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Release Guide

In this section we will publish the changes for each new version of Naviga Ad
beginning with the 2023.1 version. Where applicable, we also include testing notes
along with the feature information

This document provides step by step instructions of how to use the new features in
the 2023.1 release grouped by module. March 4, 2023 will be the release date for
this verison.

M In 2022 we introduced the idea of a Customer Enhancement Portal. You all get
to add feature requests, look at feature requests submitted by others, add
comments, and vote on things you would like to see us implement in the system.
ltems that were voted up in the Enhancement Portal will have a check mark next to
the feature.

UP

These are the most important takeaways that you needto pay attention to:

There is a change in Google Ad Manager Integration on how and when ads send
to GAM (read more)

There was a significant change to the structure of Taxes in the system which will
affect Ad, Exhibitions, A/R and A/P modules.

There are significant changes to Opportunities that you will want to visit, do
some setup, and train your reps about because their screen will look different
once you upgrade (read more)

There is a change to the Prepayment screen in order entry, so it will look
different to users

There is a new "My Profile" icon on the menu, so that will look different when the
users log in.

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoKt... 1/69
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Advertising Module

Google Ad Manager (GAM) Changes

Workflow Settings / Status Code Settings
Navigate to Setup - Ad Server Integration Setup - Settings node.

In versions Prior to 2023.1, the bottom section was called Status Code Cross
Reference and looked like this:

Fatas Conde Cririd Relirenin

m =

= < =

In this section, Admins would determine if a given Campaign Status should Sync to
GAM and what the GAM status should be for any given Naviga Ad Campagin Status.

Beginning in 2023.1, to better reflect to how GAM works, this section has been

moved to the Connection Settings node and Re-labled "Workflow Settings" and
looks like this:

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoKt... 2/69
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e

CAMPAIGN STATUS TO TRIGGER ORDER CREATION IN GAM
Reserved 1-Contract Signed

This i the minimum Campaign Status that will tngger Order (and Line ltems) creation m GAM. Orders are created in 3 DRAFT status in GAM

CAMPAIGN STATUS TO TRIGGER SUBMIT FOR APPROVAL IN GAM
Reserved 3 - most likely

This is the minimum Campaign Status that will trigger a SUBMIT FOR APPROVAL request to GAM.

SKIPF INVEMTORY CHECK WHEMN SUBMITTING REQUEST FOR APPROVAL

CAMPAIGN STATUS TO TRIGGER APPROVAL IN GAM
Confirmed-Ready to Bill

This is the minimum Campaign Status that wall tigger a request for APPROVAL to GAM

SKIF INVENTORY CHECK WHEN SUBMITTING APPROVAL

REQUEST LINE DELETION IN GAM WHEN LINE IS DELETED

Here is a brief description of what each item does:

CAMPAIGN STATUS TO TRIGGER ORDER CREATION IN GAM: This is the
minimum Campaign Status that will trigger Order (and Line Items) creation in
GAM. Orders are created in a DRAFT status in GAM. So in the above example,
when a campaign is in R1 status, it will send to GAM as a draft.

CAMPAIGN STATUS TO TRIGGER SUBMIT FOR APPROVAL IN GAM: This is the
minimum Campaign Status that will trigger a SUBMIT FOR APPROVAL request to
GAM. In the above example, if the Campaign is put in the R3 status, it will get
submitted for approval in GAM. *Note* When something is submitted for
approval in GAM, it needs to be approved or disapproved in GAM before the API
will allow us to make any additional updates to that order, so be sure to test this
in your test environment and understand how it works and if it will work for you
to set something here. If you do not wish to approve orders in GAM, consider
setting #2 and #4 to the same status...that will essentially set it to ignore #2 and
only use #4.

SKIP INVENTORY CHECK WHEN SUBMITTING REQUEST FOR APPROVAL: If set
to yes, the system will not check again for Inventory when the Campaign Status
is updated to the Status set in #2 above.

CAMPAIGN STATUS TO TRIGGER APPROVAL IN GAM: This is the minimum
Campaign Status that will trigger a request for APPROVAL to GAM.

SKIP INVENTORY CHECK WHEN SUBMITTING APPROVAL: If set to yes, the
system will not check again for Inventory when the Campaign Status is updated

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoKt... 3/69
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to the Status set in #4 above.
REQUEST LINE DELETION IN GAM WHEN LINE IS DELETED: This will send the

request to GAM to delete a line if the line is deleted in Naviga Ad.

/\ There is a conversion that will run at the time of upgrade that will take the settings
from the first profile (if you have multiple) and convert it to the new format. Please
check these settings and ensure it is how you want them before booking live orders.

Tax Rate Change

One of our customers experienced a change to their tax rate that required a tax rate
with 4 decimal places, and we only previously supported 3 decimal places. To
hopefully not have to make another change in the future, we went ahead and
created support now for up to 5 decimals. This change necessitated a data
conversion which will run at the time of upgrade to convert all tax rates to 5 decimal
places.

System Parameters Changes

Default Font Size

[

FOMNT SIZE RESTRICTIONS

ALLOW ONLY CUSTOM FONTS

No

Ber sl the clacciBod W LA aditar ofare 5 srmall st of etandard &
By default the classified WY SIWYG editor offers 3 small set of standa

added 1o this hist of avadable fonts. |f sat to YES, the default fonts w

FOMT SIZES AVAILABLE RESTRICT TO OMLY THESE FONT SIZES
Spt

5.5pt

&pt "

6.5pt

Tpt

7.5pt

Bpt

A.5pt

Opt -

DEFALLT FONT SIZE

B5pt =
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New Option available in the Classified WYSIWYG Options to set a default font size.

In earlier version the default font size was hard coded to 10pt, so that will be the
default upon upgrading. If you would like to set it to something other than 10, you
can set it in Setup > Advertising Setup > System Parameters.

Testing Notes for Default Font Size:

Navigate to the Advertising Module > Setup > Advertising Setup > System
Parameters

In the Classified WYSIWYG Options section select desired Default Font Size
(pictured above)

Create a new campaign via Campaigns > Enter a new Campaign

Create a new order for a classified liner ad type via desired method (Full Line
Entry or Booking Wizard)

Note that the default font size in the WYSIWYG editor is now the selected option
from System Parameters.

100% O 8.5pt Andale Mono A A Formats ~ [E5

B /7 Y& = = o | 3= v S

& No Border

ILl
Ivl

Inventory Settings

There is a new setting in Inventory Setting on Setup = Advertising Setup - System
Parameters. In earlier versions, Print Inventory was only held on Confirmed orders.
Now you have the option to also hold it on Reserved orders.

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoKt... 5/69
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= |

INVENTORY SETTINGS
QUOTED % COUNTED AGAINST AVAILABLE IMPRESSIONS

£ =

RESERVED % COUNTED AGAINST AVAILABLE IMPRESSIONS

1] 25 50 75 100
NEWSLETTER INVENTORY STATUS

Reserved and Confirmed Orders Hold Inventory

PRINT INVENTORY STATUS

Reserved and Confirmed Orders Hold Inventory

Note of caution on the above - before changing this, do a check if there are any
current orders in Reserved status that will have inventory conflicts if you make this
change. You might want to resolve any conflicts prior to changing this field or the
order won't be able to be saved if any edits are made.

Rate Card Maintenance

I My Security Settings E
|

User Securi
— v

i Ph Admin Y ¢
System Tables Setup >
N
Client Type Setup
-Prc Client Type Defaults Setup E:
e de pai

Import / Export Ratecards
Manage Expiring Ratecards

Product Ratecard Maintenance
c Group Ratecard Maintenance

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoKt... 6/69
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Rate Card Maintenance and Group Ratecard Maintenance has been added as a
separate menu item under the setup menu. It does still exist under product setup
like it has always been, but this allows for permissions to be more flexible. This
allows a site to give permission to some users to create and maintain rates without
also giving them access to the rest of Product Setup.

@) This feature was first introduced in 2023.1, but was patched back to 2022.4, so you
will see it in 2022.4 and later releases.

One more rate-related new feature is the ability to put a cost factor on the rate card
and link it to a separate G/L. This was created primarily for non-O&O digital lines
where you are re-selling inventory or services and there is a cost associated to you
for that item. For example you might be selling something for $15 CPM, but you
must purchase that inventory on another site for $8 CPM.

PRODUCT G/L OVERRIDES

e | ~—
RS T
G Dorfmum
]
X Mrana QL Code
= e semn e

[T

PR AT Ko AT e

G/ Type Ovrriades

To set this up, there are some new fields on the Product G/L override and also on
the ratecard itself.

On the G/L override for the product there is now a Cost G/L and a Cost A/P Code.
This information is strictly for G/L purposes and is not currently displayed on any

reporting in the Ad Module.

Once the cost G/L's are established, you will also add the cost factor to the Rate
card associated with this product and G/L Types.

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoKt... 7/69



8/8/24,1:00 PM 2023.1

Y Linesettings I I

Line ID Ad Type Rate
1236 Cost Per Day Sponsarship = 25.00000
I Line Description Google Cost Type Cost Rate I
Managed Posts Cost per Day 10.00000 ]
Sart Google Line Type Default Quantity !
2 Metweork ]
£ Sizels) G/L Type Use Ad Server Inventory i
Square Button (125x125) - Sponsorship with 3rd Party Cost - Mo
Section G/L Project Allew Description Override

During line item entry, the above cost rate will be displayed as read-only on the
campaign line. If the cost if different from the default, it can be overwritten on the
line int he Cost Rate Override field:

B EDITIMNG COST PER DAY LINE: 5059

Pricing Other Creatives Custom Fields Production Netes Category MetaData Sales Repls)

Product nstagram Dimension(s) Square Button (125x125) = Ratecard Price Per Day 2500000 |
Ad Type Cost Per Day Sponsorship G/L Type Sponsorship with 3rd Party Cost o Adjustrnents Q00000
Contract - Material Status i Discount Price 2500000
Ratecard natagram Jiha - Cost Rate 1000000 Billing Days )
Ratecard Line IDV 1236 Cest Rate Owerride 200000 Billing Amount 222500
Description Managed Posts Estimated Tax 207
Estimated Total 2227.07

Line Details Tracking Services Engagement Tracking Adjustments

Start 3172023 M 1200 M © End  a/30/2023 M\ 1200 am 2 Total Days 59 Proportion Values by Number of Days in Month

Apr 2023 30 o 30 75000

If the Cost Rate Override is blank, the Cost Rate will be used in the G/L allocation.

