Chapter 3 - Traffic / Customers/ Orders

Customer Account Browser

All customer account information is accessed through a Customer Browser screen. From the NL main menu
select [Traffic] then [Customer Account Browser].

4id Sample Customer Account Browser

File Edit “iew BrowserSettings Toolz Help

O = > | =] : i 7 v
MHew Open | Delete Find Frint Columnz|  Filker Help Cloge
Sort by | All Active Customers
Tst I Spanzar v | ﬂl Sponzar Billingt ame Order a
then Iﬁ 'ﬁl 15t Ann. Hispanic Brdcstis Awd Marisa Bianca Productions 03 Delfino Garcia
Bilingh ame B | oS a0 Catlevision Of Tass e Abx Cablevision U Texas, Inc. 02 Corey ‘white o
then Iﬁﬂl 0001 Allen's Body Tech Allen's Ad Agency 02 Corey White 2
0002 Amernican Mational Bank, Arnerican Mational Bank, 02 Corey White 2
N 0133 American Mational Bank-spanish Arnerican M ational B ank-zpanish 01 Eddy Munster
View Customers for 0003 Anather Debut Anather Debut 08 S ally Selelot
-4 &l AzcountReps 0165 Anytown American Legion Arytown American Legion 01 Eddy Munster
-7 0F &lbert Doarkmob S:II 312 inytown E_Pl?amléel 0f Commerce inytown E_Pl?amléel 0f Commerce g} Egg_l,l munster
rytown Filley Co. rytown Filley Co. Iy Munszter
g g; é!fzﬁjﬂﬁz 0103 Anptown V.Fw. Enptown Y. F . 01 Edely Murster
) . 0004 Apache Chemical Apache Chemical 02 Corey White
~L 03 Deffino Garcia 0005 Apache Tractor & Implement Apache Tractor & Implement 01 Eddy Munster 1
- 01 Eddy Munster 0006 Amolds Jewslers Amolds Jewslers 01 Eddy Munster
-1 09 Grandma Mozes 0007 Asap Paging Azap Paging 02 Corey wWhite
-{_7 00 House Accounts 0008 Baptist Bible Hour Baptizt Bible Hour 01 Eddy Munster
{20 07 Ima Manager 38?3 geranf:"s Agri-center geranf:"s Agri-center 812 E;:jeyh\;l\ﬁhite
ert's Restaurant ert's Restaurant Iy Munszter
g gg ;:ﬁfg:j;:cm 0011 Bette's Sewing Center EBette's Sewing Center 02 Carey wWhite
0012 Bommer Ford Bommer Ford 01 Eddy Mungter
~L0 10 Salseman #10 0013 Bommer Tractar Eaommer Tractar 01 Eddy Munster
0014 Boone's Bakery Boone's Bakery 05 Leeray Mantcha
0015  Bordens, Inc. Bardens, Inc. 05 Leeray Mantcha
0016 Brooks & Lee Funeral Home Brooks & Lee Funeral Home 02 Corey White
0017 Caraway Ford Mercumy Caraway Ford Mercury 01 Eddy Munster 1
—Find 0018  Caza Porras Caza Porras 02 Corey White
0142  Charlie Bartoz Dozer Contracts Charlie Bartoz Dozer Contracts 05 Leeroy Mantcha
Eolumnl Sponzor 'I 0019 City Utilities City Utilities 01 Eddy Murster 1
Fi”d||— 0020  Clothes Tree Clothes Tree 02 Corey White 1
0152 Cooper Chey.. Olds. Pontiac Cooper Chey.. Olds. Pontiac 02 Carey White -
Find Nest | Open I ‘ ?ﬂ?i Cnttarwennd lnn Restaurant And Cnttarwennd lnn Restaurant And NA 1 eerow Mantcha LIJ
| 157 Accounts | UNFILTERED]

Confiquring the Browser Screen

The browser list can be easily sorted and filtered and you can select which item properties [columns] you
want to display under [Browser Settings]. See sections 11.10 through 11.12 of this manual for instructions
on changing the configuration of the browser. On the left side of browser screen are folders for each Account
Rep [salesman] and you can click each folder to quickly display all customers associated with that Account
Rep.

Browser Sorting

In the browser, you may click on any column heading to sort the list by that column. You may also select the
columns from the dropdown boxes on the left side of the screen. Use the first Sort dropdown box to select
the data column to be used as the primary sort column for the list. The buttons to right of the Sort boxes allow
you to sort in Ascending or Descending order. Any items with matching entries in the primary Sort data
column are then sorted by the column selected in the second Sort dropdown box. Any items with matching
entries in the primary and secondary Sort data columns are then sorted by the column selected in the third
Sort dropdown box.
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3.01 Customer Account Screen

Customer Accounts are accessed through the NL main menu under the [Traffic][Customer Browser] or
[AcctsRec][Customer Browser] menu. The accounts are displayed on a browser screen that can be
configured, sorted, and filtered as desired. To create a new customer account, click the [New] button. To
open an existing customer account, click the [Open] button or double click the customer listing.

This is where you enter customer information such as name, address, etc. See Customer data entry in
section 3.02 of this manual for a description of the customer account data fields.

4l 0002 American National Bank
Eile Orders Copy Manager Biling Account Beceivable Tool: Help

¢ £ =) = ? = o
Previous Cust| Mest Cust Frint ehd ail Help Cancel Cloze
T Orders T Accounts Receivable T Copy b anager T Cuztomer bema
—MName { Address Information —Account Settings f Order Default Values
™ Account Closed Revenue SDL"GEI LD - Local Direct [
Sponsor Namel.&mencan Mational Bank. e T I Dpendtem j
Agency [if any] -
I 00000 None J Statement ':5"C|e| Calendar Manth j
Billing M i i
Hie amel.&mencan Nationial Bank Finance Charge m % Per Year
Address] IP-D- Box 1340 Credit Limit |$D'DD vl
AddressZ
| Account REp| 02 - Corey White =l
e =] Ze[ra000 Rovent 9Pe [ Con 50 =]
Teleph X F .
elepl Dn8|[21 0] B55-5555 aHI IrvoiceType I Mone-Statement Orly j
Contact NamelJack Mills Billing C_l,u:lel j
Salutationl Applicable Ta:-:l Haone =
Contact E-Maill Custanner TaHIDﬂI
Deliver InvoicelMa“ ¢ Paper Invoice j Minimurn Separation (30« Minutes Between Broadcasts
Invoice E-ail| Praduct Protect| 5254 . Product Code 5224 =l

Send E-mail

On the Customer entry screen, the [Tools][Send e-mail] menu allows you to send a e-mail to this
customer's Contact e-mail Address from within NL [provided you have an e-mail program on the NL
computer)

Print Envelope / Mailing Label
On the Customer entry screen, the [Tools][Print Envelope / Mail Label] menu allows you to print these
items for the displayed customer account.

Activity Log
You can view the log of all changes to the displayed customer account using the [Tools][Activity Log] menu
choice on the Customer entry screen. See Activity Log
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3.01 Customer Account Screen (cont)

Orders Tab
On the Customer entry screen, this tab lists the Broadcast Orders for the displayed customer. Using

dropdown boxes you can select Active Orders, Expired Orders, or All Orders for any or all stations. You
can right-click in the order list to use the Orders menu. See Broadcast Orders

Note: If the logged-on user's Traffic permission setting is Deny, the Orders tab will not be visible.

&id 0002 American Mational Bank

File Orders Copy Manager Biling Account Receivable Tools Help

& B & = 7 X v
Presious Cust|  MNest Cust Frint etail Help Cancel Cloze
Customer D ata T i T &ccounts Receivable T Copy Manager T Customer Mema
—Wiew Orders
&ctive Orders j I,e.\|| Stations j Mew Order | Open Drder | Delete Drder | Print List |
Stationz E stimate/PO# |Funlates
DEMO-8M | American Mational Bank Spat 9/1/03 - TFM
0002003 |DEMO-AM  |American Mational Bank, Spat 91403 - 1243103 Ok [
0002004 |DEMO-AM  |American Mational Bank, Spat 9/6/03 - 5430704 Ok
=
1| 3

O You can use the [New] button to create a new order on this account
O You can use the [Open] button (or double-click the item) to view/edit the highlighted order.

O You can use the [Delete] button to delete an Order only if nothing has run from the Order. If 1 or more
items has already been logged from the order, just change the end date to stop it from running anymore.

O You can filter the order list by station and by order status: active orders, expired orders, or all order.
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3.01 Customer Account Screen (cont)

Accounts Receivable tab

On the Customer entry screen, this tab lists the unpaid A/R items for the displayed customer. Using
dropdown boxes you can select Revenue Type items to be displayed and station items to be displayed. You
can right-click in the Accounts-Receivable list to use the Accounts-Receivable menu. See Accounts
Receivable

Note: If the logged-on user's Accounts Receivable permission setting is Deny, the Accounts Receivable tab
will not be visible.

& 0002 American Mational Bank
File Orders Copy Manager Biling Account Receivable Toaols Help

L 9 = £ 7 © ¥
Previous Cugt| Mest Cust Print eMail Help Cancel Cloze
Customer Data T Orders T Accountz Beceivable: T Copy Manager T Custamer Memo
~¥iew Account Receivable
Al Revenue Tupes j I.-’.‘-.II Stations j Statement | View Transaction | History | Print List
il Balance| «
03090006 Tl I EMD-AM 0002-003 American MNational Bank 14375 39375
03090007 3/30/03 I |DEMO-AM 0002-004 American Mational Bank 200,00 53375
d
| 3
—Aging
Current 31-60 Daps £1-90 Daps 91-120 Daps 121+ Dayz Total Due
59375 59375

You can use the [Statement] button to view/print the current account statement for this customer.

You can use the [View Transaction] button (or double-click the item) to view/print the highlighted
transaction.

O You can use the [History] button to view/print a history of the A/R transactions on the account. See
customer history. Note: You must have the appropriate user permission to access Accounts Receivable
to view the history, otherwise NL will not display it.

O You can filter the AR list by station and by revenue type.
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3.01 Customer Account Screen (cont)

Copy Manager tab

On the Customer entry screen, this tab lists the Copy items in NL for the displayed customer. Using
dropdown boxes you can select Active Copy, Expired Copy, or All Copy. You can right-click in the Copy
Manager list to use the Copy Manager menu. See Copy Manager

Note: If the logged-on user's Copy Manager permission setting is Deny, the Copy Manager tab will not be
visible.

& 0002 American Mational Bank

File Orders Copy Manager Biling Account Receivable Toolz: Help

e < = = ? 2 v
Previous Cust|  Mext Cust Frint ehd ail Help Cancel Cloze
Cusztorner Data T Orders T Accounts Recenable T Copy Manager T Cusztomner Memo
Yiew Copy
’7 Hew Copy | Open Copy | Delete Copy| Print List
[CopylD [Label | Length [Customer CopylD [Usable Dates [ Statuz [ =
30[FT45 9/1/03-TFN 0

30| FT45 /2104 - 172170 Ok

4| | 3

You can use the [New] button to create a new piece of Copy on this account
You can use the [Open] button (or double-click the item) to view/edit the highlighted Copy item.

