Chapter 2 - Natural Log SetUp

Setup allows you to create and maintain various station and system information and formatting. To access
the Setup section of Natural Log, from the Main Menu select [Setup].

Administrator Controls

Under this menu you may:

a

Set program options such as data backup prompts, how long to save data, and Finance Charge
options. See sections 2.01 and 2.02 of this manual.

Setup and control users and their passwords and permissions. See section 2.03 of this manual.

Setup stations, including formatting of documents such as invoices and statements for each individual
station as well as the "Multi-Station" documents. See sections 2.05 through 2.09 of this manual

Set default values for new Customer and Order entry screens. See section 2.10 of this manual.

Other Program Settings

Q

a

Setup Account Rep [salesmen] data and sales goals. See section 2.12 of this manual.

Setup Agencies to make data entry easier when many new sponsor are entered for the same
agency. See section 2.13 of this manual.

Setup Avail-Types to restrict avail usage for sponsorships and other specialized avails. See section
2.14 of this manual.

Define Product-Code protections. See section 2.15 of this manual.

Define Revenue Types (such as Cash, Trade, etc.) and how they are handled by the Natural Log
system. See section 2.16 of this manual.

Define Time-Classes only for the few instances when they are needed. See detailed discussion
before creating Time-Classes. See section 2.17 of this manual.

Define Tax-Rates to be applied to your customers' purchases. See section 2.18 of this manual.

The above subjects are addressed in detail on the following pages.

Natural Log User Manual Page 2-1



2.01 Natural Log Program Options

Natural Log's main program options are accessed from the main NL menu, click [Setup] [Administrator
Controls] [Program Options / User Permissions]. Then click the Program Options tab.

sl Sample Program Options

Program Options T Finance Charges ]

— Data Options
Prompt far EXTERMAL Data Backup After |7 | Days without a Backup

Do automatic INTERMAL Data BackUp |Daily =]
Keep Broadcast Orders for (5 | “ears after expiration
Keep Logs for |2 = | Years after Broadcast

Feep A/R Tranzactions for |5 = | “rearz after clozing

—Hequired Review / Approvals: BEFORE an Order may be Logged

¥ Sales Manages [~ Traffic Directaor [~ Accounting Manager

I Only Beviewers may revise Order after review / approval
I~ Prohibit new Order entry after Credit Limit i exceeded

— Day Weightz for Front-Loading Bandom-Type Schedules [IF Uzed]
kaon Tu Wie Thu Fri Sa Su

e d t 4]
INu:urmaI ;I IN-:urmaI ;I INDrmaI ;I IN:::rmaI j INu:-rmaI leDrmaI ;I INu:urmaI ;I

— Mizcellaneous

Adobe Acrobat PDF Printer Driver IEnaI:-Ieu:I ;I ?
Automatically Dizplay D aily Reminderz on Startup I~ Help
Show on-zcreen help when mouse is held over an item v

Calendar Tool Dizplay Type IEaIendar konth ;I Chhse

Prompt for EXTERNAL Data Backup After ## days Without a backup

It is highly recommended you do DAILY external data backups, but this allows you to decide how long
before NL starts prompting you if you forget to do data backups for a period of time. External data
backups should be done to some EXTERNAL media (not saved on the NL computer or in the same
location as the NL computer).

Natural Software is NOT responsible for any data loss resulting of your failure to do daily
data backups or for any failure of the backup media. You must do daily data backups to
different locations/discs/tapes. In case you have any problem with a backup, you always
have another.

Do Automatic INTERNAL Data Backup
NL will do an automatic INTERNAL data backup (during NL startup) as often as is specified. This internal
backup is done to a folder on the NL computer. It is highly recommended you leave this set to DAILY
(beta test versions of NL will not allow this to be changed).

Keep Broadcast Orders for # Years
This option allows you to specify how long orders are kept [2-5 years]. 5 years is recommended. 99 years
will cause orders to never be deleted.

Page 2-2 Natural Log User Manual



2.01 Natural Log Program Options

Keep Logs for # Years
This option allows you to specify how long Logs are kept [2-5 years]. 2 years is recommended. 99 years
will cause logs to never be deleted.

Keep A/R Transactions for # Years

This option allows you to specify how long individual Account Transactions such as invoices and
payments are kept [2-5 years] after they are zeroed out. 5 years is recommended. 99 years will cause AR
Transactions to never be deleted. Note: To preserve AR balances, non-paid and non-zeroed invoice and
prepayment transactions are never deleted until they are zeroed out no matter what this value is set to.

Order Review / Approval before Loqgging

This option allows you to permit Account Reps [salesmen] to enter their own orders in NL, but they will not

run until the required level of Review and Approval is obtained. The specified UserType must be logged in

to review and approve the order before it runs. Note: If the Require User Logln checkbox (on the User

Permissions tab) is not checked, no review or approval is required even if you set a required review and

approval here! The available order review and approval options are:

O Sales Manager

O Traffic Director

Q Accounting Manager

O Only Reviewer may revise Order after review / approval If at least one review is selected, prevents
a restricted user [such as Account Rep] from revising an order after it has been reviewed and
approved. If checked, and an order revision is needed, the revision must be entered by a usertype
that can review and approve orders.

Q Prohibit new Order entry after Credit Limit is exceeded

Day Weights for Front-Loading Random-Type Schedules

Most stations do not use Front-Loading so these should be set to NORMAL. However for those that do
use Front-Loading , this option allows you to specify how much front-loading can be done for each day of
the week. This can range from -90% to +90%. This is the % change in the likelihood (from normal) that an
individual spot (from a Random-Type Schedule) will be scheduled on a given day. See Front-Loading.

Adobe Acrobat PDF Driver

This option allows you to specify if NL8's PDF print driver is used. The default is Enabled which is
required if you want to use the PDF writer included with NL8. The only time this would be set to Disabled
is if you don't want to use the PDF writer or the PDF print driver can't be loaded [causing startup error
messages].

Automatically Display Daily Reminders on StartUp
NL allows you to set reminders for the NL system or individual customers that NL will automatically display
on a specific date. Also see Reminders

Show on-screen help when mouse is held over an item
Windows has "Tool Tips" which can pop up on screen to give you context-sensitive help when you rest the
mouse over certain on-screen items. This allows you to disable this feature if you want.

