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MEDIASPAN DISCLAIMER

This manual serves as technical documentation for AdManagerPro.

MediaSpan provides this manual in Portable Document Format (PDF) only. MediaSpan provides each
customer site with a PDF copy of this manual, which MediaSpan customers can print for their own specific
uses as direct MediaSpan customers. MediaSpan customers can print this PDF using Adobe® Acrobat®,
available from Adobe. MediaSpan customers may choose to print this PDF using a PDF reader. Any printed
or electronic versions of this PDE, in part or as a whole, cannot be shared with parties other than MediaSpan
and/or its parent company, constituents, or employees. This disclaimer is used in conjunction with the
MediaSpan Licensing Terms on the next page.

MediaSpan reserves the right to change the information in this document without notice. Updates to this
manual are available from MediaSpan.

MediaSpan makes no warranties, either express or implied, with respect to this manual or with respect to
the hardware or software described in this manual, its quality, performance, or suitability for any particular
purpose except as described between MediaSpan and the end user of this equipment.

Warning: This program is protected by copyright law and international treaties. Unauthorized reproduction
of this program, or any portion of it, may result in severe civil and criminal penalties and will be prosecuted
to the maximum extent of the law.

Copyright 2011 by MediaSpan

Adobe, Acrobat, and InDesign are registered trademarks of Adobe Systems, Incorporated in the United States
and/or other countries.

Macintosh and iCal are registered trademarks of Apple, Inc.
Tomcat is a trademark of the Apache Software Foundation.

Microsoft and Excel are registered trademarks of Microsoft Corporation in the United States and/or other
countries.

MySQL, Oracle, and Java are either trademarks or registered trademarks of Oracle and/or its affiliates.
QuarkXPress is a registered trademark of Quark, Inc. and its affiliates in the U.S. and/or other countries.

AdManagerPro, CirculationPro, and ProductionManagerPro are trademarks of MediaSpan Group, Inc.



MEDIASPAN LICENSING TERMS

1. LICENSE TO USE THE SOFTWARE:
In return for your payment of the License Fee,
MediaSpan agrees to grant you a nonexclusive,
nontransferable license to use the Software in
conjunction with your business.

2. TELEPHONE SUPPORT:

MediaSpan agrees to provide you with free telephone
support for ninety (90) days from the receipt of

this license. Continuing telephone support will be
provided, at your option, under the terms of our
separate Software Service Contract.

3. FUTURE VERSIONS:

All upgrades or enhancements to the Software licensed
by you hereunder will be made available free of charge
for ninety (90) days from the date of shipment. All
upgrades or enhancements made thereafter will be
available free of charge only if you are a party to our
Software Service Contract.

4. OWNERSHIP OF SOFTWARE:

You agree that all ownership rights and title in the
Software and any derivations from the Software —
including copyrights, trade secrets, and other rights

— are the exclusive property of MediaSpan. In accepting
this License, you understand that you do not become
the owner of the Software, or the owner of a copy of
the Software, but that you are being granted the right
to use the Software in your business in accordance with
the terms of this License.

You also agree that the Software contains valuable
confidential information and proprietary trade secrets
owned by MediaSpan. You agree not to sublicense,

sell, lend, give, or share copies of the Software,

printed manuals or digital manuals (PDFs) with or

to anyone, or disclose MediaSpan’s valuable trade
secrets to anyone. You also agree to take reasonable
steps to ensure that neither you nor any of your
employees allows unauthorized people to gain access

to the Software or its manuals to use the Software in a
computer service business or to transmit the Software
or its manuals by telecommunications to anybody.

You should understand that the terms and conditions
of this paragraph shall remain in full force and shall be
effective after the termination of this License, regardless
of the reason for termination.

5. Backup CoPIEs:

MediaSpan agrees that you may make an adequate
number of backup copies of the Software diskette or
CD for the business use contemplated by this License.

6. LimITED WARRANTY:

MediaSpan warrants and represents that the following
is true about the Software:

(1) the magnetic diskettes and CDs and printed
materials are not defective;

(2) the computer programs are properly recorded on
the diskettes and CDs;

(3) any user manuals provided with the Software are
substantially complete and contain the information
that MediaSpan considers to be necessary for the use of
the Software; and

(4) the Software will perform substantially as
documented in the user manual on equipment and
operating system as specified in the user manual.

If you discover what you consider to be a significant
logic error in the Software that prevents its operation
as described in the user manual, you should inform
MediaSpan. MediaSpan agrees to attempt to correct
or bypass reproducible logic errors within a reasonable
time by providing you with corrective instructions or
a corrected copy of the Software. If MediaSpan cannot
correct a logic error by one of the above methods, your
total license fee will be refunded. You understand that
MediaSpan is not warranting that the functions of

the Software will necessarily meet your requirements,
or that operation of the Software will in all cases be
error-free.

MediaSpan will not warrant Software which has been
altered or modified by anyone other than MediaSpan.
Any modifications of the Software made by anybody
other than MediaSpan will void all of MediaSpan’s
warranty responsibilities under this paragraph. You
should understand that this warranty does not require
MediaSpan to customize programs or develop new
features. In addition, you agree and understand that
the only remedy for problems with the Software is
found under this paragraph.

EXCEPT FOR THE LIMITED WARRANTY
DESCRIBED ABOVE, THERE ARE NO
WARRANTIES TO YOU OR ANY OTHER
PERSON FOR THE SOFTWARE, EITHER
EXPRESS OR IMPLIED, INCLUDING
WARRANTIES OF MERCHANTABILITY AND
FITNESS FOR A PARTICULAR PURPOSE.

YOU FURTHER AGREE THAT MediaSpan WILL
NOT BE RESPONSIBLE FOR ANY INDIRECT,
INCIDENTAL, OR CONSEQUENTIAL
DAMAGES FROM THE USE OF THE
SOFTWARE. IT IS YOUR RESPONSIBILITY TO
TEST THE SOFTWARE AND BE SATISFIED
WITH THE RESULTS BEFORE RELYING ON IT
FOR ANY REASON.

Both you and MediaSpan agree that any remedies
provided under this License will be determined
according to this paragraph. In any event, neither you
nor MediaSpan will be liable for damages related to
responsibilities under this License in an amount greater
than the License Fee.

7. SATISFACTION:

If you are not completely satisfied with the Software, it
may be returned within thirty (30) days of receipt for a
full refund of the License Fee.

8. DATA PREPARATION:

You should understand that MediaSpan will not
assume liability for data preparation by you or your
employees while using the Software.

9. BREACH OF LICENSE:

You and MediaSpan both agree that if, for any reason,
you violate the responsibilities listed in paragraph

4, you will have committed a breach of this License
entitling MediaSpan to terminate the remaining

term of the License and retain the License Fee. If, for
any reason, the License is terminated, you agree and
understand that you must return all Software as well
as any copies made of it and all manuals to MediaSpan
within 30 days’ time, and that you will be liable for
damages plus reasonable attorneys’ fees.

10. TERm OF LICENSE:

This license has a term of 50 years, and shall continue
for the rest of the term on the condition that you do
not breach its terms and conditions. If you do any of
the acts prohibited in paragraph 4, MediaSpan will
terminate the License immediately. If, upon expiration,
you desire to renew this License, you and MediaSpan
may agree to sign a new License incorporating the
terms of this License and extending its length.

11. GENERAL TERMS AND CONDITIONS:
This License is made under Michigan law and
represents the entire understanding between you and
MediaSpan with respect to the subject matter, and
legally supersedes all prior oral or written agreements,
representations, statements, negotiations, or promises.
If any of the terms of this License are found to be
invalid in a court of law, the remaining terms shall not
be affected, but will remain in full force and effect.
Any modifications to this License must be in writing
and signed by you and MediaSpan. You may not assign
your rights or duties under this License or transfer this
License to another party without the written consent
of MediaSpan.

MediaSpan software is licensed for export by the U.S.
Department of Commerce under the provisions of

the General License GTDR. Reexport, diversion,
duplication, or resale of the software is prohibited,
except as authorized by this agreement. Shipment to
destinations that are under a trade embargo enforced
by the United States, the United Nations, or NATO/
COCOM is also prohibited: to Cambodia, Cuba, Iraq,
Laos, North Korea,Vietnam, Yugoslavia, or to military,
police, or apartheid enforcing organizations. These
terms, however, do not restrict MediaSpan's authorized
dealers from reexport to countries which would be
eligible for direct shipment from the U.S.

THIS SOFTWARE HAS NOT BEEN WRITTEN,
REVIEWED, OR TESTED BY QUARK.
QUARK MAKES NO WARRANTIES, EITHER
EXPRESS OR IMPLIED, REGARDING THE
ENCLOSED SOFTWARE PACKAGE, ITS
MERCHANTABILITY, OR ITS FITNESS FOR
ANY PARTICULAR PURPOSE. QUARK
DISCLAIMS ALL WARRANTIES RELATING TO
THE ENCLOSED SOFTWARE PACKAGE. ALL
OTHER WARRANTIES AND CONDITIONS,
WHETHER EXPRESS, IMPLIED, COLLATERAL,
MADE BY THE DISTRIBUTORS, RETAILERS
OR DEVELOPERS OF THE ENCLOSED
SOFTWARE ARE DISCLAIMED BY QUARK,
INCLUDING, WITHOUT LIMITATION, NON-
INFRINGEMENT, COMPATIBILITY, OR THAT
THE SOFTWARE IS ERROR-FREE, OR THAT
ERRORS CAN OR WILL BE CORRECTED.
SOME JURISDICTIONS, STATES, OR
PROVINCES, DO NOT ALLOW LIMITATIONS
ON IMPLIED WARRANTIES, SO THE
ABOVE LIMITATION MAY NOT APPLY TO
PARTICULAR USERS.

REGARDLESS OF WHETHER ANY REMEDY
FAILS OF ITS ESSENTIAL PURPOSE, IN NO
EVENT SHALL QUARK OR ANY ENTITY
WHICH CONTROLS, IS CONTROLLED BY,
OR IS UNDER COMMON CONTROL OF
QUARK, BE LIABLE FOR ANY SPECIAL,
INDIRECT, INCIDENTAL, CONSEQUENTIAL
OR PUNITIVE DAMAGES, INCLUDING, BUT
NOT LIMITED TO, ANY LOST PROFITS,
LOST TIME, LOST SAVINGS, LOST DATA,
LOST FEES, OR EXPENSES OF ANY KIND
ARISING FROM INSTALLATION OR USE

OF THE SOFTWARE OR ACCOMPANYING
DOCUMENTATION IN ANY MANNER,
HOWEVER CAUSED AND ON ANY THEORY
OF LIABILITY.

IN ANY EVENT, QUARK’S LIABILITY
RELATING TO THE SOFTWARE SHALL BE
LIMITED TO THE AMOUNT PAID BY USER
TO QUARK, IF ANY. THESE LIMITATIONS
WILL APPLY EVEN IF QUARK HAS BEEN
ADVISED OF SUCH POSSIBLE DAMAGES.
SOME JURISDICTIONS, STATES, OR
PROVINCES DO NOT ALLOW THE
EXCLUSION OR LIMITATION OF INCIDENTAL
OR CONSEQUENTIAL DAMAGES, SO THE
LIMITATION OR EXCLUSION INCLUDED IN
THE LICENSE AGREEMENT MAY NOT APPLY
TO PARTICULAR DEVELOPERS.



CONTACTING MEDIASPAN

GENERAL INQUIRIES AND SALES
Phone:  734-887-4400

Fax: 734-662-5204
WWW:  http://www.mediaspansoftware.com

E-mail: info@mediaspansoftware.com

Address: MediaSpan
2725 S. Industrial, Suite 100
Ann Arbor, Michigan 48104 USA

SUPPORT CONTACT NUMBERS

To reach MediaSpan technical support during regular business hours, call or fax:
Phone:  734-662-5800
Fax: 734-662-9552

To reach MediaSpan technical support after hours, please reference your support service contract.

E-MAILING TECHNICAL SUPPORT

E-mail technical support at support@mediaspansoftware.com.

Please use the formats provided below to create automatic incidents in our helpdesk system. If your e-mail is properly
formatted and submitted, you will receive an immediate confirmation message from our e-mail server. If your e-mail is not
propetly formatted and submitted, you will receive a manual response from technical support.

At any time, if your issue is urgent, please contact support at 734-662-5800.

E-Mailing About a New Problem
Please include the following in your e-mail:
» Subject Line:  The words NEw INCIDENT, along with a brief description of the problem
» Body Text: CustoMERNUMBER: ABC. (Replace ABC with your customer number.)
The product in question and a description of the problem or error
Example E-mail:
» Subject Line: ~ New Incident - BVTools error
» Body Text: CustomerNumber: ABC
When [ start AdManagerPro, I get a BVTools error.

E-Mailing About an Existing Incident

m Please include the words INCIDENT 123456 in the subject line. (Replace 123456 with your 6-digit incident number.)
Example E-mail:

» Subject Line: Incident 123456 - Server crashed

» Body Text: ~ Thank you. Removing the path and resetting fixed the BVTools error.
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INTRODUCTION

AdManagerPro (AMP) allows for entering ads, managing receivables, generating publish files, running
reports, generating forms, and administering your AMP system.

SYSTEM SPECIFICATIONS

Specifications for hardware, operating-system, and other AMP-related items can be found on the
AdManagerPro 5 System Specifications document, published separately by MediaSpan.

AMP COMPONENTS

AdManagerPro — A browser-based application that provides users with an interface for entering ads,
and managing associated accounting, publishing, and reporting tasks.

AMP CC Verify Server (Optional) — An standalone client application that processes credit cards.
This credit-card processing works in conjunction with an account from supported credit-card payment
processors such as PayFlowPro, Authorize.Net, viaWarp, Monetra, Streamline, Realex, and ICVerify.

AMP Backup Server — A background process used to create backups of the AMP database. A client
application is used to configure paths and preferences; the backup server is managed by the Service
Manager.

AMP Liners Online (Optional)— Provides a publication’s advertising customers with a self-service
portal for entering their own classified ads. After the ads have been approved, they will be available for
publishing and billing for print or the web (just like any other ad). This portal is available for purchase
from MediaSpan.

AMP Online Payment — The portal that allows customers to apply online credit-card payments to
their accounts or to specific invoices.

AMP Server — A service that handles communication between AMP users and the database to which
the AMP server connects. The AMP server is managed by the Service Manager.

AMP Web CS — The customer-service portal that allow advertisers to view their accounts and to
enter ads and make payments online.

Configuration Files — The AMPConfig.xml, AMPExternalPaths.xml, AMPServerConfig.xml, and
AMPTaskServerConfig.xml files contain parameters for configuring AMP.

Pagination Servers — Background processes that are managed by the Service Manager, these two
pagination servers provide AMP publishing services:

- Ad Taking Pagination Server — Composes and measures ad text, and returns ad size and preview
information to AMP Web, AMP Liners Online, and AMP WebCS users, if applicable.

- Pubilshing Pagination Server — Provides AMP with information about ad composition.
Service Manager — A standalone client application used to manage AMP background services.

Task Server (Optional) — A background service that processes AMP tasks that consume high volumes
of operating-system resources. A task server is typically used in an environment with ten or more AMP
workstations and/or numerous remote sites. The Task Server runs on its own machine and is managed
by the Service Manager.

Tomcat™ Server — The engine that AMP uses to run the web applications.
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INSTALLATION

Installation of the AMP system occurs on site with the assistance of a MediaSpan installation and
training specialist. Subsequent installations and/or upgrades may occur as necessary with the assistance of
MediaSpan training and/or technical support personnel.

DOCUMENTATION
m AMP 5 Manual

This document provides information on AMP administration and operating procedures and should be
consulted as necessary for reference.

m Supplementary MediaSpan Documentation

Documentation for other MediaSpan products (such as AMPCCVerifyServer and ClassFlow) are
available from MediaSpan.

B Third-Party Documentation

Documentation for third-party products — such as your computer and web-browser software — is
provided by the manufacturer and should be consulted as necessary.

WHAT YOU SHOULD ALREADY KNOW

m How to turn the equipment on and off

m How to use your computer and its operating system

m How to pull down menus and choose menu commands
m How to scroll through a list of items

m How to select (highlight) an item

m How to create new folders

m How to use the mouse to select and drag

m How to open and close windows

m How to select, start, and quit programs/applications

m How to create, copy, move, and delete files

m How to select a printer, replace printer paper, and produce hardcopy output
m How to use a web browser

m How to author web pages, particularly if using AMP Liners Online
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GETTING STARTED

After AMP has been successfully installed and configured, AMP users can log in to the system.

PREREQUISITES

Contact the site system administrator for the following information:

® Your login ID and, if applicable, your password.
B Your AdManagerPro URL (web-page address).

B [t is recommended that you deactivate your web browser’s “auto fill” feature so that new web forms do
not automatically fill in information from previous forms.

LOGGING IN TO AMP

Log in to AMP to perform AMP functions.

How to Log in to AMP:
1. On the web browser’s command line, enter the AMP URL and press the Enter key.

2. On the AdManagerPro welcome screen, enter the information in the fields described below.

> 4

MEDIASPAN

Welcome to AdManagerPro 5
AMPWeb v5.1.0.3

MediaSpan Publications

User Code Admin

Password ssssssssssas

/Login\

Copyright @ 2010 MediaSpan Media Software. All rights reserved.

m User Code — Your login ID.
m Password — Your password (if applicable).

3. Click the Login button.
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NAVIGATION

AMP screen navigation functions include browser window functions, toolbars and menus, buttons, and
pop-up menus that allow the AMP user to move to various screens throughout the system.

BROWSER WINDOW CAVEATS

m IMPORTANT: Do not use the web browser’s Back and Forward buttons in AMP. Using these
buttons could cause a loss of AMP data. Use AMP toolbars, menus, buttons, and links to navigate the
AMP system.

m Log out of AMP before closing the browser window.

TOOLBAR & MENUS

Main Toolbar — After successful login to AMP, the main toolbar (below) displays. On this toolbar, the
default screen is the Find screen.

Find New Ad Receivables Publishing Reports Tasks Administrator Reminders

Use the toolbar’s main menu options (Find, New, Ad, etc.) to access AMP functions. For example, use the
Find menu to find customers and ads based on various criteria.

AMP Admin Toolbar — The admin toolbar (shown below) is available to AMP administrative users for
accessing AMP setup screens. The Administration chapter contains information on AMP administrative
functions.

Accounting Pricing Site Users Miscellaneous

Availability of Options & Menu Items — Availability of options and menu items depends on the system
security level granted to your login ID. If, for example, you log in to AMP as an administrative user, you
will see all available options and menus. If you log in to AMP as a user who only enters ads and does not
need access to other AMP functions, you may only see the options and menus available to an ad taker.

Your location within AMP also determines the options and menu items available to you. In other words,
you must log in to AMP to access the main toolbar; you must open a customer to enter an ad, and you
must open a customer to access customer and account information.

BUTTON BAR

The button bar at the top of the screen contains some buttons that are used for navigation. These buttons
vary based on the user’s location within AMP. For instance, the Customer button (circled below) — used
to open the customer screen — is available on the Home screen but may not be available on other screens.

{Sa\re:} {Cancelj— {Cancel Order {:Customerj {Previous} ' Home -¢] (Next} i Home}
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COMMON SCREEN COMPONENTS & FUNCTIONS

Many AMP screens contain components and functions that work in the same manner on all screens.

PAGE HEADER INFORMATION

The AMP page header (at the top of the screen) displays various information. The illustration below
shows the page header information for the onscreen account.

| Customer & Ad Information]  |Links to Other AMP Screens| | Price Information |
Fred Fingsone Customer a000E4518 15.05 Am 17
AN L L aag Linar Ondar #0O0001235% Q.0
Yy Sue n-.:m;,u. y C o !.- o Sor -.::1:r~r. .:-:v. St bl
ASPAN Galipolis, AL 45631 s |‘.
(313] S95-1212 -:-t-:- T

AMP Session Information

o The first (blue) line shows the logged-in user’s login ID, followed by the number of requests made to the server by this user (this number is
typically used for troubleshooting). In this example, the login 1D is Admin; the number of server requests by the Admin user is 17.

o The second (green) line shows the login ID's description. In this example, System Administrator is the description of the login ID for the Admin user.
o The third (red) line shows Processing when a request — such as a search or a save — is being processed by the AMP server.

AMP MESSAGE LINE

This line displays system messages for the user’s information. After AMP has saved customer information,
for example, a Customer saved message (circled below) displays in red on the message line.