On a performance campaign, this G/L allocation is done at the time of invoicing and
can be seen on the invoice record in the G/L Details section:

rr—

I@m=
G/L Description Debit Amount Credit Amount
12100 Accounts Recevable T00.65 0.00
30713531100 Inztagram Revenue 0.00 T00.00
Cost of Services Sold 308.00 000
01*207000"21150 Accounts Payable Pending 0.00 308.00
Sales Tax 0.00 0.55

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoKt... 8/69
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On a flexible campaign, G/L estimates are created when the order is confirmed and

can be seen on the Journal Entries node on the campaign:

JOURNAL ENTRY DETAIL

Journal ID 1,1596.2

Total Debits
Type Gl Total Credits
Period -02
Cint Date Emtered
Reversal Period
Date Posted
External ID
Entered By
Comment ESTIMATE ENTRY - INTERNET CAMPAIGN 1596

Journal Entry Detail

924,00

924.00

172772023

KSMITH

G/L Account ID G/L Account Description
0241 Deferred Revenue - Web
01*30°135°31100 nstagram Revenue

Cost of Services Sold

01* 20700021150 Accounts Payable Pending

G/L Allocations

Debit Amount
T00.00 0.00
QoD T00.00
224.00 0.00
000 224.00

g Multi-Select Products in Advertising Prepare Billing

When preparing a batch of invoices, the option to bill only specific products now
has a multi-select on the Specific Products dropdown. In previous releases you
could only select one product at a time if you wanted to prepare billing for specific

products.

PREPARE PERFORMANCE CAMPAIGN BILLING

Dt Carpaigm

s e |
—_— [ . frem it —
—r— g e - _
Froduts Srous T i p——
OF. Spaif Prastermis) [N S—
ad Type
Sparstic Cormpagn 15

& External ID & Statement ID Search

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoKt...
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Click the menu Customers - Advertiser Agency Inquiry. Two new critera were
added to the Search window.

In the Advanced Search tab, enter an External ID number in the search field
“External ID". OR Enter a Statement ID in the Statement ID Field

Click Search.

This advertiser displays and you can select the Advertiser Account to open the
customer.

Customer Search

Only Search My Database

Advanced Search Search by Card Transaction Search Results History

Company/MName Address Include Records Flagged Ho
as DO NOT USE
™ words starting with () Full name starting with City Invaice ID
Record Type Companies + Individuals T fnin
Email Zip Payment ID
Phone Country Code
Area Code Medule Ad N Statement 1D
Client Type Al =
Advertiser Client = Legacy 1D
Type
rmal |T:
Clear Form Search

To find an External ID, navigate to the menu Customers - Advertiser Maintenance.
Search on a customer and click the node “External system IDs".

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK... 10/69
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paigns  Production  Billing Analysis  Setup ®  §8  [E] o Logout

) | ol o=

Product/Group An... Product Analysis Publication Analysis | Campaign Budget ... Digital Delivery PinPoint

EXTERNAL IDS

I Account Maintenance - External System IDs
Account ID 255517 o
Agosunt Name Macaruis Mina

External Systemn IDs

External System |Ds

External 1D

Jewsstand Satun 20211212 Adding new one
20226 Impart

P iPublish

1 Test for Impo
Card

Note the External ID column tied to the External System ID. The latter’s source is the
menu Setup - System Tables Setup - External System lds.

Rep % >100%

In Brand Setup...

There has always been a Group Security setting on whether or not a user can set
rep % > 100% when setting up the rep info on a campaign. This same group
security setting is now being used to determine if the user setting up the rep
defaults on the brand is also allowed to do that.

In Order Entry
Also, there was an issue that when the brand was set to assign to order entry, the

Group security setting was not being honored and >100% was being allowed. That
has been fixed.

https://open.gitbook.com/~space/s2RD40PdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoK... 11/69
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ERAND MAINTENANCE: CAMPAIGN REPS

=y =y ]

Swled s Merp demgermreds fae Doy Besrd
. al o -

Fin P Dosvrvidon iy Froien vt

Product Setup

G/L Overrides Import

Back in 2022.2, we added a feature to allow for overriding the G/L by Industry Code
(PIB Code). This feature is now also included in the Import Template for Importing
G/L Overrides. The last 3 columns in the spreadsheet are for the Overrides by
Industry Code. They must match the Industry Code ID and appropriate G/Ls already
configured in the system.

Product ID GLType Code Revenue GLCode Agency Commission GLCode Industry Code Industry Rev GLCode Industry Agy Comm GL Code
DEMO10 721 01*30*000° 36100 01%30%000*36100

When entering in Overrides by Industry Codes, columns B, C and D are not

required, even though they are in bold. For normal GL Overrides by GL Type those
are required.

@) This feature was new in 20231, but also patched back to 2022.5.

Classified Categories

To make setup easier when sites have many, many classified categories, there is
now a select-all option when linking Classified Categories to a product.

https://open.gitbook.com/~space/s2RD40PdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoK... 12/69
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Navigate in Advertising Module to Setup > Product Setup > Issue-Based Setup >
Classified Categories. In the category assignment area, select the dropdown. Select
one or more categories, or use “check all” option at the top to select all items. Click
the plus sign to add them to the product. Click Save at the bottom of the screen.

& PRODUCT GROUP SETUP

PRCOUCT SETUR Product 1D The Navigator Website
Rroduct Listing Category Assignment
Product Details Cakeaon Thes
ST = Category Troe Mame

Matenal Hardheg 10 -
Auscdienc AUTD Automatie L5 Onbng Layouts = L
EMP Empdcrrnent CLS Online Layouts @
- G Legal Ad CLS Owniline: Liyoutd E o
REH L5 Onling Layouts - @

3 Cheernide

PRICING RULES e N C12 s LR °
Aatecands REA L5 Onbne Layouts 2
Price Adjustresnis SWCSDaR @ CLS Cinfing Layouts o

SECTIONS & POSITIONS

! Employment
h oy Fosiho Lesgal Al
PoRitions Import At Py
Cogry Settmorn Posiuem m
Bl E5Tate
= ISSLIE-RASED SETUP
araces Darect

Publehed Dates

Auto-Clear Client Balance indicator on Campaign
Header

On the campaign header there is a new green thumbtack indicator to advise the
user if this campaign will be paid with credit card in the A/R process "Auto-Clear
Client Balances”

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK... 13/69
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Auto Payment Method v
Manage Cards on File

Default Contract v l

Payment Terms (Default) Net 60 "

Status Q1 - Proposal &

If the above icon is green, there is a credit card on file and the card is selected in
the Auto-Clear Balance drop-down in A/R Setup on the Advertiser Maintenance

screen. The card will be processed typically prior to sending statements at month

end but could be processed at a different time according to your business rules.

If the above icon is red, then a prepayment is required on the campaign before the
campaign can be confirmed.

ACCOUNT: A/R SETUP

[

Mami and Address Setup

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK...

A/R Setup

- R HAccount ID 100170 el
Employees / Contacts
7 Addresses Account Name Chupa Chups
External Contacts A/R Details
External System I0s
Main Address 1D 100163 bl +
B Account Overview o £
Address Chupa Chups
Advertising Set POLIGONO SECTOR SERRA
Advertising selup €/ LES MASIES 18,
Jab Costing Setup SAM ESTEVE SESROVIRES
. BARCELOMA
Mewsstand Setup 08535
Exhibition Setup SPAIN
Book Setup Account Type Company
Subscription Setup
Client Group(s) -
Channel Privacy Preferences
Attachments On Credit Stop Ne In Geod Standing
Cards on File

Account Alerts

History of Changes

Account Approval Status

Approved by Kelly Smith on Thursday, May 28, 2020 8:42 AM

Approve Account

Credit Stop Date
Aecount Opened 5/28/2020
Last Updated 111572022

Allow generation of
collection letters

Auto-Clear Balance
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Material Management - copy status

When working with Materials across different products, often the Material Status
matches across those products. The system is designed so that they can be
different, if necessary, but often times, especially among similar products, the
workflows are the same.

If the Material status IS THE EXACT SAME across products, we will change the
material status for all products below when one is selected. This was done to
accommodate scenarios where the same material is used across dozens of
products and it was cumbersome to select the material status so many times.

MATERIAL MANAGEMENT FOR PRINT DISPLAY AND ISSUE-BASED PRODUCTS

This is true if managing the material on the Production - Material Management
screen shown above or on the Campaign's Material Management node.

M Material Management - Send Approval Email to
contacts

When on the material Add/Update screen there is a section for approval status and
in that section is a button to send Approval email to Client. We now have added the
contact people on an account into a box, like we have in sending an order
confirmation. Instead of pre-selecting the confirmation contact from the account,
though, we pre-select the production contact from the campaign. This can be de-
selected and someone else chosen if desired. If the material is attached to multiple

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK... 15/69
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campaigns, the user will be prompted to select a campaign ID to use for selecting
the default production contact.

[ MATERIAL ADD/UPDATE

Artwerk Production Time Entries
1 GENERATE EMAIL / PDF Ll Add a Time Entry

| pocument Tempiate I .