Calendar Tool Display Type
NL8 has a calendar tool that can be configured to display calendar month or broadcast month.
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2.02 Finance Charge Options

Also see assessing finance charges

Natural Log's main program options are accessed from the main NL menu, click [Setup] [Administrator
Controls] [Program Options]. Then click the Finance Charges tab. The following options may be set:

sill Sample Program Options

Program Options T Finance Charges ]
Impoze Finahce Charges After an Account Balance is Unpaid for 30 = | Days
Imposze Finance Charges on I.-'-‘-.verage Daily Balance j
Kinimum Finance Charge if Finance Charge is Impozed Q.00
Apply Customer's T axF ate [if any] to Finance Charges I_
Show on Statements az [Description] IFinann:e Charge j
Post Finance Charges only to A - Bevenue

Selected [Checked] Revenue Types [ w . Cash Spats

¥ [ - Finance Charges
¥ T-Trade

Apply payments FIRST ko Finance Charges [if any] THEM to Invoices r

Cloze

Impose Finance Charges After an Account Balance is Unpaid for ##
Days

The default is 30 days but you may set it for any time period you like. This will cause finance charges to be
imposed if the customer has a balance due over ## days and that customer's account specifies a Finance
Charge %. (See Customer entry)

Impose Finance Charges on...
The default is Average Daily Balance or you may select Minimum Daily Balance or Ending Balance.

Minimum Finance Charge If Finance Charge is Imposed
The default is 0.00 but may be set to any currency amount. This is useful if you want to charge a flat late
fee such as $25 rather than a %. You still must put a % on the customer accounts (see Customer entry)
so some late charge is due, then NL will set it to this currency amount as a minimum.
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2.02 Finance Charge Options (cont)

Apply Customer's Tax Rate [if any] to Finance Charge
The default is unchecked.

Show on Statements as [Description]
The default is Finance Charge but you may type any description you desire to be shown on statements
for the Finance Charges / Late Fees.

Post Finance Charges Only to Selected [Checked] Revenue Types.
This allows you to exclude late fees on Trades or other Revenue Types. Note that posting finance
charges to revenue type F-Finance Charges has the effect of compounding finance charges. If you do not
compound finance charges, do not check revenue type F.

Apply payments FIRST to Finance Charges THEN to Invoices

The default value is unchecked which causes NL8 to apply payments to invoices and finance charges in
the chronological order in which they were incurred. You may check this box if you want NL8 to apply
payments to unpaid finance charges [if any] BEFORE they are applied to unpaid invoices. This is how
banks credit payments, always to finance charges first, then any remainder to principal. You can override
this during payment entry but this checkbox sets the default method.

Multi-Station users please note: Finance charges are separately posted for each station. The
total finance charge due on an account is allocated among the stations carrying a past-due balance
in their proportion of the total past-due amount.

1. If 1 station has a credit balance and other station(s) have a past-due balance on the account, the
credit balance first offsets the past-due balance, the finance charge is assessed on this net past-
due balance, and this net finance charge is allocated among stations with past-due balance.

2. If the finance charge applied is the minimum finance charge amount, this minimum finance
charge is allocated among the stations that have a past-due balance on the account. In this way the
minimum finance charge is applied to each account only once per period.
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2.03 User Permission Settings

Natural Log allows the NL_Administrator significant control over what individual users can do in NL. To
enter the User section, from the main NL menu, click [Setup] [Administrator Controls] [User
Permissions]. Then click the Users/Passwords tab.

s Sample User Setup

Uzers/Pazswords ]

UzeMame UzerTupe = W Bequire User Logln
Jay Sales Manager
M ancy Traffic Directar

| ¥ Bemember Last User

ML_aAdministrator ML_aAdministrator

Mew User

Edit Permizzionz

Delete Lzer 7
Help
Wiew Lser Log
i Cloze

Require User Logln

To have user permissions in effect you MUST check the [Require user Login] checkbox. If checked, NL
also keeps a User Activity Log of any activity of the user such as changes made to accounts and orders. If
this box is unchecked, NL does not prompt for a UserlD or password during startup.

Remember Last User

If you click[Require user Logln], you also click [Remember Last User] to tell NL8 to remember the last
user logged in on each computer. This means the user won't have to type in their user name each time,
but they still must provide their password. This is useful for a user who always accesses NL8 from the
same computer and who does not allow other users to access NL8 from that computer.

User Log

If [Require user Logln] is checked on the [Setup] [Administrator Controls] [User Permissions], NL
keeps a log of all changes made by each user to customer accounts, orders, invoices, and logs.

The user log for each individual user may be viewed by the NL_Administrator in the NL [Setup]
[Administrator Controls] [User Permissions] with the [View UserLog] button.

Changes made on each Customer Account, Order, Invoice, or Log may be viewed under the
[Tools][Activity Log] menu choice while that particular account, order, invoice, or log is open on the
screen.
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2.03 User Permission Settings (cont)

w. Edit User M =] E3
—Uzer Information
Ilzerd ame IzerT ype Fazsword
ILarr_l,l ITraffiu: Drirechar j |
—Uszer Module Permizzions
Alowsl | Deryal |
Accounts Beceivable I,-'l'-.llc.w vI Lag Create/E dit I,.é.,||.;.w vI
Adrminiztration I,&,Ilnw vI Log Templates I,.i-.,||.;.w vI
Billing Generator I,&.Ilnw vI Repaorts Generator I,.f_-.,||.;.w vI
Copy b anager I,E'-.Ilnw "I R erminders I,.f_-.,||.;.w vI ?
D ata Backup/Festare Iﬂllnw "I Setup I.&Ilnw "I Hel
elp
End-of-anth [tlow x| Traffic / Orders  [allow | H
—User Account Rep Hestrictions S ave
For Traffic/Orders, Biling, &/F, and Beportz modules with Gllow' or
‘Read-Only' Permizzion, permit access to account: belonging bo; X
Ay A, tF - '
I ry Account Rep J Cancel

UserNames and UserTypes
When you click [New User] or [Edit User], the NL_Administrator can enter information for that user. Each
use must have a unique UserName and be assigned to one of the UserTypes.

0 NL_Administrator Can do anything in NL including setting permissions for other users.

O Sales Manager Allowed to review and approve orders for air (if Sales Manager approval is
required). Also may have any additional permissions granted by the NL_Administrator.

Q Traffic Director Allowed to review and approve orders for air (if Traffic Director approval is
required). Also may have any additional permissions granted by the NL_Administrator.

aQ Account Rep User permissions are defined by the NL_Administrator.

User Module Permissions
Each user may assigned any of the following permission levels for each main module of Natural Log
(such as Traffic, Logs, Billing, A/R, etc.)

a Allow The user can do anything within that module.
aQ Deny The user may not enter that module.
O Read-Only The user may view that module but may not make any changes.