You can use the [Delete] button to delete a piece of copy.

O 0O 0 O

You can filter the Copy List for active copy, expired copy, and all copy.
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3.01 Customer Account Screen (cont)

Customer Memo tab
On the Customer entry screen, this tab allows you to enter memo items for this customer. Additionally, you
can enter dated reminders using the [Contact Manager / Account Date Reminders] button.

&id 0002 American Mational Bank
File Orders Copy Manager Biling Account Receivable Tools Help

& B & = 7 X v
Presious Cust|  MNest Cust Frint etail Help Cancel Cloze
Custarner Data T Orders T accounts Recervable T Copy Manager T Cusztomer Memo
~Customer Memos
Contact Manager / Account Date Reminders
This customer always needs ta have orders renewed each December] ;I

Contact Manager / Account date Reminders
You can view the date specific Reminders for the displayed customer. See section 9.07 for a discussion of
the date-specific reminders.
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3.02 Customer Data Entry

Customer Accounts are accessed through the NL main menu under the [Traffic][Customer Browser] or
[AcctsRec][Customer Browser] menu. The accounts are displayed on a browser screen that can be
configured, sorted, and filtered as desired. To create a new customer account, click the [New] button. To
open an existing customer account, click the [Open] button or double click the customer listing.

Note: During initial setup of NL, you may need to enter Customer Balance-Forward amounts from your
previous accounting system. This can be done from the Customer account screen using the [Billing][Non-
Broadcast Invoice Generator] menu choice. See section 7.06 of this manual for details.

4l 0002 American National Bank

Eile Orders Copy Manager Biling Account Beceivable Tool: Help

= = = = 7 2 v
Previous Cust| Mest Cust Frint ehd ail Help Cancel Cloze
T Orders T #ccounts Receivable T Copy Manager T Custamer Memo
—MName { Address Information —Account Settings f Order Default Values
™ Account Closed Revenue SDL"GEI LD - Local Direct [
Sponsor Namel.&mencan Mational Bank. e T I Dpendtem j
Agency [if an -
gency | .'r']l 00000 None J Staterment I:yclel Calendar Manth j
Billing M i i
Hie amel.&mencan Nationial Bank Finance Charge m % Per Year
Address] IP-D- Box 1340 Credit Limit |$D'DD vl
.-’-\ddress2| Account Hepl 02 - Corey White j
Elt}'-Stalel.&nywhere,TX j Zip [7a000 Revenue T_l,lpel [ Cash Spats j
Teleph X F .
elepl Dn8|[21 0] B55-5555 aHI IrvoiceType I Mone-Statement Orly j
Contact NamelJack Mills Billing C_l,u:lel j
Salutationl Applicable Ta:-:l Haone =
Contact E-Maill Custanner TaHIDﬂI
Deliver InvoicelMa“ ¢ Paper Invoice j Minimurn Separation (37 «| Minutes Between Broadcasts
Invoice E-ail| Praduct Protect| 5254 . Product Code 5224 =l

Account Closed

Because you cannot delete customers in NL once they have any Broadcast Orders or A/R transactions, this
checkbox is used to show an account is closed so it will not be included in the customer account browser.
Only use this if you know that this customer will never be on your station again!

Sponsor

This is the name of the advertiser, not the agency.

Agency
If the customer places their buys through an agency you can assign an agency. To create a new Agency click
the [Add New] button that will show up to the right of the Agency list when you click the Agency list.
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3.02 Customer Data Entry (cont)

Billing Name
This is the name of the advertiser or agency to be billed.

Address1 / Address2

This allows for 2 lines to be used for the billing street address to show suite # or a person's name for an
ATTN line.

City/State Zip
Billing address.

Telephone Number / Fax
Numbers and text allowed.

Contact Name
The agency or sponsor contact person for this account.

Salutation

For use when exporting a customer list to an external mail merge program such as MS Word. This allows
you to determine the salutation when the external mail merge program merges into a form letter. This might
be Dear Mr. Jones, or Dear John, etc.

Contact e-mail Address
The e-mail address of the contact person listed above. This is where all e-mails from NL will be sent except
Invoices and Statements that are sent to the Invoice e-mail address below.

Deliver Invoice

On the customer entry screen this tells NL how to deliver the invoices and statements for this customer. NL
can deliver Invoices and Statements using 4 methods.

= Mail / Paper Invoice

= eMail / Adobe Acrobat PDF This uses the internal Natural Log PDF writer to create a PDF file and
deliver it via e-mail to your customer's invoice e-mail address.

elnvoice / Encoda SpotData

elnvoice / DDS Invoice Manager

elnvoice / Radiolnvocies.com

elnvoice / eMediaTrade

Creates the appropriate electronic invoice file for the selected clearinghouse. You are responsible to contract
with the clearinghouse (and pay them for) electronic deliver of your invoices through their clearinghouse.

= Fax This requires you to have an 3rd party fax-capture program and fax modem to capture and send the
fax to your customer's fax machine.

Invoice e-mail Address
On the customer entry screen, NL will e-mail Invoices and Statements to this address if you select eMail /
Adobe Acrobat PDF as the Invoice delivery method.
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3.02 Customer Data Entry (cont)

Revenue Source

On the Customer entry screen, this is field useful for sorting and filtering your reports and may be any of the
following.

LD - Local Direct

LA - Local Agency

ND - National Direct

NA - National Agency

NR - National Rep See glossary for definition
UN - UnWired Network See glossary for definition
OD - Other Direct

OA - Other Agency

Statement Type

On the Customer entry screen, Natural Log can create either type of Account Statement for each customer.

=  Open Item

= Balance Forward

See Chapter 8 for a sample of these statement types. See Chapter 10 for a definition of these statement
types. Please note that selecting these statement types does not change the internal record keeping of NL.
You can always switch between Open-ltem and Balance-Forward statements for individual customers
without any loss of data.

Statement Cycle

On the Customer entry screen, this tells Natural Log how to group your account statements if you want to
print account statements on different cycles. You can generate statements for any specific cycle or all cycles
during each statement generation. Usually this will be the same as the billing cycle for this customer.

= Broadcast Month see glossary for definition

Calendar Month

End-of-Schedule

Demand

Weekly

Special1 through Special9

Finance Charge

On the Customer entry screen, this is an annual % rate to be charged on past due balances for this customer
subject to the finance charge options you create in NL setup. See Finance charge options in section 2.02 of
this manual.

Credit Limit

On the Customer entry screen, this sets the account credit limit. Enter O if not used. See Program Options in
section 2.01 of this manual to prohibit order entry after credit limit is exceeded.

Account Rep

On the Customer entry screen, assigns the customer account to an Account Rep. Orders entered will default
to this Account Rep but individual orders can be assigned to a different Account Rep during order entry. You
can create a new Account Rep by clicking the [Add New] button that appears to the right of the Account Rep
box when you click the Account Rep box. See setting up Account Reps
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3.02 Customer Data Entry (cont)

Revenue Type

On the Customer entry screen, sets the default Revenue Type for new orders entered on this account.
Revenue Types are usually used for Cash, Trade, Political, etc. to filter reports. You can create a new
Revenue Type by clicking the [Add New] button that appears to the right of the Revenue Type box when you
click the Revenue Type box. See Setting up Revenue Types. Changing this customer account value does not
change the Revenue Type on existing Orders, only future Orders.

Invoice Type

On the Customer entry screen, sets the default Invoice Type for new orders for this customer account. With
each type of invoice you can also add Affidavit to the invoice types below to have the station official's
statement certifying accuracy of the invoice. If you need the invoice notarized, add Notarized Affidavit to the
invoice type. Changing this customer account value does not change the Invoice Type on existing orders,
only future orders.

= Detail Prints 1 line per broadcast item. Includes run date, run time, length, rate, and CopylD
= Times/Rates Prints multiple broadcast items on one line. Includes run date, run times, length, and rate.
= Times Prints multiple broadcast items on one line. Includes run date, run times, and length.

= Summary Prints multiple broadcast items on one line. Includes run date range, ## broadcasts, length
and rate.

= Co-Op Notarized Affidavit This prints a regular detail invoice plus a "sub-invoice" for each different Co-
Op on an order. Note: The "sub-invoices" are broken out 1 for each different "Co-Op" based on the name
entered Co-Op For field in CopyManager, not for each piece of copy.

= None Does not print any invoice. Only used for customer to whom you send Account Statements and
NO invoice.

Billing Cycle

On the Customer entry screen, sets the default Billing Cycle for new orders for this customer account. This
sets the default Billing Cycle for order entry. You can generate invoices for any specific cycle or all cycles
during each broadcast invoice generation. Changing this customer account value does not change the Billing
Cycle on existing orders, only future orders.

= Broadcast Month definition

= Calendar Month

= End-of-Schedule

= Demand

= Weekly

= Special1 through Special9

ApplicableTax

On the Customer entry screen, this is the tax item/rate to be used as default tax for new Orders for this
customer account. The invoice amount taxed may be Gross, Discounted Gross, or Net depending on how
this tax item is setup. Changing this customer account value does not change the Tax on existing orders,
only future orders.

Continued on next page
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3.02 Customer Data Entry (cont)

Customer Tax ID Number

On the Customer entry screen, this is an alphanumeric field that allows you to enter the TaxID number of the
customer. This may be necessary to prove the customer is tax-exempt or in some countries (such as
Mexico) this tax ID number must be shown on all invoices and statements.

Minimum Separation

On the Customer entry screen, this tells Natural Log how many minutes separation you need between items
from different orders belonging to this customer. See Order Separation to set the required separation
between items from the same Order. See Product Protect to set the required separation between items from
the different customers with similar products.

Separation Example
Suppose you have a night club buying lots of spots advertising different bands appearing on Friday and
Saturday. If you put these in as separate orders, you could specify 60 minutes separation between spots
for the order for Friday night (order entry screen) and you could specify 60 minutes separation between
spots for the order for Saturday night (order entry screen). Then you could specify 30 minutes on the
Customer entry screen to keep the 2 orders 30 minutes away from each other.

Product Protect

On the Customer entry screen, this sets the default product code 1 for order entry. Product codes are used to
protect advertising for similar products scheduled from different orders and customers. You can create a new
Product Code by clicking the [Add New] button that appears to the right of the Product Protect box when you
click the Product Protect box. See setting up Product Codes. Product code separation only applies to items
logged from different customers. To separate items logged from the same customer see Minimum
Separation above.
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3.03 Broadcast Orders

Broadcast Orders are accessed through the NL main menu under the [Traffic] [Broadcast Order Browser]
menu. The orders are displayed on a browser screen that can be configured, sorted, and filtered as desired.
[See Configuring On-Screen Browsers in sections 9.11 through 9.13 of this manual.] You can also access
the orders for any customer on the Orders tab on the customer screen.