Primarv Contact: Bob Doe

e istomor savea s
(Save ) (Cancel) | Show: 4 | Customer i} »
| S Nee—

Phone | (734)555-1212 Alt # Active ¥

Acct Type | 370r Gallipolis Retail - Salesperson [ sales Sales User X3 Subscriber [
.

First Bob Fax Tax Exempt

SCREEN TABS

Screen “tabs” provide access to related information. For example, the Account screen contains Account,
Billing, Notify Ads, Comments, and Attributes tabs (circled below). The tabs contain various information
about the account. The Billing tab, for instance shows the account’s default billing settings (shown below).

15

¥ - % . [ r PP
Save Cancel | | Show: 4 | Accounts 4 % | [ New Account (NewAccoum Comment |

Select Acct # Description
(D] 00044918 000

™ Show All

es

Billing Charge | ?1 Receives Earned Disc ¥
Service Charge | SC Service Charge B Receives Statements ™
Discount | 1 Receives Invoices ™
Terms | Net 10 B Receives Reminders ¥
Credit Limit 5000.00
Invoice on | Last Day &
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ENTERING DATES

Many AMP screens require date-based criteria, which can be specified by a range of fixed dates or a range
of dates or accounting periods based on date or period “offset” values.

NOTE: AMP reads all dates from the host computer’s operating-system clock.

Fixed Dates
Specify fixed dates by either entering the dates manually or selecting them from a pop-up calendar.

m To enter fixed dates manually, from the Begin and End pop-ups, choose Fixed. Then enter the
fixed month, day, and year in the designated fields. The illustration below shows a fixed date range
of 06/01/2010 through 06/15/2010. To use a fixed single date, enter the same date in both the
beginning and ending date-range fields.

Begin | Fixed '+l M 06| D 01 Y 2010

End | Fixed '+l M 06| D 15 Y 2010

m To choose a fixed date from a calendar (available on some AMP screens), click on the desired
calendar date to select that date. To deselect a calendar date, click on the selected date.

Date Offsets

Date offsets provide flexibility when specifying “offset values” based on date or accounting period. These
options are chosen from the pop-ups available on the screen where date-based information must be
entered. The options available in the pop-ups for beginning and ending ranges are described below.

End | Fixed b M D 3

Day +
U First of Month +
ol Last of Manth +
First of Current Period +
01 Last of Current Peried +
gz First of First Open Period +
3 Last of First Open Period +
| First of Last Closed Period +
| Last of Last Closed Period +
Una First of Fiscal Year +
.., Last of Fiscal Year +

m Day # — Do not enter real dates in the fields; enter numbers based on the current date. For
example, if on 6/24/2010 you want to create a report for ads running based on a beginning date of:

B 6/22/2010, enter -2 in the D
(day) field, as shown at right.
6/25/2010, enter 1 in the D (day) field.
7124/2010, enter 1 in the M (month) field.
6/24/2009, enter -1 in the Y (year) field.

Begin | Day + B D|-2 | Y

NOTE: The logic that applies to the Day ¥ examples above also applies to all “d+”
options available in the pick list (First of Month 4, Last of Month =, etc.).
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m First of Month ¥ — Do not enter real dates in the fields; enter numbers based on the current date.
For example, if on 6/24/2010 you want to create a report for ads running on the first day of the (current)
month plus three days, enter 3 in the D field. This would create a report for ads running on June 4: the
first day of the current month (June) plus three days (June 4). To use the first day of the month, leave the
month, day, and year fields blank.

m Last of Month ¥+ — Do not enter real dates in the fields; enter numbers based on the current date.
For example, if on 6/24/2010 you want to create a report for ads running on the last day of the previous
month, enter -1 in the M field. This would create a report for ads running on May 31: the last day of the
(current) month, minus one month. To use the last day of the month, leave the month, day, and year fields

blank.

m First of Current Period # — Do not enter real dates in the fields; enter numbers based on the current
date. For example, if on 6/24/2010 you want to create a report for ads running on the first day of the
current accounting period (which, say, begins June 1), plus three days, enter 3 in the D field. This would
create a report for ads running on June 4: the first day of the current month (June) plus three days (June 4).
To use the first day of the current accounting period, leave the month, day, and year fields blank.

B Last of Current Period # — Do not enter real dates in the fields; enter numbers based on the current
date. For example, if on 6/24/2010 you want to create a report for ads running on the last day of the
current accounting period (which, say, ends June 30), plus three days, enter 3 in the D field. This would
create a report for ads running on June 3: the last day of the current accounting period (June 30) plus three

days (June 3). To use the last day of the current accounting period, leave the month, day, and year fields
blank.

m First of First Open Period # — Do not enter real dates in the fields; enter numbers based on the
current date. For example, if on 6/24/2010 you want to create a report for ads running on the first day of
the first open accounting period (which, say, is June 1), plus three days, enter 3 in the D field. This would
create a report for ads running on June 4: the first day of the first open accounting period (June 1) plus

three days (June 4). To use the first day of the first open accounting period, leave the month, day, and year
fields blank.

m Last of First Open Period # — Do not enter real dates in the fields; enter numbers based on the current
date. For example, if on 6/24/2010 you want to create a report for ads running on the last day of the first
open accounting period (which, say, is June 30), plus three days, enter 3 in the D field. This would create
a report for ads running on July 4: the last day of the first open accounting period (June 1) plus three days
(July 4). To use the last day of the first open accounting period, leave the month, day, and year fields blank.

B First of Last Closed Period # — Do not enter real dates in the fields; enter numbers based on the
current date. For example, if on 6/24/2010 you want to create a report for ads running on the first day of
the last closed accounting period (which, say, is May 31), plus three days, enter 3 in the D field. This would
create a report for ads running on June 3: the first day of the last closed accounting period (May 31) plus

three days (June 3). To use the first day of the first open accounting period, leave the month, day, and year
fields blank.

m First of Fiscal Year % — Do not enter real dates in the fields; enter numbers based on the current date.
For example, if on 6/24/2010 you want to create a report for ads running on the first day of the fiscal year
(which, say, is January 1), plus three days, enter 3 in the D field. This would create a report for ads running
on January 4: the first day of the fiscal year (January 1) plus three days (January 4). To use the first day of
the fiscal year, leave the month, day, and year fields blank.

m Last of Fiscal Year # — Do not enter real dates in the fields; enter numbers based on the current date.
For example, if on 6/24/2010 you want to create a report for ads scheduled to run on the last day of the
fiscal year (which, say, is December 31), plus three days, enter 3 in the D field. This would create a report
for ads running on January 3: the last day of the fiscal year (December 31) plus three days (January 3). To
use the last day of the fiscal year, leave the month, day, and year fields blank.
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SELECTING/DESELECTING ITEMS IN A LIST

Many AMP screens contain “plus” and “minus” buttons for selecting or deselecting all items in a list, such
as a list of classifications.

@ Click this button to select all Classifications | [ +) fz\

items in a list. —

@ Click this button to deselect
all items in a list.

002 Test

0100 Legals

0200 ANNOUCEMENTS

0205 Birthday / Anniversary (ANNOU}
0210 Happy Ads

0215 Lost & Found (ANNQUNCE)

0220 Memory / Thank You (ANNOUMNCE)
0225 Motices (ANNOUNCE})

0230 Personals (ANNOUMNCE)

EAEEAERERR

To select/deselect only a few items in a very long list, use these buttons to select/
deselect all the items; then select/deselect only the desired items.

SORTING ITEMS IN A COLUMN

Sort items in a list by clicking on the column heading.

How to Sort Items in a Column:

1. Click the column heading to sort. For example, to sort a list of customer numbers, click the
Customer # column heading.

2. Next to the selected column heading is an arrow that indicates how the items in this column are
currently sorted:

Tt Items are sorted in ascending order. The illustration below shows the Customer # column
sorted in ascending order by customer number.

i Items are sorted in descending order.

Find Customer Results

306 Customers found

Customer # ¢ Name
00022227 AMY SN
00022249 SCOTT
00022257 ARTHU

@ Toggle the sort by clicking on the column heading. The directional “sort” arrow

changes with each click on the column heading.
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ACCELERATOR KEYS

On some AMP screens, accelerator keys can expedite finding an item in a long list.

How to Use Accelerator Keys:

1. Click on the column heading that contains the item for which you are searching.

For example, to find an adjustment by its description, click on the Description column heading on
the Adjustments screen.

2. Type the first letter of the description. This moves the cursor to the first item in the list that begins
with that letter.

For example, if searching for an adjustment whose description starts with B, type the letter B. You
are moved to the first item in the B list. In the illustration below, this item is &/ind box - mail.

Adjustment - 1200 - blind box - mail

Code Description & Active

1200 blind box - mall " 4 i
1000 bold ¥ 4 3
1600 berder ¥ 4 3

MODIFYING & DELETING INFORMATION

m Modifying Information — Items created in AMP — including ads that are still running, user
information, customer information, and report criteria — can be modified by opening/selecting the
existing item and making the desired changes to the information associated with that item.

Price-based items that are currently active — such as rates and adjustments — can be modified only
by using the item’s Unlock button and confirming that you want to unlock it.

m Deleting Information — Some AMP items can be deleted by opening/selecting the existing item and
clicking the Delete or Remove button. Other AMP items cannot be deleted but can be deactivated via
the Active box.

NOTE: After modifying or deleting information, make sure to save the changes.
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“ACTIVE” AND “SHOW ALL” CHECKBOXES

Many AMP screens contain Active and Show All checkboxes that work together to distinguish between
active and inactive items and to let you view active and/or all items in a list (including inactive items).

m If the Active box is marked, the item is in use. If this box is not marked, the item is inactive (not in
use) and appears in italicized text when Show All is marked.

| Save B cancel | | Show: 4 Accounts i || New Account 3 FNl"J.ﬂrfﬂuﬂ'.i P——

Sulect Acct #
3138618

- 001 IRGER
C # Shaw all )

Description  Acct # 00138666

Alt #

Expo

Dascription
Accl #00138518
Acct #O001IHGER

m If the Show All box is marked, all active and inactive items are shown. If this box is not marked, only

active items are shown.

The illustration above shows a customer’s two accounts. The first account is inactive because the text is
italicized; this account is displayed the list of accounts because the Show All box is marked. The second
(selected) account is active because the text is not italicized and the Active box is marked for this account.

In this example, both active and inactive accounts are shown because the Show All box is marked. If the
Show All box were not marked, only the active account — the second one in the list — would show.
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ADMINISTRATION

This chapter contains information on AMP system administration.

ADMINISTRATOR MENU

The Administrator menu contains options that enable an administrative user access to AMP
administrative functions. These functions include configuring users and groups, accounting setups, rates,
classifications, publication and ad defaults, and various codes used throughout the system.

Accessing administrative functions requires an administrative user ID and password, which are configured
during the AMP installation. Contact the site administrator for information on the user ID and password
required for administrative access to the AMP system.

ACCESSING ADMIN SETUP SCREENS

AMP defaults are configured via the setup screens before the AMP system can be used. After the setups
have been configured and saved, they can be modified as necessary based on the needs of the publication.

How to Access AMP Admin:

Log in to AMP as an administrative user.
2. On the mail toolbar, click Administrator > Admin Setups.
This opens an AMP Admin window that contains the admin toolbar.

3. The admin toolbar contains a series of menus that are categorized by setup type: The Accounting
menu, for instance, contains options for accessing accounting setups; the Users menu contains
options for accessing user setups.

Accounting Pricing Site Users Miscellaneous
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ACCOUNTING SETUPS

Accounting setups include establishing fiscal years and accounting periods; defining aging buckets and
terms; configuring rates, adjustments, and other price-based items, and configuring codes for transactions,
general-ledger items, and writeoffs.

Fiscal Years & Accounting Periods

AMP tracks receivables by fiscal years that contain individual accounting periods. A fiscal year is any
amount of time between the first and last dates of the defined “year.” Fiscal years and accounting periods
coincide with the time frames of specific accounting practices. For example, a July-June fiscal year might
start on July lof the current year and end on June 30 of the following year. A calendar-based fiscal year
would start on January 1 and end on December 31 of the same year.

An accounting period is a specified time frame that fits within the fiscal year. A calendar-based fiscal year,
for example, would contain 12 calendar-based accounting periods: one accounting period for each month
in the calendar year. Accounting periods are typically based on calendar months; however, accounting
periods can be configured to use other methods, such as the 4-4-5 method (based on four- and five-week
accounting periods) or the 13-month method (based on 13-to-28-day accounting periods).

Creating a Fiscal Year & Accounting Periods

Before configuring a fiscal year and its corresponding accounting periods, establish the beginning and
ending dates of the fiscal year, and the method on which the fiscal year's accounting periods are based.

Description Start End )
2010 FriJan 1 2010 Fri Dec 31 2010 - | Clone |
2011 Sat Jan 1 2011 Sat Dec 31 2011 |
2012 SunJan 1 2012 Mon Dec 31 2012
2013 Tiia Tam 1 20172 Tis MNar 21 20172 |L|
Accounting Periods for 2011 -
Code Period Start End Closed | MNew
1101 JAN 2011 Sat Jan 1 2011 Mon Jan 31 2011
1102 FEB 2011 Tue Feb 1 2011 Mon Feb 28 2011
1103 MAR 2001 Tue Mar 1 2011 Thu Mar 31 2011

How to Create a Fiscal Year and Accounting Periods:

1. On the main toolbar, choose Administrator > Admin Setups.

2. On the AMP Admin screen, choose Accounting > Fiscal Years/Accounting Periods. Define a
fiscal year before defining the accounting periods for that fiscal year.

Defining a Fiscal Year
3. On the Fiscal Years screen, create a fiscal year by clicking the New button in the Fiscal Years area.

4. Conhgure the fiscal year information described below.
m Description — The fiscal year’s description (typically this is the calendar year).
m Start/End The first and last dates of the fiscal year.
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Defining an Accounting Period
5. Create accounting periods by clicking the New button in the Accounting Periods area.

6. Conhgure the fiscal year information described below.
m Code — The code for this period. A numeric format — e.g., 1701 for January 2017 —
ensures that accounting periods appear in chronological order on lists and reports that are
sorted by accounting period.

B Period — The accounting period’s description.

m Start/End — The first and last dates of the accounting period. These dates must fit within
the start and end dates of the fiscal year.

m Closed — If this box is checked and the accounting period appears in red, the accounting
period has been closed. The Close Period routine closes an accounting period.

7. Click the Save button.

After saving a fiscal year and its accounting periods, create additional fiscal years and
accounting periods by cloning the properties of an existing fiscal year.

How to Clone A Fiscal Year:

1. Configure and save a fiscal year and its accounting periods before cloning a fiscal year. Procedures
for creating fiscal years and accounting periods are on the previous page.

Select the fiscal year to clone.
Click Clone.

AMP clones the selected fiscal year’s properties by creating a copy of the selected fiscal year and its
accounting periods.

4. Edit the fiscal-year and accounting-period information by making the desired changes in the Fiscal
Years and Accounting Periods sections.

NOTE: If the new (cloned) fiscal year is a leap year, edit the end date of the
appropriate accounting period to allow for the leap year. If there are any gaps in the
fiscal years and/or accounting periods, AMP will prompt you accordingly and prevent
saving the fiscal year or accounting period until you enter the correct information.

5. Click the Save button.
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General Ledger (GL) Codes

GL codes are usede primarily for reporting purposes and for exporting data to third-party general-ledger
systems. A GL code must be defined for any item — such as a rate, adjustment, or payment — that can
create a transaction charge.

NOTE: If a separate GL code is not required for each transaction charge, a single GL
GL code — such as NOGL — can be created and assigned to all transactions.

How to Create a GL Code:

1. On the main toolbar, choose Administrator > Admin Setups.

2. On the AMP Admin screen, choose Accounting > General Ledger Codes.
3. On the General Ledger Codes screen, click New.
4

Configure the information described below.

General Ledger Codes

Code . Description Active DOOD - House Advertising Class Liner

0000 House Advertising Class Liner V *

0001 House Advertising Class Disp V Code: 0ooo

noonz2 House Advertising ROP modifi... W Description: House Advertising Class Liner

B Code — The general ledger code.

B Description — The general ledger code’s description.

5. Click the Save button.
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Transaction Codes

Transaction codes categorize specific payments, credits, debits, and invoices.

B Prerequisites — GL Codes. Configure GL codes before creating or modifying transaction codes.

How to Create a Transaction Code:

1.

2.
3.
4

Configure the information described below.

On the main toolbar, choose Administrator > Admin Setups.

On the Transaction Codes screen (below), click New.

On the AMP Admin screen, choose Accounting > Transaction Codes.

Transcation Codes

Code
Oook
340c
340k

108
IT0k
I7lp

] Dascription Type
Lochbiix P
Credit Card P
Chack ]
Cagh P
Purchase Order P
Prepaid - Deposited p

o
)

‘R{_f‘{,nﬂi
A

B Code — The transaction code.

J40e - Cradit Card

Code:

Degcripkion
Transaction Type:
Transaction Subtype:

GL Code:

m Description — The transaction code’s description.

340¢
Credit Card

FEymEnt -
Credit Cand w

1030 - Location Operating Acoountsl L

m Transaction Type — The type of transaction. Choose from Payment, Credit, Debit, or
Invoice. The option you choose here determines the options available in the Transaction

Subtype list.

m Transaction Subtype — Options vary based on the Transaction Type value.

® GL Code — The general ledger code for this transaction code.

5. Click the Save button.

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Administration

Aging Setup

AMP matures invoices and their associated payments, credits, and debits into date-based categories called
“buckets.” This “aging” tracks how long transactions have been in your system. Billing terms (on the
Terms screen) determine when items are overdue at the time of invoicing.

NOTE: The default aging setups provided by default are sufficient for most sites. You
may only need to configure these settings if your aging setup differs from the defaults.

How to Set up Aging:

1. On the main toolbar, choose Administrator > Admin Setups.

2. On the AMP Admin screen, choose Accounting > Aging Setup.
3. On the Aging Setup screen (below), click New.
4

Configure the information described below.

General

Use this screen to configure general aging setup information.

Aging Setup

Description n Active Balance Fwd - Days General | Buckets
Balance Fwd - Acct Periods v g
Description: Balance Fwd - Days
Balance Fwd - Calendar Months W
Balance Fwd - Days w Aging Method: | Balance Forward v |
Open Item - Acct Periods W Aginoiintenial i nays vl
Open Item - Calendar Months v Exclude Unsettled Transactions: |v
Cpen [tem - Days W

m Description — The aging setup’s description.

m Aging Method — AMDP calculates aging using either an open-item or balance-forward aging
method, depending on your preference and practices. The two methods differ by ways in
which transactions appear. Choose one of the following methods:

m Open Item — Aged accounts show invoices and any payments applied to each invoice.

m Balance Forward — Aged accounts show invoices and any payments applied, starting with
the oldest invoice (This is similar to a credit-card statement that shows a previous balance
plus any current charges). Balance-forward aging disregards the established connection
between an invoice and an associated payment.

NOTE: The aging method set on this screen determines how aging calculates and does
not necessarily affect how aged information displays on statements or reports: Your
statement form determines how aged information appears on statements. The aging
report lets you choose to show the report’s aged information as open-item or balance-
forward transactions.

m Aging Interval — The time period on which to base aging. If the interval is based on days,
define the aging buckets on the Buckets tab.

m Exclude Unsettled Transactions — Exclude any transactions contained in un-posted
batches.
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Buckets
Use this screen to configure aging buckets.
Balance Fwd - Days General | Buckets
Number of Buckets: E_Ii,' E
Description Up-to Days
1 Current 0
2 1-30 Days 30
3 31-60 Days &0
4 £1-90 Days 90 -
5 91-120 Days 120
& Over 120 Days 9999999 B

® Number of Buckets — The number of buckets for this aging method. This number

determines the number of Description and Up-to Day fields that become available on this
tab.

m Description — The bucket’s description.

m Up-to Days — The number of days up to the end of the bucket. The example above shows
up to zero days in the Current bucket; up to 30 days in the 1-30 bucket, up to 60 days in the
31-60 bucket, etc.

NOTE: The last bucket’s Up-to Days value must include an extraordinarily large
number in order to accommodate all aging possibilities. In the example above, the last

bucket’s Up-to Days value is 9999999999.

5. Click the Save button.

Removing a Bucket

To remove a bucket, change the Number of Buckets value, and make any necessary edits to the
Description and Up-to Days field values for the remaining buckets.