User Account Rep Restrictions

The user may be restricted to viewing (and if allowed, editing) items that belong to a specific Account Rep
(salesman). This allows you to set up a salesman as a user in NL and only allow that salesman to see his
own customers and orders.
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2.04 Station Settings

Natural Log's Station Settings are accessed from the main NL menu, click [Setup] [Administrator
Controls] [Station Settings / Document Formats]. The screen that is then displayed will allow you to
set up and edit Station information:

4l Sample Natwal Log Station Setup
File  Help

-Select Station File

—DEMO-AM Automation System

Autarnation Log Type | R aduga j

Autormation Log Send Path [C:\T empt, Browse |
Automation Log Bead Path Browse |

When reconciling Play-Log, match items that play within +¢- IE;I] vl minutes of Logged Time

— DEMO-AM Logging Dptions

¥ Attempt to equalize commercial loads bebween hours when generating log
[™ Prohibit 5 ame Announcer Yaoice Back-to-Back [ Prohibit Live or CalHn Spots Back-to-Back

—DEMO-AM Beturn Addresz / Optional Logo

DEMO-AM
1234 ANYPLACE RD.
ANYWHERE CITY T 78000
Lsgs (210 555-0000

[ Show Inactive Stations

Add Mew Station | Fename Station

— DEMO-AM Document Setup

Order Confirmation Production Order

Log | |Mvoice | Statement

[Dane |

Station Call Sign / Name

This is how the station is identified within the Natural log system and each station must have a unique
identifier. You may rename the station at any time without affecting anything already entered in NL but you
will have to manually modify the station return address on the NL station document settings if you rename

the station.

Deactivating a Station

You can't delete any station that has 1 or more transactions in the Natural Log system. These transactions
may include Customer Account assignments, running Orders, or any billing or collection items assigned to
this Station. This deletion prohibition maintains the referential database integrity and assures that all items
are properly accounted for in the historical accounting records.

Solution: Instead of deleting a discontinued station, in [SetUp] [Administrator Controls][Station
Settings / Document Formats], select the discontinued station and click [File][De-Activate Station]

from the dropdown menu after

you have ended any running orders and zeroed out any open Accounts

Receivable items for that station. This will cause the InActive station to no longer show up on any
menus, however its Accounts Receivable history will show up on billing history reports on which you
do not restrict the stations included in the report.

Automation Log Type

This is the type of automation log NL must create (if any).
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2.04 Station Settings (cont)

Automation Station

This is not used for most automation systems, but may be used to uniquely identify the automation log
for a particular station. For example the NL8 automation log for BSI Simian™ is named mmddyyT# where
# is the station number you enter in this box. RDS Phantom™ uses AM or FM in this box. If this box is not
displayed by NL8, the log for your automation system does not use this entry.

Automation Log Send Path
This is the location where NL needs to send the Automation Logs as determined by your automation
vendor.

Automation Log Read Path
This is the location where NL can read the "air log" returned by your automation system for Log
Reconciliation. Not all automation systems are supported for reconciliation. See Automation Systems.

When Reconciling Play-Log, match items...

Natural Log can reconcile its log against the actual play-log from some automation systems [see
Reconciling Automation Play Log in section 6.06 of this manual]. The value you set here tells NL how
much time difference there can be between the logged time for an item and the time it played and still
"match" the items in the log reconcilication. If the time difference is outside this window, NL does not
reconcile and record the runtime for that item. Default value is +/- 60 minutes.

Logging Options

You can tell NL if you want to:

= Attempt to equalize commercial loads between hours when generating logs. NL8's log
generator has 2 conflicting goals when generating a log: [1] good horizontal and vertical rotation of
customer's spots into all allowed hours and [2] even spot loading in each hour. This setting tells NL8
to give priority to equally filling log hours over trying to equally rotate customers' spots into every
possible hour. All customer's spots will run within the time window ordered and will rotate into different
dayparts and hours but they may not rotate absolutely equally into every possible hour when this
option is selected.

= Prohibit Same Announcer Voice back-to-Back this stations' Logs

= Prohibit Live or Call-In Spots back-to-Back on this station's Logs

See Copy manager voice in section 4.01 and Description / Note in section 3.07 to designate live/call-in
spots.

Station Return Address / Optional Logo

This is the address to be printed as the return address on all documents for this station such as
Confirmations, Invoices, and Statements. You can add an optional small logo by right clicking on the
[Logo] button or in the Logo picturebox. If you do add a logo, you are responsible for assuring proper
dimensions. NL does not shrink or expand the logo, NL just prints it as-is. The printed logo should be
approximately the size of a first class postage stamp. Generally any Windows-compatible graphics
file format is supported (bitmap etc.) The Logo is printed to the left of the station return address on the
documents.

Station Document Formats
Order Confirmation Production Order LogSetup InvoiceSetup
Account Statement
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2.05 Order Confirmation Format

Natural Log allows you to set up document formats for each NL station as well as a Multi-Station format
for situations in which more than one station appears on a Document (such as a multi-station order). If
you are running only one station you do not need the Multi-Station Documents. If you are running more
than 1 station you must set up a Document format for each station plus the Multi-Station Document
format.

Single Station Natural Log's individual Station Documents are accessed from the main NL menu, click
[Setup] [Administrator Controls] [Station Settings / Document Formats].

Multi-Station Natural Log's Multi-Station Documents are accessed from the main NL menu, click [Setup]
[Administrator Controls] [Multi-Station Document Formats].

4ill DEMO-AM Order Confirmation Format
Order Confirmation Heading

DEMO-AM Order Confirmation

DEMCI- A1 Qs
1234 ANYPLACE RD. i TV
ARYWYWHERE CITY TH 78000 Mocaun Pep:
Run Dalas:
(210) 555-0000 Henbes
Srass sl
Faper Type IEIank Paper LI
Run Dales Bun'iVaats Wan | Tue | WWad | Thu Fri = Sun II#::T BunTimaz Langlh D:I
‘o | ﬂ_‘
Jan0d 000 Feb04  0.00] Mard 000012008 000a] $¢¢==Eempute Projscted biling for order
Apr0d 000 Map0d  0.00] Jundd  O.00]0Z2004 000 e ZEE) 6
Jul04  0.00] AugDd 000 Sep04 000032004 D00 | Gross =l

- Bottom Message for Order Confirmation

Confirmed Carrect, Payvment Guaranteed

Accepted for DEMO- 2

ot = | v
Restore Page %
Defaults et ail Settingz Margin/Font | Frint Sample ] Cloze

O [Restore Default Settings] You can return to the 'default’ Document format anytime by clicking this

button.

O [e-mail Settings] If you use the NL e-mail capability to send Order Confirmations by e-mail, you can
set the text of the accompanying message as well as signal NL to automatically carbon copy e-mail to
the Account Rep a copy of the Order Confirmation.

