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User Guide 2022.1

Purpose
This document provides detailed steps of how to use the new features of the 2022.1 release. The
document is organized by module.

Advertising Module

Classified Packages Pretax Price Override
Classified packages line entry screen allows on the Book & Pay step of the process for the option to
Override the Pre-Tax price.

Navigate to Campaigns -> Enter a new campaign and enter the header information of the campaign. In
the line item entry, click the tab “Classified Packages”.

DCLASSIFIEDPACKAGE L I

Product Selection Category MetaData Create Material Adjustments Price Breakdown Book & Pay
|
Select a Package

Select a Category Tree Automotive T | ® | fthis wil firet ciear the grid]

Select a Category Automotive T 2 orSelect Product(s) 2 items checked T+

[ ]
[ check Al o
O sarcom 5780 ==
1 - No Records -- The Navigator Daily Paper (DEMO18) 1
I D The Navigator Monthly Magazine (DEMO19) I

[:] The Star - City Food Event (DEMO14)

D The Star - City Wine Festival (DEMO22)

[:] The Star - Database Access (DEMO15)

D The Star - Newspaper Weekend Edition (DEMO12)

D The Star - Social Media Audience Engagement (DEMO9)
The Star Daily Newspaper (DEMO10)

B The Star Daily Newspaper Online (DEMO21)

[:] The Star Lead Generation Service (DEMOS)
D The Star Mobile App. (DEMO7)

D The Star Monthly Magazine (DEMO11)
L T A

Choose multiple products from the “Select Product” drop-down menu. Once you click the + sign, a pop-
up screen displays providing more dates options.

Enter the Start date for each of the lines, you can then leave “Specify Day Filter” blank to include all valid
days of the week or click the drop-down and choose the day filter. Enter a numeric value for the
Duration for Digital Lines and choose whether it is in months or days of how long the ad will run. When
finished click “Apply”.
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1 CLASSIFIED PACKAGE

Product Salection

BALL-TO 1D
255609

BILL-TO NAME
Rafferty Subars
Product Summary

The Star Daity Newspaper
DENO1D

Category MetaData

Create Material

First Run Oate

1172472021
WEDNESDAY

Adjustments

TAKE PREPAYMENT
No
Last Run Oato

12/15/2021
WEDNESOAY

Price Breakdown

FIRST RUN DATE

Wednesday, November 24, 2021

| Total Days
Running

4

Total Prico

829,00

829.00

TOTAL AMOUNT DUE

Tax Amount

4145

aras

87045

Totad with
X
870.45

870.45

£ BOTTOM LINE OVERRIDE L

The difference botwoon the actual calculated
price and the override price entered here will be
generated as an adjustment and appled
proportionately to each line in this package buy.

Be sure to change this value AFTER you have
set all other attributes of the buy.

Override Final Price (before Tax)
300.00

Price Override Description
Manual Price Override by DBEASLEY

Apply

Previous Finish

Proceed to the “Book & Pay” tab and the system allows for price override of the amount pre-tax.

Commissions Report Written Off Invoice
Salesrep Commissions Report displays whether invoice was written off in addition to paid full or partial
status.

Navigate to the menu Analysis -> Commissions -> Commissions.

Search on the Salesrep and period.

Main Menu  Ad Home Campaigns  Production  Billing  Analysis  Setup

Home

DIGITAL COMMISSIONS

Rep Commissions

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

Advertiser | Brand Product Line Start Line End Other Reps ssed | Processed Date

Campaign | MM | Campaign Line
D D | Type

D Agency |

Flexible 15/2021 201512021 SCONNORY  5000%  4,00000 2000 =]
o
h
allowied
109 Performance St 179 Blackfeet  CPM 12/7/202 12/30/202 100.00% 1.00 3.00% 033 3 Partial (|}
George Nation Paid
Church
Performance Copt 291 Astronomy 1/BPage  1/3/2022 3/2022 999.00 3.00 28.97 Written a
Vogurt ! off
7109 Performance S st 21375 Blackfest 127712021 12/30/2021 10000% 125 3.00% 034 SH Partia a
Geoarge Nation Paid
Church
Performance St ) Canadian 21307202 100.00% 150 035 | SH15 Partia ml
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Note the Invoice Status column indicates the payment status including the “Written Off” status.

Material Search by Naviga ID and Quick Info Size Display
When attaching materials in a line item, user can search on materials using the Naviga Material ID as
well as view the size in the Quick Info of the material list which displays in the search window.

Navigate to a campaign and edit the line of the campaign. Click the Materials tab.

a B SELECT MATERIAL FOR MINNESOTA TWINS o ox
h Preview Usage Size External ID Search
n

With or Without Preview ¥ Return all Materials 2667 Apply
Sort by Date Received ~ Descending e
\| Viewing ltems 1-1-- 1 A D rAN Page Size: 12
I Test [1/2 Page] No. 2667
Test Close Info
Material ID 2667
Date Received 9/8/2021
Ad Number
Description US Flag Image
Ad Headline Test

Last Publication Astronomy
Last Issue 12/1/2021
Color Full Color

Size 1/2 Page

|

Enter the Material Naviga ID in the Search field and click Apply. The material displays.

Click the “Quick Info” button on the material and note that the size displays for all types including
column inch sizes.

Defaults of Client Type

Client Defaults Setup has new fields for newly created clients of a type: 1. “Credit Stop Days (Ad)” which
has the default number of days for all newly created clients of this type after which the client is placed
on a Credit Stop automatically. These days are calculated based on unpaid invoices or confirmed
campaigns exceeding the credit limit of the client. 2. Accounts Reconciliation: The actuals of the
campaign are based on Estimates on the campaign itself, Third Party source, or Ad Server source. This
default value is automatically applied to newly created clients of this type.

Navigate to the menu Setup -> Client Type Defaults. Choose a type of client from the drop-down menu.
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CLIENT TYPE DEFAULTS

Client Type National W
Client Defaults

These defaults are used when creating new Clients

Default Payment Terms 5% Discount 10 Days kd
Default Tax Code 5 9 TAX e
Default Credit Limit 30,000.00

Default Credit Rating Good

Credit Stop Days (Ad) 1,000 —

Default Customer Credit Control Status  First Call e
Default Services Charges

Default Show Due / Discount Date on
Invoice

Auto Approve New Clients

Prepayment Required for Advertising

Orders Prepayment NOT Required -

Cap Actuals No

Actuals Reconciliation HJse Third Party Numbers ﬂ _
Use Third Party Numbers
Use Estimates
Use Ad Server Numbers

Cancel Save

Enter the details in applicable fields including the new fields of Credit Stop Days and the Actuals
Reconciliation. Save the settings.

Navigate to the menu Customers -> Advertiser/ Agency Maintenance and create a new account with the
type setup above. Note that the AR and Advertising Setup nodes on the account contain the default
values in the new fields for this client type.

Tickets

New ticket feature on a line item allows users to enter a ticket and assign to another user for changes on
the campaigns such as adding adjustments. User can choose Ticket Type, optionally choose who to
assign it to, Priority and Status. There is also an area to describe why the credit is needed. This can be
applied to all lines in a campaign or selected lines. There is also a history of the changes tab to track its
history.