NOTE: Aging setup items can be deactivated but cannot be deleted.
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Terms

Billing terms are applied to customer accounts and used to calculate due dates when invoices are posted.

B Prerequisites — Transaction Codes. Configure these codes before creating or modifying terms.

How to Create a Billing Term:

1
2.
3.
4

On the main toolbar, choose Administrator > Admin Setups.
On the AMP Admin screen, choose Accounting > Terms.
On the Terms screen (below), click New.

Configure the information described below.

Description v Active Net 10
Standard Term Qf
QA Terms Qf Description: Net 10
Non-standard Terms W Due Date: | Invoice Date plus ... ¥ | 10 day(s)
Net 15 W |¥| Eligible for early payment discount
Net 10 W Discount:
Discount percentage 5
If paid by: | Due Date minus ... v | m— day(s}
Transaction code: | EPD - Early Payment Dicsount -

m Description — The term’s description.

B Due Date — Determine how long the customer’s account remains current after the
customer’s ads are invoiced. Choose one of the following options:

e Last day of calendar month plus ... the number of days specified in the day(s) field. If
this option is selected, accounts are considered past due by the last day of the calendar
month, plus the number of specified days.

NOTE: For cleaner accounting, use the last day of the calendar month plus 27
days. This setup allows for shifting aging buckets and provides flexibility if service
charges are applied to unpaid balances. With this method, any ad taken in June,
for example, would have a due date of July 27. Using other term setups can cause
scenarios where service charges can be applied to an account before a customer
has had the chance to pay the bill, or in other cases, not be applied at all.

e Last day of next calendar month. If this option is selected, accounts are considered past
due on the last day of the calendar month.

e Last day of Account Period plus ... the number of days specified in the day(s) field. If
this option is selected, accounts are considered past due on the last day of the current
accounting period, plus the number of specified days.

e Last day of next Accounting Period plus ... the number of days specified in the day(s)
field. If this option is selected, accounts are considered past due on the last day of the next
accounting period, plus the number of specified days.

o Invoice date plus ... the number of days specified in the day(s) field. If this option is
selected, accounts are considered past due on the invoicing date (the day you run the
invoicing routine), plus the number of specified days.
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m Eligible for early payment discount — Check this box to show the following discount options,
which you must set for this billing term if this box is checked:

e Discount percentage — The percentage amount of the discount if paid by the date specified in
the If paid by fields. You can use fractional percentages in the Discount percentage field. For
example, for a 5.5% discount, enter 5.5 in this field.

e If paid by — The discount percentage will apply if invoices are paid by the date you specify here.
Choose one the following options:

> Due date minus — The invoice due date minus the number of days specified in

the day(s) field.
> Fixed day of month on day — The day of the month specified in the day(s) field.

> Invoice date plus — The invoice due date plus the number of days specified in the

day(s) field.

B Transaction code — The transaction code to use when the discount is applied. Because discounts are
tracked as credits, only credit-based transactions are available in this list.

5. Click the Save button.
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PRICING SETUPS

Rates

Rates determine ad costs and can be assigned to one or more publications to make your rate structure
more flexible and easier to maintain for multiple publications. You can base your rates on words, lines, or
inches, and can restrict rates to specific ad families. AMP also allows for user-defined pricing. This means
that to override the cost of an ad, a user must have the proper system security level, and the rate must be
marked as a user-defined rate. User-defined rates can also be assigned to group buys. You can protect rates
by requiring a password, and you can exclude a rate from day-of-week surcharges.

You can customize your rates using standard, tiered, or cumulative pricing methods, each of which is
described (along with a sample of each method) in this section.

B Prerequisites — GL Codes and Tax Categories. Configure these items before creating or modifying
rates.

How to Create a Rate:

1. On the main toolbar, choose Administrator > Admin Setups.
2. On the AMP Admin screen, choose Pricing > Rates.

3. On the Rates screen (below), click New.
4

Configure the information described below.

General

Use this screen to configure general rate information described below.

Code Descriptions A 10ca - Line Rate General
10ca Line Rate & g =
21cc 1 Line Rate W | Code: 10ca

LR2 Line Rate 2 qﬁ ] Description:  Line Rate
LR3  LineRate3 & 3 Unit Type: | Lines | v |
11td Lite Streakers W | Pricing Method: | Standard v |
29rd Little General... V 5| GL Code: | 3050- Transient Classified v |
30m  Little League & 3 Tax Category: | notax v
19ze Livestock Page W | Ad Families Spedial
28rc LHCC V | IL Classified Liner || User Defined
28rd LJHCC Cinemas & 3 T

|| Classified Display || Protected
21ru  Local Adverti... & )

ROP Group Buy
27ra  Local Display & ) — -
Exempt from DOW Surcharges

15zk Local Display ... &/ ] o ’ §

m Code — The rate code.
m Description — The rate’s description.

B Unit Type — The unit on which the rate is based. For a unit-based rate, set this value to
Words.

B Pricing Method — The rate structure used to calculate ad cost. Choose one of the following
options:
e Standard — Determines ad cost by multiplying the number of insertions by the

actual line in the rate table. Multiple publications may use the same rate code, but each
publication is billed individually based on the number of insertions in that publication.
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e Cumulative — Used when an ad runs in two or more publications where each pub’s
insertion has the same line rate, regardless of the number of insertions per pub. AMP
determines the rate by adding the total number of insertions across all pubs in which the
ad runs. The rate is then multiplied by the number of insertions per pub. The ad’s total
cost is the sum of each pub’s cost.

e Tiered — Based on the chronological insertion number. This means that for the first
insertion, the ad is priced using the rate’s first-insertion cost; for the second insertion, the
ad is priced using the rate’s second-insertion cost PLUS the cost for the first insertion, and
so on. The ad’s total price is the sum of all insertions’ costs. A tiered rate might be used, for
example, if you have a special “buy two, get one free” rate, where the ad is charged for two
insertions but runs at no cost for the third insertion.

NOTE: See the Rate Samples section for samples of rates using each pricing method.

GL Code — The rate’s general ledger code.
Tax Category — The rate’s tax category.
Ad Families — Check the box for each ad family that can use this rate.

User Defined — Check this box if ad takers can override ad cost when using this rate. Ad
takers must also be assigned the proper level of system security on the User Groups screen to
override the cost of an ad.

Protected — Check this box if ad takers cannot use this rate without the proper level of
system security set on the User Groups screen.

Group Buy — Check this box if the rate can be shared by multiple publications in a group
buy.

Exempt from DOW Surcharges — Check this box if DOW surcharges do not apply to ads
using this rate.
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Publishing

Use this screen to assign publications to a rate by configuring the information described below. Select at
least one publication for each non-group-buy that can use this rate.

NOTE: If you checked the Group Buy box on the General screen, do not select any
pubs on the Publishing screen. Assign group-buy publications and their rates on the
Group Buys screen, where you set pricing factors that determine how the ad’s total
cost is to be divided among pubs in the group buy.

10ca - Line Rate General | Publishing | Pricing

Select the pubs to which this rate applies.
Selected Available

1000 - News Democrat & Leader 1100 - Grayson County News Gazett|*

1002 - News Democrat Special Sections
1003 - News Democrat Website

1004 - News Democrat Comm Printing

1102 - Grayson Special Sections
1103 - Grayson Website
1104 - Leitchfield Comm Printing
1111 - Quarterly Edition

1200 - Gallipolis Daily Tribune

B Selected — Pubs in this list can use this rate. To add pubs to this list, select the pubs from
the Available list and click the << button to move them to the Selected list.

B Available — Pubs in this list cannot

use this rate. To add pubs to this list, select the pubs

from the Selected list and click the >> button to move them to the Available list.

Pricing

Use this screen to define a rate’s pricing structure.

10ca - Line Rate

|v] Show Expired

Date Range - 06/17/2010 - (open}

New

Start Date a End Date [
06/18/2007 06/16/2010 Clone |
06/17/2010 {open) Delete

Min Max Charg Min Max |Base Amt Base Extra Amt Extra Unit
Ins* | Ins eFor Size Size Units

0 0 0 0 0 £0.0000 0 $0.0000 0

0 0 0 1 99999 $6.7500 5 £0.5000 1

1 99959 0 1 99999 | $6.7500 5 $0.5000 1

General | Publishing | Pricing

m Show Expired — Shows expired pricing structures for existing rates.
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How to Create a Rate Table:

1. Click the New button next to the End Date column.

2. When prompted to create a rate table (below), enter the information described below.

Create Rate Table x

Date Range

Start Date: 09/07/2010 4 End Date: 4

L Cancel J

m Start Date — The first date the rate can be used. This date should be at least one day after
the end date of the current, active rate.

If the current, active rate does not have an end date, AMP will insert into the active rate an
end date of the day before the start date of the new, cloned rate. For example, if the cloned
rate’s start date is 6/16/2010, AMP will insert into the active rate an end date of 6/15/2010.

m End Date — The last date the rate can be used. If the rate never expires, leave this blank.
3. C(Click OK.

If editing a rate, click the date in the Start Date column to show the pricing structure in the Date
Range table.

If creating a new rate, click the New button next to the Extra Unit column.
5. In the Date Range table, enter the information in the fields described below.
B Min Ins — The minimum number of times an ad must run to qualify for this rate.

® Max Ins — The maximum number of times an ad can run to qualify for this rate.

NOTE: For a TEN rate, enter 0 (zero) in both the Min Ins and Max Ins fields.

B Charge For — For standard or cumulative rates, this is the number of days for which to
charge at this rate. Use only a 0 (zero) or 1 in this field. A 0 (zero) in this field means that the
ad is charged by the insertion. A 1 in this indicates a flat, one-time charge, regardless of the
number of insertions (i.e., the ad is charged once, whether the ad runs 1, 2, or more times).

NOTE: For a TEN rate, enter 0 in the Charge For field. TFN rates must be configured
for per-insertion pricing.

B Min Size — The minimum number of words/lines/inches required for this rate.
B Max Size — The maximum number of words/lines/inches allowed for this rate.
B Base Amt — The base amount charged for this ad.

m Base Units — The number of words/lines/inches included in the base amount.
m Extra Amt — The charge for additional words/lines/inches.

m Extra Unit — The increment by which the rate charges the additional amount. You can use
fractional values here if this is an inch-based rate. For example, to charge by the additional
quarter-inch, enter .25 in this field.

6. Each rate may contain more than one line in the table. To add a line to the table, click New next to
the Extra Unit column, and enter the information in the fields described above.

7. Click the Save button.

B After configuring and saving a rate, you may wish to add rates — or pricing tables within a rate
— via the Clone button. This lets you simplify creating duplicate rates or increasing existing rates.
(See How to Clone a Rate on the next page).
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How to Clone A Rate:
1. Configure and save a rate before cloning it. Procedures for creating a rate are on previous pages.
2. On the Pricing screen, select the rate to clone.
3. Click the Unlock icon. This allows for unlocking the rate so that the rate can be changed.
4. When prompted that changing this rate can have hazardous results, click Yes to unlock the rate or
No to cancel the request.
NOTE: After unlocking a rate, do not change pricing tables, group buys, unit types,
etc. If the unlocked rate is in use, changing this information may impact existing ads
using that rate. It is permissible to clone a rate without impacting the existing rate.
5. Click the date in the Start Date column.
Click Clone.
AMP clones the selected rate’s properties by creating a copy of the rate and/or table.
7. On the Clone Rate/Table window (below), choose Clone Rate and Table or Clone Table Only.
8. 'The Clone Rate and Table and Clone Table Only screens are identical except for these two fields,
which appear only on the Clone Rate and Table screen:
B Code — The cloned rate’s code. The code used by the rate being cloned appears in
parentheses at the end of this field.
m Description — The cloned rate’s description. The description used by the rate being cloned
appears in parentheses at the end of this field.
Clone Rate/Table 4
[ Clone Rate and Table l Clone Table Only |
Rate
Code: 12ca (10ca}
Description:  Line Rate Special (Line Rate}
Date Range
Start Date: /17/2010 End Date: =
Adjust the Price
| By Flat Amount L
Base Amt: .5 rounded to nearest | 1/10000 v |
Extra Amt: 25 rounded to nearest | 1/10000 v |
| Ok || cCancel |
9. Conhgure the information for the cloned rate and/or table on the appropriate screen. For
information on fields contained on these screens, see the General Screen, Publishing Screen, and
Pricing Screen sections on previous pages.
10. Click OK.
11. When returned to the Rate screen, make any desired changes on the General, Publishing, and/or
Pricing screens.
12. Click the Save button.
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Rate Samples

Use these samples to help you understand the different types of rates and to assist you in building rate
tables. Depending on your pricing structure, your rates can be set up using the standard, cumulative, or
tiered method.

Standard Rate
Example 1 — Standard Word Rate

This example shows a standard pricing structure for a word rate.

The zeros in the Min Ins and Max Ins fields denote the TEN line for this rate. (There are no minimum and maximum insertions
because a TFN ad will run until the customer wants to stop it.) With a Charge For value set to 0 (zero), the ad will be priced based
on the number of insertions. Because the Min Size value is set to 1, the ad must contain at least one word. Because the Max Size
value is set to 99999, this rate will be used no matter how many words are in the ad. The Base Amt value is $1.25, and the Base
Units value is 10, meaning that for the base amount of $1.25 (per insertion), the customer gets up to 10 words; additional words
will be charged extra based on the Extra Amt and Extra Size values. Using this line in the example, each additional word (Extra
Unit = 1) would be charged 10 cents (Extra Amt) per word, per insertion.

Diate Range - 06/17/2010 - 07/03/2010 ‘
Min Ins N Max Ins Charge Min Size Max Size Base Amt Base Units Extra Amt Extra Unit
For
Co 0 0 1 999999 $1.2500 10 $0.1000 1)
1 3 0 1 99999 $2.0000 10 $0.1000 1
G 6 0 1 99999 $1.5000 10 $0.1000 1)
7 10 0 1 99999 $1.3500 10 $0.1000 1
1 99999 0 1 99999 $1.2500 10 $0.1000 1

Using this rate, an ad with 4, 5, or 6 insertions will be priced based on this line in the rate table. Because the
Charge For value is 0 (zero), the ad will be priced based on the number of insertions. Because the Min Size value
is set to 1, the ad must contain at least one word. Because the Max Size value is set to 99999, this rate will be used
no matter how many words are in the ad. The Base Amt value is $1.50 and the Base Units value is 10, meaning

that for the base amount of $1.50 (per insertion), the customer gets up to 10 words; additional words will be
charged extra based on the Extra Amt and Extra Unit values. Using this line in the example, each additional word
(Extra Unit = 1) would be charged 10 cents (Extra Amt) per word, per insertion.
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Example 2 — Standard Line Rate

This example shows a standard pricing structure for a line rate. Because there is no TFN line for this rate
(a TEN line contains zeros in both the Min Ins and Max Ins fields), a TFN ad could not be scheduled
using this rate.

Because this example shows a Min Ins value of 2 and a Max Ins value of 4, an ad with 2, 3, or 4 insertions will
be priced based on this line in the table. Because the Charge For value is 1, the ad will be charged a flat price
(the appropriate base amount) and not charged per insertion. A 4-line ad would price at the Base Amt value of
$17.75. The Base Units value is 4 because an ad will be charged for a minimum of 4 lines. Because the Extra
Amt value is $2.65 and the Extra Unit value is 1, the ad will cost $2.65 per line for each additional line beyond
the fourth line. A 5-line ad would cost $20.40 (the $17.75 base amount for 4 lines PLUS $2.65 for the fifth line).

Date Range - 12/30/2008 - (open)

Min “5.. Max Ins Charge Min Size Max Size Base Amt Base  Extra Amt Extra Unit
For Units
1 1 1 1 999999  $12.0000 4 $1.6800 1
C 2 4 1 1 999999  $17.7500 4 $2.6500 1)
5 7 1 1 999999  $20.9000 4 $3.1500 1
8 15 1 1 999999  $31.9500 4 $5.0000 1
Ci6 30 1 1 95599 $55.2500 4 £9.4500 1)
Fal

The last line in the table indicates the maximum values for this rate. Because the Max Ins value is 30, an
ad using this rate could not be scheduled for more than 30 days. Because the Charge For value is 1, the
ad will be charged a flat price of $59.25 (Base Amt value) for 4 lines PLUS $9.45 (the Extra Amt value)

per line for each line after the fourth line.
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Cumulative Rate

Example — Cumulative Line Rate

This example shows a cumulative pricing structure for a line rate. Because there is no TFN line for
this rate (a TFN line contains zeros in both the Min Ins and Max Ins fields), a TFN ad could not be
scheduled using this rate.

Because this line in the table shows a Min Ins value of 1 and a Max Ins value of 3, ads with 1, 2, or 3
insertions will be priced based on 1, 2, or 3 insertions. The Charge For value is 0 (zero), which means
the ad’s cost is based on the number of insertions. All Min Size values are 1 and Max Size values are
999999, meaning that ads using this rate must contain at least one line. An ad with this rate would be
charged the Base Amt value of $10.00 for up to 4 lines (base units = 4). The Extra Amt value of $1.00
per pub would be charged for each single line (extra unit = 1) beyond the 4th line. Based on this line in
the table, an ad using this rate would be priced as follows:

* A 4-line ad runs 1 day in 2 pubs (total 2 inserts) =  $20.00, calculated as follows:

Base Amt. of $10/insert X 2 inserts = 20.00
* A 5-line ad runs 1 day in 3 pubs (total 3 inserts)=  $33.00, calculated as follows:
Base Amt. of $10/insert X 3 inserts = 30.00
+ 3.00 ($1/line extra X 3 inserts)
33.00

Date Range - 06/18/2010 - (open)

-l
Min\Ins « Max Ins Charge For Min Size Max Size Base Amt Base Units Extra Amt Extra Unit
3 0 1 959559 £10.0000 4 £1.0000 1 )

4 6 0 1 999999 £9.0000 4 £1.0000 1

7 10 0 1 999999 £B8.0000 4 £1.0000 1

11 13 0 1 959559  £7.0000 4 £1.0000 1
64 17 0 1 999999 £6.0000 4 £1.0000 1 )

21 0 1 9999599 £5.0000 4 £1.0000 1

22 25 0 1 999999 £4.0000 4 £1.0000 1

26 30 0 1 959999  £3.0000 74 £1.0000 1

This line in the table would be used for an ad with a minimum of 14 and maximum of 17 insertions. A Base
Amt value of $6.00 would be charged for up to 4 lines (base units). If the ad is more than 4 lines, the Extra
Amt value of $1.00 per pub would be charged for each single line (extra unit = 1) beyond the 4th line. Based
on this line in the table, an ad using this rate would be priced as follows:

* A 5-line ad runs 5 days in 3 pubs (total 15 inserts) = $105.00, calculated as follows:

Base Amt. of $6/insert X 15 inserts = 90.00
+ 15.00 ($1/line extra X 15 inserts)

105.00
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Tiered Rate
Example — Tiered Line Rate

This example shows a tiered pricing structure for a line rate. Because there is no TEN line for this rate (a
TFN line contains zeros in both the Min Ins and Max Ins fields), a TFN ad could not be scheduled using
this rate.

In this table, one insertion (Min Ins and Max Ins values = 1) would be charged the Base Amt value of $7.00 for up to 25
words (base units). The Extra Amt value of 10 cents would be charged for each single word (extra unit = 1) beyond the
25th word, per insertion. Based on this line in the table, an ad using this rate would be priced as follows:

* A 25-word ad runs 1 day (total 1 insert) $7.00
* A 30-word ad runs 1 day (total 1 insert) $7.50, calculated as follows:
Base Amt. of $7linsert X 1 insert = 700
+ .50 (10/word X 5 extra words X 1 insert)
7.50

D:ate Range - 06/18/2010 - (open) r
Min\Ins + Max Ins Min Size Max Size Base Amt Base Units Extra Amt Extra Unit
Cl 1 1 999999  $7.0000 25 $0.1000 1 )
2 2 1 999999  $6.5000 25 $0.1000 1
3 3 1 999999  $6.0000 25 $0.1000 1
4 4 1 999999  $3.0000 25 $0.1000 1
5 5 1 999999  $2.0000 25 $0.1000 1
Cs 90 1 999999  $1.0000 25 $0.1000 1 D)
V.l

This line of the table would be used for an ad with at least 6 insertions but no more than 90. A Base Amt
value of $1.00 would be charged for up to 25 words (base unit). If the ad is more than 25 words, the Extra
Amt value of 10 cents would be charged for each single word (extra unit = 1) beyond the 25th word, per
insertion. Based on this line in the table, an ad using this rate would be priced as follows:

* A 25-word ad runs 6 days (total 6 inserts) = $25.50, calculated as follows:

Day I ($7.00 Base Amt. for Ist insert) = 7.00
Day 2 ( $6.50 Base Amt. for 2nd insert) +  6.50
Day 3 ($6.00 Base Amt. for 3rd insert) +  6.00
Day 4 ($3.00 Base Amt. for 4th insert) +  3.00
Day 5 ($2.00 Base Amz. for 5th insert)  +  2.00
Day 6 ($1.00 Base Amt. for Gth insert) + 1.00

25.50
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Inventory ltems

Inventory items are required for manual invoicing. Manual invoicing allows you to enter transactions and
bill for items that are not associated with an ad: returned checks, insert charges, outside printing jobs, etc.
In order to use manual invoicing, set up inventory items first.

