category
tree, category, package or product. Choose the dates you wish to include.

G - —
II 1 CLASSIFIED PACKAGE o ox I

p
|

Product Selection Category MetaData Create Material Adjustments Frice Breakdown Book & Pay

I
Start Date Select a Package [tz will first clear the gric]
Friday, April 1, 2022 Silver Package - One Week Print, 14 days onlin * | @
|
Select a Category Tree or Select Product(s)
Automotive | |+
Select a Category _—
Camj Automotive - 2 -
“ampaig

Delete All Lines

= e Dates

trand The Star Daily Newspaper Friday, Aprl 1, 2022 6 Column
boMota acoL
\gency  The Star Daily Newspaper Saturday, April 2, 2022 6 Column
DEMO10 - - scoL
itatus The Star Daily Newspaper Sunday, April 3, 2022 & Column
BEMO10 . B T
DEENV e Star Dally Newspaper Monday, April 4, 2022 & Colurn
DEMO10 : B scoL
\dceller
The Star Dally Newspaper Tuesday, April 5, 2022 § Column
DEMO10 Z : scoL
Adceller
The Star Daily Newspaper Wednesday, April 6, 2022 6 Column
BEMO10 : . seoL
—
Line|  The Star Daily Newspaper Thursday, April 7, 2022 6 Column -
owMote ol
Boc dience
Adver

Proceed clicking the Next button through the screens till the Book & Pay button.

I.  Compose or Upload a Classified AD
This option allows for Product Group Ratecard Options created as per the section in this
document titled “Product Group Ratecards” above.
Click “Booking Wizard” and choose the second option “Compose or Upload a Classified AD” then
click “Continue”.
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4

Beand Legal Gross Amount
Agency Commission Amaunt
Statas Sroposal Net Amount
Tocentives Status Estimated Tax

Adcelierant Proposal 1D

Adeceleraat Budget o
e e . - ——
Q 4
0D | e ()
Booking Wizard Qui @ \Va i (] Audience Planner Audience Reach Send a Proposal
1 =
Advertising Orders
e~ e Build a Template-based Compose or Upload a Book a R
Classified Ad Classified Ad Display Ad
- Selected ® Selected Selected
Continue

Linked Exhibition Orders

The pop-up screen for the Classified Ad displays.

II 1 CLASSIFIED PACKAGE o ox II
[l Product Selection Category MetaData Compase Material Adjustments Price Breakdown Book & Pay
™ —— /
lency Start Date Print Rate Line Select a Package [nis wi
stus. Friday, April 1, 2022 Cost Per Word Group (324} - -2
- Select a Category Tree Digital Rate Line Quantity c21 or Select Productis)
Automotive MIEIRE Y 1000 2
Iceller
Select a Category
Iceller Automotive MK

Line Delete All Lines .

Bo¢ N Records — o=
dver
No Re
nked
bitic

B .

You can choose a category tree or not. Choose the Print Rate Line and/ or Digital Rate Line from
the drop-down buttons.

If you’re entering a digital rateline, which is CPM, you can enter the quantity in the Quantity
field. If the print is a column-inch then the Column and Inch fields display to enter data in them.
You have the choice of a package if applicable. And proceed to finish the entry.

You can choose an option of the adjustment for the product or for the group.
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MainMenu  Ad Home Customers Campaigns R

Caegory itadra Provmee sk

ORDERS | ENTERED

StartDate  3/8/2022 @ EndDate 3/8/202

Selected Campaigns

/ 1 mw M 000 700
1
Add 1 New Line -+ Chack Incentivas

Prevaus Nest

Choose one or both as applicable and then click the + sign and enter the data.

You can also click “Check Incentives” and apply existing incentives.

Once you reach the final tab, you can check the “Take Payment” or uncheck it. If you check it,
the system displays the payment screen where you can process the check or credit card
payment.

The result is multiple lines filled in with details of the order across multiple products.

Book a Display AD
This option allows you to book a display ad across multiple products in bulk. Click this option
from the Booking Wizard.