- Mo Records Returmed -- Approval Notification for Intermal Users | @
Artwork Production Histo
ry Parameters
H=

-- No Records --

Tim MMacrone uwwdemo=timEgmail.com

Approval Status

Comment for Client

Other To

[] Send separate emails te each recipient
Client Rating oC

Subject

Creative proof 11524 ready for your review

Approval History

Attachments wend Approval Email to Client

1 m=
Email Body (if sending a PDF attachment)

Preflight Status

None

Uplead New Fi Cancel  Download (HTML)  Download (PDF)  Email (HTML)  Email (PDF)

Additionally, if you start typing an internal system user in the cc field, it will show
user names and emails that can be added.

New Material - InDesign Settings

Previously the InDesign Settings on a Material Record, the InDesign Extension
settings defaulted to Points as the unit of measure. Several clients complained
about that since then the InDesign document defaults to display in Points and they
wanted it to be inches. In a future release we will create a option to make that
customizable for you, but for the time being we have simply changed that default to
Inches instead of points.

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK... 16/69
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& Customer screen - Ad Production View

Small modification has been made to the Creatives view on the customer record. In
Previous versions the last product and last issue date were visible only if you
clicked on the Quick Info button. Now it is more prominently displayed:

Print Material [1/4 Page (BS)] No.2026 W Print Material [1/4 Page (BS)] No. 2027

1/4 E Lets Go Dhring Quick Info | | Updated More Dhring Quick Info
LAST PRODUCT LAST DATE | | LAST PRODUCT LAST DATE
The Navigator Times 2/24/2023 | | The Navigator Times 2/24/2023

Select this Material Record

Select this Material Record

Prevent unapproved/credit stop accounts from use on

Co-op

Previously, the Co-op advertisers on a campaign were not getting the same
scrutiny as the original advertiser. Now, accounts that are on credit stop or who

were not approved cannot be added as a Co-Op:

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK...
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CO-0OP PARTICIPANTS
[ I ——— I

- B D L

Crawtn u P oot

& Warning on Price Change

There is a new option in Group Security to warn a user if changes made to a
campaign line results in a price change. This will display in both Full line entry and
the Booking Wizard

O EDATIMG COST PER THOUSAND LINE: 5056

|
[N Il Other  Google Ad Manager  Expected Sizes  Crestives  Custom Fields  Production Notes  Category MetaData  Sales Repls)

Preduct Thi Navigator Webste Saction = Ratecard CPM Rate 15.00000
- Ad Type Cost Par Thousand Pasition Right Rail - Adjustments -1.50000
Contract 2023 Contract - Gl Type Website Advertising " Discount Rate 13.50000
Ratecard Open Rates - Material Status : Estimated Impressions 16,000
Ratecard Line |2 2 - Estimated Amaunt 215
! Description Open CPM Rate Estimated Tax Q.00
I Estimated Total 216,00

B etmmants

| O WARNING x

jon Values by Mumber of Days in Month -

e WARNING: The price on this line has changed

o On read, the price on this line was: 202,50
| * Onread, the tax on this line was: 0,00
Aar 2023 3 536.283 533 1278 » Total price on read: 202.50 G o o0
* The price difference is: 13.50
Apr 2023 30 815418 5217 T043 : 0 0 000
May 2023 31 615096 5,392 7279 o o 000
oK Cancel

The flag in Group Security will default to "No" upon upgrade so that the system will
continue to behave as it always has, but if you would like to turn the feature on,
select this option in Group Security - Campaign Line Item Security

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK... 18/69
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EAELE DISCOUNT FERCEMT ON GURCN LiNE ENTRY

Mo

DK RATECARD AMD EXTENDED RATE TEXTROXES 1M QIO LIME ENTRY
Mo

PREVENT CHARGES T0 RAST DATES & ISSUES 08 LINE £0aT

Mo

PRIVINT CHARGES TO MATURIAL RICORDS AND MATURIAL ASHGNSENTS I LNEINTRY

Mo

m [ e s o ]
Affidavit Changes

Page Numbers are now optional
Navigate to Billing - Affidavits - Affidavit Form Templates

There is a new option on the Affidavit template to allow you to include (or not) the
page number on an affidavit.

AFFIDAVIT TEMPLATES

Drrvrmest fapiome tempate Getnin
- . Tormiate 1 L Crasted 0=

G ey Titta | Famse . i

== R Lt Ut O

" ' Laen Uprdariesd By .

N -
Wirm Wleega Faid Geos saraatias
&% e rRnEETe - a - s laEs e W r-a-F n-0 an e -@

Campaign and Line ID's are now included in the Batch detail

Navigate to Billing = Affidavits - Affidavit Processing and click on the Print
Batches node. Select a batch ID to get to the Batch Details screen. If you need to
print an extra copy of an affidavit or take a look at a specific PDF, this makes it a
whole lot easier to find.
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AFFIDAVIT BATCH DETAILS

Batch ID &4 Date Created 2/2/2023
Time Created 905 AM
Created By Kelly Smith

[ s I
T03 Lanw es of De

wey, Cheatem, & The Navgator Times John Dewey One Park Avenue '.‘-0-;.'
MNew York, NY 10008

514 Law Offices of Dewey, Cheatem, & The Navigator Times John Dewey One Park Avenue =
Hiowe Mew York, NY 10008

515 fices of Dewey, Cheatem, & The Mavigator Times John Dewey One Park Avenue on
Mew York, NY 10008

516 Law Offices of Dewey, Cheatemn, & The Navigator Times John Dewey One Park Avenue =

Howe Mew York, NY 10008

Orders that have split lines are now less cumbersome to run Affidavit processing

In Previous versions, if your ad lines were split, when running affidavit processing
you had to follow a very specific procedure to ensure that you printed the affidavit
on the last date the ad ran. The affidavit processing window has been updated to
make that process easier and more intuitive to the user.

Prepayment on an Order has a new look

In Campaign entry when you add a new prepayment to an order, it will look a little
different than before, so you will want to give your users a heads up.

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK...
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— ATTENTION

== This chiert has NOT authesizes Pre-Paysrent via Credit Card
I Campaign Explorer _ I Billing Summary _ .
L Campaign ID 1814 Amcunt 1 Pay EI00.00 Card Number AT
n
Advartiser Stasbuck  Bill-Te Client Starbucks o
Brand Stcbuck  Payment Type Craehi Dbt Cand = Expire Date 12 T NS
Bank Edgil Bank card
o) Holder Name
Cardl ta Charge LA R S U | IR T
Billing Address 1 12323 SW 55TH ST STE 1005
Card Type Wi
Billing Addreda 2
Description Edgil Eank
Billing City COOPER Ty
Card Status At
Billing Stats
Pre-Payments Last Charged
Billi 33330
Enter a New Payment sl =
atio Billing Country Linfied States -
Mo Fayments Applied - Telephone
to Ermail
L s Inveices
B g CRM Vi _ Process Paymant Later  Process Payment Now -
B Bo o Adertiner View - o Recoeds —

ﬁ There was a request to offer the ability to prompt for a receipt during campaign
credit card charging like there already was on taking a credit card payment in the
A/R module. These changes have allowed us to nhow prompt for a receipt in this
screen as well, so once you complete the charge, you will see this prompt:

Bank -

0 PAYMENT RECEIPT x e
- 11
1232
e Payment Saved. Would you like
to generate a PDF receipt?
Bank Yes Mo
Coo
FL
3333
Billing Country Linitg

This new change has also allowed us the ability to apply a credit as a prepayment in
order entry as well. (of course this is subject to permission in Group Security see
#21in Campaign Header Security Allowed Payment Types)

@ Note - if you would like to allow partial pre-payments be sure to set the flag in
Advertising System Parameters to allow partial pre-payments. Otherwise the amount
box will assume full-payment (#14 in Setup = Advertising Setup - System
Parameters)
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When the client is set to "Charge Credit Card" in Name Maintenance, the user will
also see this when making a payment:

1 PROCESS PAYMENT

ATTENTION
l = This client has authorized Pre-Payment via Credit Card. i
Amount to Pay 23.145.00 Card Number
Bill-To Client Backyard Beans v
Payment Type Credit/Debit Card = Expire Date - -
Bank b
| Card Holder Name
Card to Charge - [ | #*
Billing Address 1
Card Type
Billing Address 2
Description
Billing City
Card Status
Billing State
Last Charged
Billing Zip
Billing Country
| []
Telenhone

If the flag is set to "no" the user will see this when taking a payment:

= . 0 0 00| =
= PROCESS PAYMENT

ATTENTION
This client has NOT authorized Pre-Payment via Credit Card. i
Amount to Pay 2,940.00 Card Number
= Bill-To Client Well Crafted Beer Co. Lansdale Bi cvv
13 Payment Type Credit/Debit Card - Expire Date v -
Bank -
Card Holder Name
ne
Card to Charge > | &+ | g

Billing Address 1
Card Type

The above message doesn't mean that you can't take a payment....it just means
they don't have a preference set to always use a credit card.
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Crop Images in Classified text editor

Images can now be edited in the Classified Text editor in both Full line entry and in

the Booking Wizard.

51 NEW LINE
Insertion Details  Category MetaData  Other Options User Defined Fields
Category Tree Rl Estate +
Category Real Estate — Homes for Sale .
Material Type Listing Tex =
Pick-up Material =
Ad Headline
Sort Text ADDRESS123MAINST2500SQF TGREATLYHEARTEDHASWHOREL Override
Columns 1 Column
Approval Status =
00% o Bpt ADBASEP A A Formas = [
p/usEfRIss - - 33 & rosoue

oo Br e o I
TepEAIGE  feuTed  ENed

Bughing may you tad Do
repeated whabever o
welcomed  abdckie ne  Fal
e alhough oulieved and
mformed shy dssuade
propedy  Mescal by me
hrough he drawing savings an
Mo wo wand svold Secsy
heard mr Coemon 30 vecked

Select the image and a new toolbar will be displayed. From left to right, these icons

are:

* Rotate counter clockwise
* Rotate Clockwise

* Flip Vertically

* Flip Horisontally

* Edit (click here to enable the crop)

* Image options - click here to open this window:

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK...