To create a new Broadcast Order, click the [New] button on the Broadcast Order Browser or on the
Customer entry screen "Orders" tab. To open an existing Order, click the [Open] button or double click the
Order listing. This is where you enter tell NL on about your Broadcast Orders. See Entering Broadcast Orders
in sections 3.04 through 3.08 of this manual for detailed order entry instructions.

4é Order: 0002-001 American Mational Bank [American National Bank]
File  Print Schedule Toolz Help
<~ e L3 B 7 L ¥
Frevious Order|  Mesxt Order Confirmation Production Help Cancel Cloge
T Inwoice Instructions T Schedule T Approvals ¢ Memos ]
—Runs on Station(s) ——  General Order Instructions
|1 DERMO-aM
[v] DEMO-FM DrderStatusIDk 'I
Run Datesl Tuesday, September 30, 2003 LI thru ITFN ;I
Product Advertisedl.-‘-‘-.merican M ational B ark.
Order TypelSpc-t LI
Part of Bulk CDntractIBDDDD'I American Mational Bank Bulk, &nnual Commitment Lizsign I
Fewvenue T_l,lpel C Caszh Spots ;I
Protect Product] I 03 -Banks LI
Protect PloduthI 00 - Mone LI
Minirurn Separation IED vl Minutes between Broadcasts from this Order
All I MNane I Account Hepl 03 - Delfino Garcia LI

Copying an Order
You can make a copy of an order using the [File][Duplicate this Order] menu choice on the Order entry
screen. You specify the Customer to receive the duplicated order and the CopylD for the duplicated order.

Reminders
You can view the date specific Reminders for the displayed order using the [Tools][Reminders] menu
choice on the Order entry screen. See Reminders

Order Billing History

You can view a list of all invoices issued from the order using [Tools][Billing History] menu.

Activity Log
You can view the log of all changes to the displayed order using the [Tools][Activity Log] menu choice on
the Order entry screen. See Activity Log
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3.03 Broadcast Orders (cont)

Broadcast Orders are accessed through the NL main menu under the [Traffic] [Broadcast Order Browser]
menu. The orders are displayed on a browser screen that can be configured, sorted, and filtered as desired.
[See Configuring On-Screen Browsers in sections 9.11 through 9.13 of this manual.] You can also access
the orders for any customer on the Orders tab on the customer screen.

Order Confirmation

You can print an order confirmation (and verify the order is correctly entered) using the [Confirmation]
button on the order entry screen. To customize the Order Confirmation see Order confirmation document
format.

rder Confirmation
DEMO-FM DEMO-FM Order Confirmation
1234 ANYFLACE RD.
OrderiD: 0o007-004
AMYWHERE CITY T 73000 . -
4 (-555-0000 SpanEar: A=ap Paging
b Estimate/P0:
Aocount Rep: Corey WMihite
Asap Paging Billing Crycle: Calendar hdonth
103 South Texana Fun Detag: Vo 13303
An yWhEI’E ,TK FEOOO tems Ordensd: A6
Gross Amaunt : 165.00
Discounts: .00
Fgency Commission: 0.oo
Met Amount: 165.00
This Schedule Runs on Stationds): O B0-Fhd
A=ap Paging
Fun Dates Run wWeeks Fiun Times baon| Tue |"Wed| Thu| Fri | Sat | Sun \"IE;;Z}IQ Length | Dezcription ?:;.:IJ Copy | Cost |-=
01 124003 - 1220003 | Al Wizeks 048 & - 0350 2hd 1 1 30| Sponsorship 55 |00449 [Phg]
02 120003 - 12720003 | Al Wizeks 05:20 Phd - 05:25 Phd 1 1 2 30 | Sponzorship 55 |0048 [Pka]
03 120003 - 12023003 | Al Wieeks 0700 Ph - 000 PhA z 2 30 | Sponsorship 55 |0049 [Pka]
04 120003 - 1220003 | Al Wizeks 0600 & - 0600 Phd 2 2 2 2 2 10 30 | Spaot o043 [Pka]
05 120003 - 12020002 | Al iizeks O7:00 PR - 0200 Pha 3 3 30 | Sponzorship S5 |00489 [Pka]
hd
| 3
Calendar Month Projected Billing
Jan-03 o.00 Feb-03 o.00 hiar-03 o.o0 01-2003 0.00 w
Por-03 0.00 -0 0.00 Jun-032 [ ] 0.007 | % x
Jul-0c: o.oo Aug-03 o.oo Sep-03 o.oo 03-2003 0.00 7= - - )
Oet-03 000]  Now-03 000  Dec-03 16500 042003 165.00 T e-Mail Print Close
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3.03 Broadcast Orders (cont)

Broadcast Orders are accessed through the NL main menu under the [Traffic] [Broadcast Order Browser]
menu. The orders are displayed on a browser screen that can be configured, sorted, and filtered as desired.
[See Configuring On-Screen Browsers in sections 9.11 through 9.13 of this manual.] You can also access
the orders for any customer on the Orders tab on the customer screen.

Production Order

You can print a Production Order showing when production is required for this order using the [Production]
button on the order entry screen. An example is shown on the 2nd following page. To customize the
Production Order see Production order document format.

. Production Order [_ (O] =]

DEMO-FM Production Order
OrderlD: 0007 -004

Sponsor; Azap Pading Asap Paging
Product: Azap Paging 103 South Texana
Fun Cates: 121103 - 1282303 Arywvhere T 75000
Accourt Regp: Corey White
Thiz Schedule Runs on Station(z), DEMC-Fh
Asap Paging
The following Production iz required by the datetime indicated
CapplD Firzt Scheduled Copy Label Length Seript D Expires Produced By sl
o049 12003 6:00:00 AM | Asap Paging Rell Q30003 o
ha
A 3
= X
Fririk Cloge
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3.04 Broadcast Order Entry - General Tab

Orders are accessed through the NL main menu under the [Traffic][Broadcast Order Browser] or from an
open Customer Account screen Orders tab.

&l Order: 0002-001 American Mational Bank [American Mational Bank]
File  Print Schedule Tools Help
F a0 (] B 7 ok v
Frevious Order|  Mest Order Caonfirmatian Froduction Help Cancel Cloze
T Ihwvaice Inztiuctions T Schedule T Approvals ¢ Memos ]
—PRuns on Station(s) —— - General Order Instructions
| 1 DEMO-AM
[v] DEMO-Fid ElrderStatusIElk 'I
Fun DateslTuesda}l, Septernber 30, 2003 j thiu ITFN j
Product Advertisedl.ﬁ\merican M ational Bank
Order T_I.JpEISIJDt j
Part of Bulk. EDntlactlBDDDD'l Amencan Mational Bank Bulk, Annual Cormmitment Azzign |
Revenus T_l,lpel C Cash Spots j
Protect Product] I 03 - Banks j
Protect F'rcu:luct2| 00 - Hone j
inimurm Separation {30 = | Minutes between Broadcasts from this Order
All Mone Account Fhapl 03 - Delfino Garcia j
Order Status

OK, Hold or InBox. Orders on HOLD or in the INBOX are not logged. Hold might be used if copy does not
arrive on time. If Order Review and Approval is required in NL setup, the status is automatically InBox until
the requisite order review and approval is performed.

Runs on Station(s)
You must specify at least one station on which the order is to run.

Run Dates
Start date and end date (inclusive) during which the order should run. TFN [till further notice] is a valid end
date.

Product

The specific product being advertised. This is also how the item will be listed on the log IF you do not enter a
CopylD to be logged.
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3.04 Broadcast Order Entry - General Tab

Order Type
You can enter any text order description you want. Most NL users use "Spot" "News Sponsorship", "Football
Sponsor”, etc. so they can filter order lists for specific order types.

Part of Bulk Contract

This will usually be 0000-None. However if you use NL Bulk Contracts to track a customer's commitment to
buy a minimum number of spots over a period of time, this might be used. You can create a new Bulk
Contract by clicking the [Add New] button that appears to the right of the Bulk Contract box when you click in
the Bulk Contract box. See Bulk Contracts in section 3.12 of this manual.

Revenue Type

On the Order entry screen, sets the Revenue Type for this order. Revenue Types are usually used for Cash,
Trade, Political, etc. to filter reports. You can create a new Revenue Type by clicking the [Add New] button
that appears to the right of the Account Rep box when you click the Revenue Type box. See setting up
Revenue Types in section 2.16 of this manual.

Protect Product 1 / Protect Product 2

On the Order entry screen, sets product code protection between this order and other orders advertising
similar products. You can create a new Product Code by clicking the [Add New] button that appears to the
right of the Product Protect box when you click the Product Protect box. See setting up Product Codes in
section 2.15 of this manual. Product code separation only applies to items logged from different customers.
To separate items logged from the same order see Minimum Separation below.

Minimum Separation
On the order entry screen, this tells Natural Log how many minutes separation you need between items from
this order. See Customer Separation to set the required separation between items from the different orders
for the same customer. See Product Protect to set the required separation between items from the different
customers with similar products.

Separation Example
Suppose you have a night club buying lots of spots advertising different bands appearing on Friday and
Saturday. If you put these in as separate orders, you could specify 60 minutes separation between spots
for the order for Friday night (order entry screen) and you could specify 60 minutes separation between
spots for the order for Saturday night (order entry screen). Then you could specify 30 minutes on the
Customer entry screen to keep the 2 orders 30 minutes away from each other.

Account Rep
On the Order entry screen, assigns the order to an Account Rep. You can create a new Account Rep by
clicking the [Add New] button that appears to the right of the Account Rep box when you click the Account

Rep Box. See setting up Account Reps
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3.05 Broadcast Order Entry - Invoice
Instructions Tab

Orders are accessed through the NL main menu under the [Traffic][Broadcast Order Browser] or from an
open Customer Account screen Orders tab.

4 Order: D002-001 American Mational Bank [American Mational Bank]
File  Print Schedule Toolz Help
<~ a 03 P s ot v
Previous Order|  Mewst Order Confirmation Froduction Help Cancel Cloze
General T Invoice Instructions: T Schedule T Approvals ¢ Memos ]
~Invoice Instructions
Biling Cycle I Calendar Month j
Invoice Type IT"'"'ES j # Copies of Invoice ta Print |1 'l
Purchaze Order / Eztimate # | Frint CoOp Scrpt &ffidavit [
Mote to be printed an [nvoice |f-‘-merican M ational Bank.
—Billing Basis —Discounts { Commission f Tax
I Per Broadcast - |
Dizcountz Allowed ID "I % of Tatal
Agency Commission ID "I % of Gross
Account Bep Comm ID "I % of Met
Mational Rep Comm ID "I % of Met
Apply Trade Credit ID "I % of Met
Applicable Tax I Mone j

Billing Cycle

On the Order entry screen, this tells Natural Log how often and on what cycle you want to generate invoices
for this order You can generate invoices for any specific cycle or all cycles during each broadcast invoice
generation.