Campaigns  PK

£ CLASSIFIED PACKAGE o x
Product Selection Category MetaData Material Adjustments Price Breakdown Book & Pay EI

Advertiser H

Start Date Print Rate Line Select Product(s)
Friday, April 1, 2022 1 Page (923) e 5 items checked -+
Digital Rate Line

Flat Fee (322) ~ [ check A N
[ Atternative Heaith (ALTH)

L iie= Doty
] [ stercom T
(0] he aigeor Dy Paper DEMOTE)

Campaic e econds The Navigator Monthly Maga:
Advertis
Brand [ The Star - Database A
The Star - Newspaper Weekend Edition (DEMO12)
Agency

[ The Star - Social Media Audience Engagement (DEMOS)
Status The Star Daily aper (DEMO10)
[ The Star Daily Newspaper Online (DEMG21)

Incentiv tion Service (DEMOB) -

Adceller

Adceller

Boc dience Reach

Adver
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The pop-up screen allows you to enter the date, the Product Group Rateline for both print and
dlgltal as weII as selectlng multiple products using the checkboxes.

] CLA&.S\FI ED PACKAGE

Product Selection Category MetaData

Start Date

Friday, April 1, 2022 =

Material

Adjustments

Print Rate Line
CROSS-PRODUCT BUY

Selected Products

I Camy

The Navigator Monthly Magazine (DEMO19)
The Star - City Food Event (DEMO14)

The Star - Newspaper Weekend Edition (DEMQO12)

The Star Daily Newspaper (DEMO10)
The Star Lead Generation Service (DEMOS)

—
MR No Records —
Advertis
Brand
Agency Start Date
Status Friday, April 1, 2022
Specific Day Filter

Incentiv
Adcell

i Issue Count
Adceller 5
I_ Duration (for digital lines)

e 2 Month(s)

Boc

Adver Cancel

& x
Price Breakdown Book & Pay
Select Product(s)

E3l < ms checked MR

Delete All Lines

Apply

The cross product buy pop up screen allows you to enter the specific day filter where you can
choose particular days to run the ad or leave blank to include all days. It also allows you to enter
Issue Count for the number of issues to place the ad for all print products. Also, you can enter
the duration of the months for the ad to run in the digital products. Click Apply.

Proceed by clicking Next to go through the remaining screens and the system displays the price.

Note that in every case above, the system lists the Line ID as well as the Line Group ID.

Advertising Orders

Split Lines

Linked Exhibition Orders

Delsta Selected Lines

Chack Incentives  Bulk Update Metadata

Agency Commission Amount 0
Status Confirmed-Ready to Bl Net Amaunt 5488
Incentives Seatus Estimated Tax
Adcellerant Proposal ID & Estimated Total 65138
Adcellerant Budget 0t0 Currancy
IS SN Applied incentives  Tickets
Baoking Wizard Quick Lin Entry Full Ling Entry Prod. Schedule Audienca Plannar Audience Reach  Send a Canfirmation

~ Numbars in the Grid  Display Estimated Net Amounts

The hyperlink to the Line ID or the Line Group ID displays the same set of lines.
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i I BOOKING WIZARD o 0 x

] Product Selection Category MetaData Compose Material Adjustments Price Breakdown Book & Pay
|
¥ Start Date Print Rate Line Select a Package [tis wil fist clear the gria]
Friday, April 1, 2022 Listing (1218) - -l
i SelectaCategory Tree Digital Rate Line Quantity ceii or Select Product(s)
Automobiles -2 cPM(215) ikl A

Select a Category
e Automobiles Mk

Delete All Lines

% Astronomy Magazine Monday, April 4, 2022 o
| IR Multi-Select
|
" Astronomy Magazine Thursday, April 7, 2022 o
" Multi-Select
Astronomy Magazine Monday, April 11, 2022 [x]
we Multi-Select
Blackfeet Nation Friday, April 1, 2022 (<]

B
saturday, April 30, 2022

Even though the products maybe listed on separate lines, clicking the Line ID or the Group Line
ID opens up the screen to allow editing all lines in this booking wizard set of line items.

Note that if there are any incentives applied to the lines, and you delete one of the lines in the
set, the incentives are automatically removed and must be re-applied.