O [Page Margin / Font] If you desire you can change the page margins left/right and top/bottom used
when printing this Document. You can also select a different font and/or font size. Warning: Font
sizes above 12 are not recommended because larger fonts allow too little information to be printed in

a column.

Q [Print Sample] Sends a sample Order Confirmation to the printer.
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2.05 Order Confirmation Format

Order Confirmation Heading
This is the large typeface page heading to be printed on the Order Confirmation for the selected station.

Paper Type

You may print this document on the following paper types.

= Blank Paper Draws the entire document including form boxes and lines, return address, and if used,
logo

= Letterhead Same as Blank Paper, but does not draw the return address, and if used, logo.

= PrePrinted Form Prints only the document data and assumes all form boxes, lines, addresses, and
logos are preprinted. Contact the NL8 developer for a sample form. These preprinted forms are not
user-configurable and must match the NL8 format.

Compute Projected Billing for Order Confirmation based on

The Order Confirmation includes a table showing projected billing. You can have NL8 display this
projected billing as Gross, Net, Gross+Tax, or Net+Tax. If you select one of the +Tax options to display
the projected billing on the confirmation, tax will only be included in the projected billing total if the order
calls for tax to be assessed.

Bottom Message for Order Confirmation
This is the small typeface message printed at the end of the Order Confirmation. This can be anything you
want such as contract language or verification language.
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2.06 Production Order Format

Natural Log allows you to set up Document formats for each NL station as well as a Multi-Station format
for situations in which more than one station appears on a Document (such as a multi-station order). If
you are running only one station you do not need the Multi-Station Documents. If you are running more
than 1 station you must set up a Document format for each station plus the Multi-Station Document
format.

Single Station Natural Log's individual Station Documents are accessed from the main NL menu, click
[Setup] [Administrator Controls] [Station Settings / Document Formats].

Multi-Station Natural Log's Multi-Station Documents are accessed from the main NL menu, click [Setup]
[Administrator Controls] [Multi-Station Document Formats].

im. DEMO-AM Production Order Format M= E

—Production Order Heading

| DEMO-AM Production Order

CopylD First Scheduled Copy Label Lenith ZcrptiD Expires Producy

Bottom Message tor Production Order

Assigned to

Completed by

R e.:t.gre F'a=ge % ? J

Defaults targin/Font | Print Sample Help Cloze

Production Order Header
This is the large typeface page heading to be printed on the Production Order for the selected station.

Bottom Message for Production Order
This is the small typeface message printed at the end of the Production Confirmation. This can be
anything you want such as production instructions.

The following buttons are available:

O [Restore Default Settings] You can return to the 'default’' Document format anytime by clicking this
button.

O [Page Margin / Font] If you desire you can change the page margins left/right and top/bottom used
when printing this Document. You can also select a different font and/or font size. Warning: Font
sizes above 12 are not recommended because larger fonts allow too little information to be printed in
a column.

Q [Print Sample] Sends a sample Production Order to the printer.

Page 2-12 Natural Log User Manual



2.07 Log Page Format

This Document Format controls how your printed log looks. You need to set up one Log Document format
for each station. (Multi-Station Document does not apply to logs.)

Natural Log's individual Station Documents are accessed from the main NL menu, click [Setup]
[Administrator Controls] [Station Settings / Document Formats].

im. DEMO-AM Log Page Format M= 3

~Log Page Heading

| DEMO-AM Program Log

— Top Messaqge for Log Page

Operator Signdn Operator Signff

Operator Signln Operator Signff

~Log Columns to be Printed

LogTime | CopylD [Description | Length]LogT ype[MHaote [OrderLinsll | ﬂ

Select Caolurmmns I Drag the Column Heading Dividers left or right to adjust colurmn prink width p
4| | 3
Paper Type [T Compress Empty Lines to Save Space on Page Frint Log pages for these hours;

IBIank Faper j [T Hide Automation Cormmands an Printed Log |12 Abd vI Thi |'|1 Fhd vI

—Bottom Messaqge for Log Fage

K = \/
Restore Fange % ?
Defaultz targin/Font | Print Sample Help Cloze

O [Restore Default Settings] You can return to the 'default’ Document format anytime by clicking this
button.

O [Page Margin / Font] If you desire you can change the page margins left/right and top/bottom used
when printing this Document. You can also select a different font and/or font size. Warning: Font
sizes above 12 are not recommended because larger fonts allow too little information to be printed in
a column.

O [Print Sample] Sends a sample Log Page to the printer.

Log Heading

This is the large typeface page heading to be printed on the Order Confirmation for the selected station.

Top Message for Log Page
This is the small typeface message printed at the top of each page. This can be anything you want such
as operator sign-on / sign-off text. May be left blank.
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2.07 Log Page Format (cont)

Paper Type

You may print this document on the following paper types.

= Blank Paper This draws the entire document including form boxes and lines, return address, and if
used, logo

= Letterhead This draws the entire document including form boxes and lines, but not the return
address, and if used, logo.

=  PrePrinted Form Prints only the document data and assumes all form boxes, lines, addresses, and
logos are preprinted. Contact the NL8 developer for a sample form. These preprinted forms are not
user-configurable and must match the NL8 format.

Log Columns to be Printed

Use the [Select Columns] button to select which columns you'd like printed on the log page. You can
drag the column dividers left and right to set how wide each display column should be when the log page
is printed.

Compress Empty Lines to Save Space on Page
This removes 'most’ empty lines before the log page is printed.

Hide Automation Commands on Printed Log
This removes all automation commands (text lines beginning with &) and puts empty spaces in their place
before the log is printed. This helps the aesthetics of the log for human users.

Print Loq Pages for These Hours
You can select the hours for which a printed log is needed if less than all hours. See inserting page-
breaks to force NL8 to print 1 hour per page.

Bottom Message for Log Page
This is the small typeface message printed at the bottom of each page. This can be anything you want
such as operator sign-on / sign-off text. May be left blank.
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2.08 Invoice / Affidavit Format

This Document Format controls how your printed invoice looks. You need to set up one Invoice Document
format for each station. (Multi-Station Document does not apply to Invoices.) Natural Log's individual
Station Documents are accessed from the main NL menu, click [Setup] [Administrator Controls]
[Station Settings / Document Formats].

sl DEMO-AM Invoice Format

Invoice Heading

DEMO-AM Invoice/Affidavit

DEMO-FI Message for ALL Invoices (if any)
1234 ANYPLACE RD. OUR FED Tax # 74-000000
ARMWHERE CITY TH F3000 DIE UPOM RECEIPT

(2407 555-0000

| NBS

Paper Type IBIank Faper ﬂ Mate: maximum 4 ines of meszage text are printed

[l ate [escription Aumount

[¥ Put ablank line between D ate groups when printing lnvoice

—otation Official Certification Text [ifany] —————— Amount Due: |}

WFFIDAYT OF PERFORMAKCE: | Cariy L, inaccardance wikh e Oificl
‘Salian Lags. annauncemants wiarg hraadoas! I shawn anLhis imnaioe

=

-~ Notary Statement Text [if any] ehdail Settings | Print Sarnple
Sae o TEWS - —
Caunky of BEXAR Ht
‘Sutrscribad and wwarn bafane me Lhis day of .

e-|hyvoice
HOTARY PUBLK: —
K =
Reztare Page
Drefaults kd argin/Font Cloze

O [Restore Default Settings] You can return to the 'default’ Document format anytime by clicking this
button.