Ticket Type Setup
This allows you to setup various types of tickets by which you can group the ticket(s) on the campaign.

Navigate to the menu Setup -> Advertising Setup -> Ticket Type setup. Create the ID and description of
the ticket type(s) and save.

Tickets Status Code
This allows you to assign a status code to the ticket on the campaign in an informative way to report on
later on and manage the tickets.
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Click the node “Tickets Status Code” and add a new status ID and description. You can choose to select
the “Complete” status for any of the statuses listed to indicate completion of action requested in
reports.

Tickets Priorities

This section allows you to setup priorities which you can assign a ticket to in the campaign so that the
assignee would act based on the priority.

Add the ID and description of the priority and save the settings.

Create Ticket
Navigate to create a new campaign with multiple lines. Click the tab “Tickets”. Click “New Ticket”.

T [y ————— —
Home Ticket Type Currently Assigned To Priority Status Advertiser Ranking
I | Finandal Review ~| [Shirey High * |lgnoreandseeifitgoesaway  v|  Pending " [ —
o Short Description
First ticket
Long Description
11pt Verdana A-H-Fmats- B J U S EE=ZEE- -3 =
— ]
Last Updated
Notes  Regarding Line tems [EIUUTORTII ORI History of Changes

Add Selected Lines

21783 Astronomy Magazine 1/8 Page
ice: 144 Page 25555

Select the Ticket Type, the person it’s assigned to, priority and status. You can also enter descriptions for
the ticket as notes to the person assigned the ticket. The list of assignees is a list of users in the system.

Check the box or multiple boxes for the lines regarding which you’d like the assignee to take an action.
You must then click “Add Selected Lines”. Save the ticket.

The ticket now has an ID which you can click and edit and add notes to it.

The lines left unchecked display under the “(Other) Line Items” tab. The checked items which require
the attention of the assignee are under the tab “Regarding Line Items”.

You can view the changes made to the ticket under the tab history of changes. You can also add more
lines to the ticket or remove them and edit the status and details of the ticket.

Tickets Dashboard
This menu allows you searching on the tickets.
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Navigate to the menu Campaigns -> Tickets Dashboard.

Main Menu  Ad Home Customers Campaigns  Production  Billing  Analysis Setup db @

® 51 @O Logout

Home Sales Activity Product A Publication Anal

TICKETS DASHBOARD

Ticket Types Assigned To Entered By Priorities Status Include Closed Closed from Closed to ‘

= Shirley High - = All items checked + [=] Yes m m Select Data

| | N | |

‘ 0 1 1 0

EEERR(TERl  Configure Output
Drag a column header and drop it here to group by that column

Change Request Closed / Completed | Drop Everything and Deal with this! | Shirley High | Shirley High Wednesday, December 1, 2021 | Shirley High
£4707 PM M
18 7416 Cancellation / Credit Request  First ticket Under Review High Priority Shirley High  Shirley High Wednesday, December 1, 2021 Shirley High Wednesday, December 1, 2021
431:14PM 44328 PM
7370 Financial Review test ticket Open Normal Priority Shirley High  Shirley High Monday, November 22, 2021 Shirley High Manday, November 22, 2021
304:00 PM 304:52 PM

Search by the various fields available. Click the “Configure Output” and choose the fields to view in the
report.

You can click the Ticket ID and edit the ticket and the updates display on the screen. The colors
displayed are the ones reflected from the ticket status.

Once a user is assigned the ticket, this user will be notified by email of the assignment and any changes
made to the ticket.

The intent for “Include Closed” flag is to be used when there aren’t any statuses selected. If run with no
status filters it will not include the “Closed” statuses by default.

Print Product Production Configurable Fields

Print Product Production Report contains multiple new fields and one of which is “Preview of final”
which provides a thumbnail image of the final image attached to the order. If the image isn’t final it will
not display. It also has the Campaign Description to move over to the available fields displayed.

Navigate to the menu Production -> Production by Product (Print) and run the query on the product.

Scroll to the “Configure Output” tab and click it. Then click the field “Preview of Final” to move it to the
Selected Grid Columns and save the configuration.
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Master 13

13
Refresh Screen w/ Filters

Selected Campaign Lines Configure Output
ON SCREEN COLUMNS EXCEL EXPOI
Reset Configuration Save Configuration Reset Configuration

Available Grid Columns > Selected Grid Columns A Available Export Columns >
Int. Note A - Line No. v Product ID -
Internal Comment Campaign Product

» »
Order Sales Rep(s) Advertiser 1/Q Received
Brand Sales Rep(s) “ Issue Date b Issue Description “
Primary Contact Phone Primary Contact Line Type ID
Primary Contact Email Master Status ID Unit of Measure
Order Contact Material Size Code
Order Contact ID Columns Color Code
Order Contact Phone Width in Inches Page No.
Order Contact Email Height in Inches Width in Points
Demographic Cade Preview of Final Height in Points
Demographic Description Width in Agates

Click the “Selected Campaign Lines” tab.

Selected Campaign Lines <L P P

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

67 T

» 203441 6707 1 W Schultz 11/1/2021 6 4707 5.000 8500 11,000 a

Height in

inches | Preview of Final

» 205071 6706 LW Schultz 1172021 1 5.000 8500 11.000 ()

The lines with final images display the image as a thumbnail while others don’t. You can also filter on the
field and select the ones Equal To as the ones with final preview.

Close Date Override by Section
Product issue close date screen allows for section specific to override the general issue close date.

Navigate to the menu Setup -> Product Setup -> Product Details. Choose the product from the drop-
down menu. Scroll to the Material Lead/ Closing settings — Override section.
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a / ! s : on Analysis "“‘“‘::I‘E'” st Digital Delivery Advertiser Ranking

Allow Edition Splits

Zone Groups

Zone Setup Material Lead / Closing Settings

Zone Import

. Material Lead Time (Days) 0

Classified C Default Issue Closing Days @ 10 L=

3 EVENT-BASED SETUP .
Default Issue Closing Time @ (c]
Event Billing Schedules

Material Lead / Closing Settings - Overrides by Ad Type

Material Lead Time
(Days)

Days of Week

Inserts (INS)

Display Advertising (NRI
Affiliate Publisher

Affiliate Publisher Il Friday Only Section (FridayOnly)
(] Limited date range section (LTD)
() Listings (UIST)

Default Affiliate Commission Percent 0.00

In the blank fields select the Ad Type, Section, and days and time to override the “Default Issue Closing
Days”. Save the settings.

Navigate to create a campaign for this product in a closed issue according to the default value but using
the Ad Type and Section in the override section.

When creating the line item, the system displays the issues up to the override number of days before
the issue closes.

Create a line item which doesn’t fulfill the section listed in the override, and the system allows you to
create the line for the issue.

Group Analysis by Brand

Product Group Analysis has a new ability to group results by brand.

Navigate to the Advertising module and click the menu tile “Product/ Group Analysis”. Enter the criteria

to search on and click the button “Break on Brands”.

