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Natural Log Description and
Specifications

Thank you for selecting the Natural Log traffic-Logging-billing system for radio broadcasters! Before
installing Natural Log for Windows, please read the Software License Agreemetinstallation and use of the system
Natural Log constitutes your agreement to be bound by the terms of this software license.

Natural Log System Description
The Natural Log system allows the user to perform the functions needed to log and bill for advertising in a radio
station:

Create log template$o described where commercial avails occur

Enter broadcast ordemas they are placed by advertisers

Create daily commercial loggrom log templates and broadcast orders

Convert the logs to the proper format for importation by your automation system
Create invoices/affidavitfrom the commercial logs

Post payments and track accounts receivable

Create user-configured reports

T I o I B D D

For a detailed description of the process of using Natural Log, please see Quick-Start Guide
If you are using Natural Log LITE, see Natural Log LITE limitations

Computer System Requirements
This is to be considered the minimum acceptable system for running Natural Log for Windows at an acceptable
speed. Faster machines will give better performance.

Any Windows Computer capable of efficiently running Windows 7 or 8

A hard drive with at least 10 gigabytes of free space

Windows 7 or Windows 8 only

USB-Drive or other backup device for data backups.

If running on a Local-Area-Network 100mbps minimum is recommended for acceptable performance.

P
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Getting Started

This section includes a fAQuick Start

solutions, connecting to a remote database server and Natural Log Setup.

Gui deo, instal

Getting Help

The following support and training options are offered to users of Natural Log. Natural Log LITE users see
Natural Log LITE Help

Built-In Help

Your first source for help with Natural Log is this built-in help file. This help file may be accessed from any screen
in Natural Log by clicking [Help][Natural Log Help]. You may look up topics in the [Contents], use the key-word
[Index], or use the [Find] function to search the entire help file for specific words.

E‘)

- & 5

Hide Back  Pint  Options

Conterts | Indexx | Search

System Description
@ Getting Started
[7] NL-Help Table of Contents
@ System Setup
@ Customers Accounts
@ Broadcast Orders
@ Copy Manager
@ Log Templates

NL-Help Table of Contents

Quick links to topics are shown below. For more detailed searches type the
search terms in the box to the left.

System Setup
Customer Accounts

Broadcast Orders

@ Creating @ New Log
@ Biling Generator
@ Accourts Recsivable
@ Reports
@ Interfacing to Automation
@ Utities
@ Matural Log Definitions
@ Natural Log LITE Limitations
@ Matural End-User License Agreer

>

Log templates

Commercial logs
Convert logs for your automation system

Billing / Invoices [/ affidavits
Payments Credits and Accounts Receivable

Reports

If you are using Natural Log LITE, see Natural Log LITE limitations

Built-In User Manual
The printable and searchable user manual may be accessed from the main Natural Log screen by clicking
[Help][Print User Manual].
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Telephone Help

For registered and licensed users of Natural Log with a support package who have specific questions about
Natural Log for which you cannot find the answer in the help file or user manual, call 210.349.5808 from 8AM to
5PM Central time (USA) Monday through Friday. For 1 year from the purchase date, this telephone support is
free but you pay long distance charges. After the first year telephone support is only offered on an annual
subscription basis. Telephone help does not include extended training sessions. [See below.]

e-Mail Assistance
Registered users with paid support can get e-Mail help for minor issues at support@nat-soft.com

Natural Log Website Support
Registered and licensed users should visit www.nat-soft.com/NLoften for a list of reported problems with
Natural Log and free download of any software patches to fix these problems.

Software Training
Initial startup training is not considered part of "software support”. The software includes a printable user
manual and extensive indexed help file. Pre-recorded training class videos and demonstration videos are
also available for self-guided instruction at the TRAINING link at www.nat-soft.com. Purchasers may elect to
pay for enrollment in an online training class at the prevailing tuition rate if available. Online training classes are
conducted through a virtual classroom connection requiring a high-speed Internet connection. These training classes
are scheduled as deemed appropriate.
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Installing Natural Log

Your software license for Natural Log permits you to install the software on one computer. Unless you have
purchased a multi-user license, installation on additional computers is a violation of your license agreement. If you
have purchased the multi-user / multi-station license for Natural Log, you may install the software on any
computers on a single Local-Area-Network at one physical location. Click herefor a complete text of the Natural
Log End-User License Agreement. Installing Natural Log on your computer constitutes your acceptance of
the terms of the Natural Log End-User License Agreement.

Installation

Natural Log is packaged in an automatic installer program that can be easily run by any user who has Windows
Administrator permissions. To install and activate Natural Log, the user must be a Windows Administrator. After
Natural Log is installed and activated any standard Windows user can run Natural Log.

After Natural Log is installed, it will start up in full-function evaluation mode that allows users to try the program
before buying it. After purchase the software must be activated so it no longer runs in evaluation mode. See
Register & Activate Natural Log

> Natural Log

Natural
Thiz Unregistered Copy of the Matural Log software will
hat aperate beyand a B0 day evaluation period. Yau LD
have B0 days remaining. g

[f you already own the program proceed to [REGISTER /
JHLOCK SOFTWARE] buttan below. To purchasze a Canfiirue i el Mak
copy contact Matural Broadcast Systems Inc. at
210.349.5808 [USA] ar reqister@nat-zoft. com.

) ) i Connect as *WorkStation to Matural Log Server
Changing the system clock ar reinstalling a fresh’ copy

will not pralong it ugeful life.
Register / Activate Matural Log on thiz Computer
Thiz camputer program remaing the praperty of the
publisher and iz protected by copyright law and
international treaties. E st

To use NL in evaluation mode, click [Continue Evaluation] on the NL startup screen. This will allow all functions
of Natural Log to be used for a period of 60 days without an unlocking key. After this 60-day evaluation period,
Natural Log will require registration and a software key. This evaluation period allows users to try the program
before purchasing a license to use it.

Note: there is a small demo warning on printed invoices that prevents their use for billing until the program is paid
for. If you have purchased a license for Natural Log, you should click [Register/Activate Now] immediately upon
installation to activate your free technical support.

Convert database from Natural Log 8
Convert database from Natural Log DOS
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Activation of Natural Log

After Natural Log is installed, it will start up in full-function evaluation mode that allows users to try the program
before buying it. After purchase the software must be activated to stop running in evaluation mode.

> Natural Log x|

Natural
Thiz Urregiztered Copy of the Matural Log zoftware will
not operate beyond a 60 day evaluation penod. vou LDg
have B3 dayz remaining.

[f wou already own the program proceed to [REGISTER /
JHLOCE SOFTWARE] buttan belaw. Ta purchaze a
copy contact Matural Broadzast Syateme.lnc. at
210.349.5803 [USA] or register@nat-soft. com.

Continue in Evaluation kMode

] ] i Connect az "WorkStation to Matural Log Server
Changing the system clock or reinstalling a fresh’ copy

vl ot prolong its uzeful life.
Reqister / Activate Matural Log an thiz Computer
Thiz computer program remains the property of the
publizher and iz protected by copynght law and
international treaties. E xit

After you clicklReqgister / Activate Nowlyou must answefYES]Jf the prompt shown below is displayed by
Windows.

%) Do you want to allow the following program to make
=~ changes to this computer?

V pv.,u)lgnw\_\n'c NBS Re guster

NOS Verified publisher: Natural Broadcast Systems, Inc.

File origin Hard drrve on this computer

v ) Show detals ves

See:
Register & Activate a Network Workstation for a Meliser version of Natural Log
Reqister & Activate Stanrdlone or Network Server copy of Natural Log using Online Activation
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Register & Activate Stand-Alone Computer:

1. Click [Register /Activate Natural Log on this Computer]. Note: To register and activate Natural Log
the user must have Windows Administrator privileges. Administrator privileges are not required to
normally run NL, they are only required to activate NL.

2. Fillin the required registration information as shown below.

e Matural Log 9 Activation / Registration - O

STEP 1: Enter Hegizstrant Information [Items marked * are required]
our Mame [max 25 characterz] * Mancy
Company Mame [max 25 characters] * HES
Street Address 10431 Gulfdale
Citp/State/ZipCode * San Antonio, T 78216

Phone Mumber * 210-243-5308 Fax
e-mail Address * nancy@nat-zoft. com
Saoftware License fee paid to Matural Broadeast Systerns W

M atherboard 10 JAOF9RW1.CHYOE32E705Z] CFU BFEBFBFFO003064A9

STEP 2: Activate Product

Cormnplete the information above and enter the Product Activation Code pou received at purchasze then [Activate OMNLIME Mow]

Product Activation Code * [f MO Intermet docess Click HERE
MLS-031 63-9K 2Ca-FO4E G| Activate OMLIME Mow

Cancel

3. Enter the Product Activation Code provided when you purchased the software license. Click [Activate
ONLINE Now].

4. This online activation process requires internet access to validate this activation code. If you do not have
internet access from this machine click the If NO Internet Access Click Here link on the registration
screen and click Requet Offline Activation Export File. This will create a text file named NL9_Register.txt
containing your registration information which you will need to attach to an e-mail to: register@nat-
soft.com. Once you receive the validation code back, you can enter the code and click on [Activate
OFFLINE Now].

Also sedRegister & Activate a Network Workstation for a Meliser version of Natural Log

6 1 Getting Started Natural Log Radio Traffic-Billing System User Manual



Register & Activate a Network Workstation for a multi-user network
version of Natural Log:
1. Click [Connect as Workstation to Natural Log Server]. Note: To register and activate Natural Log the

user must have Windows Administrator privileges. Administrator privileges are not required to normally run
NL, they are only required to activate NL.

2. Select the Database Server and click [Connect to Shared Database Server]. If the Data Server is not
shown, you can click Refresh the List.

B3 Connect to MNatural Server [for Shared Data] = =

Shared Data Servers Available on this Wetwark

LaRASMATURALSERVER
MAMNCYWIND W SEANATURALSERYER

SERVERWNATURALSERVER Connect to SHARED Databaze Server

Cancel

Biefresh the List

3. You do not need to enter any registrant information. This data is read from the NL server.

4. Once a valid connection is established to your server this workstation copy of NL will run as long as it is
connected to that network server. You can click the Natural Log icon to open the program.

Matural Log Connected to server “

Matural Log configured as WORKSTATION

Click the Matural Log icon on the desktop to begin

5. NOTE: If you receive an error stating Expired-Token you will need to verify Natural Server is running and
try again. Your IT person may need to assist you with this.
EXPIRED-TOKEN on SERVER\NATURALSERVER E

@@y SERVER\MATURALSERVER may not be running.
L7 The keys on that server are not being refreshed.