= Broadcast Month definition

= Calendar Month

= End-of-Schedule

= Demand

= Weekly

= Special1 through Special9

Continued next page
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3.05 Broadcast Order Entry - Invoice
Instructions Tab (cont)

Invoice Type

On the Order entry screen, sets the Invoice Type for the displayed order. With each type of invoice you can
also add Affidavit to the invoice types below to have the station official's statement certifying accuracy of the
invoice. If you need the invoice notarized, add Notarized Affidavit to the invoice type.

= Detail Prints 1 line per broadcast item. Includes run date, run time, length, rate, and CopylD
= Times/Rates Prints multiple broadcast items on one line. Includes run date, run times, length, and rate.
= Times Prints multiple broadcast items on one line. Includes run date, run times, and length.
= Summary Multiple broadcast items on one line. Includes run date range, ## broadcasts, length and rate.

= Co-Op Notarized Affidavit This prints a regular detail invoice plus a "sub-invoice" for each different Co-
Op on an order. Note: The "sub-invoices" are broken out 1 for each different "Co-Op" based on the name
entered Co-Op For field in CopyManager, not for each piece of copy.

= None Does not print any invoice. Only used for customer to whom you send Account Statements only.

Purchase Order / Estimate #

This field in optional. Any alphanumeric text may be entered on the Order entry screen to be printed on the
invoice and statements as purchase order number or estimate number for agency buys. Some elnvoice
clearinghouses require an entry for "Client/Product/Estimate" where Client and Product are codes provided
by the agency placing the buy. In this case, you can enter the 3 pieces of data in the Purchase Order /
Estimate# box using + to separate each value: ESTIMATE + CLIENT + PRODUCT

Note to be Printed on Invoice
This field is optional. This is a single line of alphanumeric description text to be printed on the Invoice.

# Copies of Invoice to Print
On the Order entry screen, you may specify 1 to 9 invoice copies to be printed for this order.

Print Co-Op Script Affidavit

On the Order entry screen you can tell NL to automatically print the RAB "tearsheet" script affidavits for
attachment to the invoice for coop reimbursement. You must have entered the copy in the Copy Manager
before the invoice is generated. See Co-Op defined and entering Co-Op scripts in Copy Manager.

Billing Basis
On the Order entry screen, this entry describes the basis upon which the order is to be billed. This may be
any of the following. See section 3.05.01 for a complete discussion of Package-Priced Billing.

= Per Broadcast Billed as cost per broadcast specified on each Order Line. Most common billing basis.

= Level Package Every time an invoice is generated from an order with schedule lines from which at least
1 billable item was logged or the order has NO schedule lines, a specified flat amount is billed.
Exception: If order status is HOLD and nothing was logged, no amount will be billed.

= Variable Package You specify amount(s) to be billed on various dates. This amount will be billed on the
first invoice generated on or after that date even if nothing ran. Exception: If order status is HOLD and
nothing was logged, no amount will be billed. This would be useful to bill different package amounts in
different months even if no broadcast items ran.
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3.05 Broadcast Order Entry - Invoice
Instructions (cont)

Package Description
Only if you select Level Package or Variable Package above, you will be able to enter the package
description that will show up on the invoice.

Variable Package
Only if you select Level Package above, you will be able enter the amount to be billed for each station each
time an invoice is generated.

Variable Package

Only if you select Variable Package above, you will be able use these buttons to add or change the package
billing schedule. You must specify the billing date, amount to be billed that date, and the station to which it
applies [if more than one station is ordered].

[Edit Pkg Price]

[Add New Pkg Price]

[Delete Pkg Price]

Discounts Allowed

On the order entry screen, this is a % discount to be deducted from the Gross invoice amount before any
agency or account rep commissions are computed. Gross invoice amount minus Discounts Allowed equals
the Discounted Gross invoice amount.

Agency Commission
On the order entry screen, this is % agency commission deducted from the Gross invoice amount (or the
Discounted Gross invoice amount if other discounts are allowed) to get the Net invoice amount.

Account Rep Commission
On the order entry screen, this is commission % of the Net invoice amount that will show as commission due
on reports for the Account Rep to whom this order is assigned.

National Rep Commission
On the order entry screen, this is commission % of the Net invoice amount that will show as commission due
on reports for the National Rep [or UnWired Network] if applicable.

Apply Trade Credit

On the order entry screen, this is the % of the Net invoice amount that be automatically credited as Trade
Credit. This is useful if you have an order that is some % cash and some % trade. NL will automatically post
a trade credit to offset part or all of the invoice net amount.

ApplicableTax
On the order entry screen, this is the tax item/rate to be applied to the invoice amount. The invoice amount
may be Gross, Discounted Gross, or Net depending on how this tax item is setup.
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3.05.01 Package-Priced Billing

Orders are accessed through the NL main menu under the [Traffic][Broadcast Order Browser] or from an
open Customer Account screen Orders tab.

Billing Basis

On the Order entry screen, this entry describes the basis upon which the order is to be billed. This may be
any of the following.

&l Order: 0005-001 Apache Tractor & Implement [Apache Tractor & Implement]
File  Print Schedule Tools Help

Per Broadcast The order is billed at a cost per broadcast as specified on the Order Lines. This is how
most advertising is billed.

Level Package Every time an invoice is generated from an order with schedule lines from which at least
1 billable item was logged or the order has NO schedule lines, a specified flat amount is billed.
Exception: If order status is HOLD and nothing was logged, no amount will be billed. Click in the amount
column next to each station and enter the amount to be billed as shown below.

F a0 (] B 7 ok v
Frevious Order|  Mest Order Caonfirmatian Froduction Help Cancel Cloze
General T Invoice Instiuctions T Schedule T Approvals ¢ Memos ]
~Invoice Instructions
Biling Cycle I Calendar Month j
Invaice Type ITi""'BS j # Copiez of Invoice to Print IE

Purchaze Order £ Estimate # I Print Co0p Scrpt Affidavit T

Mote to be printed on lrevoice |-"-"-|3~3'3|"IE Trachar & Implernent
—Billing Basis —Discounts { Commission f Tax—

ILE\-‘El Package "l Description IF'ac:kage j Dizcounts Allowed % of Tatal
Station Bill Date Arnount =
DEMOFM | On each Invoice issued

Agcount Bep Comm % of Met

=
Agency Commizgioh I':| "I % of Grozs

=l

]

Mational Rep Comnm % of Met

LI Apply Trade Credit IU 'I % of Met

L B Applicable Tax | None |

Variable Package You specify amount(s) to be billed on various dates. This amount will be billed on the
first invoice generated on or after that date even if nothing ran. This would be useful to bill different
package amounts in different months even if no broadcast items ran. Exception: If order status is HOLD
and nothing was logged, no amount will be billed. An example of variable package is shown on the next

page.

Package Description

Only if you select Level Package or Variable Package above, you will be able to enter the package
description that will show up on the invoice.
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3.05.01 Package-Priced Billing

Variable Package

Only if you select Level Package above, you will be able enter the amount to be billed for each station each
time an invoice is generated.

4l Order: 0019-002 City Utilities  [City Ultilities]

Fil=  Print  Schedule Toolz Help

<o % O [ 2 ? | = | Y | ‘
Frewvious Order|  Mext Order Canfirmation Production Help Cancel Cloze
General T Invoice Instructions T Schedule T Approvalz / bMemos ]
~Invoice Instructions
Billing Cycle I Calendar Manth j
Inwaice Tope ITiITlE.'S j # Copies of Invoice ta Print IG
Purchaze Order # Estimate # | Frint Calp Script Affidavit
Mate to be printed on [nvoice ICit_',' I tilities
—Billing Basis —Discounts f Commission § Tax——
Im Description IWeather Riotatar Pka j Dizcounts Allowed m % of Total

Station
DEMO-AM
DEMO-AM
DEMO-AM

Agency Commiszion % of Gross

||:| vl
Account Bep Comm ID 'I % of Met
||:| vl

Edit Pkg Price

11/30/03
Mational Rep Comm % of Met

Apply Trade Credit ID 'I % of Met

Applicable T ax I Mane j

Add Mew Plg Price

Delete Plkg Price

< |

Variable Package

Only if you select Variable Package above, you will be able use these buttons to add or change the package
billing schedule. You must specify the billing date, amount to be billed that date, and the station to which it
applies [if more than one station is ordered)].

aQ [Edit Pkg Price]
O [Add New Pkg Price]
Q [Delete Pkg Price]

im. Package Price |_ (O] x|
Station |1-DEHD-4h E =]

Save

>
Amount to Bill |125.EIEI Cancel

Billing Date |Tuesday, September 30,2003 ¥
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3.06 Broadcast Order - Approval/Memo

Orders are accessed through the NL main menu under the [Traffic][Broadcast Order Browser] or from an
open Customer Account screen Orders tab. This tab allows you to enter memo items for this order.
Additionally, you can enter dated reminders using the [Contact Manager / Account Date Reminders]
button. See Reminders in section 9.07 of this manual.

4 Order: D002-001 American Mational Bank [American Mational Bank]
File  Print Schedule Toolz Help

L Qv [ P 7 2 v
Previous Order|  Mest Order Canfirmatian Froduction Help Cancel Cloze
General T Ihvoice Instuctions T Schedule T Approvals / Memos: ]
—Order Memo

¥ Order Reviewsd / &pproved by Sales manager
Contact Manager £ &ccount Date Feminders ¥ Order Reviewed / Approved by Traffic Directar

v Order Reviewed / Approved by Accounting Dept.

Tzn Mews Spongaor ;I

Contact Manager / Account date Reminders
You can view the date specific Reminders for the displayed customer. See section 9.07 for a discussion of
the date-specific reminders.

Order Review/ Approval before Loqgging

This option allows you to permit Account Reps [salesmen] to enter their own orders in NL, but the orders will
not run until the required level of review/approval is obtained. If order review is required in NL program
options [see section 2.01 of this manual] the review check boxes will be visible on the memo tab of the order
entry screen. If the logged-on user is one of the user types that can review orders [see section 2.03 of this
manual], the review check boxes will be available for that user to click to show they have reviewed the order.

Note: If the Require User Login checkbox (on the User Permissions tab) is not checked, no review or
approval is required even if you set a required review and approval in program options!

Finding Orders Awaiting Review/Approval
All broadcast orders awaiting review/approval have their order status set to INBOX and the status can be
changed to OK only after all required reviews/approvals have been obtained. HOLD and INBOX status
orders are never logged! When a log is generated, a warning is generated if any broadcast order(s) that
would otherwise run on that log are on HOLD or INBOX status.

The user-types who review and approve orders can quickly find orders awaiting review in
[Traffic][Broadcast Order Browser] by selecting InBox Orders in the View Orders box. The user can
open the broadcast order and on the Memo tab click next to their user-type to indicate their approval of the
order and it will disappear from their InBox. After the last required approval, NL will automatically set the
order status to OK and it will be available to log.
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3.07 Broadcast Order Entry - Schedule

Orders are accessed through the NL main menu under the [Traffic][Broadcast Order Browser] or from an
open Customer Account screen Orders tab.