B Prerequisites — GL Codes, Tax Categories, and Publications. Because each inventory item must be
assigned a GL code and tax category —and can optionally be assigned a publication — configure these
items before creating or modifying an inventory item.

How to Create an Inventory Item:

1. On the main toolbar, choose Administrator >Admin Setups.

2. On the AMP Admin screen, choose Pricing > Inventory Items.
3. On the Inventory Items screen (below), click New.
4

Configure the information described below.

Code Description s A AA - Ann Arbor Commercial Printing

AA Ann Arbor Commercial Printing

’ - Code: AA
14 Common Commercial Printing

04 Durant Commercial Printing Description:  Ann Arbor Commercial Printing

v
v
v
15 Floyd Co Commercial Printing & User Defined:  [v]
v
v
d

01 Gallipolis Commercial Printing Cost($): 0.00

13 Harlan Commercial Printing GL Code: | 1200- AR - Local v |

0g Lafayette Commercial Printing Tax Category: | 6% tax ¥ |

12 Leitchfield Comm Printing Q;O‘ ‘ Pub: | ~ |(optional}
B Code — The item’s code.
m Description — The item’s description
B User Defined — Allows for overriding an inventory item’s cost during manual invoicing,

regardless of the item’s amount in the Cost field.

m Cost — The item’s flat amount. This amount appears on the manual invoice unless the User
Defined box is marked for that item. Enter an amount in this field, regardless of whether or
not the User Defined box is marked.

GL Code — The general ledger code for this inventory item.

Tax Category — The item’s tax category.

B Pub — An inventory item can optionally be linked to a valid publication for revenue-
tracking purposes. To keep inventory items separate from your regular publications, you may
wish to create a separate publication specifically for inventory items.

5. Click the Save button.
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Adjustments

Adjustments are additional charges or discounts set up as percentage-based adjustments or as flat fees that
can be applied to individual ads. You can link adjustments to automatic adjustments, which AMP can
automatically apply to an ad. Define adjustments before linking them to automatic adjustments.

How to Create an Adjustment:

1. On the main toolbar, choose Administrator > Admin Setups.
2. On the AMP Admin screen, choose Pricing > Adjustments.
3. On the Adjustments screen (below), click New.
4. Configure the information described below.

General

Use this screen to configure general adjustment information.

Adjustment - 0012 - 1 color special

Code & Description Active 0012 - 1 color special General | Pricing
0000 Custom Color v 4 3 o[-
Code: po12
0001  Custom Color - TMC 4 3
0010 @i w ) Description: 1 color special
0012 1 color special o 1 ‘ Apply Level: | Order ¥l

B Code — The adjustment’s code.
m Description — The adjustment’s description.

m Apply Level — The level at which the adjustment applies. You can set publication- or
insertion-level adjustments to be applied in a specific order in the Application Order area.

NOTE: Non-percentage-based adjustments are applied at the assigned insertion,

pub, or ad-order level. Percentage-based adjustments such as discounts — set on the
Pricing screen — are calculated at the adjustment level and applied to the individual
insertions. For examples of percentage-based adjustments and how they are calculated,
see Discounts and Percentage-Based Adjustment Levels. Use these discount examples
when determining your adjustment levels so that you can choose the appropriate
method for calculating your discounts.
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Pricing

Use this screen to define adjustment pricing structure.

B Prerequisites — GL Codes and Tax Categories. Configure these items before creating or modifying

an adjustment.

How to Define Adjustment Amounts:

1. Click the New button next to the GL Code field.

2. Configure the information described below.

0012 - 1 color special

Start Date

08/12/2008  (open)

INEWI

Mew

End Date Type ¥

Flat Rate

1805 - Freedom Flyer

Tax Categ GL Code

ne tax

08/12/2008 - (open} - Publication Overrides
Pub

2300 - Claiborne Progress
1002 - News Democrat Special Sections

1000 - News Democrat & Leader

General | Pricing | Application Order

Ad Families

3010 Classified Liner

| S—

[+] rROP

Unit Based

Show Explired Iil Flat Rate Amit.

0.00

Amount
Flate Rate Adj.

$205.00 -

|| Surchargable
£40.00 —

| | Discountable
£40.00 ‘ ‘
£55.00 [l

Classified Display

Pricing Structure

m Start Date — The first date the adjustment can be used.

B End Date — The last date the adjustment can be used. If the adjustment expires at the

current price, enter the expiration date in this field.

If the adjustment never expires at the current price, you can leave this field blank. You can

add date ranges (via the New button) to accommodate price changes such as a price increase.
For example, assume that you have a $5 adjustment set up as a surcharge for a blind-box ad.
After using the $5 surcharge for six months, you want to increase the surcharge to $5.25. In

this case, you would specify an end date for the $5 surcharge and add a date range (via the

New button) for when the $5.25 surcharge goes into effect.

NOTE: You can modify date ranges and other existing adjustment settings as long
as the adjustment is not linked to an ad that has already been billed. To modify
adjustment settings, click the Unlock icon and make the permitted changes.
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m Type — Click in this field and choose one of the following options:
e Flat Rate — Choosing this option activates these options:
> Flat Rate Amt. — The flat adjustment cost.

> Flat Rate Adjustment — If a surcharge or discount applies to the adjustment,
check the box next to each item that applies.

e Percentage — Choosing this option activates these options:

> Amount (%) — Choose Surcharge or Discount from the pop-up. Then enter
the percentage amount in the field below the pop-up. You can use fractional
percentage amounts such as 5.5 in this field.

» Compounds — Check this box if the specified amount compounds.

» Compound Discounts — Percentage-based adjustments can include compound
discounts that are applied cumulatively. A compound discount, for example,
is calculated and then added to previous discounts in the same manner that
compound interest is calculated. Surcharges do not compound.

» While adjustment levels determine how adjustments are calculated — as described
in the adjustment-level examples on following pages — the adjustment’s Apply
Level setting determines the order in which adjustments are applied, and which
adjustments affect compounding items in particular.
Example:
Assume you have a 10% compounding discount and a 15% non-compounding
discount. If the 15% non-compounding discount should be applied BEFORE the
10% compounding discount, you would set the application order of these items in that
order: the non-compoundable discount first; then the compoundable discount. This
way, the 10% (compoundable) discount is compounded based on the initial 15% non-
compoundable discount.

m Tax Category — Click in this field and choose the adjustment’s tax category.
B GL Code — Click in this field and choose the adjustment’s general ledger code.
m Show Expired — Shows expired pricing structures for existing adjustments.

B Ad Families — Check the box for each ad family to which the adjustment applies.

3. C(lick the Save button.
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Publication Overrides

This area lets you override pricing on a publication basis for an insertion- or publication-level adjustment.

How to Create a Publication Override:
1. Click the New button beneath the Publication Overrides section (see screen sample on previous
page).
2. Configure the information described below.
m Pub — Click in this field and choose the publication.

m Amount/Percent— Click in this field and enter the amount (for a flat-rate adjustment) or
the percentage amount (for a percentage-based adjustment).

NOTE: This amount/percent overrides the default adjustment amount in the Flat Rate
Amt./Amount % field.

3. Click the Save button.

Application Order

Use this screen to set the order in which publication- or insertion-level percentage-based adjustments are

applied.

How to Set Adjustment Application Order:

1. Select the adjustment to re-order in the list.

2. Click the Up or Down button to move the selected adjustment to the desired position in the list.

IMPORTANT: Apply any non-compoundable discounts before compoundable

discounts when setting the application order.

0012 - 1 color special General | Pricing | Application Order
Code Description
disc 5% discount -
25ab Pub adjustment
1 UP ]
pub pub level
wsid web sidebar (box} —
winl web interstitial landscape
webn web banner
wetr web ad tower
1701 MNew Today Quark
9999 Percentage-based
0021 2 color special
Down
3151 Video/Audio- Website
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Discounts and Percentage-Based Adjustment Levels

When setting up a percentage-based adjustments, it is important to understand how the adjustments
are calculated based on the adjustment level. This will help you determine the appropriate level for your
adjustments. The Apply Level setting on the General screen (above) determines whether the adjustment
is based on the insertion, publication, or order (ad).

NOTE: Percentage-based adjustment amounts are always applied to each insertion
as an end result; however, the amount actually applied to each insertion is calculated
based on the adjustment level.

The most common percentage-based adjustments are discounts, whose percentages can vary greatly,
depending on the Apply Level setting. Regardless of Apply Level setting, however, discounts are divided
among the insertions to accommodate billing, especially if an ad is stopped early. Attaching a discount to
the insertion provides the ability to apply the discount as the ad bills.

Below are examples of how discounts are calculated at each Apply Level setting.

Discount Example 1: 9% Discount / Insertion Level

Insertion-level adjustments are calculated by the insertion. Assume you offer a 9% per-insertion discount
to run an ad in a special edition. The 9% adjustment (discount) is based on the cost of each insertion, as
demonstrated in the example below.

To understand how AMP calculates insertion-level adjustments, note the insertion cost, the discount
percentage, and the number of insertions. For this example, the following applies:

Insertion Cost = 3.31
Discount = 9%
# Insertions = 7

At the insertion level, the insertion cost is multiplied by the discount. The result is the discount per
insertion:
Insertion Cost  3.31
X
Discount .09

Discount
Per Insertion  .2979* ... rounded to .30

* This number is rounded up to the nearest cent. Amounts lower than .05 are rounded down to
the nearest cent; adjustments greater than or equal to .05 are rounded up to the nearest cent.

The discount per insertion is then multiplied by the number of insertions. The result is the total discount
for all insertions:

Discount

Per Insertion 30 (A discount of .30 is applied to each insertion.)
X

# Insertions 7

Total Discount  2.10
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Discount Example 2: 9% Discount / Pub Level

Publication-level adjustments are calculated by the publication. In this example we will use the same
discount scenario as the insertion-level adjustment on the previous page; however, the pub-level
adjustment is based on the publication, not the insertion. For this example, assume you offer a 9% per-
publication discount to run an ad in a special edition. The 9% adjustment (discount) applies to the total
publication cost instead of the insertion cost.

To understand how AMP calculates publication-level adjustments, note the total publication cost and the
discount percentage. For this example, the following applies:

Total Pub Cost = 23.17 (7 insertions @ 3.31 ea., from Example 1)
Discount = 9%

At the pub level, the total publication cost is multiplied by the discount. The result is the total discount
per publication:
Total Pub Cost ~ 23.17
X
Discount .09

Total Discount
For Publication  2.0853* ... rounded to 2.09

* This number is rounded up to the nearest cent. Amounts lower than .05 are rounded down to
the nearest cent; adjustments greater than or equal to .05 are rounded up to the nearest cent.

The total discount for the publication is divided equally among all insertions in the publication, with
any remaining amount (usually the extra penny) is applied to the last insertion. Note that the discount
is distributed evenly among all insertions in the publication, even if there are variations in rate and the
insertions have different prices.
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Discount Example 3: 9% Discount / Order Level

Order-level adjustments are calculated by the individual ad. In this example we will use the same discount
scenario as the insertion- and publication-level adjustments; however, the order-level adjustment is based
on the entire ad order, not the insertion or publication. For this example, assume you offer a 9% per-order
discount to run an ad in a special edition. The 9% adjustment (discount) in this case applies at the order
level, i.e., the ad level (this is the highest level).

At the order level, AMP adds the total cost of all publications in the order. The result is the total cost of
the ad order:

Total Cost

Pub 01 = 23.17 (7 insertions @ 3.31 ea., from Examples 1 and 2)
+

Total Cost

Pub02 = .99 (3 insertions @ .33 ea.)

Total Cost

Ad Order 24.16

The total cost of the ad order is multiplied by the discount. The result is the total discount for the ad order:

Total Cost
Ad Order 24.16

X
Discount .09

Total Discount
Ad Order 2.17

The total discount for the ad order is divided equally among all insertions in all publications. Any remaining amount
(usually the extra penny) is applied to the last insertion.

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Administration 37

Discountable Adjustments

Discountable adjustments are also calculated based on the adjustment level. For example, assume the 9%
per-insertion discount (from Example 1) includes an ad that has an adjustment (surcharge) for a graphic.
The 9% per-insertion discount is based on the cost of the insertion PLUS the surcharge for the graphic.

Discount Example 4: 9% Discount / Insertion Level

Includes Discountable Insertion-Level Adjustment

To understand how AMP calculates discountable adjustments at the insertion level, note the insertion
cost, the discountable adjustment (the surcharge for the graphic), the discount, and the insertions in the
example below. Note that adjustments are marked discountable on the Pricing screen (above).

Insertion Cost = 3.31

Adjustment = .75 (discountable insertion-level adjustment set up as a surcharge for a graphic)
Discount = 9%
Insertions =7

The cost of the insertion and the cost of the adjustment are added together. The result is the adjusted
insertion cost:
Insertion Cost  3.31
+
Adjustment 75

Adjusted
Insertion Cost  4.06

The discount is based on the adjusted insertion cost. The result is the total discount per insertion:

Adjusted Cost ~ 4.06
X
Discount .09

Total Discount
Per Insertion .3654* ... rounded to .37

* This number is rounded up to the nearest cent. Amounts lower than .05 are rounded down to
the nearest cent; adjustments greater than or equal to .05 are rounded up to the nearest cent.

The total discount per insertion is applied to each insertion in all publications. Any remaining amount
(usually the extra penny) is applied to the last insertion.
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Discount Example 5: 9% Discount / Pub Level

Includes Discountable Pub-Level Adjustment

Publication-level adjustments are calculated by the publication. In this example we will use the same
discount scenario as the insertion-level adjustment on the previous page; however, the pub-level
adjustment is based on the total cost of the publication, not the insertion. For this example, assume you
offer a 9% per-publication discount to run an ad in a special edition. The 9% adjustment (discount)
applies to the total cost of all insertions in the publication PLUS the surcharge for the graphic.

To understand how AMP calculates publication-level adjustments, note the total for all insertions in the
pub, the discountable adjustment, and the discount percentage. For this example, the following applies:

Total All Insertions

In Pub = 23.17 (7 insertions @ 3.31 ea., from previous examples)

Adjustment = .75 (discountable pub-level adjustment set up as a surcharge for a graphic)
Discount = 9%

The total cost of all insertions in the pub is added to the adjustment amount. The result is the adjusted

pub cost:
Total All
Insertions 23.17
+
Adjustment .75
Adjusted

Pub Cost 23.92

The discount is based on the adjusted publication cost. The result is the total discount per publication:

Adjusted
Pub Cost 23.92
X
Discount .09
Total Discount
Per Pub 2.1528* ... rounded to 2.15

* This number is rounded down to the nearest cent. Amounts lower than .05 are rounded down
to the nearest cent; adjustments greater than or equal to .05 are rounded up to the nearest cent.

The total discount per publication is divided equally among all insertions in the publication. Any
remaining amount (usually the extra penny) is applied to the last insertion in the pub.
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Discount Example 6: 9% Discount / Order Level

Includes Discountable Order-Level Adjustment

Order-level adjustments are calculated by the individual ad. In this example we will use the same discount
scenario as the insertion- and publication-level adjustments (Examples 4 and 5). However, the order-level
adjustment is based on the entire ad order, not the insertion or publication. For this example, assume you
offer a 9% per-order discount to run an ad in a special edition. The ad includes an order-level adjustment
(surcharge) for using a graphic in the ad. The 9% adjustment (discount) in this case applies at the order
level, i.e., the ad level (this is the highest level).

At the order level, AMP adds the total cost of all publications in the order PLUS the discountable
adjustment. The result is the total cost of the ad order:

Total Cost
Pub 01 = 23.17 (7 insertions @ 3.31 ea., from previous examples)
+
Total Cost
Pub02 = 99 (3 insertions @ .33 ea.)
+
Adjustment = .75 (order-level discountable adjustment set up as a surcharge for a graphic)
Total Cost

Ad Order 2491

The total cost of the ad order is multiplied by the discount. The result is the total discount for the ad

order:

Total Cost

Ad Order 24.91
X

Discount .09

Total Discount
Ad Order 2.2419* ... rounded to 2.24

*This number is rounded up to the nearest cent. Amounts lower than .05 are rounded down to
the nearest cent; adjustments greater than or equal to .05 are rounded up to the nearest cent.

The total discount for the ad order is divided equally among all insertions in all publications. Any
remaining amount (usually the extra penny) is applied to the last insertion.
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Surcharge Example 1: One Adjustment

This example shows how AMP would calculate the cost of an ad with one flat adjustment.
Assume you apply a 1.00 flat surcharge adjustment to an ad.

If the ad’s base cost is $100, AMP would apply this surcharge as follows:

Total

Ad

Cost = 100.00
+

Flat

Surcharge = 1.00

Total Cost

Ad Order 101.00

Surcharge Example 2: Two Adjustments

This example shows how AMP would calculate the cost of an ad with a percentage adjustment and a flat
adjustment.

Assume you apply two surcharge adjustments to an ad: one 10% surcharge and one flat 5.00 surcharge.
The application order applies the 10% surcharge before the 5.00 surcharge.

If the ad’s base cost is $100, AMP would apply these surcharges as follows:

Total

Ad

Cost = 100.00
+

10%

Surcharge = 10.00  (10% of 100.00)
+

Flat

Surcharge = 5.00

Total Cost

Ad Order 115.00

Applying Adjustments

After an ad is created and scheduled during ad entry, adjustments are applied manually via the
Adjustments screen, letting the ad taker apply or remove adjustments manually. See the AdTaking section
of this manual for details on the Adjustments screen.

Adjustments and Billing

Adjustments are billed according to their Apply Level settings (on the adjustment’s General screen), as
follows:

B Order-Level Adjustments — Billed when the first insertion bills.
B Pub-Level Adjustments — Billed the first time the publication is billed.

m Insertion-Level Adjustments — Billed when each insertion is billed.
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Attractors

Use this screen to assign adjustments to attractors (visual “attention-getters” that can be applied to ads).

B Prerequisites — Style Sheets and Adjustments. Configure style sheets for your attractors in
QuarkXPress (or library items for your attractors in InDesign). Also, create adjustments for attractors
before assigning adjustments to attractors on the Attractors setup screen.

How to Assign Adjustments to Attractors:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Pricing > Attractors.
3. On the Attractors screen (below), click New.
4

Configure the information described below.

Code - Description Active 0001 - NewToday InDesign
0001 NewTodoy InDesign w
. Code: 0aa1
0002 NewToday QuankXPress L4
Dagcripbion: Miw Today InDegign

Value: MewToday

Adjustment; B0 - Wew far you Today ¥

B Code — The attractor’s code.
m Description — The attractor’s description.

B Value — The name of the style sheet or library item for this attractor. The format of the
information in this field is determined by the program used for pagination:

e If using InDesign, enter the name of the 0001 - HewToday Inbesign
attractor library item. This value must match
the name of the library item in InDesign.
EXAMPLE: If the name of the InDesign library
item is Attractor NewToday, enter NewToday in
this field.

Code: [l ki
Cescription tipw Today InDesign
Value: NewToday

Adjustment 1001 = Mew far yeu Today -

NOTE: Do not include the word Attractor in the Value field.

e If using QuarkXPress, enter an @ symbol,
followed directly by the name of the style sheet.

0002 - NewToday QuarkXPress

This value must match the name of the style ol b

Sh@Ct iﬂ QUHI'I(XPI'CSS D scription MewToday QuaniPrecs
EXAMPLE: If the name of the QuarkXPress R T ONT Tk

style sheet is NewToday, enter @ NewToday in bl vt z
this field.