Main Menu  Ad Home Customers Campaigns Production Billing Analysis Setup 4 @ # & [ @ Logout

Use Weighted

Gm":" Starting Period  Sales Rep Selection Unit of Measure BudgetType  Tracking Currency Include Confirmed Include Reserved  Include Quoted  Values for ::“““
Quotes ands
Shir = 202112~ UseSalesRep(sionBrand /Di ~  Sales Numbers ~  Budget ~  AmountsinLocal Curency - [T No No No Select Data

by Product by SalesRep by Format by Category  byAdType by Advertiser by Agency by Client Type By Project

D
Tunes website NAT Website 0 0 L] 308 308 1,152 11

wp Magazine 939 999 L] 0 L] 0 0 2,900 0 0 L] 0 4898

Website 2872 0 L] 0 L] 0 0 ] 0 0 0 0 2872
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Click the Advertiser results tab. The results display grouped by brand.

Ratecard Agency/Client - Brand
Ratecards allow for tying the rates to a client/ agency/ brand combination.

Navigate to the menu Setup -> Product Setup -> Ratecards and select a product from the drop-down

menu. Create a new or edit an existing Ratecard with the lines needed. Click the drop-down menu of the
“Client(s)” to “Add/ Edit Clients.”

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

Sales Activity q P Product Analysis Publication Analysis P TS Digital Delivery

Product Setup Ratecards

s/ PRODUCT GROUP SETUP

PinPoint Advertiser Ranking Commissions

Product Ratecard Type Client Type Start Date
< PRODUCT SETUP _
SPCA Magazine - Standard Rates - - Monday, December 6, 202
P
. Selection Type Client(s) Category Tree End Date
Only Active and Future Ratecards +  JW.Schultz - Artifacts (244534°A1) - Tuesday, December 6, 2022
1WSchultz - Folk Stories (244534FOLK)
Ratecard ID Currency
247 * New . it Client
Rabecard Descripticn fault Frequency Rate Discount Schedule Edition
Client Specific N
) Only Allow this Ratecard on Packa
PRICING RULES Apply Frequency Discounts without Contract nly Allow this Ratecard on Packages
N
Price nts
s New Line View Change History Create from Size Table Copy lines from ancther ratecard  Sort by Description

SECTIONS & POSITIONS

Select the client from the Client drop-down menu and note the new field “Brand”. Select the brand
which can be a standalone brand or a brand which is tied to an agency. Save and the Client — Brand
combination displays in the Ratecard “Clients” field. There can be more than one client-brand selection
in this field. Save the Ratecard.

Proceed to create a full line entry or quick line entry display or classified or classified package for this
agency-brand combination as you normally would. The system displays the Ratecard you have setup
above for this purpose. Note that you can also use this Ratecard in the Opportunities on the CRM side.

Commissions Based on Payments Report

Commissions report based on campaign payment is now based on either Received Payment or Applied
Payment. It displays various columns related to the prepayments and payments affecting the Salesrep’s
commission. In Flexible Campaigns where the payments could be a percentage of the invoice, payments
will be allocated to products based on the total allocation of revenue on the campaign.

Create a campaign and enter a prepayment on the campaign. Also, process billing and payments for
other campaigns in a select period.

Navigate to the menu Analysis -> Commissions -> Commissions Based on Payments. Select the period to
which the payment is applied and select the payment type whether it is applied date based on billing or
payment received based on date payment was made.
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Main Menu__ AdHome _ Customers _Campaigns _Production _Billng _ Analysis Setwp & % @ [ (O Logout

A (2] & [ ﬁ [} [c3 alle
Home Sales Activity Product/Group Analysis Product Analysis Publication Analysis Digtal Delivery PinPoint Advertiser Ranking

COMMISSIONS BASED ON PAYMENTS

Select Data

25529 Coporae Payment 2001128 000 SRISIET 1282021 10500 00 3810%  Adverssing Peromance i 1M 250 Copome DEMOTD Thesm 1282021 12872021 000 SHGH  Snitey 10000% 000 1905
osiy Sign
Newspaper

43800 219810

The details of the payments you’ve made are displayed.

Zero Invoice Line Suppressed on a Product
New field in the Product Setup screen allows for suppressing zero lines on an invoice.

Navigate to the menu Setup -> Product Setup -> Choose the product from the drop-down menu.

Main Menu Ad Home Customers lysis Setup db

L)
Home Sales Activity Product/Group Analysis Product Analysis Publication Analysis Campaign Budget

Analysis

PRODUCT DETAIL

+t PRODUCT GROUP SETUP

Product Settings G/L Defaults Campaign Paramets

=} PRODUCT SETUP Product ID AST T+
- Product Listing Product Name Astronomy
8 Product Details
. Format Magazine T
~ Material Handling
Inactive @ No

General Settings

Product Type Print Product (eg. Magazine, Mewspaper) -
Default Production Form Facebook M
Ad Serving Platform o
Invoice Line Group Print Lines T

Hide Zero Value Lines on Invoices '

When set to YES, lines with a zero value will not display on invoices.

ans Import Affidavit Template Form Shirley's Affidavit Template -
Product URL
ry by Position
- Positions lmport Company LIVEDATA -
Positions Impo

- Copy Sections/Positions Primary Group Nzture Pubs and Digital -

2 ISSUE-BASED SETUP .
[ Holiday Calendar(s) @ -

[ S R
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Check the flag “Hide Zero Value Lines on Invoices” to change its value is “Yes”. Click the save.

Create a campaign with two lines, one with value in the amount and one with zero value.

MainMenu AdHome Customers Campaigns Production Biling Analysis Setup &b i

R

Agency Commission Amaunt
Status Confirmed Net Amaunt

Incentives Status Estimated Tax

Adeellerant Proposal ID & Estimated Total

Adcelierant Budget 0.00 Currency Local Cumency

O RNON  Applicd incentives  Tickets

Iackfeet
Classified Package Quick Line Entry Blackfe Full Line Entry Prod. Schedule Audience Planner Audience Reach Send a Confirmatian
Cost P
Advertising Orders
Split Lines Delets Selected Lines Check Incentives  Bulk Update Metadata ~ Mumbersinthe Grid  Display Estimated Net Amounts
B o
B

970.00 970.00

Process the billing for this campaign from the Billing menu. Note the invoice has only the lines with
values and the zero line for the product as per the setup isn’t visible.

please remit payment to payment due

Naviga Currancy US DOLLARS

o Intemmaken Gross Amount 970.00

Bloomingtcn, ¥ - Agency Commission 0.00
Questions? Call us at 310.555.1234

Net Amount 970.00

Pro-Paid Amount 0.00

Payment Amount Due $ 970.00

Payment Due Date AN22022

Discount if Paid by 12232021 19.40

If the flag is unchecked on the product setup, the invoice displays all lines regardless of zero values.
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Agency Commission 0.00
Questions? Call us at 3105551234

Net Amount 970.00
Pre-Paid Amount 0.00
Payment Amount Due S 970.00
Payment Due Date 1122022
Discount if Paid by 12232021 19.40
digital lines
Product Start End Description | Ad Sze(s| i"‘,_‘:_ﬂ Qry Rate

The invoice can be split by products.