Verify Matural Server is running on SERVERA\NATURALSERVER and try
again
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Also seeReqister & Activate Standlone or Network Server copy of Natural Log using Online Activation
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Quick-Start Guide

This describes a very abbreviated Quick-Startup process to quickly generate a usable Music Log and does not
even begin to describe the many functions and controls of Natural Log. Those are described in detail in other
parts of this help file and the printable User Manual from [Help] [Print User Manual].

This Quick-Start Guide assumes you have successfully installed the system and have Natural Log started to its
main screen. To quickly get Natural Log operating, from the Natural Log main screen click:

¢

Create an NL Database When you first start Natural Log, if you have not created an initial NL Database, you
will need to create one using [File] [New Station]. Simply assign the database a unique name [usually the
station call sign].

Enter Station Setup Information Click [Setup][Administrator Controls] [Station Settings] to enter station
information and automation setup information, if needed. This is also where you can create your Invoice and
Statement formats, return addresses, etc. as well as set default values for data entry. See NL Setup

Create Log Templates Click [Logs] [Daily Log Templates] to setup your initial Log templates. If you don't
set up initial daily log templates (to tell NL where you want commercial breaks and avails to occur when NL
creates your daily logs), your first log will be empty! See Log Templates

Enter Customers and Orders Click [Traffic] [Customer Browser] to view your customer list and to enter
new Customers and Orders. See Customer Entryand Order Entry

Create Logs Click [Logs] [New] to create a new commercial log for a day. After it is created using your Log
template for that day and the Orders you have entered, it will be displayed in the Log Editor for you to edit if
needed. You can [Print] the log or do a [Log Conversion] in the Log Editor to create an Automation Log in
the proper format to send to your automation system. See Commercial Logs

Billing At the end of the month, use [Billing][Broadcast Invoices] to create your invoices and affidavits. In
the Billing module you first need to select the month to be billed, then click [Charge Logs] to be sure all logs
are charged for the period being billed. NL cannot bill for an item on a log until that log is charged. Any
invoices ready to be billed will show an Invoice# of Ready. You can review and correct any invoices that are
incorrect before finalizing them. When you click [Final Invoices] all ready invoices will be finalized, printed,
and moved to accounts receivable.

Accounts Receivable You may enter payments and adjustments through the [Accounts Receivable]
module form the main NL menu. You can also edit existing invoices and reissue corrected invoices. After all
transactionbs for the month are complete you can use [End-of-Month Closing] to close that month to
prevent anyone from changing anything after-the-fact.

Accounts Receivable You may enter payments and adjustments through the [Accounts Receivable]
module form the main NL menu. You can also edit existing invoices and reissue corrected invoices.
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¢ Reports The NL report section allows you to print numerous reports such as invoiced sales, payments, aged
AR balances useful for your accountant. These reports can be exported in delimited format for importation
into any spreadsheet or database program.

¢ End-of-Month Closing After all transactions for the month are complete and you have the reports you need,
you can use [End-of-Month Closing] to close that month to prevent anyone from changing anything after-
the-fact.

¢ Data Backup Click [Data] [Backup] to backup your data often to multiple media and locations, daily if
possible, so if your computer crashes or there is a natural disaster or fire, you will not have to manually reload
all your data. Due to wide range of computer systems in use, the existence of malevolent computer viruses,
and the fact that no hardware is completely fail-safe, the Natural Log developers make no warranty of any
kind that your data won't be corrupted or lost. Do regular data backups to multiple media and
locations! This is your only protection against data loss.
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Common Problems and Solutions

This is alist of the most common problems encountered during initial Natural Log setup.

PROBLEM An NL9 system |icensed as a LAN workstat i-Aren-
Network NL9 key server NBS_Server on server: [server-name]

POSSIBLE CAUSES This indicates [1] the machine hosting NBS_Server is not online or running, [2]
NBS_Server cannot talk through the firewall on the server

SOLUTION Your Network Administrator must correct the issue to allow on your workstation and/or server to open
TCP/IP port 56106 so NBS_Server can communicate to the workstation.

PROBLEM Windows 7 and Windows 8 users operating across a network may get an error that the database
could not be opened because someone else had it open for exclusive use or you need permission to open it.

POSSIBLE CAUSES This indicates that Natural Log cannot find or open the specified database. This can also
be caused if your "user permission” settings in Windows are not sufficient to open the file for full read/write access
or the server requires a Network Password to access the resource on which the Natural Log database is stored.
This data location is usually the \ProgramData \Natural Software\Natural Log\Data folder.

SOLUTION Your Network Administrator must correct the issue to allow the database file to be opened.

Users of NL on must also have "full Read-Write" Windows permission for the Natural Log DATA folder and all its

subfolders. The default data storage folder is usually C:\ProgramData\Natural Software\Natural Log\Data. In all

cases the data folder in which NL looks for its data may be changed by the NL end user as described Connecting
a multiuser NL to a shared database

PROBLEM You get a completely blank log.

POSSIBLE CAUSES This indicates that Natural Log cannot find a Log Template to use for that day or you have
no broadcast orders running that day.

SOLUTION Check your daily Log Template for that day to be sure you have commercial avails. If a valid template
with avails has been created clocks are assigned, be sure you have at least one broadcast order scheduled for
that date.

PROBLEM You get a large number of bumped items when your log is generated.
POSSIBLE CAUSES This indicates that Natural Log cannot find an Avail slot for that item.

SOLUTIONS This problem indicates that one or more of the following is happening:
A There is no avail in that item scheduling time window
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There are avails in the item scheduling time window but their Avail Typesdon't match the order Avail
Type.

The Required Spot Separation on the Customer Account or Order is too large and there are other items
from the same customer or order nearby on the same log.

There is an item with a conflicting Product Codecheduled too close on the log.

> >

>

In the Log Editor, look under [Tools][Log TroubleShooter] to see the errors encountered by the log generator
as it generated that day's log.

PROBLEM Slow operation.

POSSIBLE CAUSES This is inherent in a Windows system as compared to a DOS system or may be a symptom
of a background Windows process suing too much CPU time:

1. Virus
2. An anti-virus program scanning your machine
3. An Aonline backupodo system such as backing up

SOLUTION We recommend you always run a high-quality up-to-date anti-virus program and set you background
scanning and online backups to run when you are not actively using your computer.
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Database Setup Considerations

Natur al Log uses a Microsoft AccessE database f.THee t o
network version of Natural Log uses a MS-SQL database file to hold all of its data. Within each single database

you can add as many stations as your copy of Natural Log is licensed to create. Although the vast majority of
situations will require a single NL database with multiple stations created inside it, Natural Log also allows you to

have completely separate NL databases.

WARNING if you decide to use separate NL databases: NOTHING can be shared between separate NL
databases. Each NL database is completely self-contained. This means you cannot share customer accounts,
broadcast orders, log templates, or any setup information between different NL databases. You also cannot run
reports within NL that combine data from separate NL databases.Carefully consider the options below
because once you decide how to structure your NL database it cannot be changed!

Using a single NL database with multiple stations

This is by far the most common situation in which all stations for which you are doing traffic, logs, and billing are
co-located and share a common customer list. Within a single NL database, you create 2 or more stations using
[Setup][Administrator Controls][Station Settings/Documents].

The customer list is shared within the NL database.

You can enter a broadcast order once and assign it run on 1 or multiple stations.

Each station has its own log templates, logs, and invoices. Combined account statements can be printed for
all stations or for individually for each station.

All stations use a common shared copy manager list.

Reports can be generated for each station individually or combined for all stations.

All stations data is backed-up in one back-up process.

D

o I I

Using multiple NL databases with multiple stations

This is not very common but is allowed by NL is situations in which you want to keep the stations completely
separate. This might be the case if you do logs for stations at a central location for stations in distant towns that
would not have the same customer list. You can create a single NL database for each station [File][New Natural
Log Database]. You can then switch between the NL databases using [File][Open Natural Log Database].

The customer list is not shared between separate NL databases.

You cannot enter a single broadcast order and have it run on multiple stations.

Each station has its own log templates, logs, and invoices. Combined account statements cannot be printed
for all stations.

Each station has its own copy manager list.

Reports can be generated for only each individual station, not combined for all stations.

Each NL database for each station must be separately backed-up during separate data backup processes.

o I

B

Carefully consider the above options because once you decide how to structure your NL database it
cannot be changed!

Also see
Connecting a mukuser NL to a shared database
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Connecting NL on a workstation to a shared Natural Log
Database across a LAN

This section ONLY applies to users of the multi-user / multi-station version of Natural Log. Natural Log must be
installed on each workstation that will access a central shared NL database. The actual database will reside on 1
iservero computer i n -usereanviranment yod valllusaly have the database onl atcéntral
server (or in a peer-to-peer network the database may be located on any one machine) and each workstation will
simply access this common database across the LAN.

These users must have "full Read-Write" Windows permission for the Natural Log DATA folder and all its
subfolders. This data folder is usually set to \ProgramData\Natural Software \Natural Log\Data on a local machine
or the WShared Documents or \Public Users folder on a server or shared machine but the data location may be
specified as any convenient SHARED location by the end user as described below.

After Natural Log is installed on the workstation, the technician installing NL should start Natural Log and set the
default database path as follows.
¢ Click [File][Open]. The Connect to Natural Server window will appear.

i Connect to Natural Server [for Shared Datal = =

Shared Data Servers Available on thiz Mebwork,

LARAY S MNATURALSERVER
HAMHCYWIMNDOWSEWNATURALSERYER

SERWVERMNATURALSERVER Connect to SHARED Databaze Server

| Cancel |

Refrezh the List

¢ Select the NaturalServer and click [Connect to SHARED Database Server]

> Open Natural Log 9 Database n \
‘ Data Location

Data Server  SERVERANATLIRALSERVER Maodify

Data Folder \\SERVERANATURALSERVER_Sharsd\Natural Log 950 atal

Select an Existing Natural Log Database

| NBS2_5aL Opin
Sample_S0OL

~= 0R -=- Enter a UNIQUE NAME to areate a new Natural Log database
[ | o

DataBaze Language English v
< 0R -+ Import database from another Natural Log Version
Import Data from Natural Log 8 Import Data fom Natural Log DOS Help
Cancel

.c; Select the specific database file and click [Open] to connect to the database folder.
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After you make this initial connection to the database, Natural Log will remember the database location so the
workstation user will not have to go through this process each time they start NL. If the workstation user clicks
[File][Open] NL will default to that database location and they can select any database at that location.
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Converting from Older Versions of Natural Log

To use your existing Natural Log data in Natural Log 9 it must be converted into the new database format used in
Natural Log 9

Converting from Natural Log 8 to Natural Log 9

To use your existing Natural Log 8 data in Natural Log 9 it must be converted into the new database format used
in Natural Log 9

A From the Natural Log for Windows Main Screen, click [Data][Database Utilities][Convert from NLDos]

MLE Databasze to be Converted Browse

C:AProgramb atatM atural SoftwareMatural Log 340 atahSample. HLD

Save Converted MLA D atabaze Az
Sample

Start Conversian Cancel

>

Next to NL8 Database to be Converted, click [Browse] to find the Natural Log 8 database file. This will be
located in whatever folder you specified in NL8 to hold your NL8 databases.