The Schedule tab displays the Order-Lines that actually schedule the broadcasts. There is no limit to how
many Order-Lines may be attached on an order.

&l Order: 0002-001 American Mational Bank [American Mational Bank]
File  Print Schedule Tools Help

&~ o ] B 7 2 v
Frevious Order|  Mest Order Caonfirmatian Froduction Help Cancel Cloze
General T Ihvaice Instiuctions T T Approvals ¢ Memos ]

—Broadcast Schedules

Add OrderLine | Edit Oider Line | Delete Order Line |

0600 AM - 07:00 Pk

-
4| | 3

a

You can use the [Add Order Line] button to create add a new schedule line. NOTE: If you highlight an
existing order line before clicking this button, the default values for the new order line will match the
values of the highlighted line. That way if you have to enter a bunch of similar lines, you don't have to
reenter the same information over and over. Just highlight the line to be copied, click [Add Order Line]
and make any changes applicable to the new order line.

You can use the [Edit Order Line] button (or double-click the item) to view/edit the highlighted Order
Line.

You can use the [Delete Order Line] button to delete a piece of copy. Warning: You will not be permitted
to delete any Order Line if it has logged 1 or more items since all logged items must be attached to an
Order Line. If this is the case, and you want to the Order Line to stop running, change the Order Line end
date.

Beginning on the next page of this manual is detailed information about how to schedule items for broadcast.
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3.07 Broadcast Order Line Entry

Orders are accessed through the NL main menu under the [Traffic][Broadcast Order Browser] or from an
open Customer Account screen Orders tab. The Schedule tab displays the order lines that actually
schedule the broadcasts. Click [New Order Line] or [Edit Order Line] to open the scheduling screen.

il Order Line 0002-001.01 [American National Bank]

— Date Range in which thiz Order-Line runs _ Cost Per Broadcast
ITuesda_l,l, September 02, 2003 j thrul"»-'-.-"ednesday, December 31, 2003 j Staton Tost <
Runs| 4l vweeks =] 02-DEMO-FM 10,00

— Time Range allowed for thiz Order-Line
| 1:00:00 PM x|tafios00r =]

|f dezired time iz not lizted in the driopdown bos, tepe the time in normal tme format.

— #t Broadcasts-per-day in the specified Date/Time Range
ton Tue YWwied Thu Fri Sat Sun  Per'week

[ H Ep Hy Ey Y Ny Hy B

— Order-Line Details

Length / Tupe |:3E| j I CA - Commercial Announcement j
DezcriptionMote ISpl:uns':urship j
Aail T_l,lpel M5  Mews Sponzorship j
Pasition I UnResticted j hd
Freemption Levelm =M on-Preemptible  9="emw Preemptible | :
— CopylD to be Played H
IEIEII]EI - Anenican Wational Bank 30 94/03-TFM Change | S ave
Date Range

On the Order-Line entry screen, this tells Natural Log the start and end date for the items scheduled on that
order line. These Order-Line dates must fall within the run dates entered on the "General tab" of the Order

itself. See order entry-general tab.

Runs

On the Order-Line entry screen, this field has multiple uses but is most commonly set to All Weeks. This
means this order line will run the # Broadcasts per Day as specified for each weekday [see below] between
the order line Start date and End date. However additional uses can arise in complex scheduling situations.

= Alternating Weeks
= Specified Weeks

= Link=>

= Filler Only

See Order-Lines advanced scheduling options in section 3.08 of this manual.
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3.07 Broadcast Order Line Entry (cont)

Time Range

On the Order-Line entry screen, you most commonly tell Natural Log the start time and end time within which
the item on that Order-Line must be scheduled. You can enter a time range in your local time format. If the
desired time is not one of the predefined times, just type the time in the box in local time format. You may
also select 1 of your user-defined Time Classes [if used]. See Section 2.17 for a discussion of Time Classes.

Important Note regarding Time Range: NL will assume it can schedule items anytime within the
specified time range. NL will attempt to rotate an item through all allowed hours but may not be able to
do so depending on how full your log is with higher priority and/or more time-restricted items. This
means you cannot assume NL will schedule an equal number of items within any subset of the time
range. That is, if you schedule an item to run 6A to 7P, it will be logged within that time range but NL
may not schedule an equal number of items 6A-10A, 10A-3P and 3P-7P. For example, if your log is full
with higher priority items that must run between 6A-10A, an item scheduled 6A-7P would likely not
appear in 6A-10A. To force some items to appear in specific dayparts, you must schedule them that
way. In this case schedule some items specifically 6A-10A, some 10A-3P and some 3P-7P.

# Broadcasts per Day in the Specified Date/Time Range
This tells NL how many of item(s) to be scheduled from that Order-Line. This can be specified in 2 ways. You
cannot mix these methods on the same Order-Line.

= Normal Scheduling Recommended method! Specify the actual number to run in the Spots-per-day box
for each weekday. Leave blank in any day in which nothing is to run. Specifying the actual number to run
is the preferred method and gives best control.

= Spots-Per-Week Scheduling Some stations enter the Order-Line to specify how many spots per week
to run but let NL decide how to distribute them within the allowed days. This is done by placing an X in
the Spots-per-day box for any day the spots may run and then specifying the number to run per week in
the Per-Week box. This also allows Front-Loading.

Length / Type

On the Order-Line entry screen, this specifies the length [ formatted as :ss or mm:ss or hh:mm:ss] of the item
being scheduled. If the desired length is not one of the default values in the dropdown box, type it in. Log
type describes the type of event being scheduled. Some automation systems (such as Scott Studios and
MediaTouch) use this LogType as their audiocut "Categories".

CA  Commercial Announcement

CM  Commercial Matter

COM Commercial

CP  Commercial Program [Note: This CP type will block out all Template Avails and anything
scheduled within its start and end time on any day it is scheduled.]

= CPN Commercial Pgm Non-Exclusive

= FCC FCC Announcement

= MAC Macro [see section 3.09 of this manual for a discussion of macros]

= NLC Non-Log Charge Item [Note: This does not place anything on the log but passes the specified
charge invisibly through the log to the invoice. This might be used for production or talent fees.]

POL Political Announcement

PRO Promotional Announcement

PSA Public Service Announcement

SPA Station Promo Announcement

UW  UnderWriting Anouncement
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3.07 Broadcast Order Line Entry (cont)

Description / Note

On the Order-Line entry screen, this specifies how the item will be shown on the log and on invoices. Default
values that can be selected from the dropdown box are listed below. If the default values do not meet your
needs, you can also type in anything you want as the description / note.

During order line entry, if you include the word LIVE or CALL-IN in the description field, the item is treated as
a live spot or call-in spot. See logging options in section 2.04 to enable or disable this protection.

= Adjacency

= BillBoard

= Bonus

= Call-In

= Extra

= Intro

= Live-Spot
= Make-Good
= No-Charge
= Other

=  Outro

=  Program

=  Promo

= Remote

= Simulcast
= Sponsorship

= Spot
=  TradeOut
Avail-Type

On the Order-Line entry screen, this tells NL to put ordered items only into avail slots whose Log Template
Avail-Type matches the Broadcast Order Avail-Type. Normally the Avail-Type in both NL Log Templates
and Broadcast Order Lines should be Unrestricted! This means any item from the Broadcast Order can
be logged into any avail slot within the order line's time window. The only time you use Avail-Types is when
you want to force a particular customer's item into a particular avail slot or to reserve an avail slot for a
particular type of ordered item [such as a program sponsorship or adjacency]. In That case the same Avail-
Type must be entered on both the Log template and the Broadcast Order. See Avail-Types on Log

Templates.

Position
On the Order-Line entry screen, this tells NL if the item being scheduled must be placed in a particular
position within a commercial break. Normally this should be to UnRestricted. Choices are:

= UnRestricted [defauli]

= Last in Commercial Break

=  First in Commercial Break

=  First OR Last in Commercial Break
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3.07 Broadcast Order Line Entry (cont)

Preemption Level

On the Order-Line entry screen, this lets NL know how important it is for the item to be logged. If you are
oversold and NL cannot schedule all ordered items, it needs to know what items to log first and what items
can be bumped if needed. ltems with Preemption level 0 are logged first, then preemption level 2, then 3, and
so on. Less important items should have inferior preemption levels (7,8,9) so they get bumped. More
important items should have superior preemption levels (0,1,etc.) so they are more certain to be logged. ANY
items not logged are always placed in the log's Bump-ltem file regardless of their preemption level.

CopylID to be Played

On the Order entry screen, this tells NL what specific CopylD to tell your announcer or automation system to
play when this Order-Line is scheduled. If using automation, this CopylD is simply the audiocut identifier in
the automation system. When you click the [Change] button you will get a screen on which you can select an
existing CopylID for this customer or create a new CopylD.

This CopylD can be Normal Copy, Packet, Rotator, or Copy Schedule. See Copy Manager in Chapter 4 for
more detailed Copy information and examples.

Cost per Broadcast

On the Order entry screen, this tells NL what to charge for each item scheduled from this Order-Line. Each
station on which the Order runs should be assigned a cost (0.00 is OK) Note: This entry is not used if Level
Package or Variable Package is selected on the Order - Invoice Instructions tab.

Natural Log User Manual Page 3-27



3.08 - Complex Scheduling

Alternating Week and Specified Week Scheduling

On the Order-Line entry screen, the Run field has multiple uses but is most commonly set to All Weeks.
However additional uses can arise in complex scheduling situations described below.

il Order Line 0002-001.01 [American National Bank]

— Date Range in which thiz Order-Line runs _ Cost Per Broadcast
ITuesda_l,l, September 02, 2003 j thrul"»-'-.-"ednesday, December 31, 2003 j Staton Tost <
Runz| Al wWeeks j 02-DEMO-Fi 10.00 =
: Ewery Jth Wik, -
- Time (£ ey 10th ik

1:00:0] Ervery 17t Wik

| Every 12th Wik, . .
IFEES Every 13th Wk i tirme in normal time: farmat,
—# Bro Specified s Time Range
Filler Dl
Man| Link=3Hs Football-01 a4t sun - Per'week

IJI1JI1JI1JI1JI1JI || -

— Order-Line Details

Length / Type |:3E| j I Ca - Commercial Announcement j
DezcriptionMote ISpl:uns':urship j
Aail T_l,lpel M5  Mews Sponzorship j
Puosition I UnResticted j hd
Freemption Leyvel H =M on-Preemptible  9="emw Preemptible | :
— CopylD to be Played H w K
IEIEII]EI - Anenican Wational Bank 30 94/03-TFM ml S ave Help Cancel

Order-Line Runs Alternating Weeks
On the Order-Line entry screen, the Run field may be set to every 2nd week through every 13th week in
the Runs field to turn the Order-Line on only for the weeks desired in an alternating fashion.