Rep Assignments

e

Addrann: 123 Main 81

2500 Sq. FL Greally haared
has who bolisve Dnft alow

tegwates]  imsicred poectie
lsughing mary you bt Do
repeated whabaver e

Bppear o sedden woilhy on
Enade of ol i whols Fiood
Mutnpuin]

INSERTION PREVIEW STATS

16 teat lings

45.934 agate lines
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Insert/edit image X
General Advanced Upload
Source https://dev.navigahub.com/EW/devdigital/local| IR

Image description

Dimensions 95% X + | Constrain proportions

X -

The edit option opens this window:

Edit image X

7N & @ 0 6 M R

!
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Crop Icon will enable drag and drop cropping from the 4 corners
Additional photo tools in this window include:

°* & Resize

* o Orientation
* % Brightness
Sharpen
Contrast
Color Levels

Q@
o
®

¢ Gamma
© Invert

Along the left of the edit window are undo, redo and zoom options.

& Search on Material ID in Order Entry

Order Entry search window now has the ability to search on material ID.

CAMPAIGN ENTRY

CAMPAIGN SEARCH

= e
— arm gy | Mbertise 12 Priduct et = Hlact Range @ B
— Bdeartiver -
Cam Preduct E~d Range
Casspaign ID Siaben
Advertiver 1D Agancy 1D
Extermal 1D Currancy
-~ Une ID Campaign PO
o I Material 1D 1500 I
Clear Form Search
Chiert Type
e [
‘h Agancy [ Bili-tn m =
oy of Change: Biling Cortact 18 W M Predidl  Lndewate LrzEnale AT ATUDOE EEUN IS s
Pariags P Worka works
Biling Addreer
St
Masheting Campaign
Pradust Grsup ity Codd
| Drder Comtact = —e e
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Deleting Campaign Lines with a filter

In Previous versions, if i wanted to delete all my "CPM" lines in this order for
example...

WILRL RANLAE MLMT B

| could put CPM in the filter, and check the Check all checkbox:

i Maviga Metwork.  Tegeled CPWU R (D) | OPwe &a22ie:  &32r2023
Fenage  loe o 130 bR
-5 ] 50 fapten Fig g

B I ew
LT PR

farnas i

o, B2
i The Mavigator Cpen TP Rate D |orm |eezem: smyees
Pacags  ‘etiate
S fow b g

3w O b
108 0N St
oo (18 & 125,
Saciom AL,
ounom 0H

! The Maagatos Megium Reclang D | o leaae: 1oz
ok Miohile Bog be - CPM
= Lok v
ariwages (B0« 1y —
facom filmd
oo, B2

but it would actually select all of the lines, even the ones that were hidden, so when
i deleted the lines, all the lines would be deleted.

Now the filter has been modified to only select the visible lines when the select all
is checked, so only the desired lines are deleted.
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My Profile

In previous versions, users had limited access to the "User Security" screen to
authenticate their email credentials for Syncing, so we have added a My Profile icon
on the menu so that they can see and edit some settings. There was also a "My
Security Settings" menu item under the Setup Tab, which many users didn't see at
all since they didn't have access to the entire setup menu.

Main Menu Ad Home Customers Campaigns Production Billing Analysis Setup

Clicking the person icon in the top left of the screen, in any module, will open a
screen with some information and editing capability to some user settings:
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™ WY PROFILE
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They can update things like their "From Name" on forms, their preferred default
product group in campaign entry, their profile picture, etc. This also allows them to
authenticate their email if using the email integration through Nylas.
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List of Packages Report
There is a new report available under the Setup Menu - List of Packages
Run the report with no search criteria to display all packages. Or use the Valid From

and/or Valid Thru dates as filters to filter on those two fields. Further filters and
sorting are available at the top of each column to further filter or sort the results.

LIST OF PACKAGES

]
[Ctg 1 cmburs haader e Ore it B greap By Shat ke

Issue Analysis Report

There have been a couple of changes to the Issue Analysis Report.

hepdery
F—e— L o = Qo = o = EECCTH
™ N I N I N T I I I R TR TR
3617 118\‘:00 ‘J.S(:_H 12547 2_083 uc_aa

49,180 199.?00 1z§. 350

tarwn Dot favwn Closa Do Lot Towe s men T ek Taar's lamen Dhemcsipiios
p—— [ —

Lt Toar's lsws Gowin
T Do 233 R
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Previously, If the issue date was in the past, the Actual numbers did not include
Reserved and Quoted orders, even if the option was selected to include them

Also, the last year numbers previously included only Invoiced numbers. Now last
year will also include Confirmed as well.

« Sticky Headers added to several reports

By "sticky headers" we mean that as you scroll down the page on a long report, the
column headers will remain at the top of the page so that you know what you are
looking at like so:

2 @ @ D logwm

M or M Wana Home Lewh  Cislomens  Oppon Exbibin B L
_________________________________________________________________________________________________________________________________]

The following reports have had this added:

Orders by Product**

Orders by Entry Date***
Production by Product Group
Production by Product (non-print)
Production Control by Controller

Production by Print Product

It is also now "sticky" in the Campaign search window as well:

https://open.gitbook .com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK...  30/69



8/8/24,1:00 PM 2023.1
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** Speaking of Orders by Product report - another enhancement portal request was
to add the Territory Name to the list of available fields. ﬁ That was also done for
2023.1.

*** Speaking of Orders by Entry Date report - another enhancement portal request
was to add the Ad Type to the list of available fields. ﬁ That was also done for

2023.1.

Change to Campaign Imports

Navigate to Setup - Admin - Campaign Import
There are two imports within this screen. The changes below affect both imports

The following fields were added to both templates:
Line Item PO Number
Space holder parent indicator

Import functionality change on RATING

If ratecard and ratecard line ID is provided and rate is left blank, we will use
ratecard rate.

If ratecard and ratecard line ID provided and rate is populated, we will use
rate as overwrite rate.
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Option to auto create material as part of import even if product is generally set
to not auto create material. If setto Yes then the import will create a material
record for each order

Advertiser / Agency Import

Three new fields have been added to the Advertiser / Agency Import. Navigate to
Setup - Admin = Advertiser/Agency Import and download the template.

Preferred Forms Language §| Source Legacy Parent ID Is in the ELMA Registry

The CRM Name Source field - It is not a required field, but it does need to match
a source that has been configured in Naviga Ad Setup

Legacy Parent ID - This is required if the Advertiser being imported is to be a
child account of this parent.

Is in the ELMA Registry - This will set the flag on the client Name Maintenance
record that they are in the ELMA Registry.

(G NOTE - ELMA - Electronic Recipient Address Register —is a Norwegian register
recording the recipients of the various EHF formats. To put it simply, it is comparable
with the telephone directory/Yellow Pages for phone number listings.

Salesforce Integration / Naviga Ad Menus

Under Integration Settings, Salesforce node, you will see a new option at the
bottom of the Integration Settings

https://open.gitbook.com/~space/s2RD40PdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoK...  32/69
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A Integration Settings

m These integration settings are required for Salesforce
= Cross Reference Tables

Campaign

Opportunity Contact Roles Connection Settings

Enable Salesforce

) O ves
Agcounts Integration

Opportunities Conzumer Key
bbiie ConsumerSecret
Security Token
User Mame
Password
Sandbox Account No
Integration Settings

Automatically Create Accounts in Salesforce when created

in Naviga
Allowed te Link Agencies O ves
User Order Taker as Rep

Security Groupls) that should NOT have access to standard

Navigs Ad menu(s) when in another ser tab Sales Rep - Company 02, Sales Rep-Company 01

Security Group(s) that should NOT have access to standard Naviga Ad
menu(s) when in another browser tab - For most of our clients, sales people
spend 100% of their time inside salesforce and do not enter the naviga
application at all, except for those pages that are accessed via the Salesforce
Canvas integration, and if they happen to end up in a naviga popup window
linked from one of those screens, it wouldn't be desirable to have the navigation
menus displayed. For other users, like admins or finance users, they might
bounce back and forth between the full naviga application and saleforce and
those users would like to see the navigation menus. This setting allows you to
set which security groups should NOT have access to the main naviga
navigation menus if they are logged into both Naviga and Salesforce
simultaneously.

CRM Module

Opportunity Upgrades

https://open.gitbook.com/~space/s2RD40PdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK...  33/69



8/8/24,1:00 PM 2023.1

In previous versions of Naviga Ad, the Opportunity types were hard coded as
Advertising, Exhibitions, or a combination of Advertising and Exhibitions. This has
been changed in 2023.1 and is now configurable. When upgrading to 2023.1 a
conversion will automatically run and will create those three Opportunity Types and
any existing opportunities will be assigned to those types based on what type they
were assigned when the opportunity was created. Additional Opportunity Types
can be added by typing in the ID and Description and clicking the plus to add it.

Click and drag the three lines — to the left of the opportunity type to reorder

into your preferred sort. Save the changes.

OPPORTUNITY TYPES

a
Q
o
[ [ o
[}
a
a
*

Opportunity Stages and Master Stages

Opportunities are defined by stages, according to the status of the negotiations
with the client. For example, a stage can be in the beginning stage of cold calls and
might be given a weight of 10%, then moved to a more advanced stage as talks
progress to 25% and so forth. Each stage can be defined by a name which the user
can choose in the opportunity screen. Each Opportunity Type can have its own
unique stages. Sites already using CRM prior to 2023.1 will see their current
opportunity stage setup for each Opportunity type converted over to this new
structure with the upgrade.

To allow for reporting across all Opportunity Types, each Opportunity Type now will
also be able to be linked to a Master Stage. If you choose to not set up master
stages your system will still work as it did in previous releases, but you will only be
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able to see the Pipeline report one opportunity type at a time. If you have several
opportunity types, it may be cumbersome to understand the full picture of all
Opportunities.