>

You can select the same name or a new name for the NL9 database.

>

Then click [Start Conversion] to begin the conversion of the Natural Log 8 database into your new Natural
Log 9 format.

See Changes from Natural Log 8 to Natural Log 9
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Changes from Natural Log 8 to Natural Log 9

New database format The database drivers have been updated to a more modern version to improve speed
and security. The new database format is not compatible with NL8 so a database conversion is necessary. See
Convert database from Natural Log 8

Software Installation and Updates

¢ Newer Installer package fully compatible with Windows 8

¢ Newer fAquick patchd technology to allow smaller faste]

¢ NL now can receive automatic notifications of software patches and updates and user can install them with
the click of a button. [End user can turn off these updates].

¢ NL can now receive messages from NL support regarding software issues. [End user can turn off these
massages]

¢ Internal software components have been updated to latest versions to work with Windows 8.

¢ New PDF writer compatible with Windows 8.

¢ Instant Online software registration and activation. Users no longer need to submit a request and wait for a
key to be returned by software support.

Customers
¢ Abiltytoadduser-d ef i ned O centg fiewsdthedCastomers data table.
¢ Customer History will now print lines in same color as displayed on screen

Broadcast orders
e-Order online order entry system is available [by subscription].

Option to sort Order-Lines in order display by LinelD or date or other columns.

Option to sort Order-Lines on printed Order Confirmations by LinelD or start date.

Option to include Revenue Type on Order Confirmations.

Ability to Mass-change all Order-Line data fields. User can apply these mass changes to any selected Order-
Lines on the order.

During new order entry, the end date will now automatically update to the start date if start date is after
current end date. Same for start time and end time. This makes new order entry faster with less scrolling
through end dates and end times.

¢ Option to automati cal
¢ Option to automati cal

O 0 O 00

L)

based

t 0
based on

60t her Discou
it

l'y apply n
l'y apply o6Trade Cred 0

Copy Manager

¢ Abiltytoadduserrdef i ned 6customd data entry fields to the Cop
¢ Ability to easily duplicate a Copy item [such as rotators or packets]
¢ Ability to rename a Copy item [change ités Copyl D aft
¢ When editing a delecaallkoe[Node]to eheck ar uneheck all options.
¢ New Copy window now automatically steps through customers as you type a letter to quickly find a customer
to assign the copy to without having to manually scroll through list.
Logs
¢ Ability to create new logs by clicking [Next] in Log Editor if the next log is not yet created.
¢ In Log Editor product code conflicts now show up in color coded as warning similar to scheduled time errors.
¢ Color-coded avail breaks to designate breaks that are good, over-filled, or under-filled.
¢ Automatic observation of Daylight Savings Time to co
backo.
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Billing

¢ Pre-Billing is now available to generate summary invoices in advance for each month for those customers
whobilleach month in advance. Since ads haveno6ét run yet
does not include actual runti-Resd0 Lavercaeftan béemsea
to the original Pre-billing invoice showing actual runtimes without double-counting the items in A/R.

¢ Electronic notary stamp & signature images may now be inserted into Station Certification Text and Notary
Statement text portions of invoice/affidavits.

¢ CPE codes [Advertiser Code, Product Code, and Contract #] are fully supported for e-Invoicing as separate
data fields during order entry.

¢ Improved warnings during order entry to prevent errors in Co-Op invoices.

¢ Ability to export an invoice to MS Excel file. This requires MS Excel to be installed on the same computer on
which NL is installed.

¢ Can now print a OFile Copyd of all finali zed-Inioicevoi ces
clearinghouse.

¢ Samples of all invoice types are now displayed in the manual and help file.

¢ When printing Finalized invoices NL now warns how many invoices were not finalized but not printed and
need to be sent via e-invoicing.

¢ Ability to add a Aflat amounto as a fee on an invoice

¢ Non-Log-Charge items now post when invoice is generated rather than when the log for the scheduled date
is generated. Non-Log-Charges can now be scheduled to occur once-per-invoice.

¢ Invoices can be exported to Quickbooks.

Accounts Receivable
¢ Deposit slips (Quickbooks format only) can now be printed from the Accounts Receivable menu

Reports

¢ Users can define memorized report groups ands assign any memorized reports to these groups.

¢ Reports can be exported to MS Excel format with all formatting intact. This requires MS Access to be
available on the same computer on which NL is installed.

Reports can now be exported to XML formatted files.

Ability to restrict days-of-week on inventory reports.

Customer selection tab on reports can now be sorted by CustID or Sponsor name.

Duplex [2-sided printing] and color text printing now supported if your printer supports these methods.

Log Report can now sort by length

O 0O 00
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Converting from Natural Log for DOS to Natural Log 9

You can read the Natural Log for DOS database into your new Natural Log for Windows database format.

A From the Natural Log for Windows Main Screen, click [Data][Database Utilities][Convert from NL for

A

A

DOS]

Import from) C:5Traffich Browse

Import as D ataBase Name | Fawns

Import Text Options
Corvert text to Upper # Loweer Caze

K.eep text all UPPER Caze

Start Cancel

Next to the Import FileName Box, click [Browse] to find the Natural Log DOS File named Setup.STP. This
file will be located in the

\TRAFFIC\FILES folder for 1st copy of NL

\TRAFFIC2\FILES folder for 2nd copy of NL

\TRAFFIC3\FILES folder for 3rd copy of NL
When you find the Setup.STP file, click [Open].

Select a name for your Natural Log for Windows database.

Then click [Start] to begin the conversion of the Natural Log database into your new Natural Log for Windows
format.

See Changes from Natural Log DOS to Natural Log 8
See Changes from Natural Log 8 to Natural Log 9

Natural Log Radio Traffic-Billing System User Manual Getting Started 9 19



Changes from NL-DOS to Natural Log 8

Also see Changes from Natural Log 8 to Natural Log 9

Speed Windows-based programs are inherently slower than DOS programs. NL-Windows runs as efficiently
as any Windows-based program. If you are dissatisfied with the speed or operation, you must get a faster
computer and local-area-network [if operating across a network]. A 1.8 gHz computer is the absolute minimum for
reasonable speed. Windows processes running in the background can also slow operation.

Windows Graphical Interface Mouse-driven Windows Cut-and-Paste and Drag-and-Drop functions
are supported. Generally, right clicking on an item will cause a popup menu to appear allowing cut, copy and
pasting in text boxes.

Documents

¢ Order Confirmations, Production Orders, Logs, Invoices, and Statements are much more user-configurable.
You can select the print fonts and font size to be used for each document.

¢ NL Windows also allows you to print a graphic logo on Order Confirmations, Invoices, and Statements.

¢ All documents may be printed to any Windows-compatible printer or to an Adobe Acrobat PDF file for easy e-

mailing. Order confirmations, invoices, and statements can be e-mailed directly from NL [provided you have
appropriate e-mail functions available from the computer on which NL is installed.]

User Passwords

¢ Anunlimited number of users can be created each, with their own password.

¢ Each user can have full read-write access, read-only access [to allow viewing but not editing data], or can be
allowed or denied access to each section of NL.

¢ Users can be restricted to accessing accounts belonging to a specific account rep [salesman] so you can set
up your salespeople as users and restrict them to only accessing their accounts and broadcast orders and
also allow or deny them the right to edit the data. [See user permissiof}s

¢ You can also allow account reps to directly enter broadcast orders but require single or multiple levels of
station management and/or traffic director approval before the orders will be logged [see program options

Customers

¢ Anunlimited number of customers can now be maintained in NL.

¢ Customers may not be deleted but can have their account closed when no longer needed.

¢ Customers can be assigned to an agency. Agencies can be set up in NL so you only have to enter their
information once, then whenever you enter a new customer for that agency, the information is recalled so it
need not be reentered for each new sponsor for that agency.

¢ The NL administrator can set up default customer data values appropriate to their situation [see default

valueg.
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Broadcast Orders

¢

¢

An unlimited number of broadcast orders can now be saved in the NL system.

Old orders are no longer deleted until the holding period expires [as described in program optionfs After
orders have logged at least 1 item, they can no longer be deleted, you must change the end-date to stop
them from running.

Orders can now be linked to special events templates and automatically run only when the special event is
scheduled [see See linking an Order Line to a Special Event Temmatkscheduling special events templgtes

Automatic front-loading is now supported as described in frontloading Multiple-item macro scheduling [such
as program opener & sponsorship items linked together] is now supported as described in scheduling macros

You may now specify a required break position for an ordered item such as first-in-break, last-in-break, book-
ends, etc. as described in position

Order confirmations are viewed on-screen prior to printing. Bulk contracts may be entered to track the
customer's fulfillment of his long term buying commitment [see bulk contractk

The NL administrator can set up default broadcast order data values appropriate to their situation [see default

valueg.

You can allow account reps to directly enter broadcast orders but require multi-level management and/or
traffic director approval before the orders will be logged [see broadcast order revigw

Copy Manager

¢

In NL-DOS, each station had its own copy list. In NL-Windows, there is a single unified copy list available to
orders for any station(s). After data import from NL-DOS, you need to use non-duplicated CopylD's. When
NL-Windows imports copy data from a 2 station NL-DOS system, if it sees duplicated CopyID's, it appends a
special code to make the 2nd station's CopylD unique. This special code is automatically stripped out when
the log is sent to automation so there is no need to change your CopyID's in automation.

In NL-Windows, CopylD's must be unique but need not be numeric [though you need to comply with your
automation systernut number/name conventions]. The NL-DOS copy conversion table is no longer used so
users need to enter the CopylD exactly as it should appear for their automation system, including any letter
prefixes. NL will accept any combination of letters and/or numbers up to 20 characters may be used to
create a unique CopyID.

Copy scripts can be created in any Windows-based word processor, then copy-and-paste the script text into
the script window of the NL Copy Manager.

There are new types of copy such as CopySchedulesand Copy-Packetdo help users deal with complex copy
scheduling requirements.
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Logs

¢ Log formats are now called Log Templates in NL Windows. Program Blocks are now called Special-Events-
Templates and can be pre-scheduled so there is no need to copy them into log formats to use them [see
linking an Order Line to a Special Event Templabel Log Templates

¢ Individual Log Template line items, hours, or complete days can be copied from one Log Template and
mass-pasted into on or more other Log Templates.