Alternating Weeks Example If you have 2 Order-Lines that alternate, you could set them up starting 1
week apart and have each alternate every 2nd week. When line 1 runs, line 2 is off, and when line 2
runs, line 1 is off.

Order-Line Runs Specified Weeks

On the Order-Line entry screen, the Run field may be set to Specified Weeks you can then list the exact
weeks you want the Order-Line to run. The specified weeks must be within the run dates of the Order (see
Order Entry-General tab) and the date range of the Order-Line.

Specified Weeks Example Assume you have an Order-Line that extends for a whole year but does
not run every week in that year. Select Specified Weeks and you will see an [Edit Specified
Weeks] button that you can use to set the weeks.

Continued next page
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3.08 - Complex Scheduling (cont)

Specifying Filler Material to Auto-Fill Network Breaks

On the Order-Line entry screen, the Run field may be set to Filler-Only. This is used when you are running
programming from a satellite for other network and you need to specify filler items to be used fill Mandatory
or If-Used commercial breaks to exact length if you don't have enough paid spots. You can add these as
bonus spots on selected paid orders or you may enter separate orders to run PSA',s, promos, etc. as filler
material. These items are not counted on Order Confirmations because until a log is generated, NL has no
way to know how many items it will schedule to fill any unfilled breaks.

Q Filler ltems are logged only after all non-filler items are logged [or attempted to be logged and are
bumped due to rule violations].

Q This only applies to breaks with |f-Used Fill-Code and at least 1 regular item logged in the break or
Mandatory Fill-Code whether or not any spots are already logged.

O The number of spots per day on the Order-Line is treated as the maximum number of items that can be
scheduled from the Order-Line as filler for that day.

O If NL does not need the item(s) to fill a commercial break, this Order-Line is not used and nothing from
this Order-Line is ever listed in the bumped items list for the log.

0 NL will never open a new break and log only filler items in the break unless the break is Mandatory.

Linking an Order-Line to a Special Event Template

On the Order-Line entry screen, the Run field may be set to Link=> followed by the nhame of the Special
Event Template to which the Order-Line is to be linked. This allows you to use the Runs field to link this
Order-Line to a Special Event Template [see definition in glossary] so the order line will run only when that
Special Event Template is scheduled using Special Event Scheduling subject to any Run Dates restrictions
on the Order Line. This means you don't have to change all orders that run within that Special Event
Template if a Special Event is canceled or changed. Note: You must have created an empty Special Event
Template (even if it is simply an empty template) before you can link to that template.

Link to Special Event Example Assume you have an Order-Line that runs only within the HS
Footbal-01 special event shown above. You could link this Order Line to that special event, and this
Order Line will only run when that special event is scheduled

Also See creating a Special Event Template in section 4.02 and scheduling Special Event Templates in
section 3.10.

Warning:

See discussion of Special Considerations when linking an
Order-Line to a Special Event on the next page!
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3.08 Complex Scheduling Options (cont)

Special Considerations When Linking an Order-Line to a Special Event
This is an advanced function of NL and should be used with caution! Also see creating a Special Event
Template in section 4.02 and scheduling Special Event Templates in section 3.10.

il Order Line 0002-001.04 [American National Bank]
— Date Range in which thiz Order-Line runs — Cost Per Broadcast
ITuesda_l,l, September 02, 2003 j thrul"»-'-.-"ednesday, December 31, 2003 j Sraton Toet A
Runs [ 02-DEMO-FM 10.00( )
— Time Range allowed for thiz Order-Line
12:00:00 AM =] ta[11:5353PM  v| Mew Time Class |
|f dezired time iz not lizted in the driopdown bos, tepe the time in normal tme format.
— #t Broadcasts-per-day in the specified Date/Time Range
Mo Tue Wed Thu Fri Sat Sun  Per'week
I =N Efh = =Eh BN =N ENE  E
— Order-Line Details
Length / Tupe |:3E| j I CA - Commercial Announcement j
DezcriptionMote ISpl:uns':urship j
Aail T_l,lpel M5  Mews Sponzorship j
Pasition I UnRestricted j -~
Freemption Leyvel H =M on-Preemptible  9="emw Preemptible | :
— CopylD to be Played H 7 )
IEIEII]EI - Anenican Wational Bank 30 94/03-TFM Change | S ave Help Cancel
Run Dates

NL does consider the run dates on the Order Line.
Example: If you have a customer that only wants to sponsor the Special Event for a month, say 01/01/03
through 01/31/03. Anytime the Special Event runs within the period 01/01/03 through 01/31/03, the linked
Order Line will also run. After 01/31/03, even if the Special Event runs, the linked Order Line will not run.

Run Times
NL ignores the RunTimes on any order line linked to a Special Event, but we highly recommend you enter the
runtimes as 12:00:00 AM to 11:59:59 PM on any linked order line.

# Per Day

Be sure you put the number of spots to be run for ALL days of the week so NL will know how many spots
should run when that Special Event runs. If you put 0 under a day that the Special Event runs, no items will
be scheduled because NL does not know how many spots to run.

Example: If 2 spots are to run in a ball game, put 2 as the number of spots for every day of the week.

Other Restrictions
All other restrictions (such as Avail Type Restrictions) apply to linked order lines.
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3.08 Complex Scheduling Options (cont)

Spots-Per-Week Spot Scheduling and Normal Spot Scheduling

Normal Scheduling Defined
When entering an order most stations tell NL how many spots to run per day within each date/time period.
This is Normal Scheduling.

Spots-Per-Week Scheduling Defined

Some stations enter the order line to specify how many spots per week to run but let NL decide how to
distribute them within the allowed days. This is done by placing an X in the Spots per day box for any day the
spots may run and specifying the total number of spots per week. In the example below NL is told to run 6
spots per week with the number per day randomly selected within the days Wed-Thu-Fri. Unless you use
Front-Loading, each day will have an equal probability of being selected.

This is an advanced function of NL and should be used with caution.

il Order Line 0002-003.01 [American National Bank]
— Date Range in which thiz Order-Line runs — Cost Per Broadcast
IM-::nu:Ia_l,l, September 03, 2003 j thrul"»-'-.-"ednesday, December 31, 2003 j Sraton Toet A
Flunsl.-ﬁ-.ll Weeks j 01-DEMO-AM 5.79 :
— Time Range allowed for thiz Order-Line
|:00:00 b4 x|t fioocooaM =]
|f dezired time iz not lizted in the driopdown bos, tepe the time in normal tme format.
— #t Broadcasts-per-day in the specified Date/Time Range
Mo Tue Wed Thu Fri Sat Sun Per'week
< =< =k = =k = =] =l =
llow Front Loading ™
— Order-Line Details
Length / Type |:3E| j I Ca - Commercial Announcement j
DezcriptionMote |S|:u:|t j
Avail Type I IR estricted j
Pasition I UnRestricted j -~
Freemption Leyvel H =M on-Preemptible  9="emw Preemptible | !
— CopylD to be Played H 7 )
IEIEII]EI - Anenican Wational Bank 30 94/03-TFM Change | S ave Help Cancel

Allow Front Loading on Order Line

If you use Spots-Per-Week Scheduling on an Order Line, specifying the number of spots per week by putting
X in the days they can run, you will also be offered the option of whether to allow Front-Loading for that order
line. This should NOT be checked except if you are using front-loading. See Front-Loading discussion on the
next page. Not checking this box gives each day an equal probability of being used.
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3.08 Complex Scheduling Options (cont)

Front-Loading Spot Schedules
This is an advanced function of NL and should be used with caution.

Most stations do not use Front-Loading so you may skip this section. Front-Loading ONLY applies to Spots-
Per-Week Schedules described on the previous page, if you specify the number of spots per day on your
order lines, this does not apply to you.

Front Loading Defined

Some stations enter order lines as Spots-Per-Week Schedules specifying how many spots per week to run
but letting NL decide how to distribute them within the allowed days. Some stations also want to force more
spots to be scheduled early in the week, when the load is lighter, so more time will be available later in the
week when orders requiring specific days usually run. This is Front-Loading and it only applies to Spots-Per-
Week Schedules. If you specify the number of spots per day, this does not apply to you.

Allow Front Loading on Order Line

If you use Spots-Per-Week Scheduling on an Order Line, specifying the number of spots per week by putting
X in the days they can run, you will also be offered the option of whether to allow Front-Loading for that order
line. See Order Line entry.

il Order Line 0002-003.01 [American National Bank]

— Date Range in which thiz Order-Line runs _ Cost Per Broadcast
IM-::nu:Ia_l,l, September 03, 2003 j thrul"»-'-.-"ednesday, December 31, 2003 j Staton ot =]
Runs| 4l vweeks =] 07-DEMO-&M 5,75

— Time Range allowed for thiz Order-Line
|:00:00 b4 x|t fioocooaM =]

|f dezired time iz not lizted in the driopdown bos, tepe the time in normal tme format.

— #t Broadcasts-per-day in the specified Date/Time Range
ton Tue YWwied Thu Fri Sat Sun Per'week

< Hg= Hp> Hp: g By Hy Hy N

Allows Front Loading v

— Order-Line Details
Length / Tupe |:3E| j I CA - Commercial Announcement j

DezcriptionMote |S|:u:|t

[
[

Al Tope I IInR estricted

Pozition I InRestricted j Ll
Freemption Level |1 "I O=Mon-Preemptible  9=em Preemptible | !
— CopylD to be Played H w K7

IEIEII]EI - Anenican Wational Bank 30 94/03-TFM

Save Help Cancel

Continued on next page
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3.08 Complex Scheduling Options (cont)

Day Weights for Front-Loading Spots-Per-Week Schedules

The amount of Front-Load weighting is set by the user in [Setup][Administrator Controls][Program
Options].

il Sample Program Options

Program Options T Finance Charges ]

—Data Options
Prampt far EXTERMAL D ata Backup After IF‘1 vI Dravs without a Backup

Do automatic INTERMAL Data BackUp IDaiI_I,I j

K.eep Broadzast Orders for |5 | Yearz after expiration
K.eep Logs far |2 | Years after Broadcast

F.eep AR Tranzactions for |5 | Years after clozing

—HRegquired Review f Approvals BEFORE an Order may be Logged

W Sales Manager [~ Traffic Directar [T Accounting Manager
[T Only Reviewers mayp revise Order after review / approval
[~ Prohibit news Order entry after Credit Limit iz exceeded

— Day Weights for Front-Loading B andom-Type Schedules [If Used]
kan Tue Wied Thu Fri Sat Sun

[+50%  =|[+50% =|{Nomal x]|s0% =]|50% =||Nomal x|[Nomal =]

— Mizcellaneous

Adobe Acrobat POF Printer Diriver IEnaI:-Ieu:I j ?
Automatically Dizplay D aily Beminders on Startup ¥ Help
Show on-screen help when mouse iz held over an itemn v

Calendar Toaol Dizplay Tepe IEaIendar kanith j Chce

If you do not use Front-Loading, these Day Weights 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 Spots-Per-Week schedule) will be scheduled on a given day.