Navigate to the menu Campaigns -> My orders Quick Entry. Choose the option for “New Classified
Package Order.”

n  Billing

CAMPAIGH DESCRIPTION

test package

ADVERTISER 1D ADVERTISER HAME

ORDERS | ENTERED 2ss500 Unsersty of s +lp

Start Date  3/8/2022 =) EndDate 3/3/2022 5] Rafresh Data New Single-Lini o\ - 4 1 Campaign Entry

AGENCY NAME o —_RRRRRII==

Moo e
About This Report CONTACT

oRoER sTATUS
Reserved 1 - not sent to GAM
Groue

Nature Pubs and Digtal

™ rropucriom conTRouss

Shirley High

BoOKING TYPE

1 Tee 700 o 1 T T 000 TIT00

You can then choose any of the options above.

AD Production Campaign Description
The AD Production screen displays the campaign description field for campaigns.
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Navigate to the Customer Overview screen for a customer and click the AD Production tab.

Main Menu  Ad Home Customers Campaigns Production  Billing

# @ . £ 54 & alls 5

Home Sales Activity = B - B Digital Delivery PinPoint Advertiser Ranking Commission,

COPTIC CHURCH COMPANY / ADVERTISER

E Exhiition Sales ewssiand Sakes I _ IE

Upcoming Campaigns

.
Campaign D | | Sze Desaription | Campaign Status Material Status Material

The Campaign Description field is populated with the description of the campaigns from the campaign
header.

Suppress Email on Completion Artwork Stage
The artwork stages screen has a new flag which allows for suppression of emails sending upon
completion of the stage.

Navigate to the menu Setup -> Artwork Workflow Setup -> Artwork Production Workflow Setup.
Campaigns  Production Biling Analysis Setup 4 # @8 [ @ Logout
o

Pr’oduct/G.roup Product Analysis Publication Analysis Sappaod B_UdQEt
Analysis Analysis

= cf al

Digital Delivery PinPoint Advertisel

ARTWORK PRODUCTION WORKFLOW SETUP

FOR DATE-BASED AND ISSUE-BASED PRODUCTS

I Artwork Production Workflow Setup

These stages are used to manage Artwork Production associated with Date-Based and Issue-Based products, like newspapers, magazines, etc.

Apply Sort

Hidden from Line
Description Completed | Suppress Emails Artist's ot
InDesign Queue
1 0 @] Oo- @

NOTSTARTED Artwork Assigned - Not Started
2 INPROCESS Artwork in Process O ] - [x]
3 FEEDBACK Artwork Awaiting Feedback/Info « g - [x]
4 DONE Completed O @] )
0 0 0 -
Cancel Save

In the stages once you check the box for “Completed”, the “Suppress Emails” box is enabled, and you
can check it to suppress emails sent by the system once the stage is completed. These emails alert the
next person in line waiting for this stage to be finished.
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Salesrep Commission Reversal

Salesrep can be changed on a billed performance campaign or confirmed and or billed flexible campaign
which will create a reversal of commission in the current period for the original period and a new
commission record for the new Salesrep in the billing period. These records are reflected on the
Commissions report for each Salesrep.

This change of Salesrep can be done from the Campaign header or from the line item on an individual

line.

Create a campaign with line items and the Salesrep defined in the “Other Information” tab on the
campaign header.

Bill the campaign from the Billing menu to a future period other than the current period.

View commission for a billed performance campaign, where the sales rep is on the campaign header:

MainMenu AdHome Customers Campaigns Production Biling Analysis Setup & © % ® 3 @ Logout

b cf gl

Digital Delivery PinPoint Advertiser Ranking

@ -7} I I:Qﬁ

Campaign_Budgst

Sales Activity Product/Group Analysis Product Analysis Publication Analysis RehEs

REP COMMISSION SUMMARY

Start Period  2022-06 End Period  2022-05 Select Data ]

Ad Sales Ad Adjustments Ad Net Exhibition Sales Exhibition Adjustments Exhibition Net