O [e-mail Settings] If you use the NL e-mail capability to send Invoices by e-mail, you can set the text
of the accompanying message as well as signal NL to automatically carbon copy e-mail to the
Account Rep a copy of the Invoice.

O [Page Margin / Font] If you desire you can change the page margins left/right and top/bottom used
when printing this Document. You can also select a different font and/or font size. Warning: Font
sizes above 12 are not recommended because larger fonts allow too little information to be printed in
a column.

Q [e-Invoice] On the invoice format in the [Setup] [Administrator Controls] [Station Settings /
Document Formats] section, if you use either the Encoda-SpotData or Radiolnvoices.com electronic
invoice clearinghouses, you must click the [e-Invoice] button to enter certain station-specific
information such as the 4-letter call sign used for the clearinghouse to identify your station, the band
[AM or FM], and the media type [Radio, TV, or Local Cable].

O [Print Sample] Sends a sample Invoice to the printer.
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2.08 Invoice / Affidavit Format (cont)

Invoice Heading
This is the large typeface page heading to be printed on the Invoice for the selected station.

Message for All Invoices
This is the small typeface message printed at the top of every Invoice. This can be anything you want
such as payment terms, reminders, etc. or may be left blank.

Paper Type
You may print this document on the following paper types.

= Blank Paper This draws the entire document including form boxes and lines, return address, and if
used, logo

= Letterhead This draws the entire document including form boxes and lines, but not the return
address, and if used, logo.

= PrePrinted Form Prints only the document data and assumes all form boxes, lines, addresses, and
logos are preprinted. Contact the NL8 developer for a sample form. These preprinted forms are not
user-configurable and must match the NL8 format.

Put a blank line between Date groups when printing Invoice
If checked, NL puts a blank space between each group of spots that run on the same day. It makes the
Invoice more readable but takes up more paper.

Amount Due
You can change the "Amount Due" text shown to the left of the Invoice Total. This is useful for some non-
commercial broadcasters that want to reference donations or pledges rather than amount due.

Station Official Certification Text

You can change the Station Official Certification text to anything that suits you. This is only printed on the
Invoice when the order specifies an "Affidavit".

Notary Statement Text
You can change the Notary Statement to reflect your state's requirements. This may also be left blank.
This text (if any) is only printed on the Invoice when the order specifies a "Notarized Affidavit".
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2.09 Account Statement Format

Natural Log allows you to set up Document formats for each NL station as well as a Multi-Station format
for situations in which more than one station appears on a Document (such as a multi-station order). If
you are running only one station you do not need the Multi-Station Documents. If you are running more
than 1 station you must set up a Document format for each station plus the Multi-Station Document
format.

Single Station Natural Log's individual Station Documents are accessed from the main NL menu, click
[Setup] [Administrator Controls] [Station Settings / Document Formats].

Multi-Station Natural Log's Multi-Station Documents are accessed from the main NL menu, click [Setup]
[Administrator Controls] [Multi-Station Document Formats].

il DEMO-AM Account Statement Format

Statement Heading

DEMO-AM Statement of Account

DEMO-FH Message for ALL Statements {if any) ——
1234 ANYPLACE RD.
AMNYWHERE CITY T 73000 LR FED TAK # 74-0000000

(21107 555-0000 PLEASE PAY POR RECEIPT

NBS

Paper Type IEIank Paper j Maote: maximurn 3 lines of message text are printed

[ ate D escription Aot

¥ Show #itH Broadcasts on Statements

| Please Pay This Amount [}
—Past Due Messages

Current I 31EI]daysT 61-30 Days T 31120 Da_l,lsT 121+ Days T 0 EBalance TEreditBaIance‘

Past Due Meszage if Balance iz 31-60 Days:

PLEASE HOTE: YOUR PAYMENT 15 PAST DUE
IF THERE I5 AN ERROR, PLEASE HOTIFY US IMMEDIATELY

Mate: M aximum of 2 lines of PaztDue meszage text are pinted. Additional lines beyond 2 are HOT printed!

) =
Restare Page % Y \/
Defaultz et ail Settingz | MarginFont | Print Sample Help Cloze

O [Restore Default Settings] You can return to the 'default' Document format anytime by clicking here.

O [e-mail Settings] If you use the NL e-mail capability to send Invoices by e-mail, you can set the text
of the accompanying message as well as signal NL to automatically carbon copy e-mail to the
Account Rep a copy of the Statement.

O [Page Margin / Font] If you desire you can change the page margins left/right and top/bottom used
when printing this Document. You can also select a different font and/or font size. Warning: Font
sizes above 12 are not recommended because larger fonts allow too little information to be printed in
a column.

Q [Print Sample] Sends a sample Statement to the printer.
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2.09 Account Statement Format (cont)

Statement Heading
This is the large typeface page heading to be printed on the statement for the selected station.

Message for All Statements
This is the small typeface message printed at the top of every Account Statement. This can be anything
you want such as payment terms, reminders, etc. or may be left blank.

Paper Type
You may print this document on the following paper types.

= Blank Paper This draws the entire document including form boxes and lines, return address, and if
used, logo

= Letterhead This draws the entire document including form boxes and lines, but not the return
address, and if used, logo.

= PrePrinted Form Prints only the document data and assumes all form boxes, lines, addresses, and
logos are preprinted. Contact the NL8 developer for a sample form. These preprinted forms are not
user-configurable and must match the NL8 format.

Show ##i# of Broadcasts on Statement

If checked, NL puts a line showing the number of broadcasts as a description on the Statement. This adds
an extra line to each entry but also creates a more readable Statement and is particularly useful for station
that do not send Invoice and only send Statements.

Please Pay This Amount

You can change the "Please Pay This Amount" text shown to the left of the Statement Total. This is useful
for some non-commercial broadcasters that want to reference donations or pledges rather than amount
due.