Salesrep Activity Report
New report to display Salesreps activity by product or product group.

Navigate to the menu Analysis -> Salesrep Reports -> Salesrep Activity Report.

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

() O & (™ ﬁ 3 6= & alls =

Campaign Budget

Home Sales Activity Product/Group Analysis Product Analysis Publication Analysis Anatysi
Analysis

Digital Delivery PinPoint Advertiser Ranking Commissions

SALES ACTIVITY REPORT

Product Group or Select Product(s) Order Sales Rep Starting On Ending On
Shirley's Nature Groups - - * mpp0 123172001 Refresh Data

Drag a column header and drep it here to group by that column

Start Date

Painting

Yogurt
shiley High  SHNA 10000 Beny 4534 A Art Gallan,
Related

9772021 72021 1172021 170.00
Advertising  Display

Choose the product group or product and date range. The data displayed is split by Salesrep and
provides the line item data including the Salesrep split.

Cancel at Full Value

Ability for a user to cancel a running ad across multiple dates which an advertiser would like to cancel
after running in initial issues while allowing the addition of the revenue to the last issue which ran so
that user doesn’t lose revenue. This is applicable to all ad types and only on flexible campaigns and done
through the Ratecard line flag “Cancel at Full Value”. For example, if an advertiser doesn’t want his ad to
continue running for future dates, to avoid receiving inquiries for something that has already been sold
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or for any reason. But the publication wants the advertiser to pay the full price, even though the
advertiser is reducing the days of the ad.

Navigate to the menu Setup -> Product Setup -> Ratecards. Choose a line and check the flag on the line
“Cancel at Full Value”. Save the line and the Ratecard.

Line Settings Day of Week Rate Overrides Special Date Rate Discount Escalation Rate Escalation
Line ID Ad Type Rate
1111 Inzert Flyers (Flat Feg) A 400.00000
Line Description G/L Type Default Quantity
Insert Print Display -
Sort G/L Project Lines [
1 M 410.000
[ Size Production Link Columns
1/2 Page Horizontal - h I
Color External ID Inches i
| , Section Minimum Depth Allow Description Override
Display - No
Position Maximum Depth No Tax
LAl - Ne

Unit of Measure Only Allow this Rate on Packages

Undefined - Ne
| Use Columns Count in Calculation Cancel at Full Value
-
Set this Option to YES if you want to charge the full
original amount even if a confirmed FLEXIBLE order is
[ stopped early.
Is Inactive
No
Cancel Delete Previous Next oK

Create a flexible campaign using the Ratecard line above and create 2 or more dates in the line. Save.
Confirm the campaign.

.....
|

Incentives Status Estimated Tax
Adcellerant Proposal ID & Estimated Total

on Forms
Adcellerant Budget 000 Currency Local Curency

[N MNP Applied incentives  Tickets

Astronomy Maga:

Classified Package Quick Line Entry . Full Line Entry Prod. Schedule Audience Planner Audience Reach Send a Proposal
Insert Flyars
Advertising Orders
+s | Split Lines Delete Selected Lines Check Incentives Bulk Update Metadata ~  Numbersin the Grid  Cicplay Estimated Net Amounts
Confimation
D Product Desaiption Copy | Ad Type Start Date End Date Dec 2021
216 A e Insert B s 2/16/2021  12/23/2021 1,200.00 - - - - - 120000 000%
B G
| 120000 1,200.00
Linked Exhibition Orders
Attach an Exhibition Order New Exhibition Order

m|m=
You can bill the campaign or leave as just confirmed.

Return to the campaign and edit the line and remove the last issue. Save the campaign.
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Main Menu  Ad Home Customers Campaigns Production  Billing S b ] @ Logout

Campaign Budget Analy

Adcalierant Budget 00 Currency Local Currency
AWM Appiied incentives  Tickets

Classified Package Quick Line Entry Full Line Entry Prod. Schedule Audience Planner Audience Reach Send a Confirmation

Advertising Orders

Split Lines Delete Selected Lines Check Incentives  Bulk Update Metadata = Mumbersin the Grid  Display Estimated Met Amounts =

efined Figlds

ments
Description Copy | Ad Type

lis] 380,
Confirmation
insert [ e 82000 - - 82000 +105.00%
1.200.00 1.200.00
o G
B G Linked Exhibition Orders
Attach an Exhibition Order New Exhibition Order

Exhibition

Note that the last running issue is now split and includes the amount from the line you deleted. The
adjustment at the right side of the line shows +100% added from the deleted line.

Click the split line and click the “Adjustments” tab.

=9 EDITING FLAT FEE LINE: 22161 o X I
Line Details Creatives / Materials Production Notes Other Options User Defined Fields Category MetaData Rep Assignments Affidavits !
i Product Astronomy Magazine Size 1/2 Page Horizontal (8.5x5.5) - Pricing per Issue
B Ad Type Insert Flyers (Flat Fee) G/L Type Print Display M Ratecard Flat Fee 400.00000
2 Contract - Color i Adjustments 420.00000
Edition(s) - Section Display M Adjusted Flat Fee $20.00000
-
e Ratecard May 20-22 FOFP - Position All - Total for all Issues I
| Ratecard LineID 1111 = ;:ﬁ:tgraphic - Total Amount 220.00 |
. Description Insert Use Edition Splits I Estimated Tax 41.00 ]
I Lines / Page Eq. 410 0.976 Estimated Total 861.00 [ ]

Line Details Adjustments

~  Frequency Break: 2x Discount Gross -5.00000 % -20.00000 aQ

< Cancellation Reallocation (12/23) 1.00 440.00000 440.00000 [ %]
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Note that the amount added to the line from the cancelled line is listed with the explanation of the issue

date cancelled and the quantity as well as the amount. Other adjustments for any other reasons are

listed in separate lines.

Minimum and Maximum Depth (Height) Ratecard Line
Ratecard lines on Ratecards for the cost per ads allow user to set a minimum and maximum height for

the ad in order to control the entry of ads using this Ratecard line by dimension. This would be beneficial

if an advertiser desires to get a better rate using a classified ad type for placing an ad which in reality

should be a display ad. In this case setting the size limitation would give users control over the pricing of

the ad to be appropriate for the ad entered.

Navigate to the menu Setup -> Product Setup -> Ratecards and choose a product from the drop-down
menu which would have a cost per Ad Type as an option in a Ratecard.

Choose the line, for example a Cost Per Character Ratecard Line.

59 LINE SETTINGS x

Day of Week Rate Overrides

mers  Campaigns  Producti
Sales Activity m
]

5

tions

te Range

s

ules

New Line

785

786

829

Line Settings

Line ID
829

Line Description
Per character
Sort

4

Color

Section
Listings
Position

Everywhere

/ 200

Ad Type
Per Character

G/L Type
Print Classified

G/L Project

Production Link

External ID

Minimum Depth
6.00

Maximum Depth

Unit of Measure
Inches

Use Columns Count in Calculation

No

Base Rate
10.00000

Base Qty
1.00

Qverage Rate
10.00000

Default Quantity

Lines

1.000

Columns

Inches

Allow Description Override

No

No Tax
No

Only Allow this Rate on Packages
No

Cancel at Full Value
No

Set this Option to YES if you want to charge the full
original amount even if a confirmed FLEXIBLE order is

stopped early.
Is Inactive

No

De

Enter a Minimum Depth if you'd like to allow for a minimum size AD and a Maximum Depth if you’d like

to limit the AD size. Save the line and then save the Ratecard.