Front-Loading Example
Assume you have a Spots-Per-Week type schedule to play 2 spots Mon-Fri. Normally each day Mon-Fri

would have an equal chance of being scheduled in a given week. Using front loading you can force certain
days to have a higher or lower chance of being used.

If you set Mon and Tue to +50% and Thu and Fri to -50%, when NL decides (randomly) what days to use,
it will give 50% more probability to Mon and Tue and 50% less probability to Thu and Fri. With a large
number of Spots-Per-Week schedules, you'd expect to see about 50% more spots on Mon/Tue and 50%
less spots on Thu/Fri (as compared to normal). This is a probabilistic weight NOT absolute!
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3.09 Macros

This is an advanced function of NL, not normally needed by most users and should
be used with caution.

Macros Overview

In NL a macro does not refer to any "Macros" you may use in your automation. For automation macros, see
the section of the NL manual dealing with your specific automation system. In NL, a macro is simply a "multi-
event" order line whose events must be scheduled together. This is useful if you sell a customer 2 or more
items that need to be scheduled together.

Q Macro examples are shown in section 3.09.01 of this manual.
O Logging rules followed by NL when placing macros is covered in section 3.09.02 of this manual.
O Methods of scheduling macros are described in section 3.09.03.

Avail Types and Macros

You can specify different avail types for each item in a macro. NL always matches avail types between each
macro item and avail slots on your log template. This allows you to have automation commands, text, and
even other avails (if the avail type does not match the macro item's avail type) skipped by the macro if you set
your macro avail types and log templates properly. For example, you can create an avail type restriction for
the opener billboard of the news and a separate avail type restriction for the news sponsor spot itself and they
will be logged correctly even if there are lines of text or unrestricted avails intervening.

Position Restrictions and Macros

You can specify the position restriction for a macro order line.

= UnRestricted [default]

= Last in Commercial Break - The last item in the macro must be last event in the break.

= First in Commercial Break- The first item in the macro must be first event in the break.

= First OR Last in Commercial Break - If the macro is logged first in the break, its first item must be first
event in the break. If the macro is logged last in the break, its last item must be the last event in the
break.

Effects of Macros on Reports

When you schedule a macro, the allocation of the total line cost for each item in the macro does affect
reports.

O Each item in a macro is counted as a "spot" with the specified allocation % of the line cost on Order
Rates reports [see section 9.12] unless you check the Do NOT Show This Iltem on Customer Invoices
checkbox on the macro item edit screen [see section 3.09.03].

Each item in a macro is counted as a "unit" for your inventory reports when you report by units.

Any reports filtered by avail type or length filter based on the length and avail type of each individual item
in a macro, not the total length of the macro.

There are several examples of the proper use of macros on the next pages.
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3.09.01 Macro Examples

Opener/Closer Example Suppose you sell a news sponsorship along with an opener and closer billboards.
You could enter a macro order line with 3 items, the opener billboard with an avail type of NO (for news
opener) plus the news spot with avail type NS (for news sponsor), then the closer with an avail type of NC.
You may use any avail type letters you desire (to prevent non-sponsors from getting these avail slots) but the
avail types must match between the order line and the log template. In your log templates you would create a
break like the following:

sl Log Templates
File Edit Toolz Help

[ - bt = e @ & 7 e
Mew Template|  Inzert Line Delete Line Edit Line Inzert Break | Single Aeyvail Frint Help Cloze
Station Log Template Type Log Template Name Log Hour
|DEMO2M =] [MomalDalylog =] [Monday =l |otooru =]
Ergnt Scheduled Time |Ewent Description Length Awail Restriction Fill Friority | Fill Code Source ;I
1302 1:05:00 P “ Commercial Break 5:30(MD Mews Opener Lacal
1303 1007 Local Mews Segment 1 200
1304 ** News Sponzar M5  Mews Sponzorzhip Local
1305 #1002 Lozal Mews Segment 2 200 |
1306 = ML Mews Clazer Local  [=]
4| | 3

On the order line you'd enter a macro as follows:

im. Order Line 0002-0001.01 Macro  [American Mational Bank]
2 e Cost : -
CopylD Description Allosation Byail Type — Append |tem
1009 - Hews Opener Amencal wz Opener 0%[MO K T
2 {0009 - Amernican Mational Ban| 60 Mews Sponzorship 0 %NS Mews Sponzsorzhip Inzert |kem
3 (1010 - Hews Cloger - Americal| 115 Mews Closer 0%|MC Mews Cloger
Edit Item
Delete ltem
Frint M acro
Help
“ | | v Cloze
Examples continued on next page.
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3.09.01 Macro Examples (cont)

Tag-Rotator Example Suppose your customer wants to run a piece of copy with rotating tags. You could do
this without using macros by recording the main copylD plus each tag as individual pieces of copy and
scheduling the copy/tag combined items as a copy rotator. This is the easiest way to rotate tags.

If instead you wanted to record the main copy only once and the individual tags by themselves, you could use
macros to combine them together during log generation. You'd enter a 2-item macro order line with the
CopylD of the main spot as one item in the macro, and the copylD of a copy rotator containing the tags to be
rotated as the second item in the macro. Whatever you use as description will appear on the log and
invoice/affidavit.

im. Order Line 0035-0002.01 Macro  [Ehrig Bros. Ag Products]
D ezcription Ayail Type
1100 - Ehrig Bros. &g Product | :55 Spot 7| UnR esticted
2 |R1100 - Ehrig Bros. Ag Prodw|:05 Tag UnR estricted Inzert |kem
Edit Item
Delete ltem
Frint M acro
Help
“ | | v Cloze

Examples continued on next page.
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3.09.01 Macro Examples (cont)

Book-Ends Example Suppose you sell a customer book-ends, allowing them to split their spot and have
part run at the top of the break and the remainder run at then end of the break. You could enter a 2-item

macro order line with the order line position restriction set to book-ends.

s Order Line 0158-001_11 [Ferrell Gas Co.]
—Date Range in which thiz Order-Line runs — Coszt Per Broadcast
ISaturda_l,l, September 06, 2003 j thrul Saturday, September 20, 2003 j Staton Toat "
Hunsl.&.ll Weeks j 01-DEMO-AM 15.EIEI:
— Time Range allowed for thiz Order-Line
|7:00:00 &M Tlto|30000aM =]
|f dezired time iz not lizted in the driopdown bos, tepe the time in normal tme format.
— # Broadcasztz-per-day in the specified Date/Time Range———————————
ko Tue Wied Thu Fri Sat Sun  Per'week
' ' Ey EY By By EHy Hy- H
— Order-Line Detailz
Length ¢ Type I:EEI j I AL - Macmo j
bacro Sequence | 1 |1105 - Ferell Gas 1=t Part |:45 BookEnd 1zt Spat -
: 2 [1106 - Ferrell Gas 2nd Part |:15 Bookend 2nd Spot
Edit kMacro I -
Pasiion [Book-Ends [ A
Preemption Lewvel |2 "I O=Mon-Preemptible  9=emy Preemptible | :
— CopylD to be Played H 7 M)
I’“‘" See Macro lbems for Individual CopylD's = [Ehanme | S ave Help Cancel

The 2 items in the macro would be the portion of the spot to run first, then the portion to run last in the break.
The description can be anything you want. You don't need to use the word 'bookend' in the description, but
whatever you use as the description will appear on the log and invoice/affidavit.

. Order Line 0158-001.11 Macro
CopylD

1105 - Ferrell Gas 13t Part

[Ferrell Gaz Co._]

Cost

Dezcription Allocation

45 BookEnd 1st Spot

2 |1106 - Ferell Gaz 2nd Part |15 Bookend 2nd Spot 0

I

Aall Type

100 % | UnR estricted
IInR estricted

Append [tem
Inzert e
Edit Item
Delete Item

Print b acro

Help

Cloge
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3.09.02 NL Macro Logging Rules

This is an advanced function of NL and should be used with caution.

When NL sees a macro is scheduled on an order line [that is, MAC is the LogType], it follws a specific
sequence of rules to properly log the macro.

A macro is always completely logged or completely unlogged by
the NL log generator. It will never log only a portion of a macro!

O NL starts at the top of the macro and runs all normal tests to see if the first item can be logged. These
tests include position restrictions, product separation, customer and order separations, time windows,
position, and avail types (if specified).

O Once the first item in the macro passes all tests for an avail slot, NL then continues down the macro list
and tests to see if the remaining macro items can be logged into the same break. NL does no testing on
these subsequent macro items except for avail type testing (if specified) and time window testing. This
continues until the macro is completely tested.

O When testing the 2nd and subsequent macro items, NL finds the next avail slot in the same break that
satisfies the avail type restriction and time window for each macro item. It will skip avail slots for which
the avail type does not match the avail type of the macro item. If there is not an avail in the same break
matching the avail type for the macro item, NL does not log anything from that macro in that break and
starts over testing the first macro item in the next break.

O Once NL is satisfied that the entire macro can be scheduled within the break, it then logs the macro
items into the avail slots.

Q If the entire macro cannot be logged into the break due to lack of avail slots with matching avail types, NL
moves on to the next break and tests it.

Also see

Macro Overview in section 3.09

Macro Examples in section 3.09.01

Scheduling Macros on Order Lines in section 3.09.03
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3.09.03 Scheduling Macros on Orders

This is an advanced function of NL and should be used with caution.

To schedule a macro order line in NL, during order line entry select MAC - Macro as the LogType.

il Order Line 0002-001.01 [American National Bank]
—Date Range in which thiz Order-Line runs — Cost Per Broadcast
[Tuesday, September 30,2003 =] thiu| TFN = — Cot [a
Hunsl.ﬁ.ll Weeks j Uz-DEMO-FM 10.00 =
— T'ime Range allowed for thiz Order-Line
| 1:00:00 PM M TR
IF dezired time iz not zted in the dropdown box, type the bime in normal tme format.
— # Broadcasztz-per-day in the specified D ate/Time RBange
ton Tue YWwied Thu Fri Sat Sun  Per'week
[ = = =R =R = B EE
— Order-Line Details
Length / Tupe I'I:SEI j I MAC - Macro j
bacro Sequence | 1 |1003 - Mews Opener - Ame|:15 Mews Opener :l
— _| 2 (0009 - American M ational B|:B0 Mews Sponzorzhip
311010 - News Clozer - Amen |15 News Cloger -
Pozition I UnRestricted j Ll
Freemption Level |'| "I D=Mor-Freemptible  9=emy Preemptible | 4
— CopylD to be Played H ® W)
I’“‘" See Macro ltemsz for Individual CopylD's == [Efrange | S ave Help Cancel

Then click the [Edit Macro] button to view and edit the macro events to be scheduled together for that one
order line.

im. Order Line 0002-001.01 Macro  [Amernican Mational Bank]
2 e Cost : -
CopylD Description Allosation Byail Type — Append |tem
1003 - Mews Operner - Americ.| 15 Mews Opener 0%[WNO Mews Opener
2 {0009 - American Mational Ban| 60 5ponzorship 100 % | NS Mews Sponzarzhip Inzert |kem
3 (1010 - Hews Cloger - Americal| 115 Mews Closer 0%|MC Mews Cloger
Edit Item
Delete ltem
Frint M acro
Help
“ | | v Cloze
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3.09.03 Scheduling Macros on Orders

. 0002-0001_.01 Macro Item 1 M=l E3

— Details

Length / Type j I Ca - Commercial Announcement 7

Drezcription l:ntelN ewg Dpener

L L L

Avvail TJr'F'E’I Mews Sponzorship M5

— Copy or Hotator to Play Seve
1009 - Mews Opener Amencan Mational Bank :15 94403 Change |

— Cost Allocation Help
% of tatal OrderLine cost to charge to this item on [nvoice IEI & 'I

Do MOT show this iterm on Custarner [nvolces [ Cloze

For each item in the macro, you specify:

= Length of the item

= LogType of the item

=  |tem description/note

= Avail Type restrictions

= CopylD

=  Cost Allocation

See section 3.07 for a description of these entries which are identical to the entries for a normal order line.