First, Create the Master Stages:

Main Menu  CRM Manager Home Leads Customers Opportumsties  Rep Summary  Advertiing  Exhibitiors Setwp @ 7 @ @ @  Logout

[ I
pportusitien o Pz .

pportunity Typs a0 e P o
 opportunity M St = — — o
ol Exhabsi 200 re it o
30 Cpe Qualifed o
s pe Cualited o
x50 Ope Cualites o
&30 Cualdas o
s Coualifes o

I ----- + ]

Enter an ID and a Description for the Master Stage (ID does not have to be
numeric as in the example)

Check the box if you wish for this stage to be included in the pipeline. You may
wish to exclude some stages from the pipeline, for example lost or won stages
are typically not considered to be in pipeline.

Select the Stage type (Open, Won or Lost)

Select the Lead Qualification for this stage (Open, Qualified or Disqualified, for
those using Naviga leads functionality to track pre-opportunity sales progress)

Enter the probability of the deal closing

Click the plus sign to add to the list and repeat above steps until you have all
necessary stages created

Drag and drop the 3lines ~—  to arrange the sort order for these master
stages.

Save

Once you have created the Master Stages, then create the Opportunity Stages.

Select the appropriate Opportunity type at the top
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Enter an ID and a Description for the Master Stage

Check the box if you wish for this stage to be included in the pipeline
Select the Stage type (Open, Won or Lost)

Select the Lead Qualification for this stage (Open, Qualified or Disqualified)

Select the appropriate Master Stage to display when viewing all opportunity
types together in a report.

Enter the probability of the deal closing for this stage

Click the plus sign to add to the list and repeat above steps until you have all
necessary stages created

Drag and drop the 3lines ~— to the left of the stage to arrange the sort order
for these master stages.

Save

Repeat these steps for each Opportunity Type that you have created.

['li:]i‘,.JI Delivery

OPPORTUNITY STAGES

pporturdes Dppartunity Typs
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Testing Notes for Stages / Master Stages

You will only see the below option for "All Opportunity Types (Master)” if you have
set up Master Stages and linked them to your stages for each Opportunity Type.
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OPPORTUNITY PIPELINE

Opppomtarity Typs Sake Rapis) Frodecrt! Enparind Closs fanet  Lxperned Ouas Ged  Wins / Lowt $aset Wibue  Lowt Bued
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If you do not see the option for “All Opportunity Types (Master)” and would like to,
follow these steps:

Navigate to Opportunity Type Setup (CRM Module > Setup > Opportunity
Configuration)

Note: default Opportunity Types after upgrading will be Ad, Exhibition, or
Advertising / Exhibition.

These were previously the hard-coded opportunity type options. If you were
previously only using one of the options, you will be able to delete the
unused opportunity types. If there are opportunities using that type, you will
receive an error message.

Add any additional opportunity types needed for your business.

Navigate to Opportunity Master Stages and set up as many master Stages as
you need

Navigate to Opportunity Stages and ensure that there is a master stage for every
opportunity stage for each opportunity type.

Navigate to your Opportunity Pipeline Review report

OPPORTUNITY PIPELINE

roductin: Hrpocted Chown Sart  Expocted Cioss rad  Won /st Start Vo 1 Lot el

When viewing in the Master view, the stages displayed will be the master stages

OPPORTUNITY PIPELINE
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Default Opportunity Type

2023.1

Navigate to the Setup menu in the CRM module Setup = User Security - Access
Control node. Click the drop- down menu Default Opp. Type and choose the type.
The types displayed in the dropdown will be dependent on the types of
opportunities setup previously.

Main Menu  CRM Manager Home Leads Customers

Opporiunities  Rep Summary  Advertising  Exhibiions Setup @ 2

® 5 @ Logout

USER SETUP: ACCESS CONTROL

Create a CRM Opportunity

! User ID KShaTH =
User Name welly Smith (USER KSMITH;
User E-Mail Address kel smahEravgaglobalcom
User Security Group Top of the Tree!

General Settings

Rep. Type Sales Manager
Default State/Region ID E)

Defsult Opp. Type
Sales Order Entry Acc
Allew Exhibition Sales
Allow Advertising Sales

Allew Subseription Sales

Team Access

Accass 1o Other Reps

#ccess Only a5 Defined in List Selow

The Opportunity page has been updated with various new features to streamline

and enhance the page:

Different layout of the screen to allow for easy access to information.

Section to choose the Values for Reporting by three options:

Use the Forecast Amount across start /end date range

Use the Product Grid
Use the Selected Proposal/Quote

Ability to create new brand.

Split digital products lines by month, with similar split options as per the line

items.
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Forecast Amount // [ Calculate Currency

60,000

Values for Reporting

Use the Forecast Amount across start/end date rai ™

Use the Forecast Amount across start/fend date range
Use the Product Grid

Lise the Selecteq --'I'\';|':\-SH|-Q..E'.1’-

Stage Probability

Prospecting,/Mew Lead

5%

Tags

Valuation

The choice selected here will determine which value is used in the Sales Rep
Activity page for the Opportunity line:

Use the Forecast Amount across start /end date range: Use the amount in the
Forecast Amount field.

Use the Product Grid: Uses the sum all the lines in Product grid on the
Opportunity

Use the Selected Proposal/Quote: Choose checked line on Proposal grid on the
Opportunity
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Here is where you will see these numbers used:

Dates entered on the opportunity may affect the financial period(s) where the
Opportunity amounts are displayed in the Rep Activity report displayed above (also
depending upon the Values for Reporting Selection made). Opportunities that were
due to close in the past may not appear above, so keeping opportunities current
with correct information will be important to this report being accurate.

Testing Notes for Valuation and 12 Month Performance Tab

The easiest way to test this is to select a rep and a period(s) without existing
opportunities or make note of the current numbers and then see the difference
when you put in a new test opportunity.

Create a new opportunity (CRM Module > Opportunities > Create a New
Opportunity)

Enter Required information
v Opportunity Type, Client, Brand and Agency in Basic Information

v Forecast Amount, Owner and Stage in Valuation (Leave the Values for
Reporting as the default “Use forecast amount” for now)

v Start, End and Close Date in Dates (be sure to use dates in the future)
v Short Description in Description of Opportunity
Save Opportunity

Navigate to the Rep Activity and note that the forecast amount will be equally
divided among the months entered in the Start and End Date fields

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK...
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Confirmed

Reserved
-
L Q3 - Verbal Agreement

Q2 - Negotiate

Q1 - Proposal
Cpportunities [ 12.500 12,500 ]

Confirmed + Reserved

All Quoted 99

Budget 288,500 209,400 308,400 411.4
Budget vs Confirmed =261,700 =308 400 =411, 400
Budget vs Confirmed + Reserved -251,923 -272995 290,623 =401, 630
Budget vs Confirmed + Reserved + Quoted =213,095 =210.269 267723 391,025
Budget vs Confirmed + Reserved + Quoted + Opportunities =213.995 197,769 =255.223 =391,025

Return to the Opportunity and add some products in the product section

Change the Values for reporting option to “Use Product Grid” (note the price and
dates of the lines)

e b L rage (4] mACE T R OODD0N (-]
aed Fage
] g Rty e 20 faarciid tcide Bae |34 ke Ructangie - SR - et (-
* Saction
Sncars ate Cart 3 = gAmem % maoD % WpOMOOC o
Book -
- " -]
i o Purkageh Rl 3 Pt

Save Opportunity

Navigate to Rep Activity again and note the values have changed to now reflect
the schedule within the grid

Rese
é Q3 - Verbal Agreement

02 - Negotiate

Q1 - Proposal

Opportunities l 10,505 13,000 l
Confirmed + Reserved 177

Al Quoted

Budget 288,300 411,400
Budget vs Confirmed =261, 700 =411,400
Budget vs Confirmed + Reserved -251,923 -401,680
Budget vs Confirmed + Reserved + Quoted -391,025
Budget vs Confirmed + Reserved + Guoted + Opportundties 391,025

Return to the Opportunity and create a proposal, either from the Product Grid
using the “Auto Generate New Proposal / Campaign” option or manually with the
“Add New Proposal / Campaign” option

Mark your desired proposal as the one to use for reporting. This will auto-

update your “Values for Reporting option to “Use the Selected Proposal /
Quote”
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Ui 0= Eiatieny Progeiial  Carvpuigrs

© Rk R M Prapel | Chmpaigs  Aute eririhi i Pripidsl [ Campaign

Note the dates reflected in the Proposal

Basking Wizard Chaicks Lime Entry Full Ling Intry Prod, Schaduls Audignoe Plamner Rusdiencs Raach Send a Proposal
Advertising Order
Splin Lines Dwlear Selecied Lines Check Incentives  Bulk Updaie Metadata Humbers is the Grid Doy mate: Arry

Navigaor Magazes 172 Fage (] (Mg D puco NS 2N/

23190500

2.00 § 2100000 2.905.00

Navigate to the Rep Activity again and note that these numbers are now
reflected in the Opportunities value

Confirmed

Resened
L Q3 - Verbal Agreement

Q2 - Negotiate

Q1 - Proposa 1.7 18,104

Confirmed + Reserved 36,577 26,405 i7,

All Quoted 37 41,725 1

Budget 288,500 299,400 308,40 411,400 7
Budget vs Confirmed -261,700 -282,600 308,400 -411,400 =37
Budget vi Confirmed + Resensed -251,923 2,995 290,623 -401,680 -37
Budget vs Confirmed + Reserved + Quoted =213,995 =231,269 7 391,025 =35
Budget vs Confirmed + Reserved + Quoted + Opportunities 213,995 210,269 391,025 36

Confirm your order, which should update your opportunity to Closed Won
depending on your settings. Navigate back to the Rep Activity Report and the
Opportunity Value should now be removed from the Opportunities row
because it has been added to the Confirmed row
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Opportunities
Confirmed + Reserved

All Quoted

t ws Confirmed =26, 700

Confirmed + Reserved

Budget vs Confirmed + 213,985

Budget vs Confirmed + Reserved + Quoted + Opportunities

® Troubleshooting: If you do not see values that you expect in here, check the
Opportunity to ensure that the start / end and expected close dates are correct and
that they are in current periods. If you expected to close something last year, and you
didn't, it isn't automatically going to be displayed in this year's Rep Activity report. You
will need to update the opportunity to current dates if it is still a viable opportunity.