Navigate to create a campaign using this Ratecard line. Enter number of characters which exceed the

maximum or less than the minimum height of the settings.
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ain Menu

& https://dev.navigahub.com/EW/devdigital/ad/campaign_lines?ID=7579

Ad Home  Customers

" @

Home

Sales Activity

Campaigns  Pr

CAMPAIGN LINES

I Campaign Explorer _

- Campaign
Campaign Setup
=
Edit CPM Delivery
Campaign Budget
* Campaign Production Forms
Digital Serving Analysis
Billing Schedule
Co-op Billing
 User Defined Fields
Notes / Comments
Journal Entries
Revenue Allocation
“ Production Contacts
Tearsheet Contacts

Generate Proposal / Confirmation

Attachments
- Invoices & Payments

Rep Commissions

History of Changes

2 Go to CRM View

=

Campai

Adverti
Brand
Agency
Status
Incentiv
Adcelle

Adcelle

Clas:

Adver

B NEW COST PER UNIT LINE

ick-up Material

Ad Headline testing testing testing testing

Sort Text TESTI TESTI TESTI TEST! ITE Override

Columns Column 1

Approval Status Approval Not Required
100% - | <> | 4 10pt Helvetica A A Formats
B /7 U S i3 = & No Border
=

testing again testing again testin
testing again testing again testing again testin
testing again testing again testing again testin
testing again testing again testing again testin
testing again testing again testing again testin
testing again testing again testing again testin
testing again testing again testing again testin
testing again testing again testing again testin
testing again testing again testing again testin
testing again testing again testing again testin
testing again testing again testing again testin
testing again testing again testing again testin
testing again testing again testing again testin
testing again testing again testing again testin

iy

The follor
Campaign Line:

g Errors occurred while attempting to Save this

& Maximum Depth of 6.00 INCHES was exceaded,

oK

Lines
Height
Width
Other

testing again testing again
testing again testing again
testing again testing again
testing again testing again
testing again testing again
testing again testing again

g again
testing again testing again
testing again testing again
testing again testing again
testing again
testing again testing again
testing again testing again

1 CANNOT SAVE LINE PRl aain testing again
again testing again

again testing again

ting again
again testing again
again testing again
again testing again

m>enTION PREVIEW STATS

112.882 agate lines
8,063 in 20.48 cm
212in 5.385 cm

168 words

=

Download Image

580.5 pt

152,64 pt

42 text lines

774,048 px I

203.52 px

1175 characters

Download PDF o

Note the Height of the AD dimension in the preview stats window and note that it exceeds the allowed

depth. Click “Create Line” and the system won’t allow you to create the ad with the error message as to

why. In this case the depth exceeds the setting on the Ratecard line.

The same happens if you enter characters less than the minimum allowed.

[ NEW COST PER UNIT LINE =
Pick-up Material - testing again testing again
" testing again testing again
Ad Headline testing testing testing testing esting again testing again
= testing again testing aga
Sort Text TESTINGAGAINTESTINGAGAINTESTINGAGAINTESTINGAGAINTE | Override o B Agah o8 NG agA
testing again testing again
Columns Y] . testing again testing again
testing again testing again
Approval Status Approval Not Required - testing again testing again
testing again testing again
100% - | < 4 10pt Helvetica A - H - Fomats D I AATL
testing again testing again
B 7 U & bE = & & NoBorder testing again
testing again
EB ing again testing again
¢ again testing again
again testing again testing again testin| again testing again
again testing again testing again testin 03 CANNOT SAVE LINE x again mslm; ;‘;m“
again tesling again testing again testin again testing again
again testing again testing again testin ST ETaE aea
again testing again testing again testin 4B\ The following Errors occurred while attempting to Save this 2ai 2 ag:
P i — P again testing again
again testing again testing again testin Campaign Line: e b
again testing again testing again testin again testing again
again tasting again tasting again tectin + Minimum Required Depth of 6.00 INCHES not achieved again testing again
testing again testing again testing again testin again testing again
oK
-
m>enTION PREVIEW STATS
Lines | 76,132 agate lines 27 text lines
“ Height 5.432in 13.813 cm 3915 pt 522.048 px
Width | 2.12in 5.385 cm 15264 pt 20352 px
Other | 108 words 755 characters

Download Image

Download PDF

Cancel Add Line
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Enter the exact depth as setup.

1 NEW COST PER UNIT LINE

Pick-up Material - testing again testing again -
. ) testing again testing again
Ad Headl g . 3 s "
eadline testing testing testing testing testing again testing again
Sort Text TESTINGAGAINTESTINGAGAINTESTINGAGAINTESTINGAGAINTE Override lcsung “ga!n ]CSl!ng agéu“
testing again testing again
. column 1 . testing again testing again
testing again testing again
Approval Status Approval Not Required - testing again testing again
testing again testing again
100% ~ | < 10pt Helvetica A -~ B - Formats testing again testing again
testing again testing again
BJ7USES=ESE& 5-E-5E £ E NoBorer testing again testing again
testing again testing again
=2 testing again testing again
testing again testing again
Lesting again lesl!ng again tesling aga!n Lesling aga!ﬂ Iesting again testing again testing again testing again
test!ng again lesl!ng again test}ng again LesI!ng again lest}ng agf i testing again testing again
test!ng aga!n lest!ng aga!n test}ng aga!n teSt!ng aga!n lest}ng ELE ™ SAVED x lu%‘ling ‘dg'din 'lcsling aguin
testing again testing again testing again testing again testing agzl s 1 . .
. . . . . . . . . i testing again testing again
testing again testing again testing again testing again testing ags et ot g
testing again testing again testing again testing again testing age o Saved “ﬁ‘?“g e I"b‘l!ng agam
testing again testing again testing again testing again testing age oK le:’u"g agam 1Cbl!ng agam
testing again testing again testing again testing again festing agz lr:mlng Agan 1csl!ng Agam
testing again testing again testing again testing again testing ags testung again testing again
testing again testing again testing again testing again testin tcmng again lc:,l!ng again
testing again testing again -
INSERTION PREVIEW STATS
Lines 34 agate lines 30 text lines
“‘ Height & in 15,24 cm 432 pt 576 px
Width 212in 5.385 cm 152.64 pt 203.52 px
Other 120 words 839 characters
Download Image Downlead PDF
Cancel Add LI‘%e =

The system allows you to save the line when you click “Add Line”.

This also applies to the Display Ad Type of Column per Inch for example, as the Column x Inch where the
Inch is defining the depth (height) on the Ad line.

