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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 2023.2 release grouped by module. We expect to release this version Mid-April
2023.

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.
Items that were voted up in the Enhancement Portal will have a check mark next to
the feature below.

UP

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

Bulk Update GAM Lines - This will be new functionality for the users as well as a
small change to the User Interface that you might want to advise them about.

Forms on the Portal will be a change for your clients, as will the display if you
happen to disable some of the boxes. Please see Portal Changes below so that
you can inform your users in case clients have questions about the new options.

If you are using Preflight with Twist or Asura, the preflight settings have moved
with this version. Please visit the Advertiser Portal section below and be sure
to re-establish your connection settings.

Advertising Module

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBnoK...  1/43
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Bulk Update Targeting on GAM Lines

On a campaign with multiple lines, the Google Ad Manager (GAM) targeting can
now be updated across all (or select) lines simultaneously. Below is a quick gif
depicting the workflow.

Important things to remember:

Selected Lines must be for the same product
it must be a product that goes to GAM.

Any Targeting items that need to be copied across to the other lines must be
checked

From the line items screen, select the applicable line items. The first one
selected will be assumed to be the one you want to display, but you can change
that to another line if desired.

Brand Undenvater World Commission Amount 000
Agency Net Amount 1051000
Status Confirmed - Ready to Invoice Estimated Tax 026
Incentives Status. Estimated Total 10,510.26
Adcellerant Proposal ID & Currenc <y Local Currency
Adcellerant Budget 000

Applied Incentives  Tickets

Booking Wizard Quick Line Entry = Full Line Entry Prod. Schedule Audience Planner Audience Reach Send a Confirmation
Advertising Orders

Selected Line(s) Options Numbers in the Grid
~ Display Sening Details

u S it
0277 1 Banner un of sit M 272,

Check Incentives.
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e

5 ﬂ 10,116 16766 8815 51,187 -8815 -‘
Linked Exhibition Orders

Attach an Exhibition Order New Exhibition Order

Note that this required a small change to the Ul that your users might need to be
warned about. Previously their screen had several addition buttons above the list
of lines:

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoK...  2/43
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Ling Datsdl

Bocking Wizard Gk Line Entry -
Aehvertising Orders
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Now the Split Lines and Delete Selected Lines options have been moved into a
dropdown and the Update GAM lines option is added to this dropdown as well.

Liray Diartadl Applied Inoercve Tickowtn

Bosking Witsrd Chustin Line Entry

Agvertising QOrders -\

Felerrad Linelsl Qg i e Gl
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® In previous versions of Naviga Ad, on the campaign screen, there was a node called
"Edit CPM Delivery," which allowed some editing, but not as comprehensive as the
above functionality, so we have removed that node. If you feel that it is still needed for
your business, please notify support. We can turn it back on on a case-by-base basis.

Additional GAM Creative Types

THREE (3) new Creative types have been added to the Creative Type dropdown on
a "standard" digital Material. (highlighted below). There is also better support for
Video with THREE (3) creative types added for Video Creative types.

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoK...  3/43



8/8/24,1:04 PM 2023.2

Standard Creative Types: Video Creative Types:

I Digital Material Details - I Digital Material Details _
Creative Type Creative Type
1

Video

Image
HTML 5 Overlay
3rd Party Redirect

Campaign Manager

Custom

Native Format Size Code

Custom Creative Template

The Native Format and Custom creative Template types can have very
sophisticated questions to be answered, files to be uploaded, etc. We are not
tackling that part at this time. The goal for this release was to allow the creative
container to be selected in Naviga and passed across to GAM with the required
information to create the creative record, but not to fill in all the information which
would be required to actually publish that creative type. That part will still need to
be filled in in GAM, but we can now send the container over with enough
information to create the record for someone to then complete.

Setup required

In GAM Connection Setup there are two new sets of fields to be imported in.
Creative Templates and Native Templates:

CREATIVE TEMPLATES
o= jprpeeessy

OFF3

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoK...  4/43
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Click Save/Import All at the bottom of the screen to import in all the templates from
your GAM server. You will see both SYSTEM_DEFINED and USER_DEFINED
templates are imported in:

NATIVE TEMPLATES

i Ad Server Integration

AD SERVER 1D
GAMMSG T

Connection Setup

Settings

Reference Tables DESCRIPTION

GAM MSG Sandbox account

Traffickers TVPE
Teams Google Ad Manager
Sales Reps
Placements
Ad Server Data
Ad Units
| B3 =
Custom Fields —
Fraative Tamelats D tio; i Already
Creative Template: Liescnphion x Imported
Matve Templates
o 12117318 Randy Mative Format 2 USER_DEFINED
12153440 Randy Format 1 USER_DEFINED
10004400 Mative app install ad SYSTEM_DEFINED
10004520 Mative content ad SYSTEM_DEFINED
10006920 Mative video app install ad SYSTEM_DEFINED
10007040 Mative video content ad SYSTEM_DEFINED
D

On a digital material record, for the Native Format and Custom Creative Template,
you will have a new dropdown field called Ad Manager Template. If you are in a
new material outside of order entry, select your ad server from the line above and
then select the template from the dropdown. (if you are in order entry, we already
know the ad server, so it doesn't need to be selected manually, so you can simply
slect the Ad Manager Template). At this time we are only supporting your
USER_DEFINED type templates as the other templates have required fields that
need to be filled in prior to being able to create the container record and as
mentioned above, that isn't something we are tackling at this time.