¢ Drag-and-drop and cut-and-paste functions are available in the log editor. There is a user-configurable log
editor screen. [See log editol.

Billing

¢ Users can mass-charge multiple logs.

¢ Users can cancel, correct, and reissue invoices in the billing section as long as the billing period has not been
closed. Billing errors can be more easily investigated using the view-error-detail function on the main billing
screen.

¢ Electronic invoicingis supported for most popular e-Invocie clearinghouses for the broadcast industry. NL
can automatically e-mail invoices to customers in Adobe Acrobat PDF format.

¢ Invoices may be printed as they were in NL-DOS: detail, times-only, summary. NL Windows adds a new

times-rates invoice type.

Accounts Receivable

¢

¢

¢

One of the biggest changes with NL Windows is the ability to edit or delete and reenter payment and
adjustment transactions. NL-DOS required you to enter reversing entries if you discovered an error after a
payment or adjustment was processed. In NL Windows you can always delete, delete and reenter, or edit a
payment, adjustment, or invoice so long as the accounting period has not been closed [see endof-month

closing .

Account statements may now be printed in "Open-ltem' format or "Balance-Forward" format.

A minimum finance charge amount can be set to allow users to charge a flat late-fee even if small amounts
are owed. Users can also specify whether finance charges are compounded. Users can define the
description of the finance charge to be shown on the customers' account statement.

Finance charges are now posted and aged as separate invoices so the user can decide whether to post
payments to finance charges or invoices first [see program options finance charges
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Reports
¢ Allreports are viewed on-screen prior to being sent to the printer.

¢ All reports are user-configurable for sorting, grouping, subtotals, filtering, and columns to be displayed. After
you configure a report to your liking, you can memorize the settings under a unique report name and instantly
recall those report settings by selecting that report under memorized reports.

¢ All reports can be exported to text or delimited files for import into any other Windows program [such as
spreadsheet, database, etc.]. They can be printed any Windows printer or to Adobe Acrobat PDF files for
easy emailing.

¢ New reports include a Bulk-Contract-Fulfillment report, Log reports, and TaxDue reports. Some reports such
as the Rates Reports have been reconfigured to make them more usable.

¢ The reports section may also be used to print mailing labels and envelopes for customers.

Data Backup
The Natural Log for Windows data file is very large. It should not be backed up to floppy discs due to the large
number of discs needed and the consequential increased risk that 1 disc could go bad and cost you the entire

backup. We highly recommend you backuptoatape backup system, a ZipE disc,

burning program. See data backup

Screen Browsers

User-configurable screen browsers allow you to look up customer accounts, broadcast orders, and copy. The
customer edit screen brings together all information for that customer including unpaid items, broadcast orders,
and copy. See configuring screen browsers

Salesmen
In NL, station ad salesmen are referred to as Account Reps. Account Reps can not be deleted but can be set as
inactive when no longer needed. See account reps

Product Codes
In NL, users can create an unlimited number of product codes to protect similar products' spots from being logged
together.

Time Classes
In NL, users can create an unlimited number of time-classes.

Agencies

Agencies can be set up in NL so you only have to enter their information once, then whenever you enter a new
customer for that agency, the information is recalled so it need not be reentered for each new sponsor for that
agency.

Utilities

There is an on-screen calendar [under the tools menu] that can be displayed as calendar month or broadcast
month. Users can enter dated reminders that will pop up on the NL screen on a specific date. There is an activity
log for each user, customer account, broadcast order, log, and invoice that records the changes entered, the user
that made the changes, and the date/time of the change.
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Natural Log Help - Table of
Contents

Quick links to topics are shown below. For more detailed searches type the search terms in the box to the left.

System Setup
Customer Accounts

Broadcast Orders

Log templates

Commercial logs

Convert logs for your automation system
Billing / Invoices / affidavits

Payments Credits and Accounts Receivable

Reports

If you are using Natural Log LITE, see Natural Log LITE limitations
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System Setup

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

Administrator Controls Under this menu you may:

A Set program optionssuch as data base options such as data backup prompts, how long to data is saved,
finance charge & aging options, order review requirements, and other miscellaneous global program options.

A Setup and manage usersand their passwords and permissions

>

Setup stations including formatting of documents such as invoices and statements for each individual station
as well as the "Multi-Station" documents.

A Set default entry valuesand create custom data fielder Customer, Order, and Copy Manager data entry
screens.

Account Repdo setup Account Rep (salesmen) data and sales goals.

AgenciesTo setup Agencies if needed for customers who are buy through agencies

Avail-TypesTo setup Avail-Types to restrict avail usage for sponsorships and other specialized avails.
Product Code®efine conflicting product protections

Revenue SourceBefine Revenue Sources (such as Local Direct, Local Agency, National Agency, etc.) and how
they are handled by the Natural Log system.

Revenue TypeBefine Revenue Types (such as Cash, Trade, etc.) and how they are handled by the Natural Log
system.

Taxes & Feedf needed, you can define tax rates or flat fees to be charged [such as regulatory fee recovery] to be
applied to your invoices.

Time Classe®define Time Classes only for the few instances when they are needed. See detailed discussion
before creating time classes.
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Program Options

Also see

Posting Fimnce Charges
Finance Charges / Aging
Miscellaneous Options
NL Global

Natural Log's main program options are accessed from the main NL menu, click [Setup] [Administrator
Controls] [Program Options]. You can then set your preferences for Database Options, Finance Charges,
Miscellaneous Options and NL9 Global Options.

Databaze Optionz T Finance Charges / Aging T Mizcellaneous Options T ML Global Optionz

The options on this tab apply DMLY to the Sample databaze

Data Backup and Retention Options

Prompt for EXTERMAL Data Backup After Diays without & Backup

Do automatic INTERMAL Data BackUp

K.eep Broadzast Orders faor

Keep Logs for “earg after Broadcast
F.eep &/R Tranzactions for Wearz after clozing

Matural Log eOrder OnLine System

Database Access Code DataBase D elrder Server TimeZone  elrder Status

41540.5604. zample America/Chicago v

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

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

Natural Log publisher, developers and support technicians are not responsible for any data loss
resulting from your failure to have a good data backup or for any failure of the backup media. You
must do daily data backups to different locations / discs / removable drives in case you have any
problem with a backup, you always have another. Natural Log support CANNOT help you recover data
if you do not have a good recent data backup!
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Do Automatic INTERNAL Data Backup
NL will do an automatic INTERNAL data backup (during NL startup) if you select DAILY. This internal backup is
done to a folder on the NL computer. It is highly recommended you leave this set to DAILY.

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

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

Keep A/R Transactions for # Years

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

Natural Log eOrder Online System
This option allows you to test and connect to your eOrder Online system if you have subscribed to this service.
You can also set the time zone to be used by eOrder.

EOrder is an online order entry system allowing Account Reps to enter orders online from any internet connected
device. The local Traffic Director using NL9 can then easily download and import the eOrders into the NL9
database. This is a Subscription Service.
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Finance Charges / Aging Options

Also see

Posting Finance Charges
Database Options
Miscellaneous Options
NL Global Ogions

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

Databaze Options T {Finance Charges / Agi_n_qT Mizcellaneous Options T ML Glabal Options

The optionz on thiz tab apply OMLY to the Sample database

Accounts Receivable Aging

Thiz determines the column heading used to dizplay
aging on Account Statements

IN-Days

Late Fee / Finance Charge Options for thiz Database

Agzzess Late Fee or Finance Charges after an amount iz unpaid far

Type of Late Fee ar Finance Charge | Late Fee: Each Unpaid Invoice

Minimum Finanice Charge or Late Fee if azsessed [0 if Mo minimum)

Apply Customer's TaxRate [if any] to Late Fees / Finance Charges

Show on Statements az [Description] |Finance Charge

Fozt Finance Charges only to

Selected [Checked] Revenue Types Feastivals

Cazh

Chrigtmas Packages
Eagle Football Fkos
Finance Charges
Farm Show Sponsors
Mews Sponsors
Palitical

Rental Revenue

= =% "i"'\"i?"\ﬂ

Apply pavments FIRST ta Finance Charges [if any] THEM ta Invoices

Accounts Receivable Aging
This determines the column heading that displays aging on Account Statements. Options are Month (ie: Jan,
Feb,Mar, etc...) or 30 Day (ie: Current, 31-60,61-90, 91-120, etc...) .

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

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

NOTE:NLwillneveras s ess a Finance Charge or lLate Fee to any

you set a Minimum Finance Charge or Late Fee. The difference between Finance Charges and Late Fees is a
Late Fee is a flat amount assessed as a fee for late payment while Finance Charge is computed using an
interest rate multiplies by an unpaid balance.

Finance Charge: Average Daily Balance
Finance Charge: Minimum Daily Balance
Finance Charge: Ending Balance

Late Fee: Each Unpaid Invoice

Late Fee: Each Unpaid Station

Late Fee: Each Unpaid Account

P 2

For Finance Charges NL will assess the higher of:

1. The amount computed by multiplying the customer ds

2. The Minimum Finance Charge or Late Fee.

For Late Fees NL will assess based on the ending balance of each unpaid invoice. If you select Late Fee: Each
Unpaid Invoice the fee is charged once for each unpaid invoice. If you select Late Fee: Each Unpaid Station
and there is at least one unpaid invoice that station the late fee will be assessed for that station.

If you select Late Fee: Each Unpaid Account and there is at least one unpaid invoice that account the late fee
will be assessed for that account and allocated between multiple stations [if applicable] based on prorated portion
of total unpaid balance per station.

Minimum Finance Charge If Finance Charge is Imposed
The default is 0.00 but may be set to any currency amount. This is useful if you want to charge a flat late fee such
as $25 per account [or per unpaid invoice] rather than a % rate finance charge. To do this you:

Enter the flat amount to be charged in the Minimum Finance Charge entry.

You still must put a very small percentage [such as .01%)] in the Late Fee/Finance Chrg entry in each
Customer ds account thisiminimum féel be assessed

3.  When Finance Charges are assessed, if the computed amount based on the % rate for that customer is
less than the Minimum Finance Charge or Late Fee, the minimum is used. This means the minimum
effectively becomes a flat late fee per account. However if you select Late Fee: Each Unpaid Invoice
type this minimum amount will be charged on each unpaid invoice.

4. If the computed finance charge based on the % rate entered for that customer exceeds the Minimum
Finance Charge, the customer is charged the computed finance charge.