Create New Brand

Navigate to the menu Opportunities - Create New Opportunity. Choose the
advertiser who is set to use multiple brands from the list and enter the description
fields as well as date ranges.

Then click “Create New Brand”.

Enter the details of this brand in the pop-up window and save. This brand is now
the one on this opportunity.

(& Note - this is using the same permission as being allowed to create brands on a
campaign. So if they user can create brands in order entry, they also can create them
here. If they cannot create brands in order entry, they will not see the Create a new
Brand link here either.
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bower BrandDieiion 10 AT ASSIGN B suno Ausicr |
- Returm to List of

ENTER/UPDATE OPPORTUNIT ===

Agency L=

Basic Infermation Filyleudusnry Code EDUCATION PROFESSIONAL VTS
Dpgeortundty 10 17 ‘Opportunity Type Mdwertising Campabgn Settings
L Ad Sales
HEW Frimary Campaign Rep Cheryl Sirayed
Bartisar 1B 1/ 0L 5 Ribourtionr Mama Product Growpir] Sharley's Nature Groups [Plesse do notd = e - -
255428 S8, G Church Exhibition Settings Expecind Choss Dube
Brmnd /1 © Create & iy Brand Primary Exhibition Rap Chary Strieped |
Exhibites Typs STAMDARD EXHIBITOR] [ -] _ . o
Agancy 1D jf O Search Piame 5% Wednesday, Novemiber 30, 2022 o
Cancal fave
Call Uit Markating Campalgn
Split Digital Lines as in Order Entry
Scroll to the Products grid.
Produsts
Apply Sort
B o WP Awonomy gy a0-OEP(ME v 1Pep *  Display - e *  NR . 7700000 1 meo 0
aganne Al v|  MAM-Select
L Mary 20-22 FOFP (138 = 1Page *  Ciaplay = e = NR - TTT.00000 5 TITO0 o
Magarine a = Muli-Selsct
B o o EM:"’ 5023 (46 - O = Cubwral = e CPM - 2000000 10,000 wm @

Natisn mpeessicns withle = 1,30,2003

_ * 4 AddsPeetueE  Blackiest Proud Mation - &
Moz et i Bl 10 adlcate tha Values
Copy the Value inbo sach new bee
e T s F
Spit the value evenly scross i new nes
Propeash & Campaigns Spiit the value proportional by days in the month ¥
Clerse Continue

— INo Bsoonds --

Enter a digital line across multiple months. Click the “Split by Month". In the pop-up
window choose the option which you'd like to see in the order entry when you auto-
generate the proposal.

The options are:

* Copy the Value into each line: This copies the same amount into each new line
you split.

* Split the value evenly across all new lines: This divides the amount on the line
across the split lines equally.

* Split the value proportional by days in the month: This divides the amounts
across the month according to the number of days in that month.
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Leads

The concept of leads management was introduced in the 2022.5 release. In this
version we have added a couple new features to leads for better usability.

Navigate to CRM Module > Leads > Leads Dashboard.

Bulk Assign Lead Owners

w  CRMMarager  Home Lesch  Customers  Opportunities  Rep Summary  Adwertising  Fxhibitions Seep @ 2

. 1o multiphe different reps and re-assign
-. I
o Select all unassigred lines or all ines assgned o 3 single rep and
assagn them propor "‘JIP:_. e mylitple eps
Lo —
e e ity 5
P - Chamge Owrer to
’
F o sches :
£ [ e by Close Clear All Apply
. -

You can now bulk-assign lead owners to imported leads by clicking on Assign Lead
Owners and selecting one or more users to change owner from and two. Leave
“Change own from” blank if you want to assign unassigned leads to one or more
people.

Also, on the import leads template and in the Leads API, there is now an owner ID
field so that you can assign specific users as part of the lead creation process.

Navigate to Previous and Next Lead

Click on the pencil icon to edit a lead

The leads window that opens from the Leads Management Dashboard will now stay
open as you work the leads and continue from one lead to the next with next, save
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and next, & previous icons at the bottom of the window. This will save the user
some clicks as they work down a list of several leads.

Cancel Previous MNext Save and Mext Save and Close

New Account, Contact, Actions, and Notes Field
Settings

CRM Settings include a list of fields which in creating new accounts, new contacts,
new notes and new to-do items from CRM module can be made mandatory for user
to enter or marked with *** as important due to requirements in third party
applications integrating with CRM. Security and requirement rules setup across
Naviga apply and must be setup in the respective screens, such as in User
Security, Group Security or Module System Parameters.

Navigate to the menu Setup - CRM System Settings - New Record Field Settings -
> Other Tables.

Click the Node “Required Fields on New Records".
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Customers  Opportunities  Rep Summary  Advertising  Exhibitions  Setup

-7 | @ allo

Pipeline Proposal Analysis Group Sales Digital Delivery PinPoint Advertiser Ranking

NEW RECORD FIELD SETTINGS

i CRM Syitem Sett:ngs
Paramater Salutation Mot Riequined, but Display ** meat 1o Latsel
First Name Mot Requened, but Display ™ next to Label
Middle Namie
ob Trthes import Last Mame Reguired Feld
Suffic
e rfonmal Narme
e b Code Required Field
ch Titlg

Cender

Intesrtsonal Tax 1D

Depariment Not Reguened, But Daaplay *** ot 10 Labe
Phong Mo, Feguired Field

Mobde Mo

In the first section, set the New Contact Fields on the list as:

Blank, leaving them as optional, or

Required, making the field required where the record will not be saved when
creating the contact if this field isn't entered, or

Not Required, but Display *** next to Label, where the field is not mandatory, but
the field has a label *** by it. This alerts the user to enter them because the
fields are important for third party integrations.

Repeat this in the next section for New Account where it applies to new advertisers
created in CRM.

Repeat for the third section “Action/ To-Do" fields. Also, for the “Notes” fields.

Save the settings. Navigate to create an account or contact or convert a CRM lead
to an account.

Navigate to a contact record in Customers - Customer Overview an account.
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£ ADD A CRM NOTE

[ |

Product Type Product *

T_mE

Product - -

™ Marketing Campaign ** e

i1|

g AIEET

BAdd a Note for Contact *
Father Zaki -

B J U A~ ~| Times New...~ 16px = EE-

=ra
-

Click on New Note and note the fields are marked with a * for required. If you tab
off the field without the entry, the field turns red in color.

Click New Actions.

If you tab through the fields without entering and attempt to save the action, the
system displays the message listing the field as required.
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Aeedunt Contact Action Type *

St Geonge Chanch Fatrer Fal; *  Appointment -
Product Type Product

Exhibition

Marketing Campaign

Short Description * Opportunity
Motes [ insert _
I -
L A .':? I Please fill in the following Reguined fislds:
« Short Description

Start Dote/Time: 12/ AssignTe:  Shirley High

End Date/Time: 1271,/2002 ™ Priority:

=T Remirder: bone
Completed Details -

ool Cmann

Accounts Receivable Module

Quick Links for Payments

For security reasons, sometimes customers are reluctant to give credit card details

over the phone, or it may be your business practice that you prefer not to take the
credit card over the phone but rather to have the client enter payment information
themselves through an online portal. If you are licensed to use to the Naviga Ad

Client Portal, now your users can send a pay link to the client’'s email from various

screens in the system.
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User navigates to A/R - Payments = Pay Invoice(s). User searches on the
customer id and selects invoices to be paid by checking the box under the “Pay”
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APPLY PAYMENT
e Ny

- AR Baging
Cumcmar 10 I Cummey 10 36 0
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Inveicem Paid 130~ Dupr
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L] Eard & Pay Lisk Ertar Faymess

User navigates to A/R - Payments - Pre-Pay an Order. User searches on the
customer id and selects Confirmed but not invoiced orders to be paid by
checking the box under the “Pay"” column and then select the “send a Pay Link”
button.