Extend Ratecard

It isn't always desireable to change the rates every year, so now there is a process
to extend existing ratecards rather than creating new ones.

Navigate to Setup - Extend Ratecards in the Advertising Module

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoK...  5/43
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EXTEND RATECARDS

Produdt Group eai Group [DEMOY

Gat Ratecardy
Expiring &frar Satusdsy, Aped 1 2003 i

Expiring Bafare 1

Selectod Ratecards

Bulk Update

Fre _

Sunday. hpel 30, 2023
Sanday. Apel 30, 2520

Thursday, October 36, 1023

Sundyy, December 31, 2023
Sundyy, Deember 31, 2023
Wiedruridiny, larary 51, 034

Thaurncary, Blay 8, J004
Friday. Manassry 31, 2025
Tuesduy. hily 1, 2025

rdia Audemcr Wiednasday July 1, 2000 Thusriediny, Juby 11, 2005

All three filter fields are optional, although you should select something there to
narrow down the results. Selecting all rate cards for all products would generally
return too many results to be useful.

For example, you might want to find all ratecards for a given product group that are
ending before the end of this month.

One you have your list of ratecards, click the bulk update to enter a new end date
for the entire list.

EXTEND RATECARDS
e |

[ R Gt Fanpcardy

Enpiring Bier

xpiring Betzin

Alternatively, enter dates manually in the New End Date Column and then save at
the bottom of the list.

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoK...  6/43
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Selected Eatecards

Ratecard Setup - SORT

The ratecard lines could always be sorted, but previously the rateline had to be
opened for editing to change the sort number. Now it can be done right from the
main ratecard screen. Don't forget to click apply in the top right to apply the sort
settings and then click save at the bottom to save the rate.
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o/ Ratecard Setup - HISTORY

When a new ratecard line is added to a ratecard, we are now storing that on the
history. It is stored on the history of the line and also on the history of the ratecard
header.

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoK...  7/43
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Sensitivity Codes

There is a new concept in Naviga Ad called Sensitivity codes. Sensitivity codes are
meant to draw the attention of the user that an ad contains sensitive information.
Common uses are for Marijuana ads, political ads, Alcohol ads, etc. Oftentimes
care must be taken as to where these types of ads are placed on a page. There is
some setup on the ad side and also in Naviga Plan. To use this functionality, you
will need to be on a Naviga Plan Version 141218 (April 21, 2023) or newer.

Navigate to Setup - Advertising Setup - Sensitivity Codes and add desired codes.

SENSITIVITY CODES

¥ D
—_— MARYIAM| .‘.1.nri),;\no Related
— CRAZY Polstical

. WEA Weapons, including Firearms, Knives, etc

0 000

—  BOOZE Alcohol

+

Reset Save

Then Navigate to Customers - Advertiser/Agency Maintenance and select an
account who typically publishes sensitive content. there is a new field in the
Advertising Details section where you can select one or more Sensitivity Codes for
the client.

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoK...  8/43
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Is this an Agency

Use Multiple Brands

Pay Sales Rep Commissions
on Paid Invoices Only

Client Type
Pre-Payment Required

— Auto Apply Cash on

2023.2

Mo
Mo

Mational Account

Prepayment NOT Required

Account when Campaign is Mo
Confirmed
Default Invoice Form Detail ) i
Show Each Line - Incleding Costs -
Level
Sensitivity Code(s) Alcohal "

If you then create a campaign for that client, the client's sensitivity code will be

displayed on the campaign header and can be modified as needed at the campaign
level. OR if they client doesn't have a default sensitivity code, it can still be

manually added onto a sensitive campaign.

Manage Cards on File

Additionally, when you then create a material record for that campaign, the

sensitivity code will flow through onto the material.

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf?back=false&only=yes&page=zfhZce2bBnoK...
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Material ID
2218
Refresh
Waterial Typs
Material for Print Delhery

Waterlal Desc.

edwertisar D
1D00GE
Advertiser Name

Bacardi LS4 Inc

Search

Mew

Date Racaived

e dnecday Apnl 19, 2023

Expires On

Pract Date

Extarmal ID

Fichup from 1D
(o Copied fram 10}

Senitivity Codels)

Al

Refresh Preview Image

Client Type in Search Results

In Advertiser/Agency Maintenance we have now included the Client Type to the
drop down list of clients when selecting a client to open. This is displayed if you

simply click on the Account ID field to see your recent accounts or if you start

typing in the Account ID field to do a quick search.

ACCOUNT: GENERAL SETUP

General Setup

Axrount 1D

dgrnunt Mama

Aseaunt Type

dgcount Created On 171

Arenunt Crested By S

Salesforoe ID

Account Details

Pardnl Ariaunt

Webalte

Limit Classified Categories by DOW

=ity Stale/Region Postal Code Courtry

N,

Classified categories can now be limited to certain days of the week by Product.
For example, perhaps in one product the Real Estate section only runs on Sundays

and Tuesdays, even though other sections might run every day.