5. If you put 0% for a customer this minimum finance charge will not be applied to that customer.

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

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

Post Finance Charges Only to Selected [Checked] Revenue Types.

This allows you to exclude late fees on Trades or other Revenue TypesNote that posting finance charges to
revenue type F-Finance Charges has the effect of compounding finance charges. If you do not compound finance
charges, do not check revenue type F.
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Miscellaneous Options

Also see

Database Options
Finance Charges / Aging
NL Global Options

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

Databaze Options T Finance Charges / Aging T iMizcellaneous Dptions T ML Global Options

The optionz on thiz tab apply OMLY to the Sample database

Required Review / Approvals BEFORE an Order may be Logged

[ 5ales Manager Traffic Director [] &zcounting Manager

Only Reviewers may revise Order after review / approval

Prohibit new Order entry after Credit Limit iz exceeded

Day Weights for Front-Loading Bandom-Type Schedules [If Used]
Mon Tue Wed Thu Fri Sat Sun

Hormal |N|:|lma| V| |N|:|rma| V| |N0rma| V| |N|:|rma| V| |N|:|rma| V| |N|:|lma| W

Other Mizcellaneous Options
Dizplay D aily Reminders when Databaze Opens

Show on-zcreen help when mouze iz held over an item

Calendar Tool Dizplay Tupe Calendar Month
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Order Review / Approval before Logging

On the program options screen, this option allows you to permit Account Reps (salesmen) to enter their own
orders in NL, but they will not run until the required level of Review and Approval is obtained. The specified
UserTypemust be logged in to review and approve the order before it runs. The available options are:

Sales Manager

Traffic Director

Accounting Manager

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

A Prohibit new Order entry after Credit Limit is exceeded

I >

Note: If the [Require User Logln] checkbox (on the User Permissions tab) is not checked, no review or
approval is required even if you set a required review and approval here!

You may also set the following check boxes.

Day Weights for Front-Loading Random-Type Schedules

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

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

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

Calendar Tool Display Type
NL has a calendar tool that can be configured to display calendar montior broadcast month

Screen Display Theme
NL allows you to select whether you want your screen displayed in a Windows or Apple theme._D2HLink 117657
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NL Global Options

Also see

Database Options
Finance Charges / Aging
Miscellaneous Options

Databaze Options T Finance Charges / Aging T Mizcellaneous Ophions T ‘NL Global Options

The optionz on thiz tab apply to any databasze open in Matural Log

ML Global Ophions

Adobe Acrobat PDF Frinker Driver Enahled

The check bores below turn each global setting on or off. If checked, the function will be peformed DMLY
1.1 no ML uzer login 4 pazsword iz required --0F---
2. 1F an ML uzer iz logged in and that user's Permizsion iz ALLOW" far that function.

Uze Intemet Connection to Check for Matural Log Updates on on st Startlp each day

Download messages: from software publisher regarding Matural Log on st Startlp each day
[critical izsues, patches, improvements, etc]

Adobe Acrobat PDF Driver

This option allows you to specify if NL's PDF print driver is used. The default is Enabled which is required if you
want to use the PDF writer included with NL. The only time this would be set to Disabled is if you don't want to
use the PDF writer or NL cannot load the PDF print driver and issues error messages at startup.

Use Internet Connection to Check for Natural Log Updates
This option allows you to use your internet connection to automatically check for updates to Natural Log and
notify you when an update is available.

Download messages from software publisher
This option allows you to download messages from our website pertaining to program issues such as patches,
improvement or other issues.
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Users and Passwords

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

[ | Require User Logln Femember Last Uzer

IJzerMame IlzerFullM ame

baob Account Rep
Carl Account Rep
bl Account Rep
John John B Other

kyle Traffic Director
mar M anu Ginobill Account Rep
mnany kdary Keith ML_Administrator
ML_Adminiztrator ML_Administrator
Firu tim Account Rep

Edit Lzer
Permizsions

Delete Uszer Wiew Uszer Log

Require User LoglIn

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

Remember Last User

If you click|Require user Loglin], you also click [Remember Last User] to tell NL to remember the last user
logged in on each computer. This means the user won't have to type in their user name each time, but they still
must provide their password. This is useful for a user who always accesses NL from the same computer and
does not allow other users to access NL from the same computer.
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UserNames and UserTypes
When you click [New User], the NL_Administrator can enter information for that user. Each user must have a
unique UserName and be assigned to one of the UserTypes.

- Edit Sample User Password and Permissions ==
Uszer Information
Logln UzerM ame JzerTupe Fazzword
bk Account Rep v 1122h
|JzerE b ail Address IJzer's FULL Mame [first lazt]
bk @internet. com Incredible Hulk,
Uszer Module Permizsions
Allo Al Drerm Al
Accounts Receivable | Read-Only W Log Create/E dit Read-Only W
Adminizgtration Deny W Log Templates Read-Only W
Billing Generator Fread+Print ] Reports Generator Allow ]
Copy Manager Read-Only ] Reminders Read-Only ]
[rata Backup Deny ] System Setup Deny ]
Data Restore/Repair | Deny W Traffic: / Orders Allow W
End-of-Month Deny W IJzer Settings Deny W
Apply ML Updates Deny W elrder Online Access | Deny W
View WL Meszages | Deny W [uickBooks Export Al W Help
Uszer Account Rep Resztrictions
For Traffic/Orderz, Billing, 2/, and Reportz modules with ‘allow’ or 'Read-Only' Permizzion,
permit access to accounts belonging ta:
07 -Hulk, L
Cancel

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

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

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

¢ Account Rep User permissions are defined by the NL_Administrator.
User Module Permissions

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

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

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

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

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

| Sample User Log for 007 mary = =
Apnl 01, 2013 w | to Mayp 31,2013 v | [ Include User LogOns E xpot Frint Cloze
Date / Time Actiah A
41/2M 350730 PM | Edit CopyMgr 0045-2 Coop=>ICEE
41/2M 350730 PM | Edit Copybor 0045-2 ScriptD=>4REB13
41/2M 350737 PM | Edit Item Inv13020035 CopylD 0045-1 => 0045-2
4172013 5:08:08 P Edit Copytdar 0045-1 Coop=>Saft Serve
41/2M35:08:11 PM | Edit Item Inv13020035 CopylD 0045-2 => 00451
41/2M 350850 PM  |MassChng Inw 13020035 =» CopylD 0045-2
4/2M 351036 PM | MassChing Iny 13020035 =» CopylD 0045-2
4M/2M3510:54 PM | MassChng Inw 13020035 =» CopylD 0045-2
4/2M3511:23PM | Edit Item Inv13020035 CopylD 0045-2 = 0045-1
4/2M 351142 PM | MassChng Iny 13020035 = CopylD 00451
44142013 5:12:09 P Edit InvSettings 13020035 |nw T ype=>Co-0p Motanzed Affidavit
472/2M 3 3:04:52 AW |Add Order 0005-015
472/2M 390719 4M | Mew Copy 0005-3
4/2/2M3 30816 M |Add Order 0023-013
4/2/2M3311:20 AM | Edit CopyM gr 0023-2 EndD ate=>4/30/2013
4/2/2M3912104M  |MNew Copy 0023-2
4/2/2M391217 M |Mew Copy 0023-3
4252013 31312 Ak Create New Training Log for 342042013
44242013 31333 AM Create New Training Log for 3/21/2013
45252013 31341 AM Create New Training Log for 342272013
47272013 51350 A Create New Training Log for 342372013
4242013 3:14:00 Ak Create New Training Log for 3/24/2013
47272013 3:14:08 AM Create New Training Log for 3/25/2013
4/2/2013 5:14:52 AM Move Training 3/25/201 3 Logltem [060:3] 0003-015.01 Plestex Theater - dp
4/2/2013 3:14:55 AM Mowe Training 3/25,/2013 Loglter [0613] 0014-008.01 Ramos Tire & Auto Se
47272013 3:14:57 AM Maove Training 3/25/2013 Loaglter [0604] 0005-015.01 Plester Theater - Ap
47242013 31522 AM Move Training 3/25,/2013 Logltem [0608] 0014-008.01 Ramos Tire & Auto Se
A2 39 1R-RR &k Mewee Traininn 3R 2012 ] anlterm IR ON0R-M1R (11 Plestey Theater - dn v
£ >

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

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

7| Sample Natural Log Station Setup B
File Help
Select Station File Sample-AM Automation System
=1 N Station
: Autornation Log Type | BS| Simian Pipe-D elimited v [1
Automation Log Send Path | C:\tempt, Ehames
Automation Log Read Path | v\5 ervershareddocsyMats ot Browse

When reconciling Play-Log, match items that play within +/- B0+ | minutes of Logged Time

Sample-AM Logging Options
[] Attempt to equalize commercial lnads between hours when generating log
Prohibit 5 ame Announcer Voice Back-to-Back Prohibit Live or Call-ln Spots Back-to-Back

Daylight Saving Time
Mot Observed ']

Sample-AM Return Address # Optional Logo

Sample-Ak
10431 Gulfdale
San Antonio, Texas 78216

NBS 210-349-5808

Logo
] 5how Inactive Stations Sample-AM Document Setup
. . N . . Daone
Add Station Rename Station Qrder Confirmation Production Order Log Invoice Statement

Station Call Sign

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

Station is Inactive

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

Solution: Instead of deleting a discontinued station, in [SetUp] [Administrator Controls][Station Settings /
Document Formats], check the [InActive] box for the discontinued station after you have ended any running
orders and zeroed out any open Accounts Receivable items for that station. This will cause the InActive station to
no longer show up on any menus, however its Accounts Receivable history will show up on billing history reports
on which you do not restrict the stations included in the report.

Automation Log Type

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

This is not used for most automation systems, but may be used to uniquely identify the automation log for a
particular station. For example the NL automation 1| og
staionnumber you enter in this box. RDS PhantomE uses AM ol
NL, the log for your automation system does not use this entry.

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

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

When Reconciling Play-Log, match items...

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

Logging Options
On the station setup screen, you can tell NL if you want to:

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

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

A Prohibit Live or Call-In Spots back-to-Back on this station's Logs
See voice protectiorand live spot / calin protection

Daylight Saving Time

You are given the option to choose how you want NL to
Observedo, (No Il og hours wildl be added or r emovdlay) , fi Ot
hours will be changed accordingly).

Station Return Address / Optional Logo

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

Station Document Formats

Click the links below for specific instructions regarding formatting of these documents:
A Order Confirmation

Production Order

Log

Invoice

Account Statemsa

D> > >
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Multi-Station Document Formats

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

These documents are only used when a document refers to more than one NL station such as a multi-
station Order Confirmation or a Statement for a customer with a balance due on more than one station. If
you are using only one station you do not need this section instead see Station Settings

Group Name

This is how the group of stations (if more than one station) station is identified within the Natural log system. You
may rename the station at any time without affecting anything already entered in NL but you will have to manually
modify the station return address on the NL station document settings if you rename the station.