Regenerate Billing Comments
In the “Regenerate Invoice” screen, the comments field length is extended from 50 to 200 characters to
allow for longer comments.

Navigate to the menu Billing -> Campaign Billing -> Campaign Billing -> Regenerate Invoices. Enter the
invoice ID to generate.
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Selected Invoices

Generate Or

Drag a colum heades and drop it

T Y T T T
INTS16471T 17472022 Shirl's Agency 265556 000 265556 265556 =

2,655.56 0.00 2,655.56 2,655.56
£ REGENERATE INVOICES

Address to Use Use the Current Address ~

Campaigns Awaiting Crediits

Display REPRINT on Inveice No

Comment o Print on Invoices | zabcdefghijmnoparstuvwxyzabedefhijkimnopar

Cancel Regenerate Invoices

Reset Regenerate Selected Invoices

In the field “Comment to Print on Invoices”. You can enter a comment up to 200 characters. Click
“Regenerate Invoices”.

Reversed Tax

Tax Maintenance allows for reversing a tax amount. This is used in countries which allow for not
charging clients taxes but still need to display the tax amount on invoices. There is an HTML field in
invoices #REVERSE_TAX_AMOUNT# which displays the reversed tax amount. The total amount on the
invoice won’t include the reversed tax.

Navigate to the Setup menu -> System Tables Setup -> Tax Maintenance. Choose the tax to mark as
reversed on orders.
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Campaigns  Production  Billing Analysis Setup &b ® 1 @ Logout

= .

Product/Group
Analysis

Campaign Budget

Product Analysis Publication Analysis R
4 © v Analysis

TAX MAINTENANCE

Tax ID 5 = New

Tax Description 5% TAX

o ide Description fi - o
verrice Description for his is the 5% tax override description for invoices

Invoicing
Tax Rate 5.000
Inactive No

Reverse Out Tax @ O Yes _

Vendor Payment Withholding Information

Exempt Amount 000

Exemption Reason None

Other Taxes to Apply First@

First Tax to Apply -

Check the field “Reverse Out Tax” to change its value to “Yes”. Save the settings.

Navigate to the menu setup -> Advertising Setup -> Advertising Invoice Forms. Add the field to display
the reversed tax to your template which you use for billing for the product group. Save the template.

Navigate to the Client maintenance screen in the menu Customers -> Advertiser/ Agency Maintenance
and choose the tax code above.

Production g Analysis  Setup

SN0
:):l:lx;tl/(]mup Product Analysi Publication Analysis Lamingn Eadoet Digital Delivery
I —

More Information

Bill-to ID 255209 LA
Bill-to Name Metro Legal

Charge Credit Card No

PO. Required @ No

Last Verified Date

Advertising Billing

Billing Group
Tax Code 5% TAX - h
Terms 2% 10 DAYS v

Digital Agency %

Show Duc Dats

Delivery Method Print & Email

Actuals Reconciliation Use Ad Server Numbers

Cop Actus @

Override Invoice & Statement Form Settings

Performance Invoice Form -

Flexible Invoice Form -
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Navigate to create a campaign for this advertiser. With the condition that the Product and Ratecard
allow for the tax to be calculated, bill the campaign.
Legal Services Brand Name
Brand Billing Contact Email
2588 Reverse Tax Amount —
NATS Product Group ID -
Mature Pubs and Digital Praduct Group Name

Campaign Description

1212002021 Campaign Start Date
20 Dec 2021 Campaign Start Date (d MMM yyyy)
12/31/2021 Campaign End Date
31 Dec 2021 Campaign End Date (d MMM yyyy)
5241 Camgpaign ID

Reference No.

Order Contact Name

External Campaign ID

517.50 Base Amount (2 decimals)

517.50000 Base Amount (5 decimals)

0.00 A Amount (2 d Is)

0.00000 Ac Amount (5 d Is)

517.50 Gross Amount F
0.00 Agency Commission Amount

0.00 % Agency Discount Percentage

0.00 Campaign Commission Amount

517.50 Net Due _
517.50 Local Net Due

The invoice displays the reversed tax amount, and the Net amount without the tax.

Quick Line Entry Copy
Quick Entry line copy from a campaign copies the automatic adjustments based on preset frequency
discounts on a line, but not the manual adjustments using the incentives or Rate Adjustments.

Create a new campaign with a line where frequency adjustments are applied based on Ratecard
schedule.

Add another manual adjustment from the line itself. Apply incentives as well if available.
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Creatives / Materials Production Notes Other Options User Defined Fields Category MetaData Rep Assignments Affidavits

Product SH University Pub Size 1/3 Page (6x8) - Pricing per Issue

Ad Type Display Advertising G/L Type Print Display v Ratecard Flat Fee 1,000.00000

Contract - Color M Adjustments -112.00000

Edition(s) - Section Main ﬂ Adjusted Flat Fee 888,00000

Ratecard SU University Pub - Position Main - Total for all Issues

Ratecard Line D 878 - 'I;t;i"graphi: - Total Amount 1,776.00

Description Display Estimated Tax 0.00

Lines/PageEq. 140 0333 Estimated Total 1,776.00

[0 Josapin ________ Jooee | o] | fecen| Towmom | |
b SHU Latest volume Net -10.00000 % -100.00000 Q
~  Custom Rate Override 1.00 -12.00000 -12.00000 [}

Save the line.

Navigate back to the Line Item and click Quick Entry button. Click the box and choose to copy this line
into the campaign.

The result copies only the automatic adjustment stemming from the Ratecard frequency discount
schedule. The incentives and manual override adjustments are not copied.

Renew Campaign Line Adjustments
Renew Campaign from the campaign header copies all adjustments on a line including manual and
automatic adjustments.

Navigate to the campaign in the section above in the header section. Click the Edit drop-down and click
Renew this Campaign.

Note that the copied line includes all adjustments from the line including incentives and manual
adjustments.

Prepare Billing Screen Net Amount
Prepare Billing screen has a new column “Net Amount”. This is the “Actual Amount” - “Agency Comm” +
“Tax Amount”.

Navigate to create a new campaign which has agency commission and tax on the advertiser/ product.

Confirm the campaign. Then navigate to the Billing menu -> Campaign Billing -> Campaign Billing ->
Prepare Billing.
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Main Menu  Ad Home  Cus Campaigns  Prod illing is  Setup ¢ # @ b @ Llogout

Campaign Budget Analysis

Praduct Group e Pubs and Digital - Prepared Campaigns
-OR- Specific Product = Pre- Payment Return All Campaigns
AdType

Specific Campaign IDs °

Selected Campaigns

Drag a colum header and drop it here to group by that cohumn

Enter the campaign number and start and end dates to query on and note the column “Net Amount”.
This Net Amount = “Actual Amount” - “Agency Comm” + “Tax Amount”.

Check the box for that line and process the billing. The invoice reflects the correct net amount matching
the prepared amount.

Position Import New Fields
Position Import template contains 3 new fields for products: Pages Priority, Pages Quadrant and Pages
Position.

Navigate to the menu Setup -> Product Setup -> Position import. Click the button to download the
template to fill out with positions you’d like to import.