NOTE: Do not include a space between the @ symbol and the name of the style sheet
in the Value field.

m Adjustment — The adjustment to be applied when the attractor is used. Adjustments in this
list correspond to the list of attractors available on publish-output screens. When you apply
the adjustment to an ad, the visual attractor is included in the ad.

5. Click the Save button.
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Automatic Adjustments

Automatic adjustments allow for adding extra charges to an ad automatically without having to add the
adjustment manually during ad entry.

B Prerequisites — Adjustments. Configure adjustments before configuring automatic adjustments.

How to Apply Automatic Adjustments:

1. From the Description column, select the automatic adjustment.

2. Configure the information described below.

Automatic Adjustments

Codiy Dascriplion i _Fan - Dingbat Font
M Auction Lot
Cada Fon
BEm Blind Bax Mail
Bap Blind Bax Pickup hame: Dingoat Fant
W Bold Words AdjuEbmant: | 0040 - art wark N
Bar Border Charga Far: ActualUnifs =
CL Centéred Lanes Charge Aftér: 3
Foi Dingbat Font -
Salect the fonts to which this ndjustmant applies.
[EmMA E-Mail
Selected Availabie
r sraph
an Craphic Zapf Dingbats Wingdngs
. Ikalie Woe
_IW Iralic Wards L Wingdings 2
Liog Logo |

m Code — The automatic adjustment’s code.
m Description — The automatic adjustment’s description.
B Adjustment —The adjustment to link to this automatic adjustment.

B Charge For — Charge for this adjustment by choosing Actual Units or Flat Rate. The
adjustment’s configuration determines the amount to be charged.

m Charge After — Determines when to begin charging for the automatic adjustment, based on
the Charge For value.

Example — If you charge for actual units and you enter 3 in the Charge After field, AMP
will begin charging after the third item and for and every item thereafter (i.e., the first 3
items would be free). If you enter a 0 (zero) in the Charge After field, AMP would charge
for each item.

m Dingbat Font — If using this automatic adjustment (as shown above), add the fonts to the
Selected list by selecting the fonts from the Available list and clicking the << button to move
them to the Available list. Conversely, to remove fonts from the Selected list, select the fonts
and click the >> button to move them to the Available list.

3. Click the Save button.

NOTE: Automatic adjustments are hard-coded in AMP and cannot be removed.
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Service Charges

Service charges (monthly charges applied to overdue invoices) are typically used for commercial
customers. This setup screen lets you define your service charges as flat fees or as percentage-based
amounts, and also lets you set a minimum charge and a grace period.

B Prerequisites — Account Type & Customer Settings. Because service charges appear only on
customer statements, the Receive Statements box must be marked on both the Account Types screen
and the customer’s Account screen under Billing. GL codes and tax categories must also be configured
before setting up service charges.

NOTE: To apply service charges configured on this screen, run the Service Charge
routine under the Receivables menu on the main toolbar.

How to Configure Service Charges:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Pricing > Service Charges.
3. On the Service Charges screen (below), click New.
4

Configure the information described below.

Service Charge - RC - Returned Check ‘

Code . Description Active RC - Returned Check
QAs QA Service Charge v 4
Code: RC
RC Returned Check o
sc Service Charge W Description: Returned Check

Service Charge Type: | FlatCharge | v
Apply to Biling Charges:

L

Apply to Service Charges: ||

A

Amount ($): 15.00

Apply Above (5}): 1.00

Grace Days: 0

GL Code: | 3200 - Service Charges v

Tax Category: | notax -

m Code — The service charge’s code.
m Description — The service charge’s description.

m Service Charge Type — The type of charge (flat rate or percentage-based). The type you

choose here determines the options that appear below.

m Apply to Billing/Service Charges — Check the box(es) to apply this charge to billing
or service charges. For a percentage-based service charge, the value in the Amount field is
added cumulatively to any unpaid billing and/or service charges. If both of these boxes are
unchecked, the percentage amount is based solely on outstanding invoice amounts.

B Amount — The amount of the charge. For a percentage-based charge, this is the monthly
percentage.

® Minimum Charge — The minimum amount for a percentage-based charge.

m Apply Above — The amount above which the charge applies. Service charges are applied

based on the customer’s outstanding balance, as follows:
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If a customer’s total outstanding balance is greater than or equal to the amount in the Apply
Above field, the service charge is applied. If a customer’s total outstanding balance is less than
this amount, the service charge is not applied.

Example — You enter 25.00 in this field. Customer ABC has three overdue transactions

for a total outstanding balance of 375.00. When you run the Service Charges routine, AMP
applies service charges to all overdue transactions for Customer ABC because the customer’s
375.00 balance exceeds the 25.00 in the Apply Above field. If another customer, Customer
123, has a 12.00 outstanding balance overdue for six months, the service charge is not
applied to Customer 123’s account because the 12.00 balance falls below the 25.00 in the
Apply Above field.

B Grace Days — Grace days allow for a waiting period in case, for example, a customer’s check
is in the mail and is not received until after you apply service charge and generate statements.
Example — If you enter 5 in this field, the service charge will not apply to invoices that are
due five days prior to the date the Service Charges routine was run.

B GL Code — The service charge’s general ledger code.

m Tax Category — The service charge’s tax category.

5. Click the Save button.

B Service charges are applied via the Service Charge routine (under the Receivables menu on the
main toolbar).
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Forced Buys

A forced buy is an automatic scheduling of an ad into a target publication. When you set up a forced buy,
you designate a parent publication and a target - or “child” - publication. When an ad is scheduled in the
parent publication, AMP automatically schedules the ad to run in the target publication.

Example — Assume you want a forced buy into your Wednesday shopper for customers who run a
classified liner in your main publication on Wednesdays. With your main pub as the parent pub (marked
for Wednesday) and your shopper as the target pub, AMP schedules the ad to run in the shopper when
the ad is scheduled for a Wednesday in the parent pub.

B Prerequisites — Publications & Rates. Set up publications and rates before configuring forced buys.

How to Configure a Forced Buy:

1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Pricing > Forced Buys.

3. On the Forced Buy screen (below), click New.
4

Configure the information described below.

Forced Buy -

Coca Description Active General | Targets | A
SHOP Wed Shopper TV 4 N
Ad Families
™C T™C ‘W Code: WEB
|¥] Classified Liner
WEB WebAds W Description:  WebAds
|¥] Classified Display
WHKND Weekender W Parent Publication and Days
| | roP
| 1003 - News Democrat Web: v |
|| Unit Based
|| Monday
|| Tuesday
|| wednesday
L_| Thursday
|| Friday
|¥| saturday
General

Use this screen to configure general forced-buy information.
m Code —The forced buy’s code.
m Description — The forced buy’s description.

B Parent Publication Days — Choose the parent publication(s) and check the box next to each day an
ad can run in the parent publication(s) as part of the forced buy.

Example — If the forced buy requires an ad to run on a Wednesday in the parent publication, check
the Wednesday box. When the ad is scheduled for a Wednesday in the parent publication, AMP
schedules the ad to run in the target publication(s) you specified.

B Ad Families — Check the box next to each ad family to include in the forced buy.
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Targets

Use this screen to set up target publications for forced buys.

Forced Buy - SHOP - Wed Shopper

Code . Description Active SHOP - Wed Shopper General | Targets | Ad Types
SHOP Wed Shopper o

™C ™C W Pub Day Rate New
WEB WebAds V} 1201 - The Tri-County ... Same free - Free

WKND Weekender v 4

How to Add Target Publications:
Click New.
Choose the publication into which ads will be forced.

Choose the day of the week the ad should run in the target publication. Choosing Same schedules
the ad to run in the target pub on the same day of the week the ad is scheduled in the parent pub.

4. Optionally, choose the default rate for the target pub.
5. Click the Save button.

Ad Types

Use this screen to exclude ad types from forced buys.

Forced Buy - SHOP - Wed Shopper

Code 4 Description Active SHOP - Wed Shopper General | Targets | Ad Types
SHOP Wed Shopper v
Select the Ad Types to Include:
T™C ™C v
+
WEB WebAds W Included Code s
WKND Weekender V} CLOZ - Classified Liner 02 =

LD - Legal Class Display
LGL - Legal
ND - National Display
NPR - Niche Products
OB - Obits
0D - Open Display
ONL - Online Ads
PD - Political Display
RCD - Retail Class Display
RD - Retail Display
RPO1 - ROP 01
WEB - Website
cd - Contract Display

NN EINERNRNEE=

cl - Contract Liner

rA - MAaon | inare

m By default, all ad types are included. Check the box next to each ad type to exclude from the buy.
m Click the Save button.
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Group Buys

Group buys are multiple publications that share a common rate so that the cost can be distributed among
all pubs in the group. (Pricing distribution among multiple pubs is determined by the pub pricing factor.)

B Prerequisites — Publications & Rates. Set up publications and rates before configuring group buys.

How to Configure a Group Buy:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Pricing > Group Buys.
3. On the Group Buy screen (below), click New.
4. Configure the information described below.

Code Description & Acti g001 - 3 Altus Pubs General
g001 3 Altus Pubs vV A

g008 5 Williamson Pubs V4 Code: |00l

q007 7 Wiliamson Pubs W | Description: 3 Altus Pubs
ab0s All Buy - 6 day v Ad Families

OMSR Altus Deals on Wheels Online « ACIRAmY Hatsy
ON1R Altus Sell-It Now Online 2 4 RS ===ty

ON4R Altus Smart Buy Online v 4 |_| Classified Display

OMN3R Altus Super Saver Online " |v] ROP | v
OMN2R Altus U-Sell-It Online V4 || unit Based

OMNBR Altus Yard Sales Online W

cg01 Chris Group Buy 1 Qf e e [y

g00% Coalfield Connection Qf ¥] On the Fly

4010 Coalfield Two Thirds V Minimum Publications:
OMN5Q Community Common Deals on Whee V !

General Screen

m Code —The group buy’s code.

B Description — The group buy’s description.

m Ad Families — Check the box next to each ad family to include in the forced buy.

m Rate — Optionally, for each ad family marked, choose the default rate. If a default rate code is not
assigned, ad takers can use any of the rate codes assigned on the Rates screen.

B On the Fly — Check this box if the group buy publications can be chosen when scheduling the ad.
If this box is not checked, the ad taker must assign pubs to the group buy when scheduling the ad;
ad takers will then be required to use the assigned publications for the group buy. (Publications are
assigned to group buys on the Publications screen.) If this box is checked, please note:

e If you assign specific pubs to the group buy, ad takers can choose from only the eligible pubs
when scheduling an ad.

e If you do not assign specific pubs to the group buy, ad takers can schedule the group buy into any
publication.

NOTE: If this is a group buy for using AMP Liners Online, do not check the On the
Fly box; select a default rate. Each LinersOnline group buy must have only rate, and
that rate must be selected as the default.

B Minimum Publications — The minimum number of publications in which the group buy must be
scheduled. This option is available only if the On the Fly box is marked.
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Publications

Use this screen to assign pricing factors to publications in a group buy.

How to Assign Publications to a Group Buy:

1. For each group buy in the Pub list on the right, configure the information described below.

Group Buy - g001 - 3 AKus Pubs 4

Code Description - g001 - 3 Altus Pubs General | Pubfications | Rates
g001 3 Arus Pubs W

gl 5 Williamgon Pube -\.s?. Pub u;:lldpr;b 2:’:":: ]m';:zr: par
gaa? 7 Wlarmson Pubs W Factor

abd5 All Buy - & day L [ 1805 - Freedom Flyer

QMNSR Altus Daals on Wheels Online Ll 1801 - Southwast Shoppar TMC

aNIA Altus Sell-It Naw Dnline W 1800 - Aftus Times L 104 [

m Use Pub Pricing Factor — Check this box to assign a pricing factor to the desired pub(s) in the
group buy.
B Pricing Factor — The ratio of ad revenue that should be reported for each pub in the group buy.

Example — Assume the group buy contains the three publications shown above — the Freedom
Flyer, Southwest Shopper TMC, and Altus Times — and you want all the revenue for ads in this group
buy to go toward the Altus Times. In this case, you would check the Use Pub Pricing Factor box for
the Altus Times, and set its pricing factor to 100. For the other two pubs in the group buy, the Use
Pub Pricing Factor box is not checked, and the pricing factor is set to 0 (zero).

m Insertions Per Cycle — The maximum number of insertions that will be automatically scheduled for
the publications in the group buy.

What is a Cycle?

A cycle includes the number of insertions per cycle, depending on the publication’s frequency (i.e.,
one insertion is equal to one publish day). In the illustration above, for example, the Freedom Flyer
and Southwest Shopper TMC, both weekly publications, each have one insertion per cycle. The Alrus
Times publishes six days a week, so there are six insertions in this publication’s cycle: one insertion
for each publish day. In this example, an ad in this group buy would run once in each of the weekly
publications (insertions per cycle = 1) and once in the daily publication (insertions per cycle = 6).

NOTE: You are not required to enter the maximum number of insertions in a
publication’s cycle. For instance, if your group buy includes three of the six possible
insertions in the daily pub’s cycle, you could enter 3 in the Insertions Per Cycle field.
In this case, AMP would schedule the ad for the next three available run dates for that
pub. If you assign specific pubs to the group buy, ad takers can choose from only the
eligible pubs when scheduling an ad.

2. Click the Save button.
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Rates
Use this screen to assign rates to a group buy.

m Check the box next to each rate to make available for the group buy. You must include at least one
rate. For Liners Online, select only one rate for each group-buy package.

NOTE: If there are no rates listed for the group buy, verify that the rate’s Group Buy
checkbox is marked on the Rates screen under General.

ALSO NOTE: If AMP should automatically assign the rate code for this group buy
during ad entry, you must assign the rate code to the ad family on the Rates screen
under General.

m Click the Save button.

Group Buy - g001 - 3 Altus Pubs -

Code 4 Description Active g001 - 3 Altus Pubs General | Publications | Rates
igb Group Buy v =
| Select the Rates tc make available for this Group Buy:
ab0s All Buy - 6 day « =
. Include Rate
cg01 Chris Group Buy 1 V}
v B . "
CONV CONV W e 18ge - 3 Altus Pubs: 52 Wk / 2400
v . . "
g001 3 Altus Pubs W el 18gd - 3 Altus Pubs: 26 Wk / 1200
v . . "
9007 7 Willamson Pubs V ol 18gf - 3 Altus Pubs: Annual / 6400
v R .
008 5 Williamsen Pubs v; e 18ga - 3 Altus Pubs: Open Rate
v : . N I
g00g Coalfield Connection « =) || BelgE =) Ll (s 003
v . . "
g010 Coalfield Two Thirds v 8 | 18gb - 3 Altus Pubs: 6 Wk /130 -
go11 OVP Group Buy V} L 30gg - 7 Pubs: Annual 5000"
gti2  Holiday Craft Page Group Buy « —  30gh-5Pubs: 6 Wk 300" =
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Tax Categories

Use this screen to assign taxes to categories.

Every transaction — rate charge, adjustment, payment, credit, debit, or service charge — belongs to a tax
category. In ad-taking and receivables functions, the taxed amount is based on the tax category to which
each charge belongs.

B Prerequisites — Taxes. Set up your taxes before linking them to tax categories.

How to Configure Tax Categories:

1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Pricing > Tax Categories.
3. On the Tax Categories screen (below), click New.
4. Conhgure the information described below.
Description n Active 5% tax
6% tax v
Description: 6% tax
no tax v 4 i
NY tax v 4 Included Code Description Show
QA TAX W L 990 9.90% tax (=) All Taxes
Tennessee Sales Tax « = 010 10% Tax ) Selected Taxes
¥ 6 6% tax
L test test
O 3.75 3.75%
O 37 740
O 8% NY Sales Tax

B Included — Check the box next to each tax to include in this category.
m Description — The tax category’s description.

B Show All/Selected Taxes — Mark the button to show all taxes or only those that belong to
the selected category.

5. Click the Save button.
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Tax Setup

Use this screen to define taxes so that you can assign to specific tax categories. Every rate, inventory item,
adjustment, and service charge must be assigned a tax category in order to define the amount of tax (if
any) that should be calculated when determining the cost of that item. After taxes have been created and
saved on the Tax Setups screen, you can link them to the tax categories.

AMP automatically applies tax to a customer’s ads unless the customer is marked tax-exempt on the main
customer screen. If you mark a customer as tax-exempt, any taxes for that customer are ignored.

B Prerequisites — GL Codes. Set up GL codes before configuring taxes.

How to Configure Taxes:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Pricing > Tax Setup.
3. On the Tax Setups screen (below), click New.
4. Configure the information described below.

Description 6 - 6% tax Taxes | Percentages
10% Tax
Code: 6
9.90% tax
69% tax Description: 6% tax
740 Order Minimum Ameount: .01
NY Sales Tax v | Minimum Taxable Amount: .01
3.75% GL Code: | 2350 - Taxes
test (e [ | cempounding

Taxes

Use this screen to configure general tax information.

m Code —The tax’s code.
m Description — The tax’s description.

® Minimum Amount — The minimum amount of tax that can be applied to an ad. For example, if
you enter .01 in this field, the minimum tax that could be applied is one cent.

B Maximum Amount — The maximum amount of tax that can be applied to an ad. For example, if
you enter .01 in this field, ads that cost more than one cent will be taxed.

B GL Code — The general ledger code assigned to this tax.

B Compounding — Check this box to apply this tax cumulatively to the price of the ad PLUS any
other taxes you have defined. If this box is not checked, AMP applies the tax to the original price of
the ad.

B Order — The order in which compounding taxes will be applied. To set the order of applied taxes,
select the tax and click the Up or Down button to move the tax to the desired position in the list.
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Percentages

Use this screen to configure the following general information for the tax:

Description 6 - 6% tax Taxes | Percentages

10% Tax

Add
9.90% tax Start End Percenta | |

6% tax Tue Jan 1 2008 S5atlan 7 2012 6

740 Order
NY Sales Tax | up |
3.75%

test | Down |

m Add —Add a percentage to the tax.
m Start/End Dates — The start and stop dates for this tax.

B Percentage — The tax percentage. If, for example, you enter 6 in this field, a 6% tax will be
charged.

5. Click the Save button.
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SITE SETUPS

Site Information

Use this screen to configure various site-wide system defaults.

B Prerequisites — Aging Setup and Publishing Parameters. Configure these items before setting site

information defaults.

How to Configure Site Information:

1. On the main toolbar, choose Administrator > Admin Setups.

2. On the admin toolbar, choose Site > Site.

3. On the Site Information screen (below), configure the information described below.

Seimormaten

General | Contact | Blind Box Text | Circulation

MediaSpan Publications

Description: MediaSpan Publications

Defaults

Country:

Units of Measure:
Aging Setup:
Publishing Paramaters:

Close Batches with Unauthorized Payments?

USA - United States v

| INCH - Inches A\

Open Item - Days v

Default

| Close Batch with Unauthorized Payments

[IL’, All accounts have exported A/R

General

Use this screen to configure general site information.

B Description — A description of your site or primary publication.

m Country — Your site’s country.

B Units of Measure — Your default unit of measure for ads.

m Aging Setup — Your default aging setup.

m Publishing Parameters — The default set of publishing parameters.

m Close Batches with Unauthorized Payments — Determines what AMP should do when closing
batches that contain credit-card payments that have not been authorized. Choose from:

e Do not close batch with unauthorized payments — Do not close a batch that contains

unauthorized credit-card payments. Choosing this option requires you to authorize all payments
in the batch before the batch can be closed.

e Close batch with unauthorized payments — Close the batch, even if it contains unauthorized

credit-card payments. AMP treats these batches the same as other batches.

e Close batch with unauthorized payments moved to a new batch — Close the batch and move

all unauthorized credit-card payments from the batch being closed into a new open batch.

m All accounts have exported A/R — Check this box to export all AMP accounts-receivable
information for use with a third-party system. If you do not check this box on this screen, you can
check the Export AR box on the main customer screen for an individual customer.
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Contacts

Use this screen to enter your site’s contact information.

MediaSpan Publications General | Contact | Blind Box Text | Circulation
Street Address: Mailing Address:
2725 S. Industrial Blvd., Ste. #100 2725 S. Industrial Blwd., Ste. #100
Ann Arbor, MI 48104 Ann Arbor, MI 48104

Phone:  734-887-4400

Fax:

Phone Format String:  (###) #&F-#88H

Phone Default Prefix: 999

Website: www.mediaspangroup.com

E-Mail: support@mediaspansoftware.com

m Street/Mailing Address — Your site’s street and mailing addresses. The information in these fields is
passed to your billing system and can be included on invoices, statements, and reminders.

m Phone/Fax — Your site’s primary phone and fax numbers. The Fax field is optional.