Cost Allocation

For Per-Broadcast billable orders, you need to tell NL how to allocate the total order line cost between the
individual items in the macro. Most often 100% of the cost is charged to one of the items and 0% to the rest
of the item(s) in the macro, but the choice is yours. The total allocation % for all items in the macro must
equal 100%.

Do NOT Show This Item on Customer Invoices

Only on items for which you show 0% cost allocation you can also check this box to prevent this logged item
from appearing on the customer's invoice. This is useful for scheduling automation commands or other
items linked to the spots that you don't want the customer to see on their invoice.

Also see

Macro Overview in section 3.09

Macro Examples in section 3.09.01

Rules Used by NL when Logging Macros in section 3.09.02
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3.10 Scheduling Special Event Templates

Special Event templates are special Log Templates useful for those stations that run programming that often
changes times and days, such as sports programming. These Special Event templates have the same
formatting as regular Log Templates but they apply to less than a full day and may be scheduled to replace
the regular Log template on any given date and time. During the period these special templates are
scheduled, the regular Log Template for a day is not used. Order-Lines may be linked to the Special Event
Template [see Complex Scheduling Options in section 3.08 of this manual] so the order line runs anytime the
special event is scheduled.

Scheduling Special Event Templates

From the NL main menu select [Traffic] you may select the [Special Events Scheduler] function. You can
select the station and date range to display. Each station has its own Special Events Schedule. Be sure the
date range includes the correct dates.

NOTE: NL allows scheduling a Special Events Template to start at a time [and with a length] that
causes it to continue past 11:59:59 PM. However the "past midnight" events will appear after the
11PM hour in the log for the date on which in Special Event began. This MAY create unwanted
results in an automation system, particularly if there are any "timed events" in the template that
occur past midnight.

sl Special Events Scheduler

File Edit Help
0] = bt & ¥ ~/
Add Event | Edit Event | Delste Event Print Lizt Help Cloze
[DEMO-2M | [Friday, August 01, 2003 7| | Sunday, Dctober 26, 2003 7] Sort|Scheduled Date/Time ¥
Fun Date Start Time pecial Event Template
Fri 9/26/03 6:00:00 PM |Hz Football-01 03:00:00
Fri 104303 E:00:00 P |Hz Foaotbal-01 030000
Fri 10410403 E:00:00 Pk |Hz Foaothal-01 03:00:00
=
4 | 3

Click the [Add Event] button to add a new event to the schedule. Click [Edit Event] to change an existing
event. You will need to provide the date and time and then name of the Special Event Template to use.

m. Special Events Scheduler Hi=] E3

Save

Ewent to Schedulel Hsz Football-01 j Cancel

Note: You must have created an empty Special Event Template (even if it is simply an empty template)
before you can schedule that template. See creating a Special Event Template.
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3.11 Insert Network Spots on Log

This section of the Natural Log System is useful for those stations that have one or more satellite networks
and must run network spots either live or as make-goods. This section allows you to enter lists of network
spots to be logged. This can only be done before the log is generated. When NL generates the log for
that day, it automatically inserts these spots on the log. Also, if you entered the product codes for the network
spots (this is optional), NL will protect your local spots from competing network spots.

Opening the Network Spot Loqg for a Date

From the NL main menu select [Traffic] you may select the [Network Spots] function. You can select the
station and date to display. Each station has its own network logs. NL will scan the log template for the
selected date and will generate a log with only the network avails from that log template. (If you previously
made a "special" log template for the date specified, it will use this special template, not the regular log
template for the day of the week.)

Note: This section of the system looks for commercial avails on your log templates designated with a
source of Network. It will not insert local spots in these network avails nor will it insert network spots
in your local avails. See Log Templates before you try to use this Network Spots section the first time.

4l Schedule Hetwork Spots Run Live and/or MakeGoods

File Edit Help
& (1 7 o
Frint List Metwork Affidavit Help Cloze
[DEMD-2M || Tuesday, December 21,2004 7]
[EventlD | Time [ CopylD  [Desciiption [Length]Log Type|  ProductCode  [Metwork Affidavit Mote -
o011 121700 Ak | 0018 Southern Auto 30 0 Hone Live-Feed —
0029 [12:37:00 AM D111 Warm Beds Hospital 5 0 Hone Make-Good

no3a 12:53:00 A
mmnm 1:17.00 Ak
mza 1:37.00 AW
n3a 1:53:00 A
021 217.00 AW
0223 2:37.00 AW
0233 25300 AW
M 31700 AK
0323 33700 AW
0333 35200 AW
04 4:17.00 AM
0423 4:37.00 A
0433 4:53:00 AW
051 517.00 AW
0523 5:37.00 &M
0533 20300 AM

]
-

Continued on next page
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3.11 Insert Network Spots on Log (cont)

Entering the Network Spots

The easiest way to enter network spots is to create "copy" for each network spot in your NL Copy Manager.
Then all you need do is type the CopylD in the Network spot file and NL will fill in the description and length.
Enter LIVE in the Network Affidavit Note column if the spot runs live from the network and no local audio
needs to be run. When generating the actual station log, NL will assume all avail lines with no CopylD are
unused and will leave them blank on the log too.

Entering the same Network Spot on Multiple Lines

If the same Network Spot runs multiple times in the same day, NL allows you to simultaneously enter that
spot on multiple lines in the Network Spot log. Select all lines to which the same spot is to be inserted by
using [Ctrl][Left-Click] to select and highlight the lines. The click [Edit[Mass Insert] from the menu. You
can specify the item to be inserted into all highlighted lines at one time.

im. Masz Changer M=l E3

Thiz Ingerts a spot into ALL [Selected] rows in the Metwork,
Spot Log.  [ChIF[Click] ar [Shift-Click] to select multiple rows
from the Metwork Log for changes,  [Selected] records
appear highlighted in the Mebwork, Log.

CopylD |1234
Dezcription |Sears M etwark, Spot
Length Iﬂ
LogType I CA - Commercial Announcement j
Produc tCade [ 10 - Clothing =l
Metwork Affidavit Mote |

Apply Change | Cancel |

Printing a Network Affidavit

Later, after the log is generated (and reconciled/corrected, if necessary), you may use the [[Traffic][Network
Spots][Network Affidavit] function to get a printout of the network spots which ran on the log for a period of
dates. This will help you in filling out the network affidavits of performance.
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3.12 Bulk Contracts

Bulk Contracts are not normally needed to run NL. NL Bulk Contracts are used only to track customer's
fulfilment of an agreement to buy a certain number of spots within a given period.

O In NL, these bulk contracts do not actually schedule any spots.
O Spots are only scheduled from broadcast orders

Entering / Editing Bulk Contracts

To enter a Bulk Contract, open the customers account in [Traffic][Customer Browser], then click the
[Orders] menu and select [Bulk Contracts]. All Bulk Contracts for that customer will be listed. You can open
an existing contract to edit it or enter a new contract.

il Bulk Contract BODOOOT

Cusztomer — Total Contract Committment

I 0002 - American Mational Bank j Total Contract Broadzasts IUJ':'E'
Conhact Dates Tatal Contract Cost: I?,EEIEI.DEI

[wednesday, January 01,2003 =] thiu [\wednesday, December 31,2003 =] | Bull Conracts do HOT schedule bosdeasts Broadeadts
are OMLY scheduled by Ordersl Contracts allaw waow ta

Bulk Cortract Description track fullfillment of commitments to purchaze a minirmun
Ihmerican Mational Bank Eulk Anmwal Commitment nurmber of broadcastz in a given period with multiple orders.
Orders Aszsigned to this Bulk Cantract
OrderlD Stations Product Order Tope E stimate/PO# Status =
0002-001 American Mational Bank 5 430403 - TFM
0002-003 DEMO-AM American Mational Bank, Spot 941403 -11/30/03 Ok |
0002-004 DEMO-AM American Mational Bank Spot 9/6/03 - 5/30/04 Ok
-
| | 3

= 7 0

Save Help Cancel

When you open an existing Bulk Contract, all orders assigned to that contract will be listed on-screen.
For each bulk contract you must enter:

=  Customer

=  Start Date

= End Date

= Total ## of Broadcasts contracted
= Cost of Broadcasts contracted
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3.12 Bulk Contracts (cont)

Applying Orders to Bulk Contracts

When entering actual broadcast orders that apply to a Bulk Contract, simply attach the broadcast order to the
Bulk Contract by clicking the [Assign] button to the right of the bulk contract dropdown box on the order entry
screen. Select the customer and bulk contract ID, then click the [Apply Order to Selected Contract] button.

You can apply an order from one customer to the Bulk Contract of another customer in situations in which
you allow more than one customer to share a bulk.

4 Order: D002-001 American Mational Bank [American Mational Bank]
File  Print Schedule Toolz Help

&

Previous Order

MHext Order

(3

Confirmation

P

Froduction

¥

Cloze

?|n

Help Cancel

1

Invoice Instuctions T Schedule T Approvals ¢ Memos

]

—Runs on Station(s) —— - General Order Instructions

|| DEMO-4M
[v] DEMO-Fi

All

Mohe

Order Statusl Ok "I

Run Dates| Tuesday, September 30, 2003 =] thiu [ TFN

Froduct sdvertized I.-’-'«merican Mational Bank

Order TypeISth

Part af Bulk. Eontracth ane

Revenue Typel C Cazh Spotz

Protect Product] I 03 - Banks

Protect F'raduct2| 00 - Hone

Finimurn Separation |3|:I "l Minutez between Broadcasts from this Order

Account Rep I 03 - Delfino Garcia

Bulk Contracts Fulfillment Reports

You can generate a Bulk Contract Fulfillment report at any time showing how many spots have been ordered
or invoiced toward fulfilling the contract. See reports in Chapter 9 of this manual.
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