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno...
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On Product Setup, the category node will allow Day of Week selections. If it runs
every day, the field can remain blank

CATEGORY ASSIGNMENT

i MRODUCT CROUP WTUP

i PRODUCT SETUR Fesduct 10 Y St Dy Mewspaie

Category Assignment

O00O0CQO0O0OC0ODOO0DOO

TR e FOUTIONS

Then when booking a liner order for that category (in Full line or Booking wizard),
you will only see issue dates allowed for that category.

- Additional Lina(s 0.000
- 2 MULTI-DATE SELECTIOMN 0.00
B Start Date End Date Max Days 00000
401/2023  4/30/2C Select

0.00

5 M T W T F 5 8,00

_ 0.00
0.00

] - [

Apply Selecti
pply o R

Billing Amount | Page Mo, Ireoice D

For class display ads, the category might not be selected prior to the booking
schedule being entered, so there we do a check upon saving the ad. If you
selected invalid run dates for the category you picked, you will be prompted on
save to remove them:

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno... 11/43



8/8/24,1:04 PM 2023.2

| 1 CANNOT SAVE LINE X

| h The following Errors occurred while attempting to Save this
Campaign Line:

* Invalid date selection. The selected Category Tree only allows
the following days of the week:
© Sunday
© Tuesday

QK

Classified Metadata Options

There are a couple new options in Metadata setup for classified. For "Number" and
"Number Range" prompt types there is now a validation option which will allow you
to enter valid ranges of numbers and an additional formatting type of "No
Formatting No Decimals." This allows you to ensure for things like a year, that you
can put in an allowed range of years (if you want a 4-digit year for example, you
might put in a range of 1900 - 2100 with no Formatting No Decimals to ensure
compliance with the desired format. Or if you were going with a 2-digit year, you
could put the allowed range of 00-99, for example.

sutomaobiles Yowr Hamiber - 1 NoFormatting, Ha = YL L @

Miles o Odormetsy MNumber i e~ Lf J o

Mo Formatting, No Decimasl

The following shows the setup of each of the number formatting options:

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno... 12/43
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B EDIT CAl

S —

Semvices Directory Nisnber - no format no decima Mumber - 1,800.00 Mo Formatting, Mo~ - o
0.:00

Sesvices Directary Number - zera deimals Mumber = |00 Zero Decimals l ) a9

Services Directory Number - 2 decimals Murmber ¥ Twe Decimals . -t o

Semvices Directory Humber - no formating Mumber - Mo Formatting = - 0

= - [x]

The above would display as follows in order entry:

Number - no format. no decimal 5023
Number - zero decimals g7

Number - 2 decimals 1,234,567.00
Number - no formating 1224567.00

The Zero decimals option above would have included a thousands separator had |
not limited the number to be 99 or less

® Note: if you are not in the US, the number formatting will be picked up from your
language settings, so it might look like this, or in other supported language formats:

Mumibar - na format. ro dacimal
Humbar - zerc decimals
Mumibar - 2 decimsals

Mumbar - na farmating

Group Security Changes

Line Item Security - Booking Wizard Options

In Group Security = Advertising Security - Campaign Line Item Security there is a
new option for which of the 3 booking wizard options are DISALLOWED for this

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno...
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user group. By default, this will be blank upon upgrading and will therefore work as
it always has.

If you would like to prevent certain user groups from choosing one or more of the
booking wizard options, select the ones to disallow here:

= Advertising Security
: ' DISALLOW THE FOLLOWING OPTION(S) IN THE BOOKING WIZARD

Status Codes
Reports

. . [_ Build a Template-based Classified Ad
Client Approval Regquirements

[: Compose an Ad-hoe Classified Ad

Discounting & Campaign Approvals

B Book a Print Ad w/ Materials on-hand or to-come
Campaign Header Security Campaign silling >ecurity

Campaign Line lem Security

CAMPAIGN BILLING SECURITY 1@

If there are two or more selected, the user will be prompted to pick which
method to use (same as today, but might only contain two options if only allowed
two).

If there is only one allowed option, then the window will simply open into that
option

If you disallow all three booking wizard options, then the booking wizard button
in order entry will disappear completely.

Hide GAM Options

In the Google Ad Manager Inventory Settings section, there is now an option to Hide
the GAM Targeting and Expected Sizes tabs in Full Line Entry.

Should imventony availability be determined by GAM available units or GAM possible units?
Status Codes ALLOW IMPRESSION OVERSELL BY %
]
rovals f users can oversell impression based inventory, is there 3 cap on amaount of overse

DEFAULT DIGITAL DELIVERY VIEW OFTION

View Timeframe: This Month

CHECK INVENTORY ON LINE UPDATE

Mo
5 i5 52t to Ves, it willl check imventory on line updates in addition to new lines
o HIDE GAM OPTIONS
e 0 ves
' f this is set to Ves, The GAM targetting and Expected Sizes tabs wall be hidden in Degital Full Line entry

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno...
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With the above set to yes, the user will see this in Full Line Entry (Note Google Ad
Manager and Expected Sizes NOT available at the top):

5 EDITING COST PER THOUSAND LINE: 31100032

Pricing Orther Creatives Custom Flelds Production Notes Category MetaData Sales Rep(s)

i Product The Star Website 1 Hegalth Ratecard CPM Rate 165.00000
ad Type Cost Per Thousand Pasition N Adjustments 0.00000
| Contract - GiL Type CFM - Discount Rate 16500000
-
iy Ratecard Open Rate x Materkl Stakus = Estimated Impressions 55,000
| Ratecard Line 1D T2d - Estimated Amount 9,075.00
F Deseription Banner ad - Highly Targeted Estimated Tax 4.54
- Estimated Total 907554