PRE-PAY ORDERS
[sowcion e N [ I

Customer 1D 255078 F- 1 Curreney D - 030 Deys
Custamer Nama Urdaraabar Warld Horsham Currency Lodal / System Delaull 3160 Days
Gt s T - 1590w
Prederred Address 455 Sivebors Bud . 81120 Days
Amount ta Charge 120+ Days
A
Pra- Paysnenti

Advartizar Undenaatar Werld Horsham

Account Balance

LEITA1205 1182001 160550204 1304702 16094057 e

otz B regesce - [N R
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In the Advertising or CRM Module, From the Accounting tab on the Customer
details screen the user selects one or multiple invoices from the list of open
invoices and then selects the “Send a Pay Link" option. If the user does not have
access to take payments themselves, they might not see the checkboxes circled
in the screenshot below. They can still send a pay link and select the relevant
invoices in the next screen.

a0 17 30T Uncerwater Workd ABC - Kelly's Co. - Testing Portal 210000 s350 [+] =
Brdyd0 13 W Uncherwater World ABL - Kelly's Co. - Testing Owlault profile B00.00 AN00.00 [1] - ﬂ
o &
131 101 UnderwdlerWorkd == ABC-KellysCo-TesiMetadaa = assope  aseope ] -
o =
o [ ] =
] o &
From a Campaign in Reserved or Confirmed Status user navigates to the
Invoices and payments node and sends a paylink from there:
BILLING SUMMARY

Regardless of which of the above screens you start from, you will next be taken to a
screen allowing you to customize the message and select who to send the email to.
If you have multiple portal profiles configured, and since this could potentially be
paying for several invoices across profiles, the user must select the profile to use
from the dropdown. Different messages could potentially be sent based on portal
setup
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NISITAHIT  MVBN20H  Demo Group 1.080.00 0060 50060 &
Customer 1D 2011 ABcated 1 5080
0 s L 08 ABS - Kaellys Co. - Plan Ady &0 150 (1T ]
Customer Mama Starbuck's Cradits Allocuted -] .00
m m] 431 G602 ABC - Kallys Co. - Plan Ads 438440 491020 000
ABC - Kelly's Co. - Test Auh X Lo
------ BLAET  B/2520 B 432000 453860
Preferred Addnsis 12323 5W S5THSTSTE 1 o i Ajustmant w/Wizind 0 o . -
REITY, L .
COORR CIFY, L 33350 o -1.433.00 143200 000
Send Email From Portal Prefile [Paymemt Amount
belly smithPnrsgagiabal com Default - this peofile has no restricti = L0960
Email Te
Sasha Cholovinsky (wgbla§aclcom)
Subject
Your Quick Pay Link froes NAVIGA [DEVDIGITAL) :
o T . T
BrfULa-PEEE = E tegeevr -1 - % In g D=0
| 3 TT
WIITANT  IGBH2 40 Demo we O &
ABCISIGMIT S22 131 ABC- woxn O &
ABCHEIDAAT  B/2E002 13 ABC agaeen L BB
At
ABCISIG00T BBVAEZ 126 ABC- wases] O =
000
Sand a Pay Link Erber Payment
Cancel Send

Client receives the email and upon clicking the link, will be taken to the portal,
without needing to log in, and will be able to pay the selected invoices for the
specified amounts. They cannot edit the amount to pay, nor can they do any other
portal functions, unless they then log into the portal as they normally would.

)
naviga

Total Payment Amount: 13,000.00

Pay Selected Invaices

Download  Invoice Mo. Reference Date Irvegice Amount Tax Balance Pay Amount

EX166 Lifestyle 2019 92472019 11, 004000

] EX167

Lifestyle 2019 972472019 2,000.00

find help online Corporate Headquarters more about this site
Follow Us Online

About the Inguirer Maviga Global Naviga Ad Portal™

Artwork Deadlines 7900 International Drive 20232 Bud 2301140200

Print Material Specs

stay informed

Eloomington, MN 553425
+1.651.639.0662

infio@somewhere.com
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To set up the default subject and email message navigate to A/R > Setup > Admin >
A/R System Setup

Email Payment Link Settings
Email Payment Link is Valid for how many minutes? 20
Email Subject Line our Quick Pay Link from MAVIGA MEWS

Email Bedy

Click here to view your and process your payment.
7

’ Dggign £ HTML
Reset Save

Enter the desired amount of time to allow this link to be valid for (in minutes)
Enter the desired default Subject Line text

Using the Design and HTML tabs at the bottom, create your desired default text.
Here is our sample HTML from above:

<p style="font-size: 16px"><a style="font-size: 16px; font-weight: bold"
href="#LINK#">Click here</a> to view your and process your payment. <br>
<br>
</p>

The only tag available for this template is the #LINK# tag which will give you the
URL for the temporary link.

«f Sales Rep included on A/R Aging Detail Download

When viewing the A/R Aging Detail report (A/R Module - Reporting - A/R Aging
Detail), there are some download options at the top of the screen. The two options
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with invoice level details (Download Transactions to PDF and Download
Transactions to Excel) will now also include the sales rep(s) in the details

A/R AGING DETAIL
e

Select by Feriod l Currency

Get Data
As of Period 2023-01 Sort Order Tl Nama &2
Inctude Collection s

Company - Agensied L Db Transactisns to POF
Clasrstis} 108 Download Transactions to Excel

[DFewnload Chernt Summary o Excel

0o+

[ D

45415

oW oW W W W W W W w W

There could be more than one rep on an invoice, depending on setup, so we should

Rep 1, Rep 2, Rep 3 and Rep 4 (Names and ID's)

AN Ay AP e

ephone |Payment Terms | Credit Limit [RepID1| RepNamel |RepiD2| RepName2 |RepID3|Rep Name 3| Rep ID4|Rep Name 4
N30 2,500,000.00{KELLY |Kelly Smith WAYNE |Wayne Burrows
N30 2,500,000.00| KELLY Kelly Smith WAYNE [Wayne Burrows
N30 2,500,000.00|KELLY  |Kelly Smith WAYNE |Wayne Burraows
N30 2,500,000.00| KELLY Kelly Smith WAYNE |Wayne Burrows
N30 2,500,000.00|KELLY  |Kelly Smith WAYNE |Wayne Burrows
N30 2,500,000.00|KELLY  |Kelly Smith WAYNE |Wayne Burrows
N30 2,500,000.00|KELLY  |Kelly Smith WAYNE |Wayne Burrows
N30 2,500,000.00| KELLY Kelly Smith WAYNE |Wayne Burrows
N30 2,500,000.00| KELLY Kelly Smith WAYNE |Wayne Burrows
N30 2,500,000.00{KELLY  |Kelly Smith WAYNE |Wayne Burrows
N30 2,500,000.00| KELLY Kelly smith WAYNE |Wayne Burrows
N30 2,500,000.00|KELLY  |Kelly Smith WAYNE |Wayne Burrows
N30 2,500,000.00| KELLY Kelly Smith WAYNE |Wayne Burrows
N30 2,500,000.00|KELLY  |Kelly Smith WAYNE |Wayne Burrows
L1 2 |0N NN nnlEsnn v Fallir Smith WIAVME N awvna Rerrsae

f Credit Rating added to the A/R Aging Detail Summary
Download
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A/R AGING DETAIL

Gt Diata
i ol Parind Ll ol
Irchve Lodertinn
Campy Bgrant B Cumsiiad Trasiiciens s B8
e 0 Desriend Tremsriseay to Lern

sphone |Payment Tenms | Credit Limit | Credit Rating
]
654545 (M6D 250,000.00
0
558589 NGO 500,000.00
681321 [2N30 250,000.00
738511 W60 250,000.00
567590 (N30 300,000.00
N30 54,000.00
553544 [m30 5060, 000.00| Poor
£5-1111 | NGO 100,000.00
311117 W60 3,000, 00000
470578 MmO 250,000.00
73730 M0 254, 000.00| Poor
o
NGO 500,000.00
072483 (M0 250,000.00| Poor
62-6303 | NEO 1060, 000,00
657763 [ NGO 1060, 000.00

The rating information comes from here on the Name Maintenance screen, on the
A/R node:

o A/R Statement Email Overrides

Navigate to Setup - Admin - A/R System Setup

There are now two new fields on this screen related to Statements
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Naviga Statement Forms

Use Maviga Forms
Default Naviga Statement Form Statement with Details N
Default Naviga Statement Form for Agencies Agency Statement Template =

Default Naviga Statement Form for Parent Companies Statement with Details =
Email Invoice Subject Line Statement attached

Email Invoice Body Please find attached Statement of account.

Override Email From Address

Override Email To Address

Override Email From Address - This will display the desired from address
(perhaps "statements@mediacompany.com" or
"accounting@mediacompany.com"

Override Email To Address - This will override the To email address to be a
specific email address. This comes in handy when you are testing a new
statement form, or during an implementation where you don't want to risk
sending test statements out to actual clients.

Credit Card Option

New option has been added to A/R Parameters. Navigate to Setup - Admin = A/R
System Setup and scroll all the way to the bottom.

Prompt to Save Card on File - This is a Yes/No flag that is set to no by default,
which will mean it will continue to behave as it always has. If you would like to use
in production it will need to be tested with your specific credit card gateway to
ensure compatibility. Different gateways offer different options.

Credit Card Options

Prompt to Save Card on File Mo
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If set to yes, the user will be prompted in the credit card entry if that card should be
saved for future use.

‘ 3 SAVE PAYMENT METHOD

Would you like to Save this
Payment Method for future
use?

Yes No

Direct Debits

For many years we have had a process called SEPA Direct Debits that was used by
the European market. We now have an additional process that produces a
payment batch and output file that will be used by some Canadian media
companies. The functionality is similar, but the output from each process is
different and created according to the standard formatting from those countries.

Prerequisites
1. At the company level, you need to set up your bank details. Navigate to System

Settings - Setup - Company Setup. Scroll down to Electronic Payments
section and enter these three fields
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8/8/24,1:00 PM 2023.1

Electronic Payments
SEPA Reference

IBAN

Swift BIC No.

Bankgiro

Postgiro

International Tax ID

Origination Control Data 123456
Originating Direct Clear ID 7890123
Default Bank Code Bank of America v

On your client accounts, on the A/R Node, scroll down to the Electronic
Payments section. These 4 fields are relevant to the Direct Debits.

The first field indicated that yes, this client will use electronic Payments
The IBAN is the Individual's Bank Account Number
In the Swift field, enter the Bank's Identifying number (Routing number)

If desired, can enter the Date of Signature as the date the client authorized the
direct debit.
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Electronic Payments

Use Electronic Payments
SEPA Reference
IBAN 465787546465787

Swift BIC No.
Date of Signature

First Time

Processing the Transactions

Under the Payments menu in A/R, select the Process Pre-authorized Debits option.
For those familiar with the credit card "use for balance clear" option, this screen will
look familiar. The difference here is that the Company field is required (since that is
where we entered the bank info) and each company will need to be run separately.

PROCESS PREAUTHORIZED DEEBITS

Only select Balancs Graaber Than or Livid Thas or Equal  Indude 0OA on Includa Craditi on
o Payment Cale Baymant Calc

m _ Gt Clianis

Cliant
Broupish Company  Aging Meshad Lnigmt Selestion Credi Controdler [ Equai to.