B Phone Format String — Use a # (pound sign) to represent each digit. The number of digits and the
format in this field determines how AMP displays phone numbers throughout the system.

m Phone Default Prefix (Optional) — The default prefix that displays in various places throughout
the system. If you do not enter a prefix in this field, ad takers must enter the entire phone number,
including the prefix, during ad entry.

m Website (Optional) — Your site’s URL (Uniform Resource Locator), if applicable.
m E-Mail (Optional) — Your site’s email address, if applicable.
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Blind Box Text

Use this screen to enter your site’s default blind box and auction lot information, as described below.

Site Information

MediaSpan Publications General | Contact | Blind Box Text | Circulation

Mail: | Please send your mail reply to: Box ~ at the MediaSpan Messenger, 2725 S. Industrial, Suite 100, Ann
Arbor, MI 48104

Pickup: Please send your pickup reply to: Box ~ at the MediaSpan Messenger, 2725 S. Industrial, Suite 100, Ann
Arbor, MI 48104

Auction: |Auction Lot # # at the MediaSpan Messenger, 2725 S. Industrial, Suite 100, Ann Arbor, MI 48104

B Mail — The default text that can be pasted into ad text for blind-box mail ads. Use a A (carat) to
represent the box number. When the blind-box mail information is pasted into the ad text, AMP
places the blind box number in place of the carat in this field.

B Pickup — The default text that can be pasted into ad text for blind-box pickup ads. Use a ® (carat)
to represent the box number. When the blind-box pickup information is pasted into the ad text,
AMP places the blind box number in place of the carat in this field.

B Auction — The default text that can be pasted into ad text for auction ads. Use a A (carat) to
represent the auction lot number. When the auction information is pasted into the ad text, AMP
places the auction lot number in place of the carat in this field.

Circulation

Use this screen to enter the URL that points to the WSDL file used to connect to MediaSpan’s
CirculationPro™ system.

Site Information

MediaSpan Publications General | Contact | Blind Box Text | Circulation

URL to WSDL: https://appserver.circasp.comycgi-bin/WebObjects/AdvertisingWebServices.woa/ws/ServerMethods?wsdl

4. Click the Save button.
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Business Units

Business units let you report revenue breakdowns for each business that is part of a single entity. If, for
instance, a corporation wants to report revenue for each publication it owns, each of the corporation’s
publications can be defined as a business unit with a unique code, address, and contact information.
Invoices and statements can be assigned a business unit so that a single invoice or statement form can be
used for different business units with different addresses.

How to Create a Business Unit:

1. On the main toolbar, choose Administrator > Admin Setups.

2. On the admin toolbar, choose Site > Business Units.

3. On the Business Units screen (below), configure the information described below.

Code
480
506
370
722
724

DEFAULT
965

3410
380
995
382
728
372

37 1kfdkflk
B95

Name
Durant
Frederick
Gallipolis
Harlan
Hazard
Heartland Publications
Lafayette
Leitchfield
Logan
MS Corporate
Madison
Middlesboro
Point Pleasant
Pomeroy

Portsmouth

L 999 - MS Corporate
Code: 999
Name: MS Corporate
Phone: 734-887-4400
Fax:

EMail Address:
URL:

Street Address:

Mailing Address:

mediaspangroup.com

2725 5. Industrial Blvd., Ste. #100

Ann Arbor, MI 48103s

-

2725 5. Industrial Blvd., Ste. #100

Ann Arbor, MI 48103

B Code — The business unit’s code.

m Name — The business unit’s description.

m Phone/Fax — The business unit’s phone and fax numbers.
B EMail Address — The business unit’s email address.
m URL (Optional) — The business unit’s URL.
m Street/Mailing Address — The business unit’s street and mailing addresses.
4. Click the Save button.
n Default Business Unit — A default business unit can be assigned to a user and/or an account so that

when a user creates a new customer or account, the customer or account inherits the user’s default
business unit. The user can, however, override the default business unit on the customer’s Account

screen.

» Business Unit Security — Viewing ad orders and editing accounts in business units requires
assigning the appropriate security items to the user group. See User Groups for information on

assigning security privileges.
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Publications

Use this screen to configure publication information, including schedules, pricing factors, and deadlines
that AMP uses throughout the system.

How to Configure a Publication:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Site > Publications.

3. On the Publications screen (below), configure the information described below.

Publications
Code Description n Active General | Scl
MM MediaSpan Messenger V -
Code: MM
2204 Middlesbore Comm Printing Qf
Description:  MediaSpan Messenger
2200 Middlesboro Daily News v P P g
2202 Middlesboro Special Section o Schedule Type: | Daily/Weekly v |
2203 Middlesboro Website Y 4 Pricing Factor: 100
9991 monthly W || Prepayment Reguired
1000 News Democrat & Leader W Default Run Days
1004 N D tC Printi
ews Democrat Comm Printing o Classifieds: |2
1002 News Democrat Special Sectio... Qf
ROPs: 1
1003 MNews Democrat Website V
General

Use this screen to configure general site information.

m Code — The publication’s code

m Description — The publication’s description.

m Schedule Type — The publication’s schedule. Choose from the following options:
Daily/Weekly — Runs at least once per week.
Bi-Weekly — Runs on a two-week pattern
Other — Typically used for monthly or quarterly publications.

m Pricing Factor — The publication’s pricing factor.

What is a Pricing Factor?

This value is a ratio that determines how to distribute an ad’s money among publications when using
ad-level, user-defined pricing. These factors also serve as the defaults when defining group buys.

Example — If you want three times as much money distributed to Publication 1 as you want
distributed to Publication 2, the distribution ratio would be 3:1. Using this example, Publication 1’s
pricing factor would be 3, and Publication 2’s pricing factor would be 1. You can use a percentage
value as a pricing factor: Because a 3:1 ratio is the same as a 75:25 (percentage) ratio, you could set
Publication 1’s pricing factor to 75 and Publication 2’s pricing factor to 25. You can use any whole
value as a pricing factor as long as the ratio is the same.

B Prepayment Required — Check this box to require prepayment for ads in this pub.
B Default Run Days — Enter the minimum number of default run days for each ad family in this pub.
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Schedule

Use this screen to configure the publication’s schedule information, as described below.

Publications
Cada Bexcription . Mctivn MM - MediaSpan Messe nger General | Bchadules | Dessines | Skis Days
] MrsiaSpnm MEggangar W Pattern
= = Start dale: 0571472010
II04 Middiasbarn Comm Prirting v B Ms Tu Wa Th Fr S
2200 Middiesborn Daily Mews w Expiration date: 01,/017/5000 Wask1 BE & 1A A £
2202 Middlesbory Spec! Secton v Wank 3
22043 Middiesbarn Websie '
5991 monthhy '
| Change Publish Days
1000 ews Demooatl & Leader v DOW Adjuestments
1004 Mews Demodrat Cemm Prinking v Ad Family Day Adjustmunt
g0 News Democrat Specal Sectes, o Clanafiad Linar Sunday diss - W dimcount

m Start Date — The first date ads can run in this pub.

m Expiration Date — The last date ads can run in this pub.

NOTE: You cannot delete a publication after it has been saved. Use the Expiration
Date field to set a publication’s final date.

B Pattern — Check the box for each day the publication publishes.

For bi-weekly publications, check the box for each publish day. For example, if the bi-weekly
publishes every Monday, check the Monday box for Week 1. If the bi-weekly publishes Monday one
week and Wednesday the next week, click the Monday box for Week 1 and the Wednesday box for
Week 2.

B DOW Adjustments — DOW (Day Of Week) adjustments can be assigned to specific ad families for
a publication. If DOW adjustments apply to this pub, choose the ad family, day, and adjustment to
apply. Insertion-level adjustments are the only adjustments available to apply here.

m Change Publish Days — Use this button to change publish days. You may, for example, want to
change a publish day from Wednesday to Sunday after ads have been scheduled for Wednesday. When
you change a publish day and save the new publish pattern, AMP changes the calendar accordingly.
Using this example, if you change your publish day from Wednesday to Sunday, AMP modifies the
calendar by:

e Changing the run day for all Wednesday ads so that the ads will run on Sundays instead, and

e Changing the publication’s default publish pattern so that ads can now be scheduled to run on
Sundays.
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How to Change an Existing Publish Day:
1. Click the Change Publish Days button.

2. On the Change Publish Days window (below), enter the effective date. Ads with run dates prior to
the effective date will NOT be moved to the new publish day.

Original Day
Monday
Tuesday
Wednesday
Thursday
Friday

Saturday

Effective Date:

Change Publish Days

09/14/2010 4

Action New Day
Leawve as is

Leawve as is

Mowe forward Sunday

Leave asis |

Leave as Is
Move forward
Move Backward
Ok || Cancel

3. Select the original day.

backward on the calendar.

From the New Day list, select the new publish day.

Click the OK button to save these settings and return to the Publications screen.

Click the Save button on the Publications screen.

Select the action by choosing whether to leave the original publish day as is or move it forward or
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Skip Days
A skip day is a non-publish day for which ads cannot be scheduled to run. Use this screen to add and
remove a publication’s skip days. Note that any skip days schedules here are skipped during the publishing

routine.

Example of A Day That Should be Scheduled as a Skip Day:
If you do not publish on December 25, schedule that day as a skip day. This tells AMP to block
December 25 on the calendar so that ads cannot be scheduled to run on December 25.

Example of A Day That Should NOT be Scheduled as a Skip Day:

Assume you publish an issue three days per week: Tuesday, Thursday, and Sunday. During a particular
week, however, you will publish an issue on Friday instead of Thursday. Because you are still publishing
three issues that week, you would NOT schedule Thursday as a skip day (you cannot add an additional
publish day (Friday) for that week). In this case, you would schedule ads to run on Thursday, and publish
Thursday’s ads on Friday.

NOTE: Add all of your skip days as far in advance as possible. This alleviates accidentally
entering ads for a skip day that was not added to this Skip Days list, and helps prevent
accidental billing for ads that were scheduled to run but that never actually published.

Code Description s+ Active MM - MediaSpan Messengefeneral | Schedules | Deadlines | Skip Days
MM MediaSpan Messenger - Skip Days

2204 Middlesboro Comm Printing =~ % Skip Days |
2200 Middlesboro Daily News W Sat Dec 25 2010

2202 Middlesbore Special Section W Sun Dec 25 2011

2203 Middlesboro Website Qf Tue Dec 25 2012

B Add — Add the specified skip day.

B Remove — Remove the selected skip day. There are caveats to removing a skip day, however:

Removing a Skip Day

To help you understand the ramifications of removing a skip day, assume the following scenario:

You remembered to make Thanksgiving a skip day (i.e., no ads were scheduled to run on Thanksgiving
Day), but you learn that you will be publishing on Thanksgiving after all. You want to remove the skip
day and schedule new ads to run on Thanksgiving. It’s the Monday before Thanksgiving, however, and the
classified section now looks small because for weeks you “skipped” Thanksgiving Day when scheduling
ads. In this scenario, you have the following options:

m After removing the skip day, run Find > Selicit Search to look for ads running on the day before
Thanksgiving for the appropriate publication. Open the ads and add an insertion for Thanksgiving.

NOTE: This will not work for TFN ads or ads that have been fully invoiced.

m After removing the skip day, run Find > Solicit Search to look for ads running on the day
before Thanksgiving for the appropriate publication. Copy the ads and schedule them to run on
Thanksgiving.
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Publishing Parameters

Use this screen to specify default column and text information for your classified ads.

NOTE: Publishing parameters should not be modified if they have been used or are currently in use.
If publishing parameters are modified, all previously scheduled ads using the modified parameters will
be in the “old” (pre-modified) style, wile new ads will inherit the modified style. To avoid these issues,
consult MediaSpan about re-H&J-ing ads and/or running a web-width-change procedure.

B Prerequisites — Paragraph Styles/Style Sheets. Configure these items in InDesign® or
QuarkXPress® before configuring publishing parameters.

How to Configure Publishing Parameters:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Site > Publishing Parameters.

3. On the Publishing Parameters screen (below), configure the information described below.

Publishing Parameters

Description n Active Default
cdpp 4
— W Description: Default
Durant V Real Lines Per Unit: 10
Print « Column
TAY W Column Width: 1.125 | INCH - Inches v |
Gutter Width: 0.125 | INCH - Inches v |
Left Indent: o | INCH - Inches - |
First Line Indent: 0 | INCH - Inches v |
Text
Font: Helvetica L7
Point Size: 7.2
Leading %: 0
Base Rule Text: @rule:

m Description — The description for this set of parameters.

B Real Lines Per Unit — The actual number of lines per unit, based on the default unit of
measurement specified on the Site Information screen. For inches, calculate this value by dividing the
leading into 72 (72 points per inch). If using 9-point leading, for example, you would calculate the
real lines per inch like this. 72 / 9 = 8. In this case, the real lines per unit would be 8.

B Column Width — The width of each column, based on the specified unit of measure.
m Gutter Width — The width of each gutter, based on the specified unit of measure.
B Left Indent — The left indent of the text, based on the specified unit of measure.

m First Line Indent — The first-line indent of the text, based on the specified unit of measure. For a
hanging indent, the value in this field will be the negative counterpart of the left indent.

m Font & Point Size— The font and point size for the default text.

m Leading % — The percentage difference between the point size and leading, calculated using this
formula: Leading/Point Size - 1 x 100 = Leading %

Example — Using 8-point type with 9-point leading, the leading percentage value would be
calculated like this: 9 /8 =1.125 -1 =.125 x 100 = 12.5 (the Leading % value).
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m Base Rule Text — This field calls an InDesign or QuarkXPress paragraph style that defines the
standard rule (line) at the end of each liner ad. Enter the @ ("at" symbol) character before the name

of the paragraph style that defines the rule. For example, if this style is named rule, enter @rule in
this field.

NOTE: If rules between ads are not used, this field can remain blank.

4. Click the Save button.
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Style Sets

Use this screen to define default styles for ad text in classified liner and classified display ads. The styles
configured on this setup screen are available for selection during ad entry.

How to Create a Style Set:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Site > Style Sets.
3. On the Style Set screen, click New; then configure the information described below.
General

Use this screen to configure general style set information.

Code i Description Active blank - legals General | |
10ptb... Imported WYSIWYG S... W Code: blank
12ptb... 12ptboldcenter v o
Description: legals
7times Imported WYSIWYG S... W
Paragraph
GptBol... Imported WYSIWYG 5... Qf grap
8ptee... Imported WYSIWYG S... « Alignment: | Full v |
8ptleft Imported WYSIWYG S... W Left Indent: g | INCH - Inches - |
8ptlegal Imported WYSIWYG 5... W First Line Indent: | INCH - Inches v |
blank legals v Right Indent: g | INCH - Inches v |
bold c... Imported WYSIWYG S... W Tab Stops: o | e |
helveti... Imported WYSIWYG S... V .
-2 | Delete |
helveti... Imported WYSIWYG S... Qf -
o -l | PICA - Picas v |
italicsl... Imported WYSIWYG S... Qf

m Code — The style set’s code.
m Description — The style set’s description.
m Alignment — The alignment of the text.

m Left/First Line/Right Indent — The amount of the indent based on the specified unit of

measure.
m Tab Stops — The default tab stops for ads that use this style set.

o Click the unit-of-measure drop-down list (located beneath the Delete button) and choose the
unit of measure for the tabs.

e Click the Add button to add a tab stop.

e Enter the negative value of the tab stop (the value is based on the specified unit of measure).
Example:
If the unit of measure is set to PICA, and the tab stop should be at one pica from the left

margin, enter -1 in the Tab Stops field; if the tab stop should be at two picas from the left
margin, enter -2 in the Tab Stops field, and so on.

e Click the Add button as necessary to specify additional tab stops.
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Text

Use this screen to configure the style set’s text defaults.

—————
Style Gats o
Code s Description Active €D 12pt C - ClassDisp 12pt Cenber Goaeral | Text
109T BoMdCenterCa... 10 pt bodd centier a0 ¢. W Taxt
l0ptbaldcenter  Imparted WYSIWYG 5. W
Fomi: Hehvrtica Neue ¥
Eploenter Imporied WYSIWYG 5. ' e e -
Font Sue: B
Hpte bl Irported WYSIWG S, ' it
Boid Imparted WYSIWYG 5, L4 Leading: |2
boldcerter Imparted WYSIWYG 5. w Teat Codort | Dlach i
coiiptC ClassDisp 12pt Center s B | Hale Underilia Wi ek Hfkethrmugh
== Rk Ly K S Tl v | gt | Subsenp o Kl-mps | Smai-caps | Emab
s gt Imparted WYSIW TG 5. v J i ol
*Hadom [THIES |
SR R T W U S—— T T sl

m Font /Size/Leading — The font name, font size, and leading.

m Text Color — The color of the text. The color options available in this list are configured by an
administrative user on the Approved Colors setup screen.

B Text Styles — Check the box next to each styling attribute to apply to the text.

4. Click the Save button.
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Classification Upsells

Use this screen to create optional special prompts, phrases, and items to remember that ad takers can use
to upsell ads during ad entry.

How to Create a Classification Upsell:

1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Site > Classification Upsells.

3. On the Style Set screen click New; then configure the information described below.

General

Use this screen to configure general upsell information.

Cod s Description 003 - Automotive  Ganeral | Prompts | Phrases | Remkamber
0ol Yard Sales
Code: DD3
oo Community Evants
o0 Automothis Dascription:  Automotive

m Code — The code for this upsell item.

m Description — The description for this upsell item.

Prompts

Use this screen to enter the upsell prompt. This text appears on the ad entry screen after a
classification is specified.

Cade Description . 003 - Autamative General | Promprs
o003 Automotive
Make
oo Community Events Model
D Real Estate Yéar
Phrases

Use this screen to enter phrases to suggest to the advertiser for inclusion in the ad text.

Coba Description 003 - Automotive General | Prompis | Phrasss
[11iE] Automative
Cependable
o2 Community Events New
D Bppl Farare Likd Piw

Items to Remember

Use this screen to enter items to remember during ad entry.

Code Description - 003 - Automotive Gemeral | Prompts | Phrases | Reomember
ool Automotive
Féafume
ool Community Events Repairs
D4 Real Estate Accidents

4. Click the Save button.
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Classifications
Use this screen to configure information about your classifications.

B Prerequisites — Ad Types, Adjustments, Classification Upsells, Styles, Publications, Publishing
Parameters. Configure these items before configuring classifications.

How to Configure a Classification:
1. On the main toolbar, choose Administrator > Admin Setups.
2.  On the admin toolbar, choose Site > Classifications.

3. On the Classifications screen (below), click New; then configure the information described below.

Clssfestons

Code » Classification Active 0200 - ANNOUCEMENTS  General | Ad Defaults | Sub-Classes | Exclusions
0100 Legals Y 4 B

0200 ANMNOUCEMENTS W r Code: 0200

0205  Birthday / Anniversary... v RETE  ~"\NOUCEMENTS

0210 Happy Ads V Liner Ad Type: | €LO2 - Classified Liner 02 | Clear |
0215 Lost & Found (ANNOU... V Display Ad Type: | dli- Class Display v | Clear |
0220 Memory / Thank You (... « Adjustment: | =
0225 Notices (ANNOUNCE} Qf Classification Upsell: | v |
0230 Personals (ANNOUNCE) v Header:  @rule2:\r@num:200\r@header: <b-1=>Announceme
0235 Wanted (ANNOUNCE} V Height: 0.35 | INCH - Inches ¥ |
0300 SERVICES V Sort Order: | DtoZ ¥ |
D A e W || Prepayment Reguired l!, No Ads |£| Always publish header

General
Use this screen to configure general classification information.
m Code — The classification’s code.
m Name — The classification’s description.
m Liner Ad Type — The default liner ad type.
m Display Ad Type — The default display ad type.
B Adjustment — The default adjustment that applies to ads in this classification.
m Classification Upsell — The classification upsell group, if any, to use for ads in this classification.

m Header —This field calls InDesign or QuarkXPress styles that define the header for this classification.

NOTE: Commands used in this field are specific to InDesign or QuarkXPress. Refer to your
InDesign or QuarkXPress documentation for information on specific formatting commands.

The illustration below depicts a sample header string using QuarkXPress formatting commands:
> 1: @classhead — @ = “use this style”; here, the classhead style is used (@classhead).

»2: \r@num:200 — After a carriage return, use the num style; then print a colon, followed by
200 (in this example, 200 is the classification number).