Line Details Tracking Services Engagement Tracking

2023 M\ 1200 aM © End 127302 12:00 AM O Total Days 214 Proportion Values by Mumber of Days in Maonth

With the above set to no, the user will see this in Full Line Entry (Note Google Ad
Manager and Expected Sizes available at the top):

= EDITING COST PER THOUSAND LINE: 31100032

Pricing Orther Google Ad Manager Expected Sizes Creatives Custom Fields Production Notes Category MetaData Sales Repis)

| Product The Star Website 1 Saction Health ul Ratecard CPM Rate 16500000 |
Ad Type Cost Per Thousand Fesition . Adjustments 2.00000

| Contract - G/L Type CPM N Discount Rate 16500000

{ Ratecard Open Rate - Material Status - Estimated Impressions 55,000

| RatecardLine D 726 = Estimated Amount 9,075.00
Deseription Banner ad - Highly Targeted Estimated Tax 454

| Estimated Total 9,079.54

Ling Details Tracking Services Engagement Tracking Adjustments

Start 61,2023 @ 1200aM & End 1273172023 B  1200am (5} Total Days 214 Proportion Values by Mumber of Days in Month

It is expected that if this is set to "yes" for sales reps, that someone in ops will later
be setting the targeting and sizes OR that it will be set based on the ratecard line.

Product Security - Filter

To help facilitate selection when there are large groups of product groups, there is
now a filter on Product Group selection

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno... 15/43
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GROUP SECURITY SETUP
PRODUCT SECURITY

—

HCURITY SROUP SILICTION

-

RO GACLF EATRECTION

«f Digital Delivery Report Customization

The Digital Campaign Delivery report can now be customized by user, similar to

some of our other report screens.

Previously the screen looked like this:

CAMPAIGN DELIVERY ———r—

o My Group e ome Bacch 020 o Compine TER

n heacier and g & henw w0 growp by Baal colare.

Now there is another tab, so that you can choose which fields you would like to see
in the on-screen version of the report and in the Excel output version of the report.

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno... 16/43
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CAMPAIGN DELIVERY

rep My Group vcreves: Manch 2023 ceces Complee: TS

Tuwa Finat

Sebeck Satn

N SCREDN COULMNG LRTIL LRPOET COLUMMS
P Configamvtion Saes Coafigurmten Pt Canfigransisa Sawn Corvtguantion

Bxnilyiia Grid Cabemm Sl i Cabmrn 2 ekl brpert Colrans S T

g Rep Summary Report - Product Names

On the Rep Summary Report, previously if you had more than 6 products listed, the
Product ID would be displayed instead of the Product Name. Now we will display
the Product name for up to 20 Products before reverting back to the ID. Here is a
preview of what it looks like:

REP SUMMARY: KELLY SMITH (USER KSMITH)

Sales Rap Humbsy View Rep, Type

Simiish [USER KSMITH] Eely ®  WiewHetHumbers  *  Erand Rep . Gt Duta

Bl by Froduct Gmup

® Loz vear @ TraYear

ng Production Reports - New Fields

Three new fields were added to the Production Reports based on feedback in the
Enhancement Portal. (Print Production Report, Non-Print Production Report,
Production by Product Group, Production Control by Controller & Production by
Sales Rep)

Campaign PO Number

Line Item PO Number

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno...
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Flag to indicate that there are attachments on the campaign

Attachments are found here on the Campaign - Attachment node:

CAMPAIGN ATTACHMENTS

Campaign Cxplorer Campalgn drishem ey

g

Carni . Campaige it (1F13] N - Shart Date VA

bra A minas e L il Dtn BN

: L] Unclrrwater Word

it Amesionn 0,700
gy
Frared wragicing Stamed
Attachamanti
. 5 S [rerp— A %35 AL o
T K

. winci P -
earchees Cantacts

£

Campaign PO number comes from the Campaign header:

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno... 18/43
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dudver i 1D 35018
om0 e ——
= Mgy Advertises Address 445 Faston Ad
. HOARSHAN Pa 19044
Tel: (215) 672-4980
akgr
argf D
g AR Chiewit Typs Laecal |
ser Defined Farkds firend Unduirsaiey ol
- agency / Bill-to (44D TSy Undersaner Warkd Hareham
View Credit Seatus
milling Contact
Billing Address 495 Faton R
HORSHARA P 19044
Yel: (F15) &2 -4NB0
-
ep s
e Product Group ABC - Kelly's Co.
=
Order Contact

Production Controller

Kally Smith (USER ESMITH]

Campaign Mansger

2023.2

Gross Ansount 50, 70050
Commiiainn Amawnt ano
Het Amauant 070050
Estimated Tax an
Estimated Total WL T 0050
Curtency

Dafsult Discount W%

i Faymeni Method
Manage Cards on File

Dafwult Contract

Payment Terms. Het 33 Do

Seatus rrezireg Slatbed

Project

Industry Cods Betail

Claak Cade{s)