Once the template is saved to your desktop with the rows you’d like to import, click “Select” button and
upload the template. Then click “Test Import File”. If there are any errors, the system will direct you to
correct them. Once you resave the correct template, remove the old template on the screen by clicking
the x button and re-select the corrected template to upload. Repeat the process till the system clears all
errors. Then click “Import File”. Once the import is complete, you’ll see the new positions under the
Positions node for this product.

The bold fields in the template are mandatory and the ones which are yellow highlighted must contain
the values that match the ones in Naviga Ad.

For example, some of these fields are as follows:

This is a mandatory field and its value must be already in Naviga AD as the print
Product or digital product in which the Ad is created.

This is a mandatory field and its value must match the section already defined
Section in the product.

Position ID | This is mandatory to enter as the new position ID you’d like to import.

Position This is mandatory to enter as the new position description you’d like to import.
Name
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This is an optional field, but its value must be matching the defined values in
Size the menu Setup -> Advertising Setup -> Size Setup -> size ID.
Pages This is optional and the values must be from Naviga Ad.
Priority
Pages This is optional and the values must be from Naviga Ad.
Quadrant
Pages This is optional and the values must be from Naviga Ad.
Positions

Import Queue Monitor

Import Queue Monitor screen is available to monitor the import status of AR Invoices, Advertiser/
Agencies, Campaign Orders and Issue Orders. This pushes the import items into a queue unrelated to
the user session of Naviga AD and can be monitored for progress.

Navigate to the menu Setup -> Admin -> Advertiser/ Agency Import. Download the import template and
fill it out and perform the import.

Navigate to the menu Setup -> Admin -> Import Monitor and enter the date range of the import which
you just performed.

& il

Digital Delivery PinPoint Advertiser Ranking

Campaign Budget
Analysis

IMPORT MONITOR

Start Date End Date
M Tuesday, january 25, 2022 m Select Data h

Rasults

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

The screen provides data for the import progress status and errors if any during the import process.

Hide Zero Lines on Confirmation Template
The button “Hide Zero Lines on Invoices” in the Product Setup screen now also applies to the
Confirmation Template sent to clients.

Navigate to the menu Setup -> Product Setup -> Product Details and choose a product from the drop-
down menu. Scroll to the button “Hide Zero Value Lines on Invoices” and check the button to “Yes” and
save the product settings.

Create a campaign using this product and create several lines, one of which at a Zero value.
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Main Menu

Ad Home  Cu

Home

CAMPAIGN CONFIRM/

I Campaign Explarer _

PO. Numbes

Sales Rep Shiriey High

naviga

Venture Forward

bill-to advertiser

Coptic Church
78 Saint Mark Ave

I Confirma

Campaign IL
Acivertiser

Description Base Amount 599992
Brand Start Dal 112022 Adjustments

£na Date 4172022 Gro
Agenicy !

Currenc
Status 590000

3000

Previously $900.00

Send a Proposal

Confi Se —
350 - _ 22 1284M Resend

11:31AM

digital lines 22 11:36AM

Description st End

Resend
Resend
Quantity Rate Amount

18257 Blackfost cPm a2 022 10,000 9992 000 00

Generate the confirmation from the Confirmation node and note that this product line of 0 value

doesn’t display on the template.

Disable Amount Changes on Custom Allocations Flag
Advertising Group Security has a new option: “Disable Amount Changes on Custom Allocations”. This
only applies to Digital lines using Ad Types where a Qty is specified on each month container. This option

when checked will effectively only allow the user to change Quantities “Estimated Impressions” per
month with the Custom Allocation option chosen. This in effect prevents changes to the CPM Rate on
each line/ month and keeps the rate the same for all months regardless of the Estimated Impressions
entered for the month. If this field is not checked then user can change the “Estimated Amounts” as well
as the “Estimated Impressions” on a line item, which will then change the CPM Rate calculation for that

line.

Navigate to the menu Setup -> Admin -> Group security -> Advertising Security and scroll to the section
“Campaign Line Items” and check the flag “Disable Amount Changes on Custom Allocations” to reflect

the value “Yes”.

- AP Security
/L Security
I~ Production Workflow
;
Status Codes
I~ Reports
Client Approval Requirements
| Discounting & Campaign Approvals
|~ Campaign Header Security
Campaign Line Item Security
I~ Campaign Billing Security
Naviga Inventory
Google Ad Manager Inventory
Other Settings
Exhibition Security
I Product Security
" CRM Security

Copy Group Settings

1 95 4 4Ly AOEI 412 Y1 LA Y AL A GUIE 4 AL HIEE EAGHN 1V A0 11UR 10 YO 1D WA KGHRJED G4 IYEI U GHULGUILA 1 441 ALl 11 1
— DEFAULT PROPORTION BY

Use Default Settings -
The system default will recognize revenue proportionally by day. Use this setting to change default to monthly (would use same amount each month even if campaign runs limited number of days in any month) or to custom.
Custom setting requires user to select proportioning. For example this may be used for an accelerated online campaign. For performance campaigns these choices will set billing and revenue recognition. for flexible campaigns
these choices govern revenue recognition as billing is controlled by the billing schedule,

DISABLE CUSTOM ALLOCATIONS ON LINE ENTRY
No
Disallows the Custom Allocation.
DISABLE AMOUNT CHANGES ON CUSTOM ALLOCATIONS
O Yes
This only applies to Digita! lines using Ad Types where a Qty is specified on each month container. This option will effectively only allow the user to change Quantities with the Custom Allocation option.
ALLOWED TO ENTER ORDERS IN CLOSED ISSUES
O Yes
Print issue setup requires an issue close date and time. Users without this permission will not be able to enter orders after close date/time.
REQUIRE AUDIENCE SELECTION ON DATE-BASED PRODUCT LINES

No

For e-newsletters one may wish to select an audience. This can be used to default in CPM and to control the number of emails subscribers receive. This setting makes audience selection mandatory.
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Create a campaign line item across 2 months using a CPM rate for example, or an Ad Type which
requires the entry of a quantity.

Choose the option of “Custom” in the Proportion Values drop-down field.

1 NEW COST PER THOUSAND LINE e x -
Sales] EENEMMN Other  Creatives  CustomFields  ProductionNotes  Category MetaData  Sales Rep(s) M
[ - Blackfeet Section Cultural - Ratecard CPM Rate 2000000 I
Ad Type Cost Per Thousand Position IMP2022 M Adjustments 0.00000
Contract - Dimension(s) Medium Rectangle (300x250) - Discount Rate 20,00000
Ratecard 2022 . G/L Type CPM M Estimated Impressions 200,000
Ratecard Line ID 284 - Material Status N Estimated Amount 4,000.00 -
Confirm s
Description CPM Estimated Tax 000
Reach
Estimated Total 400000

Line Details Tracking Services Engagement Tracking Adjustments
\mounts
StartDate  3/1/2022 %] EndDate 4/1/2022 7 Total Days 32 Proportion Values  Custom -

_ Estimated Estimated Ad 5¢ Ad Server Ad Server Actual Actual
X e 5. -
M e i Il P R
193,75 0 0 0 0 0.00

Mar 2022 31 19894351 0 3,875.00
0 0 0.00

Apr 2022 1 2,000,000 6250 125.00

Field is Disabled

and Cannot Edit
the Estimated
Amount

Can Only Edit

the Estimated
Quantity/
Impressions.

|

Note that the field “Estimated Impression” or Quantity changes to allow editing but the field “Estimated
Amount” is greyed out and disabled not allowing any edits. Hence, the CPM rate in this case remains the
same when you change the impressions and auto-calculates the estimated amount based on this rate.