1,724 0 1,724 0 0 0 1,724

Rep Commission Summary

Sales Rep + 3

| @
< Commission Ad Exhibition | Exhibition |  Exhibition
I feterence 1> Ad sales Adjustments m Adjustments

v sales Rep: shirley High

Shirley High Astronomy Magazine Magazine 300 899.00 0.00 899.00 0.00 0.00 0.00 829.00
Shirley High Blackfeet Nation Website 3.00 72532 0.00 72532 0.00 0.00 0.00 72532
Shirley High SH- Baked Goods E-Newsletter 200 100.00 0.00 100.00 0.00 0.00 0.00 100.00
1724.32 0.00 1724.32 0.00 0.00 0.00 172432
172432 0.00 172432 0.00 0.00 0.00 1.724.32

The commission is all dedicated to this Salesrep on the campaign.

Change the Salesrep on the campaign from the Campaign header drop-down menu. Apply this to all
lines on the campaign.
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=1 CHANGE ORDER REPS fl

Changing Sales Rep Assignments

This process allows you to change the Rep Assignment Defaults on this Campaign, which will affect new lines entered, as well as apply these changes to qualifying lines that
already exist on this campaign.

First you must set the new Rep. ents below, then be sure to select the line items you would like te apply this change to.

New Rep Assignments Current Rep Assignments

D Name Commission D Name Commission
Percent Percent
21 - Zelda Schmidt SHIGH Shirley High 100.00

- 10000

100.00

Line Item Selection

25629 SH- Baked Goods Flat Fee FR 6/1/2022 6/1/2022 Shirley High 100.00% Campaign Default
Section: Canter

Position: Cupcakes

Cancel Save Changes

The campaign automatically shows the reversal of commission for the original Salesrep and a
commission record for the new Salesrep in the Rep Commissions node.

2

6= @ all )

Digital Delivery PinPoint Advertiser Ranking Commissions

CAMPAIGN REP. COMMISSIONS

Campaign 1D 730 o P Start Date
Advartiser St. Gearge Church End Date
Brand St George Church
Net Amount 10000
Agency
Status Inveicing Started

Rep Commissions

Drag a column header and drop it here to group by that column
: :

Click the menu tile “Commissions” and note that the system automatically shows the Reversal record of
commissions for the original Salesrep attached to the current period when the reversal took place and
not in the future billed period:
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Main Menu  Ad Home Customers Campaigns Production Billing Analysis Sep & ©  ® 3 @ Logout

& & I : - ) =3 @ allo @

Digital Delivery PinPoint Advertiser Ranking Commissions

Sales Activity Product/Group Analysis | Product Analysis Publication Analysis "_”u“__p

REP COMMISSION SUMMARY

Start Period  2023-03 End Period  2022-03 Select Data

7,051 || -100 6,951 || 0 || 0 H 0 H 6,951 ‘

Rep Commission Summary

Exhibition | Exhibition | Exhibition ol
Sales | Adjustments Net

v  sales Rep: Shirley High

Shirley High ne Magazine 3.00 5452 00 545200 0.0 00 545200
Hewsletter 300 0.00 100,00 00.00 00 200 1000

& 100.00 6,950.98 0.00 0.00 0.00 6,950.98

7.05098 10000 6950.98 000 0.00 000 685088

Create a different campaign with multiple lines where there is one Salesrep on the Campaign Header.

Edit the line item and click the tab “Salesreps”.

Main Menu  AdHome Customers Cam o epiTING FLAT FEE LINE: 25629 & = _
SAeSACM  piing  Other  Crestives  CustomFields  ProductionNetes  Category MetDats [N ) - .
| I

Brand-Level Sales Rep Assignments @

Digital Serving Analysis Line-Level Sales Rep Assignments @
Coen Bl Override Sales Reps Sales Rep Assignment from  Group

User Defined Fields
‘Commission ‘Commission

Notes / Comments Percent Percent
TEILE A TEIE sconvory [l sean Comnery 10000 | SHIGH Shirley High 10000
Production Contacts
Generate Proposal / Confirmation
Attachments s

Send a Confirmati

Invoices & Payments

Rep Commissions
Campaign Rep Assignments @

History of Changes

Go to CRM View

Go to Advertiser View
I.