B Bumber Carmp PO 345

Customar Ref, Mo,

Line Item PO Number comes from the Line Item - Other Options Tab

83 EDITING FLAT FEE LINE: 29

Line Details

Other Settings

Custom Data Form

External Project URL

Marketing Content Template
Line Item P.O. Number
Override Tax

Replace Price on Invoice
Split Run @

Production Link

Space Holder Campaign ID

Number of Tearsheets to

Creatives / Materials

Go to External Project

LPO 55777 &

No
No

KS_Print_Specs (PRI)

1.00

Production Notes

Other Options

User Defined Fields
Placement Options

Page Priority

Quadrant

Page Position

Requested Page Number

Position is Guaranteed

Internal Comment

Category Me

Anvy Pa
Arywh

Don't (

Mo

Also on the Production Reports, the Internal Note on a line item now allows the user

to hover to view the text of the internal note.
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Production by Product Group report

The Production by Product Group report now has optional fields for the Master
Status Description, GAM campaign link and GAM order link.

The Production by Product Group report also now has the flag at the top to
include/exclude classified liner ads. (This was already on the Production by Print
Product report, but has been added to this one as well.) This mod was also patched
back to 23.1, so it will also be available there on builds later than April 26th.

PRODUCTION BY GROUP

Bttt e Tt et e ke B el

T - atoms
Syt Pty Ll ] L (] ‘
T ey s . W reingg e o Bty [

Rafraah Screen wi Fitery
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Production by Controller report

Master Status Description and Order Status Description have been added as
optional fields in Production by Controller report.

Talaitedl Caimpisges Linmi Canflygu i Diaipead

Dy & crbmen hesder ol deop @ bere b e By that oo

f Orders by Product Report - New Field

The Ad Server Viewable Impressions has been added to the Orders by Product
Report based on feedback from the Customer Enhancement portal.

T

() ihe Delivery/Pacing report and also the Reconcile actuals report both have this
information as well, but if it is helpful to you to have it viewable in the Orders by
Product report, we have added it there too.

Flexible Campaigns w/Billing Issues

In Campaign Billing - Campaigns with Billing Schedule Issues, there is a new
column in the data for Product Group. This column is filterable as well, so that users

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno... 21/43
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can easily filter and focus on fixing the campaigns they need to bill right now.

FLEXIBLE CAMPAIGNS WITH BILLING ISSUES
[T [

Commission Adjustment Import

This import has actually been in the system for a while, but it wasn't previously on
the menu. In 2023.2, we have added it to the menu. Please see Commissions
section for full documentation of the feature.

Depending upon how you set up your menu security, you might need to revisit
menu security to show/hide this option to certain user groups.

Custom Data Forms - Document Upload

There is now support on custom data forms for uploading documents to the form.

Supporting Document File or Document 3,000

Give the Label/Question a name
Select File or Document as the Prompt type
Enter (in kb) the maximum file size allowed

Add the file types allowed (comma separated if multiple types are allowed)

When accessing the form in the system (in Production reports, campaign entry,
tickets, opportunities, etc), the user will have the ability to upload the file to the

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno... 22/43
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system. Once uploaded, other users can see that a file has been attached and can
download the form by clicking the "download" option.

Supporting Document

screenshots.docx
Download Select Remove

() Note: While custom forms can now be seen by clients using the Advertiser Portal, the
document upload prompt is not currently supported in the portal.

Re-import Sections and Positions

Using the Section Import and/or the Position import on a product, you can now
update sections and positions using the import templates. In prior releases you
would get an error message indicating the section/position already exists. Now you
will get a success message and the sections/positions in the import will be updated
with what is in the import file.

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf?back=false&only=yes&page=zthZce2bBno... 23/43
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PRODUCT DETAIL

Product Setup Product Settings G/l Defaults Campalgn Parameters Order UDFs
= PRODUCT GROUP SETLW
L M Product ID M3 | K.
Product Mama Thie Maragator Tends
Format BeEwipape
) Inactive @ Mo
Audience
Demographss pe et
QL Ovemndas o
GL Cverndes Impot Product Type Prirt Product (eg. Magazine, Newipaper)
G Default Custom Data Form =
FRICING RULES
ing Pla p
Rateca Ad Serving Platform
Price Adjustments Imvobce Line Group Print Lingd
Auto Aguitmients Hide Zero Value Lines Mo | When setto YES, limes with a zero value will not display on invoices nor confirmations
Affidavit Temnplate Form Sample Affidavit
Product URL
Company naiga
Primary Group NEiga Product Group
v Secticns Fositions Heliday Calendar(s) @ US Publishing Holidays
= BIUE-BASED SETUP Default Artist Assignment

New fields added to Ticket Dashboard

Four new fields were added to the configure output tab on the tickets dashboard.
Below | am displaying the Advertiser and Agency Name. Both ID's are also
available to display, if desired.

TICKETS DASHBOARD

Tt Pyme Aangrac 1z hinged m Taam Chwma ey [ e By Brasty ame fmna Ircisie Clasrd s foamm Chemiine.

Nylas Account Link Status in my Profile
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The My Profile screen now also shows the link status to give users insight into the
status of their connection. In Previous versions we only showed the connection
was authorized if it was in a "running" status, but there could be other valid
statuses that aren't yet at the running stage. The new Link Status gives additional
insight.