Multi-Station Return Address / Optional Logo

This is the address to be printed as the return address on all Multi-Station documents such as Confirmations,
Invoices, and Statements only if more than one station is involved such as with a multi-station Order
Confirmation.

You can add an optional Logo by right clicking on the [Logo] button or in the Logo picturebox. If you do add a
logo, you are responsible for assuring proper dimensions. NL does not shrink or expand the logo, NL just prints it
as-is. Generally any Windows-compatible graphics file format is supported (bitmap etc.) The Logo is printed to the
left of the station return address on the documents.

Multi-Station Document Formats

Click the links below for specific instructions regarding formatting of these documents which are only used when a
document refers to more than one NL station:

A OrderConfirmation

A Production Order

A Account Statement|tag=Setup _Statement
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Document Format - Order Confirmation

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

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

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

> NBS AM Order Confirmation Format EX|
Order Confirmation Heading
| NBS AM Order Confirmation
Order Confirmation Print Settings
Shiow P'ru:uieu:t!ad I:ui_IIing totals
Paper Type for arder confirmation: Sort OrderLines By
Blank, Paper (¥ Gross W LinelD W Page Margin/Font
[ ] Print on Eath Sides of Page [IF supported by printer]
Bottom Message for Order Confirmation
Corfirned Comect; Payment Guaranteed Accepted for MBS AM
Restare Defaultz Settings ehd all Settings Print 5 ample Help Dane

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

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

A

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

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

PrePrinted Form Prints only the document data and assumes all form boxes, lines, addresses, and logos
are preprinted. Contact the NL developer for a sample form. These preprinted forms are not user-
configurable and must match the NL format.
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Compute Projected Billing for Order Confirmation based on

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

Page Margin/Font
If you desire you can change the page margins left/right and top/bottom used when printing this Document. You
can also select a different font and/or font size.

Print on Both Sides of Page (if supported by printer)

This gives the option of selecting duplex printing as the default for this document. WARNING. This setting is
available on each station but because the printing is usually done together [for all stations] if they change the
duplex setting for one station it will affect all stations automatically.

Bottom Message for Order Confirmation

This is the small typeface message printed at the end of the Order Confirmation. This can be anything you want

such as contract language or verification language.

The following buttons are available:

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

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

A [Print Sample] Sends a sample Order Confirmation to the printer.
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Document Format - Production Order

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

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

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

~ NBS AM Production Order Format x|
Production Order Heading

NBS AM Production Order

Froduction Order Print Settings

[ ] Print on Both Sides of Page [IF supported by printer] Page Margin/Font

Bottom Message for Production Order

Azzigned lo

Completed by

Restare Defaults Settings etdail S ettingz Print Sample Help Done

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

Production Order Print Settings

This gives the option of selecting duplex printing as the default for this document. WARNING. This setting is
available on each station but because the printing is usually done together [for all stations] if they change the
duplex setting for one station it will affect all stations automatically.

[Page Margin / Font] If you desire you can change the page margins left/right and top/bottom used when printing
this Document. You can also select a different font and/or font size.

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

The following buttons are available:

A [Restore Default Settings] You can return to the ‘default’ Document format anytime by clicking this button.
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A [eMail Settings] If you use the NL e-mail capability to send Invoices by e-mail, you can set the text of the
accompanying message as well as signal NL to automatically carbon copy e-mail to the Account Rep a copy
of the Invoice.

A [Print Sample] Sends a sample Production Order to the printer.
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Document Format - Log

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

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

- NBS AM Log Page Format x|

Heading for Printed Log Page

NBS AM Program Log

Top Messaqge for Printed Log Page
Operator Signn Operator SignOff

Operator Signn Operator SignOff

Print Settings for Printed Log Page
["1Print on Baoth Sides of Page [IF supported by print

Paper Type Print Log pages far these hours; ”
- Thiu [] Compress Empty Lines to Save Space on Page
Blark Paper W Fage Margin/Font 1240 w TT1PM w [ ] Hide Automation Commands an Printed Log
Select Calumis ta Print Drag the Column Heading Dividers left ar right to adjust colurmn print width
| LogTime | CopylD |Descriptinn | Length| LogType |N0te |DrderLineID |

Bottom Message for Printed Log Page

Festore Defaults Settings ehdail Settings Frint 5 ample Help Dane

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

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

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

A

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

Letterhead This draws the entire document including form boxes and lines, but not the return address, and if
used, logo.
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A PrePrinted Form Prints only the document data and assumes all form boxes, lines, addresses, and logos
are preprinted. Contact the NL developer for a sample form. These preprinted forms are not user-
configurable and must match the NL format.

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

Print on Both Sides of Page (if supported by printer)

This gives the option of selecting duplex printing as the default for this document. WARNING. This setting is
available on each station but because the printing is usually done together [for all stations] if they change the
duplex setting for one station it will affect all stations automatically.

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

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

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

Bottom Message for Log Page

This is the small typeface message printed at the bottom of each page. This can be anything you want such as

operator sign-on / sign-off text. May be left blank.

The following buttons are available:

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

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

A [Print Sample] Sends a sample Log Page to the printer.
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Document Format - Invoice

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

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

Invoice Heading

NBS AM Invoice

Top Message for Invoice

Mote: masimurn 4 lines of meszage text are printed on right
zide of invoice

Frint Settings for Invoice
Paper Type [ ] Print on Bath Sides of Page [IF supported by printer]
Blark Paper b | | Page Margin/Faont | Put a blank line between Date groups

[1ate Diezcriphion Aot

Label/Description of lnvoice Total Row ==3 | Amount Due:| ¥

Station Official Certification Text [if any]

AFFIDAVIT OF FERFORMANCE: [cartify that In accordance with tha
Qmclal Siation Logs, annoucamans wene hnadcash as showm on this inwaloe.

Motary Statement Text [if any]

STATEQF
COUNTY OF
Suhscribed and swaorn before me this aay af

- NOTARY PUEBLIC

Restare Defaults Settings | | el mvoice | | ehd ail Settings | |F'rintSampIe| | Help

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

Message for All Invoices

46 1 System Setup Natural Log Radio Traffic-Billing System User Manual



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

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

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

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

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

Page Margin/Font
If you desire you can change the page margins left/right and top/bottom used when printing this Document. You
can also select a different font and/or font size.

Print on Both Sides of Page (if supported by printer)

This gives the option of selecting duplex printing as the default for this document. WARNING. This setting is
available on each station but because the printing is usually done together [for all stations] if they change the
duplex setting for one station it will affect all stations automatically.

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

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

Station Official Certification Text

You can change the Station Official Certification text to anything that suits you. This is only printed on the Invoice
when the order specifies an "Affidavit". You may insert a properly formatted image of signature by
[Right][Clicking] inside the text box where you want the image to appear then select [Insert Image]. Note:
Images of signatures may be prohibited by law in some locales.

Notary Statement Text

You can change the Notary Statement to reflect your state's requirements. This may also be left blank. This text
(if any) is only printed on the Invoice when the order specifies a "Notarized Affidavit". You may insert a properly
formatted image of a Notary Seal or signature by [Right][Clicking] inside the text box where you want the image
to appear then select [Insert Image]. Note: Notarization of images of signatures may be prohibited by law in
some locales.

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

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

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

A [Print Sample] Sends a sample Invoice to the printer.
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Document Format - Account Statement

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

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

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

Statement Heading

NBS AM Statement of Account

Top Message for Statement

Mate: maximumn 3 linez of mezsage text are printed on right
zide of statement

Print Settings for Statement

[]Print on Both Sides of Page [IF supported by printer]
- Show #H Broadcasts on Statements

Blank Paper W | | Fage k argin/Font | B el Gl Wi sl

Date Descriphion Armount

Paper Type

Label/Description of Staterment Total Bow == | Pleaze Pay This Pnnui| %

Bottom Messages for Statement Based on Statement Balance [Past-Due Messages]

Current T 3-60Days T £1-90 Day= T 91120 Da_l,lsT 121+ Dayps T 0 Balance TEreditEaIance‘

Past Due Mezzage If Oldest Balance iz Current:

Mate: Maxirmum of 2 lines of PaztDue meszage text are printed. Additional linez beyond 2 are NOT printed!

Festore Defaults Settings e ail Settings | |F'rintSam|:|Ie| | Help | ‘ Done ‘

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

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

Paper Type

You may print this document on the following paper types.

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

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

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

Page Margin/Font
If you desire you can change the page margins left/right and top/bottom used when printing this Document.
You can also select a different font and/or font size.

Print on Both Sides of Page (if supported by printer)

This gives the option of selecting duplex printing as the default for this document. WARNING. This setting is
available on each station but because the printing is usually done together [for all stations] if they change the
duplex setting for one station it will affect all stations automatically.

Show ### of Broadcasts on Statement

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

Attach Copy of Unpaid Invoices

If checked, NL will include a copy of any unpaid invoices when the statements are generated. This is the
DEFAULT setting, and sets the default value only for individually printed statements.

If you are batch printing statements, NL will use whatever you have selected in the Statement Generator to
determine if unpaid invoices will be attached or not. If you want thie statement batch generator to default to

6attach unpaid invoicesd, you can select this checkbox

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

Past Due Messages

These text lines may be left blank if not used. If they are used, the appropriate text is printed at the bottom of each
Statement depending on the maximum age of the unpaid balance on that Statement.

The following buttons are available:

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

A [e-mail Settings] If you use the NL e-mail capability to send Invoices by e-mail, you can set the text of the

accompanying message as well as signal NL to automatically carbon copy e-mail to the Account Rep a copy
of the Statement.
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A [Print Sample] Sends a sample Statement to the printer
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Sending e-mail from Natural Log

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

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

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

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

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

- Message to send with Statement eMails x|

etdail Subject; | Training Account Staternent

[ ] Carbon Copy Ebail to AccountFep

eMail Message: [rour Account Statement iz attached for payment.. Mo paper
Statement will be sent.

Please notify your Account A epresentative immediately of any
discrepancy,

Thank. you for prompt pavment from this Statement.

Test E-kail Cloze

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

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

Carbon Copy e-mail to Account Rep
If checked (and if you have entered an e-mail address for the Account Rep), the Account Rep will be carbon
copied with a copy of the Document by e-mail. The following button is available:

A [Test e-mail] This attempts to open your e-mail program and send a test e-mail
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Default Data Values & Custom Data Fields

Natural Log allows you set the initial default values for new Customer Accounts, Broadcast Orders, Order Lines,
and Copy Manager. To access and set the default values, from the main NL menu, click [Setup] [Administrator
Controls] [Default Data Values / Custom Data Fields]. From this screen you can also create custom data fields
to hold text data values that are not predefined in Natural Log.