26 008 169708 &75.93 183276 a181.67 [T ] [-1-. 1T 6ET 45 1T 68745

Generata Payment Fils

Enter other search filters as desired. and click "Get Clients"
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List of clients will be displayed. Click the checkboxes at the end of each row (or at
the last header) to select single accounts or select all.

Once selected the payment amount will default to the total balance on the account,
but it can be adjusted if you wish to pay a partial amount.

Click the button at the bottom and it will create the payment batch.

00 1. EGT NG £TC 03 7 032 TE 8,281.67

o Fayment batch 68 criated,

re te view the batch
and/or dewnload the bank file.

oK

Click the batch ID to open the batch and download the file

A/R BATCH REVIEW

Batch No. 68 C K Batch Totals 1 250.00
Financial Period 2023-02 o Entered 1 250,00
Deposit Date 29,2023 Difference o] Q.00
Batch Type *

Entered By Kelly Smith
Bank Bank of America s

Entered On 2/9/2023
Bank Currency
Allocation Currency - Batch is Closed O ves

Download Bank File

Customer 1D Customer

Delete Reset Save

Not an easy reading document, but it is output in the format the banks require.

https://open.gitbook .com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK...  60/69



8/8/24,1:00 PM 2023.1

@

File Edit Format View Help

Deceeeesell23456 78800000250000209235556067774657875464650000000000000000000000088naviga
B&H Photo naviga 7898123  1e8136
eoeooceee geeeceeaoee

Note that this produced the payment batch and these invoices are marked as paid
in the system.

If there are any payments that fail to process when you send the file to the bank,
then those payments will need to be manually reversed in Naviga ad.

Easiest way to reverse the check would be to select the payment ID from the batch
(or search for it in the payments report) and then in the top right either Void the
check (if it hasn't posted to the G/L) or Return the check if void is no longer an
option.

Find a previous batch

Navigate to Payments - SEPA Direct Debit Processing

The Direct Debit Batches for Pre-authorized Direct Debits are in the same location
as those for the SEPA Payments. Click on the Direct Debit Batchs node.

Select a From Date, and click on Get Batches. All batches for the selected date will
be displayed. If it was a SEPA batch, the downloadable file will be in the SEPA
column, otherwise it will be in the Preauthorized Debit File column. Click the file
icon to download.
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ELECTRONIC PAYMENTS

Ebpctitsmic Puryanits

Geat Badchor

a2 35809

M‘ Masked Credit Card number added to CC Receipt
Template

New merge tag was added to Credit Card Receipt Template. Along with this
request, we also redesigned the template screen to be more like our other
templates, like the order confirmation. The editor window is now a little wider and
the merge tags are available in a popup.

RECEIPT TEMPLATES

e M e |
Pt e
. ] Crated B D
i ] T { bawma Cosaind ly
“u [r— Lart ipdiotng o
Lt iapatnd by
Darsmast Site Pt
ot (0~ |
i Ko b e Dt omam i am
aw B FuwEEOe i : ] I EEE HWiaf g wwn -]
PAYMENT
RECEIPT
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payee information

Account No 100005

Customer Name Starbucks

orders pre-paid
Order No.
1613

Credit Card Type added as a filter in Custom List of A/R

Payments

Navigate to Payments - List of Payments report and selec the Custom List of
Payments node. Credit Card type has now been added as a filter. This allows you
to easily run the report for VISA/MC separately from Amex for easier reconciliation.

CUSTOM LIST OF A/R PAYMENTS

= e ]

https://open.gitbook.com/~space/s2RD40oPdRVZTuOFtiAmu/~changes/lor2eipVFEMBgbDVxzsD/~gitbook/pdf?back=false&only=yes&page=zthZce2bBnoK...

Digital Advertising Order

" g

payment detail
FPayment'Recaipt No.

Fayment Date

Payment Mathod
Payment Entered By

Card No

Fayment Amount

PAYMENT
RECEIPT

MHa.CC
2082023

Credit Card (Auth
5320230208093036088522)

W.SERVICE USER

4111117111

3.499.00

Paid Amount

3,499.00

St Baymety

Ganersns POF Rapert
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M‘ Transient Name added to payment reports

Navigate to Payments - List of Payments report and select List of Payments by
Bank (or any other payment report)

LIST OF A/R PAYMENTS BY BANK

[ T [
T B
Goraa PO upar
- 2 . vl Prainell
EEE==r o
Sedectid Payments

Notice that the Transient account name now also has the person's first and last
name included to make it easier to find payments.

Exhibition Module

Proof Of Insurance Valid Through Date Added to CRM
Customer screen

In the Exhibition module there is a concept of receiving proof of insurance from an
Exhibitor and setting a valid through date on the insurance. The Insurance
information was displayed on the Customer Name Maintenance screen on the
Exhibitions node:
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Billing Info

Proof of Insurance received

Proof of Insurance valid thru Sunday, December 31, 2023

Tax Code Mo Tax
Terms Net 30 ~
Delivery Method Print
e e —— e —
-- No Records --
Link a Contact: > New Contact +

Cancel Save

Oftentime the rep does not actually have access to the Name Maintenance screen
though, so the infomation has now also been added to the CRM Account View

Screen:
BAYER DIAGNOSTICS, INC W‘S"‘:‘”E“
0  EEEETEETTE EIE
Y- T |—m_ | et sutiis tierome [RDTST e ]
Frimary ity Arrncal Rarvgman | P HOL St 1w B o ComAmas S Sl SRR Y B ST o, s R ORI S
m=
e - - -
Lo ’
[ Q e
i . - & ILEE  WLKE  GI1808  JLISS & i

Advertiser Portal

& Remove Status column from Orders view

There was a request to remove the campaign status column from the portal on the

orders view.
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Messages Specials Irsoices v Orders v Proposals » Materials Settings ¥

o

Proposals Materials Forms

Print Advertising Orders | Online Advertising Orders | Exhibition Orders

Current / Running Orders

Product Descniption Ctart End Performance @ Cost
f
hanaae thic Ovder ¢
:"']"]I"‘ — IR MNaviga Network Targeted CPM Rate 62272022 62272023 e L Sed Facty 700,00
|
Manage this Order - = e - = =
S — he Navigator Website Open CPM Rate 6/22/2022 6/21,/2023 [ Py bt Pty S00.00
D 1414-43T0 e | - =
f
\ hie O |
. side The Navigator Website Cpen CPM Rate 1o/1/2022 373172023 Lot A v B Party $00.00

M‘ Prepay for Campaigns through the Advertiser Portal

Woo-hoo! | am as excited as you are for this one! There are now THREE ways to
prepay for your campaign through the portal.

If you Login and there is a proposal or a renewal on the proposal tab for you to
sign, the client can sign the proposal as they normally would, but upon
submitting the signature, there is a new option:

Campaign 1553 has been renewed
as Campaign 1621

What would you like to do r.cu'_'/

Cioramboad § Copsy Approve Another Dooument Retumn in bisin Page

If the client is logged in and already signed the proposal, but didn't pay for it
immediately as per example 1, they can later come back in and select the signed
contracts view on the proposals tab and then select one or more campaigns to
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pay for. Note, once the campaign has started invoicing they won't be able to
prepay for it on this screen, but they can go to the invoices screen and pay
invoices there as they always have.

[r————

And finally, even if the client doesn't log into the portal, and you are only using
the portal functionality for proposal signatures, the user can still pay for the
order when they sign the proposal from the link provided in the order proposal.
The screen would look just like in example 1above. The client will sign off on
the proposal as they alway have, and then on the screen that confirms that their
signature was received, they can click the "pay for this order" link.

All the above ways are ways that the client can self-direct at their convenience to
approve proposals and pay for orders through the portal. There is one additional
way that the client can pay through the portal and that is by using the "pay links"
feature that was described earlier for paying invoices and orders.

Two new settings in the Portal setup are related to this new feature.

e I

PROPOSAL SIGNATURE SETTINGS

UPOM SIGNATURE, SET CAMPAIGN STATUS TO
R1 - Signed Proposal Received \j

Define which Status & Campaign is put in when 3 Proposal it approved onlin

UPON PRE-PAYMENT, SET CAMPAIGN STATUS TO

R3 - Inventory held in GAM -

OMNLY CHANGE STATUS ON PRE-PAY IF AT LEAST THIS PERCENT IS PAID

50 %

HIDE PROPOSALS WHERE ACCOUNT IS PENDING APPROVAL
Mo

HIDE PROPOSALS THAT ARE PENDING APFROVAL
Me
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#2 - Setting #2 above allows you to set a different status after the order has been
paid. For example, R1 might be your status after signing the proposal, but then
once you pay for it, then it changes to R3 or CO perhaps.

#3 - This setting will only change the status on an opportunity if at least x% of the
total campaign amount has been paid.

System Administration

Taking new releases

If your account is set that you can take Beta Releases (unusual and will only ever
happen on your test account unless you are not live), then you will be able to see a
warning that you are able to take Beta releases here:

AUTO-UPDATE STATUS & HISTORY
[ I

EAU (Auto Update) Schedule

EAL (Auto-Update) Set by Scheduled by Kelly Smith (KSMITH) on 11/18/2021 &10:28 PM

Change/Cancel Aute-Update

SCHEDULE AUTO-UPGRADE
Email Completion Motification Ta

View Release Notes for Current Version

Maxt Update Mol el Wiew Release Notes for Pending Update
[Bfl'.ﬂﬁubcl-trip‘biﬁm This account is set bo receive BETA release options ]

Also, when you click the button to schedule an Auto-Upgrade, you will see
notification reminding you if the release is a beta release:

3 SELECT UPGRADE VERSION

. BETA:fschedule Upgrade to 2023.2 .

If there are multiple versions available in this list, you will easily be able to spot the
beta release from a normal release as the Beta one will be clearly indicated with
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"BETA" at the front.
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