Prafile Phrture

Ramove Profils Plctars

Baic Sottngs  Producton Email Intagraticn. LEREZLE |
Upar Mass [ Emadl Rodoris

Toannwitan hutharizel

[Endbibe Emaill Syne Eralsle Calendis Syne
@ e
[Ermail Falderisl Calendar Mama
r - »
Symez Diayas Betore Today
Bt Lk Tt ‘,-‘"
rumring
Syme: Diays Aubtor Today
e Save

Possible options here are: valid | invalid | downloading | running | partial | invalid-
credentials | exception | sync-error | stopped | initializing

The meanings of each status is described below (taken from the Nylas website)

Sync state Simplified Detailed Description

All emails for folders,
valid X contacts, and calendars
are syncing reliably.

The account has an
invalid X authorization issue and
needs to be re-authenticated.

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno... 25/43
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Sync state Simplified
downloading X
running

partial

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno...

Detailed

2023.2

Description

All folders are connected and
the account is in the process
of syncing all historical
messages on the account.
Depending on the size of the
account and the speed of the
connection between Nylas
and the email server, this can
take up to 24 hours or more
to complete. During this time,
the account is usable for
sending messages and
receiving new email
messages.

All emails for folders,
contacts, and calendars
are syncing reliably.

Partial states are typically
temporary and may indicate
issues with the mail server.
Accounts in this state,
however, are still running.

One or more folders in

the account may not fully
sync currently or not

sync mail at all. Typically,
accounts recover and return
to a full-running state.

Some reasons an account
may be in a partial state:

It's a new account
and hasn't finished
its initial sync.

The account was

recently reauthenticated.

The user deletes,
changes, adds, or
restricts folders.

26/43



8/8/24,1:04 PM 2023.2

Sync state Simplified Detailed Description

Slow network
connections.

Low bandwidth on
the email server.

A backlog within
the Nylas platform.

A large number of folders
in the user's mailbox.

Syncing historical data

The user has external
integrations that may
be slowing down
their email server.

The user's email
server has connection
or network issues.

Microsoft accounts
with numerous folders.

You can only continue to use
an account with the Nylas API
as long as the
<ACCESS_TOKEN> is valid.
Sometimes, this token is
invalidated by the provider
when connection settings are
changed or by the end-user
when their password is
changed. When this happens,
reauthenticate the account
and generate a new
<ACCESS_TOKEN> for the
account.

invalid-credentials X

This can occur if an upstream
provider returns an error that
Nylas's sync engine doesn't
yet understand. Please
contact Naviga Support

for accounts in this state.

exception X

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno... 27/43
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Sync state Simplified

sync-error

stopped

initializing

CRM Module

Leads History on Account/Contact

Detailed

2023.2

Description

An unexpected error was
raised while syncing an
account. Please contact
Naviga Support for
accounts in this state.

An account stops syncing if it
repeatedly encounters the
same error or is unable to
access the email server. In
cases where an account has
stopped, you can try to
restart it using the
downgrade and upgrade
endpoints. If the account
continues to fall into a
stopped sync state, please
contact Naviga Support.

The account has been
authenticated on the Nylas
platform and is in the process
of connecting to all the
account's folders. Accounts
that use email.send as the
only scope will always be in
an initializing state. Nylas
uses folders to determine
sync status. email.send

The Leads that an account or a contact person are linked to are now displayed on

the contact person record and also on the account record.

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf?back=false&only=yes&page=zthZce2bBno...
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On the contact person:

And on an account record. The account record might have multiple contact people
on the account who are linked to a lead.

bvisiaas § Beandt

171
1Kl

Opportunity Quick Update - Rep Group

For those with a Rep Manager type role, on the Opportunity Quick Update screen,
there is a new filter available for rep group. This helps a sales manager with
multiple rep groups to quickly filter on a group of reps without having to select
everyone individually.
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OPPORTUNITY QUICK UPDATE
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Action Item by Rep Report to include Opportunity ID

There is a new column in the Action Items by Rep Report - Opportunity ID. You can
click on the ID to be taken to the Opportunity.

As a CRM Manager, navigate to the Action Items by rep report by selecting CRM
Manager - Action Items by Rep

I T
ACTION ITEMS BY REP

IR v ot amenary

2 4 i i sl e o e ot Ly Bt e

As a regular rep, you can also see this report by first clicking on the "To Do"
navigation box in the CRM Module and then clicking the sub-navigation box called
"Action Detail." This report is aware of your permissions and will only show you
action items for yourself and any other reps you are permitted access to.
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Accounts Receivable Module

Company Column in Statement Batch List

When viewing the list of batches in A/R Statements, there is now a column
displaying the Company(s) which were included in that batch.

A ManMerw  Customers  Invcices O
A/R STATEMENT BATCHES
— T

Drag 3 coshamn Pasdon nd deop ot here 1o group by that colemn

Override Statement Form/Logo by System Company
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For multi-company environments, you can now override the logo on your statement
or even the form template itself at the company level.

Navigate to System Settings module - Setup - Company Setup

COMPANY MAINTENANCE

Company ID 1 - MNew

Company Name

Company Settings

Company Address 7900 International DriveSuite S018loomington, MM 55429

Company Phone + 165163906562

U.S. Federal Tax ID @

Statements

Override Statement Form -
Override Statement Form Loge MNavigs Logo (H) - Resized =

Select the desired company from the company ID dropdown at the top and then in
the Statements section, select the override Statement form and/or Override form
Logo.