Orders Order Lines Copy Mar

New Customer Default Values

Account Fep | House Accounts [00]

Revenue Source | LD - Local Direct

Revenue Type | C - Cash

Invoice Biling Cycle | Calendar Month

IrvaiceT ype | Times

Irreaice Delivery | Mail / Paper [rmvoice

InvaiceT ax or Fee | Mane

Statement Cycle | Calendar Month

Statement Type | Open-ltem

Late/Finance Charge 0 ¥ | APR: Annual % Rate

Credit Limit | $0-00 v

Minimum Separation a0 “ | Minutes Between Broadoasts

Product Protect | Mane [00] v

Custom Data Fields for Customers Table

Cuztarm Field Mame |Defau|t Walue [may be blank] ~ £.dd Field

Rename Field

Help

W Remove Field Lancel

Save

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

Broadcast Orders

Order Lines

Copy Manager
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Account Reps

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

P Account Rep Setup = O
File View Tools Help
[ > = 5 = T v
Mew Delete Accounts  Goal Totals Print Help Close
. AccountRep 09-Cindy Gomez
Sort List by: | AccountFep Name v g Y
Inactive [ | Account Fep Mame |I:ir'u:|j..I Fomez
~
I |Account Fep Mame | Accounts Account Fep ebMail Address
Cindy Gomez . . -
00 | House Accounts 5 Default Commizzion on Direct Sales | 17.0000
0 |Kyle Keith o3 Default Commission on Agency Sales | 2.0000 %
13 |Lucky 2 Default Carmmiszion on Tradeouts | 0.0000 4
05 [kary K.eith 9
12| Spange Bob 2 AccountRep 09 Station 5ales Goals for: | Sample-AM W
Jan |2 500 &pr | 2 500 Jul | 3,000 Oct | 2500
Feb | 2,500 May |2 500 Aug | 3,000 Mew | 3,000
Mar | 2,500 Jun | 3,000 Sep 2500 Dec | 3,000
[l 7500 Q2 8000 (k3 8500 (trd 8500
< > Annual 32 500

Commission on Direct Sales, Agency Sales, and Trades

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

Monthly Sales Goals

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

Viewing Sales Goal Totals

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

Account Rep eMail Address

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

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

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

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

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

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

File View Tools Help

0O = == & 7 3 v
MNew Accounts  Apply Print Help Cancel Close

Agency Information Mew Sponzor Default W alues

A002 - Star Ad Agency Inactive |
Agency Mame |Allen's Ad Agency |

Agency DB | 234567 [IDY for Electranic lnvoice delivery]

Billing Mame |Allen's Ad Agency

Addiess1 | PO Box 657

Address?

City,State |An}'whele,Te:-:as v| Zip |?8E|E|E|

Telephone | Fax |

Contact Mame

Salutation

Contact E-Mail
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Apply ==> Accounts

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

apply something incorrectly.

Agency Data Fields

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

Agency IDB

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

Agency Default Values

Natural Log allows you set the initial default values for new Agency Accounts. The information from this screen
will default onto the Customer Data Screen when an Agency is selected for a sponsor account.

" Sample Agency Setup = =
File View Tools Help
O = & 7 E2] e
Mew Accounts  Apply Print Help Cancel Close
Select Agency Agency Information T Mew Sponsor Default Yalues
A2 - Avengers Ad Agency
4013 - Aztec &d Agency Account Rep | Kule Keith [01] v
A014 - Galactica
A5 - Top Flight Ads Rewenue Source | |4 - | ocal Agency hd
AN02 -Verd Ads
4004 - V5] Marketing Reverwe Type | C - Cash v
A003 -Yoda
IrevniceType | Detal Motarized Affidavit v
Ireice Delivery | eltvoice / Encoda SpotData w
Invoice EMail
Irvoice Billing Cyele | Broadcast Maonth W
InvoiceT ax | None ]
Custorner TaxID# | Text
Statement Tepe | Open-tem v
Statement Cycle | Calendar Maonth v
LateFinance Charge |0 v | EPervear
Credit Limit |$0.00 W
a Minirum Separation |0+ | Minutes Between Broadecasts
Product Protect | Mone [00] v
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Avail-Types

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

Eile Teools Help

O & X & 9 v
Mew Open Delete Print Help  Close

Sort List by LveailT ype Description

Byeail Tope Deszcription

Braves Bazeball Sponzar
Chrigtmas Grestings
Community Calendar Sparnsor
Eagle Football 5 pongor

EIf Lovize Spongar

Farmn Show Billboard

Farm Show Sponsor

Fizhing Reprt Sponzor

High School Basketball Sponzars
Indian Football S poneor

M ational Anthemn Sponzor
Mews Spongor

Pre-Game Spangor

FRangerz Bazeball 5ponzor

Using Avail-Types

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

Avail-Type Example

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

A Inthe Log Templates you would enter WS in the TYPE column.

A In the [Traffic][Orders] section you'd also enter WS in the AVAIL-TYPE column.

This will force all schedule lines on which you have placed the WS Avail-Type to be logged only into avail slots on

the Log Template with the matching WS Avail-Type.

See Also

Log Templates
Order Line Entry
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Product Codes

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

File Tools Help

O = X & 7

Mew Open Delete Print  Help

Sort List by:| ProductCode Description

Praduct Cade Description Pratection

Auto Bepair 15 Minutez
Aytomotive Body Repair 1-per-Break
Aytomotive Parts 1-per-break.
Beverage Sales 1-per-break.
Childzare Facility 1-per-Break
Clothirg Store 1-per-break.
Dentizt 30 Minutes
Ewatic E ating 1-per-break
Farm E quipment 3 Minutes
Fazt Food Mo Back-Back
Financial Institutions 1-per-break.
Flarist 1-per-break.
Furniture 1-per-break.
Hair 5 alons Mo Back-Back
Hotels 1-per-break.

Using Product Codes

These allow you to protect similar products from appearing together on the log. Then during order entry you put 1
or 2 Product Codes on the Order. Natural Log will then provide the required protection between all Orders that
have been assigned the same Product Code. This prevents 2 car dealers from running too close together.
Note: Product code separation only applies to spots from different customers. To separate spots from the same
customer see Customer Spot Separation Order Spot Separation

Product Code Protections

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

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

##H# Minutes  Protect this Product Code for a number of minutes.

Also see

Customer product codes
Broadcast Order product codes
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Revenue Sources

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

MRS

4 NBS2 Revenue-Source Setup
File Tools Help

O = X & 7

Mew Open Delete Print  Help

Sart List By | RevenueSouce Description

v

Close

I |Revenue Source Descrption

LA [Local Agency

LD |Local Direct

Ma |Mational Agency
MO |Mational Direct
MA [Mational Rep
04 [Other Agency

a0 |Other Direct

Ra& [Redgional Agency
RO |Redgional Direct
UM U rwired Metwork,

Using Revenue Sources

Revenue Sources is just another way "break out" certain sales into separate sales reports. When you enter a
customer you will assign that customer to a Revenue Source. All Natural Log reports allow you to specify which
Revenue Sources to include in the report. These revenue Sources are most often used to designate National
Agency, Local Agency, Local Direct, etc. Several are preset in NL and may not be modified but you can create
any additional 2-letter code you desire. The preset Revenue Source are shown above.
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Revenue Types

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

> NBS2_SQL Revenue-Type Setup - ©

Eile Teools Help
O &= X & 9 v

Mew Open Delete Print Help  Close

Sork List by RevenueType Description v

Poszt lhwvoiced E

. Charges to Export to
ID |Revenue Type Description Accounts Al el
R eceivable
. Yesz

F  |Finance Charges ez ez
E |talent fes es Tes
T |Trade es Mo

W

£ >

Using Revenue Types

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

C=Cash T =Trade F = Finance Charge

The Descriptions for these 3 default Revenue Types may NOT be changed. You may use any other letters of
the alphabet to create special Revenue Types (such as Political, etc.) for which you might want to generate a
separate sales report. Do not create separate Revenue Types for National, Local, or Regional sales or for each
Account Rep because these subgroups are already handled by the Report Generator.

Post Invoiced Charges to Accounts Receivable

This allows you to tell NL whether invoices created for broadcast orders with this Revenue Type should be posted
to the Accounts Receivable to appear on customers' statements. You will almost always answer Yes except in
very unusual circumstances. If you answer No, an invoice is issued but no accounting charge is made on the
customer's account.
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Some stations don't want trade or promo spots to show up as revenue or as charges on customers' accounts but
they do want to be able to assign a value to the spots. This Revenue Type setting allows you to tell NL to create
an invoice for an order assigned this Revenue Type, but not post a charge to the customer's account receivable.
Set this to No for the Revenue Type and assign that Revenue Type to the broadcast order.

Note: Invoices marked No for Post2AR are automatically excluded from:
A Customer account statements

A A/R Aging reports

A A/R Reconciliation reports.

Note: Orders and Invoices marked No for Post2AR are not automatically excluded from all other reports unless
that Revenue Type is excluded from the specific report format. This includes:

A Transactions-Invoiced Sales reports

Customer Billing History reports

Order Rates reports

Log reports

Inventory reports

Sales Projection reports

> D> > > > >

Export Revenue Types to Quickbooks

This allows you to tell NL whether invoices for the specified Revenue Type should be included when you select
the Export to Quickbooks option [if used]. Exporting to Quickbooks is done via [Billing][Export to Quickbooks].
This option will create a Quickbooks IIF file for the selected invoices. Select Yes for Revenue types that you want
exported to Quickbooks [if used], and No for revenue types that you do not want exported to Quickbooks. See
Export to Quickbooks

> Sample Revenue-Type Setup  — ':'
Eile Teools Help
h &= X & % v

Mew Open Delete Print Help  Close

Sork List by RevenueType Description v
Post Invoiced P
- Charges to Export to
ID |Revenue Type Description Accounts Al
R eceivable
: : I"|"'Ee:5: 1oy
CP |Chriztrmas Packages Yes Yes
EF |Eagle Football Pkos Yes Ve
FS |Farm Show Sponsors Yes Yes
Al |Festivalz Y'es Yes
F  |Finance Charges Yes Yes
M5 |Mews Sponzors Yes Ve
P1 | Political ez e
#  |Promoz Y'es Yes
£ |PSAts Ve Ve
A |Rental Revenue ez ez
55 |Shopping Show Revenue Yes Yes
S |Sportz Pkgs ez ez W
£ >
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Tax Rates

To enter or edit a Tax or Fee Item, from the Main Menu select [Setup][Tax Rates]. A Tax is usually a sales or
VAT tax added as a % to the invoice. A Fee can be any type of flat amount imposed such as a regulatory fee.