Past Due Messages
These text lines may be left blank if not used. If they are used, the appropriate text is printed at the bottom
of each Statement depending on the maximum age of the unpaid balance on that Statement.
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2.10 Data Entry Default Values

Natural Log allows you set the initial default values for new Customer Accounts, Broadcast Orders, Order
Lines, and Copy Manager. To access and set the default values, from the main NL menu, click [Setup]

[Administrator Controls] [Default Screen Entry Values].

sill Sample Default ¥alues for Hew Customer-Orders-Copy

Cuztomers T Orders T Order Lines T

Copy bar

™,

Revenue Source [JERH

—Initial [Default] Settings for a New Customer ——

Staternent Type IEIpen-Item

Staternent Cycle I C Calendar Month

Finance Charge IEI VI = PerYear
Credit Limit |$I:I.I:II:I vI

Account Rep I 00 - House Accounts

Revenue Type I C - Cash Spots

[nvoiceT vpe I Times/Rates Motarized Affidawvit

Deeliver Invoice I ail / Paper Invoice

Billng Cycle | C Calendar Month

Applicable Tax I MNone

Spot Separation IEEI

Froduct Code I 00 - None

L L b L e e e

Help

Cloze

For details of each entry value see the following items:
Customer Accounts

Broadcast Orders

Order Lines

Copy Manager

Natural Log User Manual
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2.11 e-mail Settings

Natural Log allows you to e-mail documents from within the NL program only if you have a normal e-mail
program on your NL computer (such as MS Outlook). There will be an e-mail button or menu choice on
any screen supporting e-mail within NL. The NL8 e-mailer will make a PDF file of the selected document
and attach it to an e-mail using your e-mail program.

You can set certain options for the e-mail for each Document for each NL station as well as for Multi-
Station Documents for situations in which more than one station appears on a Document (such as a multi-
station order).

Single Station Natural Log's individual Station Documents are accessed from the main NL menu, click
[Setup] [Administrator Controls] [Station Settings / Document Formats].

Multi-Station Natural Log's Multi-Station Documents are accessed from the main NL menu, click [Setup]
[Administrator Controls] [Multi-Station Document Formats].

Then click on the type of Document. With that Document open, click [e-mail Settings]

i, Mezzage to send with Invoice eMails Mi=] E3

ebdail Subject; ID Er0-4k [Fvoice

[T Carbon Copy Erail to AccountRep

eMail Message: (4 Broadeast Invaice iz attached For paument...No paper [nvoice
will be zent.

Please notify your Account A epresentative immediately of any
discrepancy,

Thank. you for prompt payment from thiz [nvoice.

Test E-kail Cloze

e-mail Subject
This is the text to be included as the "subject” of the e-mail when this type document is sent.

e-mail Message
This is the text to be included as the "body" of the e-mail when this type document is sent.

Carbon Copy e-mail to Account Rep

If checked (and if you have entered an e-mail address for the Account Rep), the Account Rep will be
carbon copied with a copy of the Document by e-mail.

Q [Test e-mail] This attempts to open your e-mail program and send a test e-mail
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2.12 Account Rep Setup

Natural Log uses the term "Account Rep" to refer to 'Salesmen". This section allows you to enter and edit
information on your Account Reps. To enter this section, from the Main Menu select [Setup][Account
Reps].

. Account Reps [_ |
Fi

le “iew Toolz Help

(] > = = = ¥ e
M e Delete Aocounts | Goal Totals Prirt Help Cloze
: ~AccountRep 06-Albert Doorknob
Sort List by: I.-’-'-.-:n::n:-untH epMame 7| P - . 5
D [Aocourt Fen Hame IBoconrial = Drefault Commizzion on Direct Sales IEI.I:IEIEIEI A ReMame |
G| & bert D oorkmnob Default Cammizzion on Agency Sales [0.0000 % Repis Inactive [~
&llen Hedge 3s 2
02| Corey white 45 Default Commizzion an Tradeouts IU.DDUU
03| Delfing Garcia 17 &ccount Rep et ail Address I
01 | Eddy Munster 73
09| Grandma Moses 0 : . -
00| House Accounts 1 AccountBep 06 Station Sales Goalz for: IDEMD-.-‘E-.M J
07 | Ima Manager 1] J & Jul Ot
05 | Lowtop Mantcha 17 ah [1.000 pr 4,000 ul {7,000 et [10.000
03| Sally Selalat 1 Feb |2,EIEIEI LET |5,EIEIEI Aug |B,EIEIEI Mo |'I'I,EIEIEI
10 Salseman #10 . Mar [3.000 Jun [6.000 Sep[3000  Dec[12.000
Gtrl 000 Hte2 | 15,000 O3 f24.000  BEE]33.000
- Annual | 75,000

Commission on Direct Sales, Agency Sales, and Trades

These are default values for this Account Rep's sales commissions. Whenever a broadcast order is
entered into one of this salesman's accounts, this is the % which will be entered for commission
depending on whether the account is direct, agency, or a trade. The actual commission percentage can
be changed on each order during order entry, so here you are only setting up the default value.

Monthly Sales Goals

You can enter a monthly sales goal for each of the Account Reps for each station. This is used in reports
to compare actual versus goals for each Account Rep and Station. The Station's sales goals are the sum
of all the individual Account Rep sales goals for that station. You can show these sales goals on Sales

Projection Reports.

Viewing Sales Goal Totals
You can view Sales Goal Totals for the Station(s) and Account Reps by clicking [View] on the Account
Rep Setup screen menu and selecting the summary totals you want to view.

Account Rep eMail Address

You may enter an eMail address for each Account Rep. If an eMail address is entered, NL can send
carbon copy eMails you send to the Account Reps customers (items such as order confirmations,
invoices, etc.) Also see Sending eMail
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2.12 Account Rep Setup (cont)

Deleting Account Reps

You can't delete any Account Rep that has 1 or more transactions in the Natural Log system. These
transactions may include Customer Account assignments, Orders, and any billing or collection items
assigned to this Account Rep. This deletion prohibition maintains the referential database integrity and
assures that all items are properly accounted for in the historical accounting records.

Solution: Instead of deleting a discontinued Account Rep, in [SetUp] [Account Reps], check the
[Inactive] box for the discontinued AccountRep after you have reassigned any customers, running
orders, and any open Accounts Receivable items for that AccountRep. This will cause the inactive
AccountRep to no longer show up on any menus.
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2.13 Agency Setup

To create an agency item, from the Main Menu select [Setup][Agencies]. This section allows you to
enter and edit information on advertising agencies you deal with. This is optional but is advantageous in
the following instances.

1. If you enter many new customers [sponsors] that use the same agency, you can create an agency
in the NL8 setup, then simply select that agency during entry of the new sponsor. NL8 will then auto-
fill the data fields for the new customer including billing address, invoice type, billing cycle, etc.