New Option for Collection Letters

When emailing collection letters, there is a new option now to include the invoices
as an attachment to the email.

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno...
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5 GEMERATE LETTERS

Default Collection Letter Form  Wour Statement

Collection Letter Form 0-30 Collections Letter 1 - lnvoices Attached

Stowve and Tap Collection Letter Form 3160 Collections Letter 1 - nvoices Attached * 1.298 1,195

Collection Letter Form 61-30 Collections Letter 2 - Credit Stop

Collection Letter Form 91-120 Collections Letter 3 - Final Matice =
MeC H 989
Hoowe Collection Letter Form 121+ Collections Letter 3 - Final Natice ¥ 00 |
Bay Use Language Owerride Forms " ¥ 000
’ k.
) | Where Available / Applicable :
Kraft New Status
| Mext Contact Date am
Send Emails m_] -
Include Invoices 0 ves | - e ‘
0 189,522 279,664 Te
Cancel Generate Letters :

This is set to "yes" by default, but can be unchecked if you to not wish to include
the open invoices as attachments.

"Card Type" added to Payment Receipt Template

A new merge tag has been added for credit card receipts. You can now use
#CARD_TYPE# to indicate VISA, MC, etc on the payment receipt. (See Merge Fields
Documentation onscreen for all available merge fields)
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RECEIPT

Example receipt output:

PAYMENT
RECEIPT

payee information payment detail
Account No 100140 Payment/Receipt No. 355.CC
Customer Name Underwater World Payment Date 472172023
Payment Method Credit Card (Auth: 40118726444)
Payment Entered By W.SERVICE USER
Card No Visa - X011
Payment Amount 23,145.00

orders pre-paid

Order Mo, Order Type

Paid Amount

1688 Digital Advertising Order 23,145.00

General / Admin Module
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Audit Report

There is now an audit report option on the Group Security screen. Navigate to
Group Security from the Setup Menu and select the Audit Report at the top of the
screen.

Select any desired groups from the left column and move them into the right
column using the arrows in the center.

GROUP SECURITY SETUP
AUDIT REPORT

Eaburt thet Secariny Groupa prs e Bk w0 bnchads b thae Fapen
SRAILABLE GO FALICTID dRours
Clear

-

Click Generate report button at the bottom of the screen. Depending upon the
number of groups selected, this could take a couple of minutes to run. The
following excel report will automatically download.

/\ With over a dozen tabs and each tab having a column for each security group - this
isn't a report you should be running for dozens of groups at a time. The process will
time out after 90 seconds. If the spinning graphic closes and no file is downloaded,
you have requested too much data. Actual number of groups a site can download
successfully will vary based on the number of users you have in the system and the
data being downloaded, but | would advise against attempting more than a dozen
groups at one time.
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B C ] E G
Module Access = ACCTMGR |~ ACCTUSR |~ CLENTS - SALESMGR = SALESUSR = PRODUC
N A ccounts Payvable Yes Mo Yes Mo No Mo No
BN Accounts Recelvable Yes Yes ves Mo Mo Mo No
Bl Administration Mo Mo Yes Mo No Mo Mo

TION

) A dvartising Y5 Y5 Y3 Yies Yes Yt Yis
[ Credit & Collections Yes Yes Yes Mo Mo Mo No
il Customer Relationship Management (CRM)  No Yes Yes Yes Yes Yes Yas
B Exhibition Yes Yes Yes Yes Yes e Yes
El Ganeral Ledger Yes Mo Yes Mo Mo Mo No
) Informer Yes Yes Yes Yes fes Yes Yes
i Mewsstand Mo Mo Mo Mo No No No
IRl Production L s Yirg Yied Yes Yiig Yis
IEY System Initialization Mo Mo Yes Mo Mo No Mo

Module Security Menu Security Mame Security AR Security Dugital Security Company Security GL-Grou ... (® 4

The selected security groups will be across the top and the modules, menus and
permissions that the user group has will be displayed. Note the multiple tabs across
the bottom of the report. This separates Module Security, Menu Security and then
all of the Group Security nodes (note "Digital Security" is Advertising Security on
screen), and then finally after all the Group Security tabs is a list of active and
inactive users along with which security group that person is in.

Default Tax Code by Country

Navigate to Setup - Address Setup. In the "Other Settings" section of Country
Setup, you now have the option to set a default tax code for the country.

ITHIA NUmeer

Other Settings

Tax Code o
Currency v
E.E.C. Member No

E.E.C. Country Code

Preferred Forms Language -
International Tax ID Required No

for Approval

Registered Company No. No

Required for Approval

Advertiser Portal
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Preflight settings moved

Previously, Preflight connection settings were on the portal setup so that when a
client would upload material through the portal the system would understand what
ftp folder we needed to drop the material into so that your preflight process could
pick the material up and and then pass it back to us. When Internal users are
uploading materials to pass to preflight, the system isn't necessarily aware of the
"Profile" anymore to know which Preflight configuration to look at. Therefore we
pulled the Preflight settings out of the portal setup and it's on its own configuration
page. Portal users and internal users will look at the same central location to
understand preflight settings. These can be found under Setup - Admin in the
Advertising module.