Eile Tools Help

O & X & 9%
Mew Open Delete Print  Help

Tax or Fee Mame % or Rate
East Texas 8.1200%
FCC Regulatory Fee $5.00
E5T F.0000E
More

% an Antonia " 5.3650%

Tax or Fee Tax Mame Tax or Fee Fee Mane

Tan ] |San Antonio Fee ] |F|:E Regulatary Fee

TawRate % Tax Basiz Fee $ Amaunt

6.1260% | of | Gross

Enter a unique name for this tax or fee item
Enter percent tax to be applied if it is a tax Enter currency amount if it is a fee.
If a tax, Indicate whether it is applied to the net, gross or discounteegyrossinvoice amount.

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

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

See Tax Reports

Natural Log Radio Traffic-Billing System User Manual System Setup { 63



Time Classes

To enter or edit a Time Class, from the Main Menu select [Setup][Time Classes].

Ll Sample Time-Class Setup = O
File Tools Help
| X = 7 v
Mew Class Delete Class  Print List Help Close
&M & PM Drives 5-3/ 3-7 w Fielame

Spotsz for this Time Class May Bun within any of the Timesz for the Days Listed below:

Day From To or From | To or From To or From

Maonday E0000AM | 10:00:00AM | or | 300:00 PM TO0OOPM | or ar

Tuesday E:00: 00 &b 10:00:00 4k | ar 3:00:00 P 7.00:00 P ar ar

Wwednesday E:00:00 Ak 10:00:00 A8 | ar 300:00 P F:00:00 P or or

Thursday 5:00:00 Ak 10:00:00 40 | or | Z00:.00 PM FO00OPM | or o

Friday E:00:00 Ak 10:00:00 A8 | ar 300:00 P F:00:00 P or or

Saturday 20000 &b 11:00:00 4k | ar 3:00:00 P 2:00:00 P ar ar

Sunday 12:00:00 Pk 2:00:00 Phd ar or or

£ >

Using Time Classes

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

Non-Contiguous Schedule Window Example

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

Sporting Event Example

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

Entering Start and End Times for the Time Class

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

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. See Browsers

Eile Eoit Yew feowserSettings  Tools MHelp
D = x " @ pil el \4 v
New Open  Delete Find Pret Columm Filler Help Close
Sont by
14 | Sponscc 12 Spenge Bob Open Accoust Lt ‘
*| 4 m[ﬁ [Eanghiane [ZeCome I% | Oises  {RevernelipeCust  [Prodaeifoselus |
then iinghlane v 8l eko0 Hotel Aztnc fod Ap 12 Soongs ] b ]
then = Q.U 0051 Fammers Mvket and Dnk . {i poes 1 L . Tmat
& 002 Frac Tach Vi Nakatng TEXA 12 5porgs Bob ] CCoh 1701 Field
0040 MER V5 Naketng 764 125porgs Bob 0 CCawh 25
View Customerns loo 003 Vesoon Weskes Vi Naketng THEA 12 Sporgs Bob 0 CCwh 15 ‘Wesbars Comewasce
4 12 5pongs Bob
Find
Cobaws Sporeor vl
Fna
Fodline | Domm
5 Accounty [UNALTERED] A

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. When the Customer Account opens, you will see the following
tabs:
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Customer Data tab

On the Customer entry screen, this is where you enter customer information such as name, address, etc. See
Customer data entifpr a description of the customer account data fields.

File Orders CopyManager Billing AccountReceivable Tools Help

¢ F B8 = o

Previous Mext Cust Print eMail Help Cancel Close

Customer Data T Orders T Accourts Receivable T Copy Manager T Memos/Contact Manager

Name } Address Information Account Settings / Order Default Values

Account Closed O

Account Rep | House Accounts [00]

Sponzor Name“ﬂn}ltown Chamber of Commerce

Reverue Source |LD - Local Direct

Agency [if an_l,l]| ADD3 - Allen's Ad Agency

Revenue Type | C-Cash

Biling Name|AIIen's Ad Agency

Irvaice Billing Cycle | Calendar Manth

Address1 |F'D Box B57

IrveiceType | Detai Notarized Affidavi

Address2|

Invaice Delivery | ehail / Adobe Acrobat PDF

| Arpwhere, Texas v | Fip | 78000
Clt}l,State| | p Irvoice EMails] |nancy@Nat-soft.com

T9|8Dh0n8| Fax | IreeoiceT ax of Fee | Hone

Salutation| Statement Cycle |CalendarMonth

|

Contact Name| | Customer TaxlD# |
|
|

Contact E -Mail| Statemert Type | Balance-Fonward

External CustlD | | Statement Delivery | etail / Adobe Acrobat FDF

Statement EMails] | nancyEh at-zoft. com

Custom Data Fields [User-Defined] How da | create thess fislds

Custom Field Mame [+/alue ~ Late/Finance Charge 8% V| APR: Annual % Rate

Credit Linit | $0.00 v
Hinimurn 5 eparation Minutes Between Broadcasts

Product Protect | Mane [00] v

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
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= s = 0041 Farm Bureau insursecs - ol
e OQuten CopyMareger Blng Acroust lacesable Took telp

& * 8 o T v

Preciaen Mot Lot Prime “tial e Cancol Cine

Cusdoront Dods Diders | Gooortt Fatwrabe Cope Waruget Werwon/Tordact Masage
Vierw Ordors
2t Oxdent R BT Pew Qi Cpens Crom Ot Ond Paet Lint
Oudael)  LSimcre Woouc

T [

«
Baoked Ordues for All Sinfions

[TranE) | o012 1 oy 2013 | Dec-a013 |
kkkk e .50 m AR

yy 2014 | Fetr 2014

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

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.

B

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

File  QOrders CopyManager Billing Account Receivable Tools Help

&« 8 =7 o

Previous Mext Cust Print eMail Help Cancel Close

Cugtomer D ata I Orders T Copy Manager I Memos/Contact Manager

View Account Receivab
Al Revenue Types v||ﬁIIStations v|| Statement || View Tranzaction || History || Frint List |

Reference pe | Description Balance A
13040044 4/ 3| IMY | Training 0057-001 Farmers Market and Deli 200
13040045 4/30/2013 Clazs-FM 0051-001 Farmers Market and Del

<

Aging

Current -60 Daps E1-90 D aps 91120 Days 121+ Days Total Due
98.00 | [ 58.00

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

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

A You can use the [History] button to view/print a history of the A/R transactions on the account. See customer

history.

Customer History
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The History button shown under the Accounts Receivable Tab allows youtov i e w

t he

receivable history. Payments are displayed in red, Invoices are displayed in black and Adjustments are shown
in blue. You are allowed to print out this list or export the list as a text file or csv file into a spreadsheet.

customer 0s

Tl 0051 Farmers Market and Deli Account History - TR
Transactions for | All Stations v | | Al Types v | |Monday, September 24, 2012 v |
Revenue Tvpes | pll Revenue Types W through Refresh

i Hiztary

Sort Transactions by | pa1e w TFM “

Reference Type | Description Amount Balance ~
BalFarward ce Fory ! 0.0
13020028.0 2428213 | PRE |PrePayment Check 54888 for D051 - Fammers Market and Deli / Farmers Market and Del for Training /0 -2h0.00 ZR0.0C
130200281 2/28/2013 | PRE |PrePayment Check 54688 for Q051 - Farmers Market and Deli / Farmers Market and Deli for Clazs-Fh / -200.00 450.00
13030036 33203 INY | Training 0051-001 Farmers Market and Deli 250,00 200,00
130300361 3312013 | TCR |&pply Trade Credit -125.00 32500
130300362 IN2M3 | APRE [&pply PrePayment: to Invaice 13030036 Apply Prepayment 13020028.0 o itvoice 13030036 125.00 200.0C
13030036.2 321/2012 | APRE |Apply PrePayment: Check 54688 Apply Prepayment 130200280 to invoice 13030036 -125.00 325.0C
13030037 23 |MY | Class-FM 0057-007 Farmers Market and Del 190.00 135.0C
130200371 3/31/2M3 | TCR |&pply Trade Credit -95.00 230.00
130300372 33142013 | APRE |&pply PrePavment: to Invoice 13030037 Apply Prepayment 13020028.1 to invoice 13030037 35.00 135.00
130300372 331/2013 | APRE |&pply PrePayment: Check 54658 Apply Prepayment 130200281 b invoice 13030037 -95.00 230.00
13040044 443042013 INY | Training 0051-001 Farmers Market and Deli 374.00 14400
130400441 430/2013 | TCR |&pply Trade Credit -187.00 -43.0C
130400442 43042013 | APRE |&pply PrePayment: to Invoice 13040044 Apply Prepayment 13020028.0 to invoice 13040044 125.00 a2.00
130400442 4/30/2013 | APRE |&pply PrePayment: Check 54688 Apply Prepayment 13020028.0 to invoice 13040044 125,00 -43.00
13040045 443002013 INY | Class-Fi 0051-007 Farmers Market and Deli 282.00 235.00
130400451 4/30/2013 | TCR |&pply Trade Credit -141.00 95.0C
130400452 4/30/2012 | APRE |&pply PrePayment: to lnvoice 13040045 Apply Prepayment 13020028.1 to invoice 13040045 1065.00 203,00
13040045.2 4/20/2012 | APRE |Apply PrePayment: Check 54688 Apply Prepayment 130200281 to invoice 13040045 105.00 98.0C

w
£ >
Wiew Tranzaction Export List Print Lizt Cloze

Note: If the logged-on user's Accounts Receivable permission setnBeny, the Accounts Receivable tab will not

be visible.

Natural Log Radio Traffic-Billing System User Manual

Customers Accounts 9§ 69




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

File  QOrders CopyManager Billing Account Receivable Tools Help

&« 8 =7 o

Previous Mext Cust Print eMail Help Cancel Close

Customer Data I Orders T Accountz Receivable T {Copy Manager I Memoz/Contact Manager

View Copy
Active Copy v||AIICOp_I,IT_I,Ipes vl | MNew Copy || Open Copy || Delete Copy || Print List

CopylD g E p Statuz A
o0s1-2 armers Market and Deli - Meats -30| Copy FHD - Meats 3- 3

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

Note: If the logged-on user's Copy Manager permission setig@eny, the Copy Manager tab will not be visible.
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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. See Reminders

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.

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

Activity Log
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