2. If you use electronic invoicing through the Encoda / SpotData clearinghouse, each invoice must
have specific agency information attached such as AgencylDB. This agency setup is where that
information is entered.

Apply->Accounts

If you make changes in these agency data records, the changes will become the default values for any
future customers entered for this agency. The values do not automatically apply to customer accounts
existing before the data changes. If you make a chnage and want to apply the new agency values to all
existing accounts assigned to the agency, click the [Apply->Accounts] button. Use this with care as there
is no "mass-undo" if you apply something incorrectly.

Agency Data Fields
Except for Agency name and AgencylDB, the data required to set up an agency is mostly the same as the
data used during customer entry. See 3.02 for a complete description of these data entry values.

Agency IDB
This is a unique number that identifies the agency in your electronic invoice clearinghouse and should be
provided by the agency or the clearinghouse.

zidl Sample Agency Setup

File “iew Toolz Help

[ = = =i ¥ ke 4
Mew Wiew Accounts | Apply->Accounts Frint Help Cancel Cloze
Select Agency = Agency Information T Mew Sponsor Default VYalues
ANDZ - Allen's Ad Agency

AQQE - Bright Star Agency e
A009 - Brown And Termy Advertizing

AT - C.L &Y Agency Mame IFriedrich tedia Services

':'4 - 0 ave And D ave Advertising Aaency IDB | [ID far Electranic lnvoice deliverny]
f - Friedrich Media Services

A003 - Marcia Wiggles & Associates Billing Mame |Friedrich ledia Services

A005 - Media Buyers

&007 - Media Minus Address1 [4ccounts Payable

AN0R - Mike Meyers And Aszoc
Addresz? |1 F415 Black Canyan

City, State [Arywhere. T =] zip [72000

Telephore |[210) 555-5555 Far |

Contact Mame |D on Friedrich

Salutatianl

= Contact E-b aill
| i
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2.13 Agency Setup (cont)

New Sponsor Default Values
Except for Agency name and AgencylDB, the data required to set up an agency is mostly the same as the
data used during customer entry. See 3.02 for a complete description of these data entry values.

If you make changes in these agency data records, the changes will become the default values for any
future customers entered for this agency. The values do not automatically apply to customer accounts
existing before the data changes. If you make a chnage and want to apply the new agency values to all
existing accounts assigned to the agency, click the [Apply->Accounts] button. Use this with care as there
is no "mass-undo"” if you apply something incorrectly.

s Sample Agency Setup
File “iew Toolz Help

[ = & ¥ 3 e
Hew Wiew dccounts | Apply->Accounts Frirt Help Cancel Cloge
Select Agency |- Agency |nfarmation T :Mew Sponsor Default ¥alues:
A00Z - Allen's Ad Agency
AN0G - Bright Star Agency b=
A003 - Brown And Temy Advertizing i -
010 . C.C oty Account Fiep| 01 - Eddy Munster =]
A004 - Dave And Dave Advertising -
 Friedich Meadis & Revenus Su:uurc:el L& - Local Agency J
ADD3 - Marcia Wiggles & Aszociates Feverue Type I C Cash Spats j
AN05 - Media Bupers
4007 - Media Minus Biling Cyele | Calendar Month =l
A002 - Mike Meyerz find Aszoc
InvoiceT ype I Detail j
Deliver [revaice |Mail ¢ Paper Invoice j
Irweaice E-kail |

Statement T_'.JDEIDpen-Item 'I Statement Cpcle IEaIendarMunth "l
Applicable TaHI None j Agency TaxlD# I
Finance Ehargelu vI % Per rear
k I
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2.14 Avail-Type Setup

To enter or edit an Avail Type, from the Main Menu select [Setup][Avail Types].

sl Sample Avail-Type Setup

File Toolz Help

O|l=| X | & | ? e
Mew | Open | Delete| Frint | Help Cloze
Sart List By | AT wpe D escription j

Double Click on Availl Type Descrphion to Edit

1D [Aeeail Type Description

5 |Auchion Spongor
DC [Dallaz Comboys Spong
A4 [Drive Time Hews Sprz
k5 |Market Report Sponzo
Cay | Midday Mews Sphsr
MHa [Hews Adjacency
M5 [Mews Sponzorship
Péy | Faul Harvey Adjacenc
PH |Paul Harvey Sphar
FS |Pram Sponsorzhip
RR [Rr Type Availz
55 |Sportz Sponsor
WA | weather Adjacency

S e by T L

| |»

Using Avail-Types

Avail-Types allow you to reserve certain avail slots in your log formats for specific sponsor or spot types.
Then during Order entry you can enter the Avail-Type on the schedule entry line. This will force that spot
to be logged into an avail slot with the specified Avail-Type. When building the Log Formats or entering
Orders, the Avail Type is always left blank for normal "non-restricted" avail slots.

Avail-Type Example
Suppose you want to reserve particular avail slots in your Log Templates [skeleton logs] for Weather
Sponsors and you decide to assign WS as the Avail Type for weather sponsorship avails.

= Inthe Log Templates you would enter WS in the TYPE column.
= In the [Traffic][Orders] section you'd also enter WS in the AVAIL-TYPE column.
This will force all schedule lines on which you have placed the WS Avail-Type to be logged only into avail

slots on the Log Template with the matching WS Avail-Type.

See Also

Log Templates
Order Line Entry
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2.15 Product Code Setup

To enter or edit a Product Code, from the Main Menu select [Setup][Product Codes]. This section allows
you to enter meaningful names for your Product Codes and set the required protection for spots that
advertise each type of product.

gl Sample Product-Code Setup

Eile Toolz Help

O X | &

Mew [Delete| Print

?

Help

Sork Lizt t'.'r'il FroductCode Description j

Select Product Code
D |Product Code Description Pratection 4 || Description
Air Conditioning 1-per-Break,

N

Cloze

— Edit Product Code 25—

51 |Attorneys BO Minutes [ I!"E'-if Conditioning

22 |Auta Parts 1-per-Break .

12 |Autamobile Dealers 1-per-Break Protection Type

03 |Banks 1-per-Break, I 1-per-Break j
02 |Body Shops 1-per-Break,

36 |Chamber Of Commerce 1-per-Break Make any changes for this
3 [ Christian Suppliesz 1-per-Break Praduct Code i Hie

10" | Clathing 1-per-Break abowe boxes.. . Changes
09 | Communicationstel. 1-per-Break, are automatically saved.
20 |Construction 1-per-Break, | ™

Using Product Codes

These allow you to protect similar products from appearing together on the log. Then during order entry
you put 1 or 2 Product Codes on the Order. Natural Log will then provide the required protection between
all Orders that have been assigned the same Product Code. This prevents 2 car dealers from running too
close together.