100
Original Sales Rep Assignments &
SHIGH ~  Shirley High 10000
e 100
e -
100.00

10000

Check the flag “Override Salesreps”. Change the Salesrep for that line only.

The same results on the campaign commissions node and the Commissions report appear where the
reversal is generated by the system in the current period and the new Salesrep commission record

attached to the billing period.

Artist Setup Multi-Product Groups

Artist Setup allows for choosing multiple product groups to an artist. This is because some artists must
see more than one product group for their assignments and not all of the groups when this field is left
blank. The options for the product groups is dependent on the Group security setup.

Navigate to the menu Setup -> Artwork Workflow Setup -> Artist Setup.
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alysis etup 4 B it
Product/Group Analysis Product Analysis Campaign Budget Analysis Digital Delivery

= - TS
Publication Analysi

ARTISTS SETUP

Artists Setup

Vincent can Gegh
vinny@testing.com
555-999-8787

Claudine Monnet

claude@testing.com

555-555-9844

Leotardo da Vinci
lenny@testing.com
555-787-7877
Salvador Dollar
sal@testing.com
555-332-4523
Sandy Warhol
sandy@testing.com

555-989-6411

Pablo Picante
pablo@testing.com
555-142-6742

Banksy Banksy

SEE_E11.2R47

Full Name

banksy@testing.com

==
- O [x]

4 items checked
() check ll
[ Theatres (01)
Company ABC - PLS Stop removing from ROOT Security (ABC)
C]Amandz's DEV Testing Demo Group {AEDEV)

[ Al Glacier (ALLG)

DAI\NAS REPORTING (ANNAS)

[ all New Sloths (aNS)

Automotive Group (AUTO)

[ Auto Week Group (AW)

D Farming Group (FG)

D GALAXY WEBSITES (GALAXY)

[ tifestyle (Lp

() Moms (MOMS)

C] Shirley's Nature Groups (SHMA)

3 items checked - C] [x]

In a blank box on the bottom of the screen, enter the Artist Full Name, Email Address and Phone
number. In the Groups drop-down, if you leave blank, then the artist can access all groups. If you check
one or multiple boxes, the artist will then see the orders for these groups. Click the + and Save the

changes.

Proceed to create a material record on a campaign or on its own, enter the artist.
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EIMATERIALADD/UPDATE s I

Global Components

- . Advertiser
_ s -
+

-- No Records Returned --

@ o Create New

| |

Add a Note

| 0=

a

-- No Records Returned --

Artwork Production

Assigned Artist

Manet -

Artwork Production Status

Artwork in Process -

Artists Comments

Internal Rating
LB 8 8 &

Artwork Production Time Entries

Add a Time Entry

| I S e e

‘I

-

Au

wur

If the campaign is in the product group assigned to this artist, then the artist is on the list to choose.
Save the material record which the artist is then able to see in the art design application as connected to

Naviga.

Confirmation Template Zero Amount Flag

The field in the Product Setup screen allowing for suppressing zero lines on an invoice is now also

applicable to the confirmation template.

Navigate to the menu setup -> Product Setup and choose a product from the drop-down. Navigate to

the field “Hide Zero Value Lines on Invoices” and check the flag to reflect “Yes”.
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inMenu  Ad Home ustomers

Home Sales Activity

Product Setup

+}- PRODUCT GROUP SETUP

=}~ PRODUCT SETUP
Product Listing
Product Details

Material Handling
Audience
Demographics

G/L Overrides

GL Qverrides Import
Tax Overrides

PRICING RULES

U

Ratecards

Price Adjustments

Auto Adjustments
SECTIONS & POSITIONS

i

Sections

Sections Import

Positions

Inventory by Position

Bositions Import

Copy Sections/Positions
ISSUE-BASED SETUP

{1

Published Dates

Issue Configuration

Campaigns

Product/Group
Analysis

Analysis

Product Analysis

Setup

Campaign Budget

Publication Analysis Ay

Digital Delivery

Product Settings G/L Defaults Campaign Parameters Order

Product ID
Product Name
Format

Inactive @

General Settings
Product Type

Default Production Form
Ad Serving Platform

Invoice Line Group

Hide Zero Value Lines on Invoices

Affidavit Template Form
Product URL

Company

Primary Group

Holiday Calendar(s) @

Default Artist Assignment

AST -
Astronomy
Magazine (pub)

No

Print Product (eg. Magazine, Newspaper)

Facebook

Print Lines
_

\ n set to YES, lines with a zero value will not display on invoices.
Shirley's Affidavit Template

LIVEDATA

Nature Pubs and Digital

+

Save the settings.