With the security field set to No, you can change both fields thus changing the CPM Rate for that line to
be different than any other lines.

Portal Setup Product Groups
The “Product Group Filter” field only displays product groups which aren’t flagged in the Product Setup
page to be “Reporting Group Only”.

Navigate to the menu Setup -> Product Group setup. Choose a group from the drop-down menu.
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ampaigns  Production Billing Analysis Setup dh = € [ @ Logout

Pr:)ductfb.r:)up Product Analysis Publication Analysis ampaign B.”dget Digital Delivery PinPoint A
Analysis Analysis
I

FRODUCIT GROUP DEIAIL

I Product Group Setup - I Product Group Settings G/L Defaults ‘Campaign Parameters Refunds

=|- PRODUCT GROUFP SETUP

Product Group .
il Product Group Details MOMS New

G/L Overrides Product Group Name Moms

Email Notifications
Company LIVEDATA -
Endemic Industry Codes

Fabsoft Invoice Forms Reporting Group Only _

i~ PRODUCT SETUP

Charge Tax No

Override Tax Code B
Derive G/L Codes from Use Values in System Setup 7
Invoicing

Invoice Prefix

Credit Prefix

If the flag “Reporting Group Only” is checked, then this group will not appear in the list of product
groups on the menu Setup -> Portal setup -> Portal Setup as an option by which to filter the portal
profile.
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CLIENT PORTAL SETUP

PROFILE SELECTION

The Client Portal system can be run under one or more profiles. A profile is a setup of rules that can represant different websites or properties. For instance, if you have Website A and

‘Webzitz B. and want to offer 3 differant Salf-Samvice portal for ach, you could create 2 Profile A and B.

PROFILE ID
SH
Create a New Profile

PROFILE DESCRIFTION

SH - Shirley

. PRODUCT GROUP FILTER

I Renewal

ORDER\
Renawals o

RENEWAL START MAX DAYS

The product isn’t available as an option to choose.

PlanSmart Hold Back Field
PlanSmart has a new field in the setup which allows user to delay sending orders/ads over to Plan until
XX number of days specified here, before these orders are due to run, so that they don’t get purged by

editorial before they even run. Most times this field should be left blank if there’s no issue with purging
of orders prior to running them by accident.

Navigate to the menu Setup -> Plansmart Setup.
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EMAIL SYNC ERRORS

dan.pellegrini@newscycle.com *
Y

Email these people if something goes wrong

ORDER CUT-OFF DAYS

0

REQUIRE APPROVAL FOR HI-RES FINAL
1] Yes

C back the hi-res final w
\ enforced, you must setup Materi

HOLDBACK FUTURE DAYS

d}) if the Material is Approved. NOTE: For this rule to be

16

This setting allows you to NOT send orders to Plan if they are XX days in the future

[ status coe vapeine I

In the field “Holdback Future Days” enter the number of days before the orders are due to run so that
they are held back and not sent to Plansmart and not sent until the order date is closer to today’s date
than this number of days specified here.

CRM

Section and Position in Opportunity Products

Creating a proposal from within an opportunity and choosing the Ratecards and Ratecard Line will
automatically default the section and position in the opportunity. The system won’t do any verification
at this point including checks if the selected dates are valid, or check inventory. When the proposal is
created from the opportunity and saved or when user clicks “Check Inventory” on the line item, then the
system verifies the items related to Section/Position as it does during campaign entry.

Navigate to the menu Opportunities and enter a new opportunity.

Scroll to the “Add a Product” drop-down and choose a product from the drop-down. Choose the

Ratecard and Ratecard Line.

B o AT Astronom Astronomy (100} = 1Page ~  Anywhere

B o & Blackfeet All time (70) = Cost based on Thousands *  Cultural CPM = 20.00000 1,000 w000 @

Three places - 12/31/2021

Add a Package - + Adda Product: | +

Note that the Section and Position are defaulted according to the setup on the product.

Save the opportunity.
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Click “Auto Generate Proposal”. The lines display as part of the new proposal in the pop-up screen. At

IM

, or you can click the “Check Line Inventory”.

this point, you can click “Create Proposa

Main Menu  Ad Home = - = - I
5 AUTO GENERATE PROPOSAL [
Home
I
Product Ratecard Ratecard Line / Description Section / Position Start/End Ad Type Rate |
s 100 o B Anywhere v 12472021 555.56 555.56
Anywhere - Muli-Select m e
Black & White S
L 555.56
VIEW PRODUCT INFORMATION e ||
Blackfeet - - 12 -
I Products - ® o= 70 210 Cost based on Thousands  Cultural 12/2/2021 cPM 1,000 200000 200 .
Threeplaces ¥ 12/31/2021 rieive e A
200000
m VIEW PRODUCT INFORMATION P .
B o  AsT
1 ERROR X
B o eF ERROR: The following inventory conflicts must be resolved
i 9 ry
A
« There is not enough available inventory for Blackfeet | Cultural | Three places (Available: 0, Requested: 1.000)
oKk
— No Records -
ate b
3 B
— No Records -
View Package Inventory Cancel Check Line Inventory  Create Proposal

In both cases, the system alerts you to the lack of inventory. If inventory is available, the system creates
the proposal.

Exhibition

New Group Security flag to allow users to prevent editing the Exhibition Default Billing Schedule date or
amount on an EX Order. This applies to stand-alone Exhibition orders created from the Exhibition
module or orders linked to a Performance Campaign but not Exhibition orders on Flexible Billing
Campaigns.

Navigate to the menu Setup -> Admin -> Group Security -> Exhibition Security. For the group you’d like
to affect, scroll to see the “Order Entry” section, and check the box on the option “Disable Manual Billing
Schedule Options if Templates Available”. This value is Yes and then save the screen settings.

Create an exhibition order from the Exhibition module or attach an exhibition to a performance
campaign order from the AD module.

Click the node “Billing Schedule” on the order.
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Main Menu  Home

ORDER BILLING SCHEDULE

i Ordar 1D 414 CaE 4 Order Amount 440.00
Exhibitor Minnesota Twins Tax Amount 0.0
Division Cards Total Amount
Bill-to Minnesota Twins Amount Billed To-Date 0.00
Exhibition Dog Show 2022 Amount Not-Yet-Billed 440.00
Status Quote 1 Currency

Billing Schedule Invoices

Billing Schedule Template - a2  Apply

50.00

Percent of Total v 50%

3312022 10000  Percent of Remainder -

Separate Service Invoices

Actual Invoice Date

Cancel Save

Note that the date and amount on the schedule lines are grey and disabled.
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