PREFLIGHT INTEGRATION

MATERIAL UPLOAD COMFIGURATION
These settings are used when integrating with a 3rd party prefighting system for material submissions, e.g. Dalim Twist or Asura. Fip, Ftps, and Sitp protocols are supported.

FTP HOST # SERVER MAME

FTP USERMAME

FTP PASSWORD

TEST FTP CONMECTION CREDENTIALS
Test Connection

MATERIAL SUBMISSIONIN FOLDER PATH

MATERIAL SUBMISFIONOUT FOLDER PATH

PRINT-READYIN FOLDER PATH

ASURA BASE FILE PATH

ENVIRDNMENT

Forms on the Portal

Custom data forms have been in the system for quite a while now, but they were
really for internal use until now. Now you can indicate in Custom Form setup if a
form should be allowed to be used in the portal. By default it will be deselected, so

https://open.gitbook.com/~space/Boiz3tKeOFZ2KYJ344zX/~changes/8onmBqcVR5Y7CQ5s8MU7/~gitbook/pdf ?back=false&only=yes&page=zfhZce2bBno... 37/43
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after upgrading, you will have to turn it on for any forms that you wish to have
customer-facing.

CUSTOM DATA FORMS
e

Surties Bate Faem
Ratiwih Hew

P D rgan.

Loy Dmscrigtion

There is now a long description box at the top if you want to give your client some
instruction related to the form. And below each Label/Question in the above
screenshot there is a box where you can be a little more verbose and give some
instruction related to the specific form question.

Then from the client portal, the client will be able to see available and completed
forms
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ou are logged in a5 Underwater World Horsham
m..!'gq Agcount Settings | Legout

Messages  Specials  Invoices ¥ Orders ¥ Proposals ¥ Materials ¥ Settings ¥

A

Specials Invoices Orders Materials

Forms and Questionaires

View  Form Type Regarding Status

IE Facebook Ads Production information for Order number 12258 Ferm Campleted
line number 31796
Starting Date: Monday, May 1, 2023
Available Until: Monday, May 1, 2023
Submitted on: Thursday, March 30, 2023 5:32:00 AM
[5' hew customer questionnaire Sales Inquiry number 1465 Form Completed
Estimated Start Date: Monday, May 1, 2023
Available Until: Monday, May 1, 2023
Submitted on: Friday, March 31, 2023 £:09:00 AM

The customer can select and then fill in the form and submit their responses:

You are logged in a5 Underwater World Horsham
'I_.Iu..\ilgﬂ Account Settings | Logout

Messages  Specials Invoices ¥ Orders ¥ Proposals ¥ katerials v Settings

=

Invoices Materials

New customer guestionnaire
Order or Opportunity Information

we'd like to get to know you a little better, Please fill in this form to tell us a litthe more about your business and what you are trying to achieve.

Alternate Address (optional)
123 Main St

Alternate Phone Number

Website URL (eouieq
https/navigaglobal.com

What is your Advertising Goal (req./

Please select ane or more from the dropdown list.

Branding, Informaticnal b

IR & Af enma af waiir camnatibare
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Save and Complete Later Save and Submit

At the bottom of the form the customer can save if they wish to complete later or
can save and submit. Upon submission, if it is an opportunity form type, then the
sales rep on the opportunity will receive a CRM Alert and an email. If it is related to
an order line, the rep on the order will receive the CRM Alert and email and the
Production Controller on the campaign will also receive an email.

Internally, on the form, there is now a history so you can see who saved it and when

and whether or not the customer submitted the form.

Thersday, barch 30, 2003 11:47.00 AM v
Thersday, March 39, 2023 114600 AM

Thersday, Maich 30 2000 114500 AM KSWMTH

() NOTE: for INTERNAL users, you can set up image and file/document upload question
types on forms. The File/Document support is new for 23.2. Both of these are not yet
supported on the portal and will be hidden from client view if they are setup on any
forms that otherwise display on the portal.

Disable Navigation Options

We've always had the option to disable some of the features on the portal if you
choose not to use some of them. Previously, the navigation button would remain,
but you could display a message to the client rather than the system information for
that box.
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Now the navigation and page will be removed completely if you choose to disable
certain items.

anaVIQG You are logged in as: Underwater World

Account Settings | Lagout

Messages  Inwoices ¥ Owders ¥ Proposals ¥ Settings v

Invoices Orders

Open Invoices | Paid Invoices

Previously, under the hood, these navigation icons were in a 6-unit grid and each
button took up one unit. The way this was rendered, was dependent on browser
size. For example, these would stack on a phone and be displayed in a row on a
computer. Now, this is using a grid layout of 12-units. When you display all 6
navigation options, each navigation button will take up 2 units. When you disable
all but 4 buttons or three buttons, those are easily divisible and will display evenly

Qna\ngq o0 e ot 2 Underster Word

Account Settings | Legout

Messages Imvoices ¥ Proposals ~ Settings ¥

Invoices

Open Invoices | Paid Invoices

If you display 5 buttons, the first three will be smaller than the last two...
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anwlga e e . Undermter Word

Account Se1tings | Logout
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When viewed from a mobile device, the icons are stacked, so it will not look uneven
from that view.
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If you disable all but one or two, the big boxes will disappear completely and you
will only see the text row for navigation (in the non-mobile view above between the
logo and the buttons)
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