Navigate to create a campaign using this product and make the line item to be a zero value.

ital D

Local Curm

W Applicd Incentives

Astronomy

Booking Wizard Quick Line Entry " Full Line Entry Prod. Schedule Audience Planner Audience Reach Send a Proposal
isplay Advertising
Advertising Orders
Split Lines Delete Selected Lines Check Incentives Bulk Update Metadata ~ Numbersin the Grid  Displ3 mated Net Amounts

Description Copy | Ad Type Start Date | End Date 2022 | Aug 2022

268478

168478 163043  1,68478  1,63043  1,68480 | 11,000.00

Linked Exhibition Orders

Attach an Exhibition Order New Exhibition Order

e

Click the node on the campaign header “Generate Proposal Confirmation”. Choose the template and
click “Email PDF” option for example.
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1 GENERATE EMAIL / PDF x

Document Template

Sig Template - Performance

Parameters View / Edit Document

B 7 U A

a

T EEZEE=EZE T onthName v Sier ¥ BB ED-C-
Enu Udie 1203 102Ul Gross Amount $17,000.0U
Currency Agency Commission $0.00
Net Amount $11,000.00
Estimated Tax $50.00
Total $11,050.00
Line No Product Description Issue / Run Date Quantity Rate Adjusted Rate Amount
19111 SPCA Magazine Inserts TM2022 4,000 250.00 250.00 1,000.00

digital lines

Line No Product Description Start End Quantity Rate Amount

19106 RON2022 Medium Rectangle Ti2022 1213172022 10,000 1,000.00 10,000.00

other lines
Line Mo, Product Description Start End Quantity Rate Amount
- No Line ltems --

Advertiser agrees to hanor its advertising commitment as set forth in this contract and any spplicable insertion order. In the event advertiser does not honor ts full advertising commitment as

contsined in this contract and any applicable insertion order, Navigs reserves the right o (7) shortrate or charge the advertiser the undiscounted rate for those adverfisements and (i) renege on

any commitments o incentives made in reliance on the Advertiser's full advertising commitment as set forth in this contract and any applicable inssrbion order. Naviga Global further reserves its

v 2

You can also click the “View/ Edit Document” option and the system displays all options and not the zero

line for the

CRM

product setup above.

Foreign Currency Field in Create Account
The currency field is added to the abbreviated customer creation screen in CRM.

Navigate to the menu Customers -> Add a New Account. The abbreviated screen to create the account

displays.
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Opportunities  Rep Summary  Advertising Bxhibitions  Setup

.m Proposal Analysis Group Sales Digital Delivery m Advertiser Ranking

My Contacts Add a New Contact Production by Sales Rep

ADD A NEW ACCOUNT

Go to Full Name Maintenance

Account Name

Enter a location

Account Type

Advertiser / Exhibitor

Client Type

Name Class

Parent Account

Multiple Brands/Divisions

Agency ID

International Tax ID

Foreign Billing Currency

Industry Category/PIB

No, This Advertiser Uses One Brand

Agency Name

Tax Code

Only set a Billing Currency when it is different from your base currency.

Search

Remove

Search

Source

Callin

Phone No.

Website

Country
UNITED STATES

Address

Zip Code

City

State
MINNESOTA

Fax

Choose the Billing Currency field for the new client you create and save the settings. This client will
always be displayed and billed in the new currency.

Salesrep Performance Exhibition Dates
The Salesrep Performance report displays the rep’s exhibition orders for the Financial Period which is
based on the confirmation date or the order entry date.