Product Code Protections

You can specify which type of protection these product codes need. ~ When generating the LOGS, the
computer will not schedule spots with the same Product Codes together. You can select the type of
protection for each product code from the following:

1-per-Break 1 item with this Product Code may play within a commercial break.
No Back-Back 2 items with this Product Code may NOT play Back-to-Back.

#HHt Minutes  Protect this Product Code for a number of minutes.
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2.16 Revenue-Type Setup

To enter or edit a Revenue Type, from the Main Menu select [Setup][Revenue Types].

il Sample Revenue-Type Setup

File Toolz Help

O|l=z| x| &| 7 v
Mew | Open | Delete| Frint | Help Cloze
Sort Lisk by: I FrevenueType D escription j
Double-Click to Edit Bevenue Tepe
2o Poszt Invoiced Charges | -
D |Revenue Type Description to Arocounts Fecenvable [—
& A Revenue e T
|:: |::.E|:5:h E; Fu:lt:E: h
F |Finance Charges Yes
F | Paolitical e
T |Trade e
1| | r

Using Revenue Types

Revenue Types allow you to "break out" certain sales into separate sales reports. When you enter an
Order, you will assign that Order to a Revenue Type. All Natural Log reports allow you to specify which
Revenue Types to include in the report. These are most often used to designate orders as Cash, Trade,
etc. Natural Log has 3 default Revenue Types that are sufficient for most users.

C Cash T Trade F Finance Charge

The Descriptions for the 3 default Revenue Types may NOT be changed. You may use any other
letters to create Revenue Types (such as Palitical, etc.) for which you might want to generate a separate
sales report or to treat separately. You do NOT need to create a separate Revenue Type for National,
Local, or Regional sales or for each Account Rep because these subgroups are already supported by the
Report Generator.

Post Invoiced Charges to Accounts Receivable

This allows you to tell NL8 whether invoices created for broadcast orders with this Revenue Type should
be posted to the Accounts Receivable to appear on customers' statements. You will almost always
answer Yes except in very unusual circumstances. If you answer No, an invoice is issued but no
accounting charge is made on the customer's account.

Some stations don't want trade or promo spots to show up as charges on customers' accounts but they
do want to be able to assign a value to the spots. This Revenue Type setting allows you to tell NL8 to
create an invoice for an order assigned this Revenue Type, but not post a charge to the customer's
account receivable. You would set this to No for the Revenue Type and assign that Revenue Type to the
broadcast order.

Note: Invoices marked No for Post2AR are automatically excluded from customer account statements,
A/R Aging reports, and A/R Reconciliation reports. Orders and Invoices marked No for Post2AR are
not automatically excluded from all other reports unless that Revenue Type is excluded from the specific
report format. This includes Transactions-Invoiced Sales reports, Customer Billing History reports,
Order Rates reports, Log reports, Inventory reports, and Sales Projection reports.
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2.17 Time-Class Setup

To enter or edit a Revenue Type, from the Main Menu select [Setup][Time Classes]. Use of these
classes is Optional but is included for your optional use. See Using Time Classes below for the specific
instances when time classes should be used.

sl Sample Time-Class Setup

Fle Toolz: Help

0 b ot & 7 v
Mew Class | Delete Class Print Lizst Help Cloze
I Dirive Times j ReMame |
Spots for this Time Class May Bun within any of the Times for the Days Listed below:

Diay From To ar From | To or From | To o
M onday B:00:00 AM = | 10:00:00 AM or | 3:00:00 P #:00:00 PM ar or
Tuezday B:00:00 Abd 10:00:00 A or | Z00:00PM F:00:00 P ar or
YWednesday B:00:00 Abd 10:00:00 A or | Z00:00PM F:00:00 P ar or
Thursday B:00:00 Abd 10:00:00 A or | Z00:00PM F:00:00 P ar or
Friday B:00:00 Abd 10:00:00 A or | Z00:00PM F:00:00 P ar or
Saturday F200:00 Abd 10:00:00 A ar ar or
Sunday ar ar or
| ] b

Using Time Classes

Use of these classes is Optional but is included for your optional use. These are only required when you
want to run spots in non-contiguous times, for example drive times. Normal order entry requires you to
provide a scheduling window like 6:00:00 AM to 10:00:00 AM for spots to run but what if the required time
window is not contiguous? See the following example:

Non-Contiguous Schedule Window Example
You could create a time for Drive-Times which includes 06:00:00AM to 10:00:00AM and 3:00:00PM to
7:00:00PM. Then on your order you could specify Drive-times and any spots on that order line would
run in any hour 6-10A or 3-7P.

Sporting Event Example

Suppose you have sponsors for a series of sporting events. The starting times for these events may be
set right before the event or may often change. Instead of changing each sponsor's schedule each
time there is a change in the event time, you could define a time class (e.g. S) which would designate
the sporting event. When entering the sponsor schedules, enter S times instead of specific times.
Then, when you know the exact times of the event, you can go into the Time Define function and set
the start and end times for the time class S. This is much easier than changing all the schedules for
each change in event time. If it is a recurring series of events with varying times and days, then each
week you could change the time class definition for the upcoming week.

Entering Start and End Times for the Time Class

Start and End Times should be entered for each day of the week in your usual local time format. NL will
assume any spots for a Time Class can run in ANY times listed in any column for that Time Class and
that day of the week. Time Classes DO NOT guarantee a specific amount of spots in any particular
daypart column, only that the spot will run in ONE of the dayparts columns for that day.
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2.18 Tax Rate Setup

To enter or edit a Tax ltem, from the Main Menu select [Setup][Tax Rates].

sill Sample Tax-Rate Setup
File Toolz Help

O| X |&| ? v
Mew | Delete| Print | Help | Cloze
Fate & ~0.7% Sales Tax

| |»

Fetame Tax |
E.12500
MHone 0.00000 Gross Tax Rate ID?
% of
Tax Bazis I arozs j

take any changes for thiz Tax
[term in the above
bores. .. Changes are
P | | R automatically saved.

O Enter a unique name for this tax item
O Enter percent tax to be applied

O Indicate whether it is applied to the net, gross, or discounted-gross invoice amount. See glossary in
Chapter 10 of this manual for a description of these terms.

When entering Customers, each customer can be assigned one of the defined tax rates (or no tax rate if
none is to be applied) as their default tax rate.

When entering Orders, the Tax Rate on the Order will default to the Customer's Tax Rate but may be
changed during Order entry. This allows you to have taxable and untaxable orders on the same customer

account.

See Tax Reports
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