»3 — \r@header:Announcements — After a carriage return, use the header style; then print the
word Announcements (in this example, Announcements is the classification header).

Header: @classheadyr@num: 200\r@header:Announcements
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m Height — The height of this classification header based on the specified unit of measure.

m Sort Order — The order in which AMP should sort ads in this classification. An Automotive sort
sorts by year, make, and model (in that order).

m Prepayment Required — Check this ads if prepayment is required for ads in this classification.
If this box is checked, the ad taker cannot save the ad until a prepayment is entered. If this box is
checked, the ad must be manually placed on Set Aside until a prepayment is entered.

NOTE: On the User Groups screen, the user’s assigned user group must have access granted to
the Override Monetary Constraints permission.

B No Ads — Check this box if ads cannot be scheduled to run under this classification. This option
is used to prevent ads from being placed under classifications that do not publish, such as main
classification headers. (Typically, main classification headers designate the beginning of a section,
such as Automobiles, which may have several sub-classifications — Ford, Honda, Oldsmobile, etc. —
beneath the main header.)

m Always publish header — Check this box if this is a classification header that should always publish,
regardless of whether or not there are any ads under this classification.

Ad Defaults

Use this screen to configure a classification’s ad defaults.

m Publish Parameters — The classification’s publishing parameters.

B The first X words are — The first number of words that should appear in bold, capitalized, or in
italic, based on the checked Bold, Cap, and/or Italic box(es). If, for example, the first two words of
the ad should appear in bold and in all capital letters, enter 2 and check the Bold and Cap boxes.

m Classified Liners/ displays, liners with graphics, displays with graphics — If using Managing
Editor’s Classified Layout System (CLS), enter the codes for the CLS ad types in the designated fields.

B Prompt — The classification’s prompt, if any, that should appear on the ad entry screen when the
classification is selected.

Classifications
Codiz * Classification Active Q200 - ANNOUCEMENTS Gongrdl | Ad Dafaults | Sob-Claves | Exchskns
o100 Legals L =
5 Publksh parameters: | Defaun »

200 ANNDUCEMENTS w I
Q203 Bethday £ Anrive.. w Classified bners:
a3in Hapgy Ads o The frst 3 winds ane Clyesifad dsplaye:
0215 Leat K Found (A W

i o Bale  f Cap 1Eatie Classifing Irsrs with graphis:
0270 Mamary / Thank L

Classfied doplays with graghica;

0375 Notices (ANNOL W
0230 Personals (NN, W
0235 Wanted (ANOU '
a3on SERVICES W Arompt
0302 Appliance Servic... W Engagemants, Waddings, Graduatiang, Awards
aloa Astomative (SCEV] Ll
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Sub-Classes

Use this screen to configure a classification’s sub-classifications,

based on the functions described below.

m New — Use this button (next to the list of sub-classes) to
create a new sub-class.

Sub-classifications: (In flow order)

Text: Engagement

Height: INCH - Inches v

Cancel

e When prompted with the screen shown below, enter the sub-class name in the Text field.

e Enter the numerical value of the height based on the specified unit of measure.
e Click OK.
m Edit — Edit the properties of the selected sub-class.

B Clone — Clone the properties of the selected sub-class.

B Delete — Delete the selected sub-class.

m Up/Down — Use these buttons to move the selected sub-class up/down to the desired position in the

list.

B Sub-class header string — This field calls InDesign or QuarkXPress styles that define the header for
this sub-classification. For information on header strings, see the Header field on the Classification
screen under General.

Code Classification

0100 Legaks

oz0d ANNOUCEMENTS

[eFdrk] Birthday | &nniversary (ANNOL)
[=F 1] Happy Ade

5 Laat & Fourd [ANNOLUNCE
o230 Mamary [ Thank Yau (ANNOLL...
0235 Noticas [ANNDUCE]
o230 Farsonals (ANNOLUNCE)
o235 wWarnted (ANNGURCE]
Q300 SERVICES

o3 Applance Services (SERVICES)

Exclusions

Use this screen to exclude classifications from specific publications.

ER S RS R R

L]

DI00 - ANNOUCEMENTS
Sub-classfications: {In flow order)

Wedding

Awvard

Graduation

Ackibevarmant

Wadding 12

Wasding 2

Sub-class haader stnng:

Gertral | Ad Defaults | Sob-Classas | Excluslons

Clong

Edi Dbt

B Check the box next to each publication to exclude from the classification.

cissitications i

Coda =«
01040
0200
0205
a21a
0215
G220
225
0230
0235

4. Click

Classification
Legals
ANNDUCEMENTS
Birthday / AnnVersary..
Happy Ads
Lost & Found [ANNOLU..
HMemory / Thank You (...
Motions (ANNOLINCE)
Personals (ANNOLNCE]
Wanted (ANNOUNCE)

the Save button.

SRR T 1

0200 - ANNDUCEMENTS

Selbect Al Code
=~ 1002

1003

1200
i 1204

Gemerad | AdDefsulls | Sub-Classes | Exchidion

Puby
News Democrat Speclal Sections .2
News Demoorat Websie
Mews Democrat & Leader
Gallipolis Website
Galpalis Commardal Printing
Thie Tr-County Marketplaoe TMC

Galllpolis Speclal Sections
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Modular Sizes

Use this screen to enter default modular sizes for classified display and ROP ads.

How to Configure Modular Sizes:
1. On the main toolbar, choose Administrator > Admin Setups.

2. On the admin toolbar, choose Site > Modular Sizes.

3. On the Modular Sizes screen (below), click New; then configure the information described below.

Modular Sizes

Code . Description Active 16 - TAB Sixteen Page
16 TAB Sixteen Page v
i Code: 16
2hf TABE Half Page Horizonta W
2v TAB Half Page Vertical W Description:  TAB Sixteen Page
4h TAB Quarter Page Horizo... V) Columns 3
dv TAB Quarter Page Vertical V) Depth 3 | INCH - Inches v |

B Code — The code for this modular-size ad.
m Description — The description for this modular-size ad.
B Columns — The number of columns wide.

B Depth — The depth of the column, based on the specified unit of measure.

4. Click the Save button.
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Classification Groups
Use this screen to configure classification groups for AMP Liners Online.

B Prerequisites — Classifications, LinersOnline Group Buys. Configure these items before
configuring classification groups.

m Optional — Eye-catchers and/or Custom JSP files. Eye-catchers are used with LinersOnline and
adjustments to add fees to the cost of an ad when the user chooses an eye-catcher to accompany the
ad. Custom JSP files can be linked to classification groups for Liners Online. If using custom JSP
files, configure these items before configuring classification groups.

How to Configure Classification Groups:
On the main toolbar, choose Administrator > Admin Setups.
On the admin toolbar, choose Site > Classification Groups.

On the Classification Groups screen (below), click New; then configure the information described
below. Click the Save button when done.

Classification Groups
Code & Duescription Active ANNALU - Announcements
" ;
ALL Al Classes W Code:  ANNOU
ANNOU Announcemants W
" Description:  Announoements
ALTOS Aubos W
Cuzbom JEP; Annpunoe, jsg
LEGAL Legals W
Invcluded Classilications
0100 - Legals
Cd 0200 - ANNOUCEMENTS
L 005 - Birthday / Anniversary [ANNMOU)
D210 - Happy Ads
v 0F15 - Last & Found [ANNIMINCE
il 0220 - Mamary / Thank You (ANNOUNCE)
General

Use this screen to configure general classification group information.

m Code — The classification group’s code.
m Description — The classification group’s description.

m Custom JSP (Optional) — The customized JSP file for this classification group. If this field is blank,
Liners Online uses the default .jsp file.

NOTE: The name of the custom JSP file in this field must contain the .jsp extension.

4. Click the Save button.
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Other

Use this screen to link a classification group to group buys and/or eye-catchers.

Classification Groups '

Code s Description Active ANNOU - Announcements General | Others
ALL All Classes "
Included Group Buys
ANNOU  Announcements v g At
] g010 - Coalfield Two Thirds =
AUTOS Autos ¥ 4 r
L g008 - 5 Willlamson Pubs -
LEGAL Legals v
4 g009 - Coalfield Connection
L g007 -7 Wiliamson Pubs
L gtle - Super Bowl Genius
L gtis - New Year, New You
L atr13 - New Year's Partv Panes Z
Included Eye-catchers
] NewToday - New Today
[ PriceDro - Price Drop

m Check the box next to each group buy and/or eye-catcher to link to the classification group.

m Click the Save button.
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Eye-Catchers

Use this screen to configure eye-catcher codes and assign them to adjustments and publications.

Eye-catchers are used in conjunction with LinersOnline and adjustments to add fees to the cost of an ad
when the user (the advertiser using LinersOnline) chooses an eye-catcher to use with the ad.

NOTE: Eye-catchers appear in print editions but do not appear in LinersOnline ad
previews or in ads published to the web.

B Prerequisites — Publications & Adjustments. Configure these items before configuring the eye-
catcher information on this screen.

How to Configure Eye-Catchers:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Site > Eye-catchers.

3. On the Eye-catchers screen (below), click New; then configure the information described below.

Code a Description Active NewToday - New Today
NewToday New Today &
i A Code: MNewToday
PriceDro Price Drop V

Description:  New Today

Adjustment: | 1700 - New Today InDesign v | Clear |
Publications Frequency
1002 - News Democrat Specia First Day
1000 - News Democrat & Leac First Day

m Code — The eye-catcher’s code.
B Description — The eye-catcher’s description.

m Adjustment — The adjustment, if any, to apply to this eye-catcher. The adjustment assigned
to an eye-catcher is tied to an attractor (via the Attractors setup screen). When AMP sends
publishing instructions to QuarkXPress or InDesign, the attractor pulls the correct style sheet
or library item during the Proof Publish routine.

m Clear — Clears the Adjustment setting.

B Publications — Click the Add button and choose from the pick list the publication in
which the eye-catcher can run. Click the Add button for each publication to add to the list.
Each publication must be assigned a frequency.

m Frequency — When the eye-catcher should be used. Options are:
e First Day — Use the eye-catcher on the first day the ad runs.
e Every Day— Use the eye-catcher every day the ad runs.

4. Click the Save button.
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Stylesheets
Use this screen to configure stylesheets that can be applied on the Style screen during ad entry.

B Prerequisites — Style Sets. Configure these items before configuring stylesheets.

How to Configure Stylesheets:
On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Site > Stylesheets.

On the Stylesheets screen (below), click New; then configure the information described below.

1 - Bold Header

Code: i Frame

(*) No Frame O H
O [ ] KON oy |
Header:  bold - Imported WYEZ| = II II = I I

Body: Z| O "l_l" O “l_l”

Footer: Z| Frame Size: 0
Text Inset: 0

Description: Bold Header

Exclude frem Liners Online

L

Style Sets

m Code — The stylesheet’s code.
m Description — The stylesheet’s description.

B Exclude from Liners Online — Check this box if this stylesheet should not be available for
use with LinersOnline ads.

B Header — The header style set to use for this stylesheet.

m Body — The body style set to use for this stylesheet.

m Footer — The footer style set to use for this stylesheet.

B Frame — Mark the button that corresponds to the desired frame for this stylesheet.
B Frame Size — The size of the frame (expressed in points).

m Text Inset — The top, bottom, left, and right inset (expressed in points) from the margin.

NOTE: It is recommended that you set a text inset for all margins. If you use borders
on ads, setting an appropriate text inset prevents ad content from bumping into the

ad border.

4. Click the Save button.

Proprietary Information of MediaSpan Group, Inc.



74

AdManagerPro 5.2 — Administration

USER SETUPS

A user is anyone who logs in to AMP with a configured login ID and, optionally, a password. Individual
users inherit system security from the user group(s) to which the individual users belong. Because user
access to AMP functions is established via group security levels, you must create user groups and assign
group security levels before creating users and assigning users to groups.

User Groups

Use this screen to configure user groups and assign group security levels.

How to Configure a User Group:
On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Users > User Groups.

3. On the User Groups screen (below), click New; then configure the information described below.

Description 0 Mctive Accounting
Accaunting v
& Group:  #ccounting L6 Administrabsr?
Adminmstrator o
Adtaksr o Allowed to ran;
Sales W o] A Taking Admiin PuBlishing
V| Remeivabies | Aeparns web Order Bty

Securty Items

Ad Taking AdmiA P B it [ 139 HE R Wl Oraer EALRY
Dascription & Group Security Level
Allvw User Dafined Ad Laval Pricing Acreu -
Change Account Type on Exstling Accounls Mo ALrEss

= i
Change Ad Tyne on Existing Ads e
Fasswore KeqQuared
Change Adtaker mciws

Change Credit Limd Access

B Group — The name of the group.

B Is Administrator — Check this box if this group should have AMP system administrator
privileges.

m Allowed to Run — Check the box next to each primary function this group is permitted
to run. For each box you check, assign the group security level for each tab under Security
Items. For example, if you check the Ad Taking and Receivables boxes in this section, assign
the group security levels under both the Ad Taking and Receivables tabs under Security
Items.

B Security Items — For each item in the Description list, select the item. Then assign the
group security level to each item, as desired.

B Group Security Level — Click in the field and choose the security level:

e No Access — Users in this group have no access to this function.

e Access — Users in this group have access to this function; a password is not required.

e Password Required — Users in this group have access to this function via Remote
Authorization. If this security level is assigned to a group, all users in this group will not
be able to perform the function until the designated password is entered by the AMP user
authorized to enter the password.

4. Click the Save button.

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Administration 75

Report Groups

Report groups let you sort and group information on some AMP reports. If, for example, you want to
sort your sales report by region, you would set up each region as a separate report group. If you wish to
further sort the report by ad taker and/or sales person, for example, simply make the ad taker/salesperson
a member of that report group. The result is that report information (such as revenue) on these reports
will be attributed to that report group.

How to Configure a Report Group:
On the main toolbar, choose Administrator > Admin Setups.
On the admin toolbar, choose Users > Report Groups.

On the Report Groups screen (below), click New; then configure the information described below.

Report Groups

Description & Active 340 - Russellville
340 - Russellville 4 i
341 - Leitchfield V? F| Description: 340 - Russellville

® Description — The name of the report group.

4. Click the Save button.
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Users

Use this screen to configure individual user IDs and (optionally) passwords, the users’ group security
levels, and commissions.

B Prerequisites — User Groups, Account Types, and Business Units. Configure these items before
configuring users. You must assign a default account type to each user who places ads so that these
users can create new customers. Also, if AMP users can access CirculationPro screens for subscription
information, you will need the configured CirculationPro login ID and password.

How to Configure a User:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Users > Users.

3. On the Users screen (below), click New; then configure the information described below.

User Codia Full Mame Active FF - Frod Flinkstonse Gameral | £ LT | Circulationp
FF Fred FEntstone W
fa Faaea Digipovy 'F_. User Code FF
tro Hotse (Fredericcd - Full Ma e Frivd FRntatong
frid Jann Doe “' Passwiord Rruct Pansword W Oo Aok permil Blank paniwond
frod Bamay Rubble L E-Mail: Fred@SlateQuarry.com
e} Bty Hubbde W Busimess Lini B0 = Logan o
QoL Wirnla Flntstone w User Group. Aduakes -
Qi3 Pebbles Fintstone v Hapart Group: | 380- Logan * | Eloar
gioo House (S Hipods ) v Default Accaunt Type IBOT - Logan Transhant v | Clear
gLs Baim-Bam Rubble v | Managed by Admin - SyFiem & dministranor - Clear
gui’ Rocky Slate v | o[
General

Use this screen to configure general user information.
m User Code — The user’s login ID.
m Full Name — The user’s full name.

B Password — The user’s password, if applicable. Click Reset Password and enter the password in both
fields on the Set Password screen. Then click the OK button to return to the Users screen.

Set Password

New Password: @ =*===

Confirm Password: EEEmE=

| Cancel |

m Do not permit blank password — Check this box if a blank password is not permitted.

B E-Mail — The user’s email address.

m User/Report Group — The user’s default user and report groups. A user group is required.
B Clear — Clears the selected option.

|

Default Account Type — The user’s default account type. When this user creates a new customer,
the customer’s account type will default to account type specified here.

Managed by — The user’s manager. This is used to sort report information by manager.

Salesperson — Check this box if a user is a salesperson. This option is used for reporting and can
help keep lists to a minimum when assigning salespersons.
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Commissions

Use this screen to set the user’s commission percentages for specified ad types.

FF - Fred Flintstone General | Commissions | CirculationPro
Commission: 3.0000 %
Overrides
Ad Type Commission Percentage | Add |
tl - Transient Liners 2.0000

m Commission — The overall commission percentage for this user. The value in this field is
the user’s default commission percentage used for all ad types that are not specified in the
Opverrides section. Override the default commission by clicking the Add button.

Clicking the Add button opens the Commissions window (below). On this window, choose
the ad type and enter the commission percentage. Then click OK to close this window and
return to the main Commissions screen.

Commissions

Ad Type . tl- Transient Liners v |

Commission Percentage 2.0000

| Cancel |

m Edit — Opens the Commissions window (shown directly above) for editing the ad type and
commission percentage for the selected override item.
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CirculationPro

Use this screen to assign an AMP user a CirculationPro login ID and password. Assigning this login
information allows AMP users to access CirculationPro to import customer and subscription information
during ad entry.

FF - Fred Flintstone General | Commissions | CirculationPro

CirculationPro User Name: Circ

CirculationPro Password: | Set CirculationPro Password |

This only sets the password for AMP to use =
when accessing CirculationPro. It does not =

m CirculationPro User Name — The login ID of the configured CirculationPro user. AMP
automatically logs the AMP user into the CirculationPro system using this login ID.

m CirculationPro Password — The password (if applicable) of the CirculationPro login
ID. Click the Set CirculationPro Password button to set the password.

NOTE: This only sets the password for AMP to use when accessing CirculationPro. It
does not actually set or change the password within the CirculationPro system.

Set Password

MNew Password: HEEEEEE

Confirm Password: FREEEEEE

e
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MISCELLANEOUS SETUPS
Attributes

Attributes offer a way of capturing data for items that are not stored in the AMP database but that are
tracked for various reasons. For example, assume you want to keep track of how ads are placed — over the
phone, as a walk-in, or via fax, e-mail, or standard mail — so that you can determine whether you need
more ad takers on the phone or at the counter taking walk-in ads. Attributes allow let you create arbitrary
attributes and associate them to accounts, contacts, ads, or any combination thereof. After attributes have
been configured and saved, users can assign the attributes to the account, contact, or ad with which the
attributes are associated.

How to Configure Attributes:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Miscellaneous > Attributes.

3. On the Attributes screen (below), click New; then configure the information described below.

T

Dascription . Active Ad Placemant Generel | Upsell Groups
Ad Placement W
# o tion:  Ad P - AsEoCiation

Webidtype > Desonption: | Ad Placemer euint

Data Type: Slagie - Piek Lt =

Contact
Searchable
i Ad
e partable W
Pick: List Ttams
Ermail Add

Fax
Mail
Phangln

Walkln

General
Use this screen to configure attribute types, associations, and pick-list values.

m Description — The attribute’s description.

m Data Type — The data type is based on one of the following types:

e Date — The attribute’s value is a date.
e Double — The attribute’s value is a decimal number (e.g., 6.5, 2.78, -.05).
o Integer — The attribute’s value is a whole number (e.g., -2, -1, 0, 1, 2).

e Money — The attribute’s value is monetary.
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e Multi-/Single-Pick List — The attribute contains one or all items selected from the pick list.
With these data types, users can choose a single item or multiple items from the pick list when
applying the attribute during ad entry. Selecting either option displays the Pick List Value field

and the items that can be added.

Click the Add button and enter the value in the Pick List Value field. This text appears as the
pick-list item available for selection during ad entry. Enter as many pick-list values as necessary.
The example above shows Email and Fax pick-list items; this means that either Email or Fax can
be selected from the pick list during ad entry.

o Text — The attribute is text that is not formatted.

B Searchable — Check this box to make this attribute searchable on various Find screens.

m Reportable — Check this box to include information about this attribute on various reports.
m Pick List Value — The value of the Single-Pick List or Multi-Pick List item.

B Association — The attribute is associated with an account, contact, and/or ad.

Upsell Groups

Use this screen to assign classification upsell groups to the attribute. If you link an upsell group to an
attribute, the attribute is available (during ad entry) with any classification that is part of the upsell group.

m Check the box next to each upsell group to link to the attribute.