Navigate to the menu tile “My Performance” on the Salesrep CRM screen.
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Main Menu

CRM Manager Home

Customers

Opportunities  Rep Summary  Advertising  Exhibit;

D logout

My Orders

Manager

Report by Product Starting Period  Rep Assignment Budget by Budget Type
Product = Dog Show 2022 (SHDOG) - 200203 = Use Brand Assignment ~  Product ~  Budget *  Refresh
THIS MONTH PERFORMANCE TOTAL THIS YEAR PERFORMANCE TOTAL
TOTAL BUDGET 0 TOTAL BUDGET o
MTD SALES s 0% ¥TD SALES. s o
MTD DIFFERENCE 3 3 o
DIFF W/ QI B

Shirey High

=]

Enter the financial period which matches either the confirmed or entry date of the order.

Click the 12 Month Performance tab and the data displays for the various exhibition order statuses.

Accounts Receivable

Foreign Currency Field in Create Account

System allows for entering the billing currency for a new account.

Navigate to the menu Customers -> Name Address Maintenance. Click the + to create a new account.
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T Y
ACCOUNT: GEN  newrecora Type

Company -

I Account Maintenance - Account Name _
BN Name and Address Setup| Currengy 3
- Employees / Contacts Billing Currency ‘ Do Not Use No
BEes CANADIAN § =

ntacts
Name Class

al System IDs

Marketing Lists

Demographics Phone No. Ext

TRETETE (800) 454-3333

Fax

‘Website

Country

Channel p ferences UNITED STATES =

Attachments Address
Cards on File 55 Currency Road

- Account Alerts

History of Changes
Postal Code
55442 -
City
MINNEAPOLIS

State
MINNESOTA =

Enter the account information including the currency for the customer.

Exhibition

Import Proof of Insurance
User can import proof of insurance in bulk for existing exhibitors.

Navigate to the menu Setup -> Import Proof of Insurance.

Click Download template and fill in the details of the template then save to your desktop. The details of
the template are as follows:

Field Example Comments Mandatory
This is the account ID of the exhibitor in
Naviga and must match. This can be also be
the exhibitor’s legacy ID if you check the box

Account ID 244534 | “Use Legacy ID” on the import page. Yes
Valid Thru Date | 12/31/2022 | Date format according to the system setup. Yes
Is Received Y Y for yes and N for No. Yes

On the Naviga screen, click the Browse to select this saved template. Click “Test Import” and correct any
issues the system may identify. If you need to fix any errors, you must then click the x remove in the
import page and re-browse and select the saved template. Repeat the process of the Test import until
all problems are resolved.
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Then click “Import File”. The system confirms the import.

Navigate to the menu Exhibitor -> Exhibitor Maintenance.

Orders Biling Analysis Setup

ACCOUNT: EXHIBITOR SETUP

I Account Maintenance - Exhibitor Setup Divisions

=i~ Name and Address Setup

i Employees / Contacts Account 1D 244534 o

- Addresses Account Name JW.Schultz

- External Contacts . -
Emali-onts Exhibitor Details

- External System IDs

e Account Overview Main Address ID 245793 AR
""" A/R Setup Address 1\W.Schultz
..... Advertising Setup 327 Buffalo 5t
_____ oo Costing Setup PQ Box 1088 5tn Main
- = Suite 455498
""" MNewsstand Setup Winkler, MB R6W 4B2

_— CANADA
..... . n S
Exhibition Setup Tel: 011 9147878388 v

""" Book Setup

_____ Subscription Setup Account Status In Good Standing
o Channel Privacy Preferences Account Opened 10/4/2013
""" Attachments
P i Last Updated 6/30/2021
""" Cards on File
""" Account Alerts Is this an Agency No
""" History of Changes

story o -hang Use Multiple Divisions Yes

Exhibitor Type MEMEER EXHIBITOR -

Billing Info /

Proof of Insurance received

Proof of Insurance valid thru Saturday, December 31, 2022
Tax Code 5 % TAX v
Terms 2% 10 DAYS -

Choose the imported exhibitor in the import template. Scroll to the Billing Info section on the node
Exhibition Setup and note the “Proof of Insurance Received” flag matches the import file data as well as
the Valid Through date.
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