Ad Placement

Upsell Groups

[« [« |

Classification

001
ooz
004
003

General | Upsell Groups

Description

Yard Sales
Community Events
Real Estate

Automotive

4. Click the Save button.
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Account Types

Account types let you apply defaults to account types for credit limits, tax exemption, earned discounts,
prepayments, and invoices, as well as billing charges, discounts, and ad types. Account-type information
can be overridden during ad entry.

B Prerequisites — Terms, Service Charges, Discounts, and Ad Types. Configure these items before

configuring account types.

How to Configure Account Types:

1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Miscellaneous > Account Types.

3. On the Account Types screen (below), click New; then configure the information described below.

Account Types

Eoede « Descriplion Active Russuiiviibe Commurcial
3400 Huisebibe Commerdal W ! :
Coder 3400 Natizag
340r Russeltibe Retail v | Reiives Sletee ety
Desoriptian:  Russebvile Commarcial
340t Russeifvlle Trarsent v bkl ' o Rashives [avaices
Il Leitchiwid Contrac L Cradk Limi: 400,00 Receives Kemincen
LTET Luitchfield Commmrca W Poat On; | Cemand - Tax EuAMpL
Mlr Lakzhiaks Ratal v Paymart: Mo Prepayment Requisd " Can Receive Enmes DiEUNS
a1 Lakehs 4§
ETRT Laitehfiald Traraiant v = T - it A
I70¢ Galipods Cowtract L
5 Adling Chg: -
700 Galipnis Commercial v
> Service Chgt | 5T - State Tax - Cloar
370 Galigolis Aetad b
370t Gallipolis Transient v 4 St !
371e¢ Pamenoy Contract ' Ad Typia
2 Clssified Lings! | oa - Gpen Liner " ROP! | RO - Retal Displey N
3ITlo Pareoy Cormmeroal W
Classfied Duploy: | dl- Class Display v | Unit Based: | in-Insens .
Tir Pomersy Retald v

m Code — The account type’s code.

m Description — The account type’s description.

B Credit Limit — You must set a credit limit even if your publication does not allow credit per se.
The credit limit set here automatically applies to new customers. The default 0.00 is a valid credit
limit.

B Post On — The account type’s posting option.

m Payment — The account type’s payment option.

B Terms — The account type’s terms.

m Billing Chg — The billing charge, if any, to apply to this account type.

m Service Chg — The service charge, if any, to apply to this account type.

m Discount — The discount, if any, to apply to this account type.

m Ad Types — For each ad type, choose the default for this account type.

m Notices — Check the box next to each type of notice that can be generated for this account type.
The Receives Reminders box is available only if the Receives Invoices box is checked.

B Tax Exempt — Check this box if the account type is tax exempt.
B Can Receive Earned Discounts — Check this box if earned discounts apply to this account type.

m Export AR — Check this box if this account type’s AR information is exported to a billing system.

4. Click the Save button.
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Ad Types

Ad types let you define various types of ads and apply defaults to each ad type. Ad-type information can
be overridden during ad entry.

B Prerequisites — Publications and Rates. Configure these items before configuring ad types.

How to Configure Ad Types:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Miscellaneous > Ad Types.

3. On the Ad Types screen (below), click New; then configure the information described below.

Code Drescription N Active ol - Class Display
di Class Display v A
ciny Clagsiad Linar 01 v Code:  dl
ez Classified Limer 02 W Description: Class Display
ed Contract Display w Ad Family: | Classitied Display
d Cantract Liner W Paost Each Insertion as 8 Separate Invokoe:
hsod House Ad - CD e Send to Production: |
hsd House Ad - Liner v Rates
hrp House Ad - ROP o Pub . Rate Maw
hsin House Insert W 1000 = News Democrat & Le... 10da - Gpen Rate Dulnte

m Code — The ad type’s code.
m Description — The ad type’s description.
® Ad Family — The ad family to which the ad type belongs.

B Post Each Insertion as a Separate Invoice — Check this box if AMP should post each
insertion separately for this ad type.

m Send to Production — Check this box to include ads of with this ad type in the export
file for ProductionManagerPro™ (PMP). This checkbox available only if the ad family is
Classified Display or ROP.

m Rates — Add default rates for this ad type by clicking the New button and choosing the
publication and rate. Add as many default rates as necessary. Assigning default rates to
ad types save time during ad entry because AMP automatically applies the rate when a
publication is scheduled.

4. Click the Save button.
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Product Codes

Product codes let you define specific products (e.g., automotive or grocery ads) that can be used when
taking orders for ads. Like markets, colors, and kinds, products can be used to identify specific types of
ads, and can be included on reports.

How to Configure Product Codes:
On the main toolbar, choose Administrator > Admin Setups.
On the admin toolbar, choose Miscellaneous > Products.

On the Product Codes screen (below), click New; then configure the information described below.

Product Codes

Code Description Active 0001 - 4-H

0001 4-H W a
0033 4th OF July W = Code: 0001
0065 9/11 Spensor W Description:  4-H

B Code — The product’s code.
m Description — The product’s description.
4. Click Save.

Market Codes

Market codes let you define specific markets (e.g., automotive, education, or real estate ads) that can be
used when taking ad orders. Like products, colors, and kinds, markets can be used to identify specific
types of ads, and can be included on reports.

How to Configure Market Codes:
1. On the main toolbar, choose Administrator >Admin Setups.
2. On the admin toolbar, choose Miscellaneous > Markets.

3. On the Market Codes screen (below), click New; then configure the information described below.

Market Codes

Code Description Active 0027 - Appliances
0027 Appliances w -

0100 Automotive : New « Code: 0027
0200 Automotive : Used « Description:  Appliances

m Code — The market’s code.
m Description — The market’s description.
4. Click the Save button.
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Color Codes

Color codes let you define specific colors (e.g., black, cyan, or yellow) that can be used when taking ad
orders. Like products, markets, and kinds, colors can be used to identify specific types of ads, and can be
included on reports.

How to Configure Color Codes:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Miscellaneous > Colors.

3. On the Color Codes screen (below), click New; then configure the information described below.

Color Codes
Code Description i Active MAG - Magenta
BK Black "
FULL Full/Process Color v 4 Code: MAG
MAG Magenta o Description:  Magenta

m Code — The color’s code.
m Description — The color’s description.

4. Click the Save button.

Kind Codes

Kind codes let you define specific kinds (e.g., auto, back-page, or business ads) that can be used when
taking ad orders. Like products, markets, and colors, kinds can be used to identify specific types of ads,
and can be included on reports.

How to Configure Kind Codes:
1. On the main toolbar, choose Administrator >Admin Setups.
2. On the admin toolbar, choose Miscellaneous > Kinds.

3. On the Kind Codes screen (below), click News; then configure the information described below.

Kind Codes
Code Description N Active 9700 - Auto
9700 Auto TV 4 -
0500 Back Page v SR 9700
9100 Bingo v | Description:  Auto

B Code — The kind’s code.
m Description — The kind’s description.
4. Click the Save button.
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Country Codes

Country codes are used primarily for internationalization and in the customer-information section during
ad entry.

How to Configure Country Codes:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Miscellaneous > Country Codes.

3. On the Country Codes screen (below), click New; then configure the information described below.

Country Codes

Saaad Descrlption Active USA - United States
CAN Canada «
GER Germany TV 4 Code: USA
MEX Mexico V Description:  United States
usA United States v

m Code — The country code.

m Description — The country description.

4. Click the Save button.

State Codes

State codes are used primarily for internationalization and in the customer-information section during ad
entry. A set of standard state codes is built into your AMP system; however, you can enter additional state
codes at any time.

B Prerequisites — Country Codes. Configure these items before configuring state codes.

How to Configure State Codes:
1. On the main toolbar, choose Administrator >Admin Setups.
2. On the admin toolbar, choose Miscellaneous > State Codes.

3. On the State Codes screen (below), click New; then configure the information described below.

Code . Description Active AL - Alabama
AB Alberta v 4 B
AK Alaska v 4 | Code: AL
AL Alabama o r Description:  Alabama
AP Armed Forces Pacifc V Country:: | USA - United States v

m Code — The state code.
m Description — The state’s description.
m Country — The state’s country.

4. Click the Save button.
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ZIP Codes

ZIP Codes are used primarily for internationalization and for efficiency during ad entry.

The ZIP Codes setup window lets you link ZIP Codes to their corresponding cities and states. After
your ZIP Codes have been configured on the setup window, AMP automatically fills in the city and state
when a ZIP Code is entered during ad entry. A set of standard ZIP Codes is built into your AMP system;
however, you can enter additional ZIP codes at any time.

B Prerequisites — State Codes. Configure these items before configuring ZIP Codes.

How to Configure ZIP Codes:

1.

On the main toolbar, choose Administrator > Admin Setups.
On the admin toolbar, choose Miscellaneous > ZIP Codes.
On the ZIP Codes screen (below), you can search for existing ZIP Codes or add new ones.
To Search for an Existing ZIP Code:
> In the blank field, enter the ZIP Code or city for which to search.

» Click the Find by ZIP or Find by City button, as appropriate. Use the Clear button to clear
the current search criteria and search again.

» Results show existing ZIP Code information. In the example below, the Find by City button
located all Ann Arbor, Michigan ZIP Codes in the AMP database.

ZIP Codes

Ann Arbor | Findby2IP || FindbyCity || Clear | 8 records found
ZIP i City State
48103 ANN ARBOR MI - Michigan
48104 ANN ARBOR MI - Michigan
48105 ANN ARBOR MI - Michigan
48106 ANN ARBOR MI - Michigan
48107 AMNN ARBOR MI = Michigan
48108 ANN ARBOR MI - Michigan
48109 ANN ARBOR MI - Michigan
48113 ANN ARBOR MI = Michigamn

To Add a ZIP Code:
» Click the New button.

> In the ZIP and City fields, enter the ZIP Code and city.
» In the State field, choose the state.

» Click Save. If the ZIP Code already exists, you are prompted accordingly and must enter
unique ZIP Code information.

Click the Save button.
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Comment Types

Comment types are used when entering account or customer comments. You can create your own
comment types (e.g., Call or To Do) and assign comments to the contact person or to the account.
Comments can also be included on the Reminders screen.

How to Configure Comment Types:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Miscellaneous > Comment Types.

3. On the Comment Types screen (below), click New; then configure the information described

below.
Comment Types
Comment Type N Active To Do A
call Y 4
Disputes V Comment Type: To Do

Sales W
To Do &

m Comment Type — The type of comment. The text entered in this field appears in the list of
comment types available when comments or reminders are created in AMP.

4. Click the Save button.
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Set Asides

Set Aside codes allow for placing ads on hold so that they can be checked or completed later. Ads can
be placed on Set Aside for various reasons (which you define) such as awaiting payment, requiring
supervisory approval, or needing artwork. Ads placed on Set Aside are inactive and will not publish;
however, ad takers can easily search for Set Asides ads and complete them or change their statuses so the

ads will publish.

How to Configure Set Aside Codes:
On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Miscellaneous > Set Asides.

On the Set Aside Codes screen (below), click New; then configure the information described

below.
Set Aside Codes
Code a Description Active super - Supervisor Approval
art Waiting For Artwork v
cred Credit Hold v Code:  super
pay Waiting on payment V Description:  Supervisor Approval
super Supervisor Approval o

m Code — The Set Aside code.
m Description — The Set Aside description.

4. Click the Save button.
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Units of Measure

AMP uses units of measure in conjunction with rates to determine ad cost. Standard units of measure
(agates, inches, picas, etc.) are configured in your system; however, you can add other units of measure
as necessary. You configure your units of measure on this window, and can later apply unit-of-measure
defaults to your rates.

How to Configure Units of Measure:
1. On the main toolbar, choose Administrator > Admin Setups.
2. On the admin toolbar, choose Miscellaneous > Units of Measure.

3. On the Units Of Measure screen (below), click New; then configure the information described

below.
A
Codea Description Active CENT1234 - Centimeters

AGAT Agates Y

CENT  Centimeters v Code: | CENT

INCH Inches V Description:  Centimeters

Meter meter W MMs Per Unit 10

MILL Millimeters ¥4

PICA Picas v 4

PTS Points v

B Code — The code for the unit of measure.
m Description — The description for the unit of measure.
B MMs Per Unit — The number of millimeters per unit.

B Print — Prints the information on the Units Of Measure setup screen.

4. Click the Save button..
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Approved Colors

Use this screen to configure colors to apply to ad text and the ad background.

NOTE: If using ClassFlow to paginate your classified pages, you must be using
ClassFlow" 2.5.2 or greater to apply color text and background to a paginated page.

How to Configure Approved Colors:
On the main toolbar, choose Administrator > Admin Setups.
On the admin toolbar, choose Miscellaneous > Approved Colors.

On the Approved Colors screen (below), click New; then configure the information described

below.
Hama . Celar Tranaparan Astiva Blue shade
Blask _ " o
Slue shade I‘__Ii W W Mame:  Blue shade
P _ o“* o Color m CEl = GI 57478 |=| B: 65535 |2
Lirma I:I v W Transparent: |«
L1 Orange l: o o
Lt Wulnw ety o o
« . x v
whie ] % o

® Name — The name of the color.

m Color — The color to use.
e Click the Color icon to open the color palette (below).
e On the color palette, click on the desired color swatch.

e The Color icon changes to the color of the selected swatch. The R (Red), G (Green), and
B (Blue) values reflect the chosen color swatch. You can manually adjust these values as
necessary to modify the color.

33CCCC

m Transparent — Check this box if the background color should appear transparent when an
ad that uses this color is exported to a PDF file.

B Print — Prints the information on the Units Of Measure setup screen.

4. Click the Save button.
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VERSION INFO

This screen shows version information for AMPWeb components and the Java™ environment. This
information may be requested by MediaSpan technical support during troubleshooting.

How to Check Version Information:

1. On the main toolbar, choose Administrator > Version Info.

2. 'The Version Information screen (below) shows the vendor, title, and version information.

AMPWab Version Information

Export

Vendor t Title Version
Apache Tomecat/5.5.26 Apache Tomeatf/5. 5. 26 i
Apple Computer, Inc. Java Runtirme g Mac 0% X 1.6.0 17
Mediaspan Media Software AMPWeb 5.0.0.32
Mediaspan Media Softwane Adjustments

5.0.0.32

3. If desired, click the Export link to export detailed version information. This information is
exported to your screen in HTML format.

SESSIONS

This screen shows connection information for users logged in to AMPWeb. A user with administrative
privileges can terminate user connections from this screen.

When Should a User Connection be Terminated?

A connection may need to be terminated if, for example, User A goes to lunch and leaves a customer
screen open, thereby locking that customer record. If User B needs access to the customer record left open

by User A, an administrative user can terminate User A’'s connection to unlock the customer record and
make it available to User B.

NOTE: When a user’s session is terminated, any unsaved changes to the terminated
user’s AMPWeb session are lost.

How to Manage Sessions:

1. On the main toolbar, choose Administrator >Sessions.
2. 'The Sessions screen appears. The sample below shows the Session screen in two sections.

3. If desired, terminate a session by clicking the Terminate link that corresponds to the session you
want to terminate.

Sessions at 10/8M10 11:55:24 AM (2 sessions, 1 logged in)
Session ID User Code User Name License Created ¢+

379816008703A6E4DICE3BO3832FA6CD 10/8/10 11:41:18 AM

F2RECF17D32ADSDEDFB982ZFSEE4AZABID Admin System Administrator Full 10/8/10 11:42:01 &AM
Last Access Connected Idle B WMiew

10/8/10 11:41:18 AM 00:14:05.775 00:14:05.775 1 | Terminate

10/8710 11:55:24 AM 00:13:23 319 00:00:00.001 & |,
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LOCKS

Occasionally, a user (User A) may open a customer or ad, then inadvertently quit the browser without
properly logging off, thus leaving the customer or ad “locked.” When another user (User B) needs to
access the locked customer or ad, User B receives a message that User A has a lock on the desired item.
User A, however, can no longer release the lock because the browser has terminated.

The Locks screen lets administrative users forcibly terminate the session of the user holding the lock.

How to Release a Lock:

On the main toolbar, choose Administrator > Locks.

2. 'The Locks screen shows information about the locked items. The sample below shows the Locks
screen in two sections.

3. If desired, click the Release link to release the lock.

Locks held at 10/8/10 03:39:06 PM

Table Name t Key Value Session 1D User Code User Name

AmpCust 44918 96FS6FC1FOCT49CIESIIAABRIDECBREC Admin System Administrator

AmpOrder 60001271 96FSEFCLFOCP49CIEYIIAABBIDECEBEC Admin System Administrator
I .

Created Last Access Connected Idle

10/8/10 03:14:27 PM 10/8/10 03:38:00 PM 00:24:38.776 00:01:05.835  RAplease

10/8/10 03:14:27 PM 10/8/10 03:38:00 PM 00:24:38.776 00:01:05.835  Release
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GRAPHICS LIBRARY

Use this screen to upload and store graphics for AMPWeb.

How to Use the Graphics Library:

1. On the main toolbar, choose Administrator > Graphics Library.

2. Use the functions on the Graphics Library screen (below) as described below.

(Cancel 1|
Upload a Local File [Clubhouse JPG Browse. ..
To Selected Folder Uploads
Upload
| Create New Folder i
|® Upload5| O 00046767 380-5 5 ROOFING ||

|0 00048574 AlanaYahoo 480-Smith ||
| Q0138580 Mediaspan
| ©) 00138571 TAY Mediaspan
_|©) 00138572 1TAYMediaSpan
1) 1967-ford-mustang-gt500.dpg ||
) 2008Chevrolet-CamaroS08.ipg

B Remote File Systems — Choose the remote file system location for the file. To use an existing folder,
mark the folder’s radio button. To create a new folder, use the Create New Folder pop-up.

NOTE: In the Remote File Systems list, folder names appear in black; filenames
appear in blue. Clicking on a filename link downloads the graphic to the location
specified in your operating system’s preferences.

e Create New Folder ... Using New Folder Name — Create a new folder at the selected level.
Click the radio button next to the folder in which you want to create a new folder. If you do not
wish to create a new folder, do not choose the ... Using New Name option from the Create New
Folder pop-up.

o New Folder Name — The name of the new folder.

m Upload a Local File — Specify the path and filename of the file to upload, or use the Browse button
to locate and select the file.

m Upload — Upload the file to the specified remote file system.
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REMOTE AUTHORIZATION

Remote Authorization enables authorized users to grant unauthorized users permission to perform system
functions to which the unauthorized users do not have the security levels to perform.

FUNCTION
This scenario describes how Remote Authorization works for two hypothetical users: Sally and Bob.

m Sally belongs to the Adtaker user group. This group does not have permission to change the ad taker
on an ad.

« Sally opens an ad and changes the name of the ad taker to House.
+ Sally attempts to save the ad with House as the ad taker.

« Because Sally's user group (the Adtaker group) does not have permission to change the
name of the ad taker, the Password Authorization screen appears on Sally’s monitor. The
Authorized By column (circled below) is blank because this action — changing the ad
taker on an ad — must be authorized by an authorized user.

Password Authorizations

Password Authorlzation mquired

-}i_'\-‘!-_ ':__CFJ_" | Show: #  Pauswoee Authorizetions 2| # |

Autharizing User Code

Authorizing Password
Authorize

Description Item Old Value Hew Value Authorized
Change Adtaker Order #60002346 System Adménistrator House [Logan) No

» Bob belongs to the RemoteAuthorize user group. This group has permission to grant unauthorized
users access to change the ad taker on an ad.

« In order for Sally to be able to change the ad taker on the ad, Bob must authorize the
action via Remote Authorization.

PREREQUISITES

An administrative user must assign the appropriate security level to the user groups to which the
authorized and unauthorized users belong (users inherit permissions from their associated user groups).
See User Groups for information on assigning group security levels that apply to these users:

» Unauthorized Users — For each user group that is not authorized to perform certain actions, assign
the Password Required group security level to those actions. (Using the sample scenario described
above, under Function, the administrative user would assign the Adtaker user group the of Password
Required security level to the Change Adtaker item.

» Authorized Users — Create a user group for Remote Authorization. Assign the Access group security
level to any actions that require remote authorization. Then make the authorizing users members
of the Remote Authorize group. (Using the scenario described above, the administrative user would
make the authorizing user (Bob) a member of the Remote Authorization user group.)
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USING REMOTE AUTHORIZATION

When an unauthorized user requires password authorization for a specific action, an authorized user must
use the Remote Authorization function to grant the unauthorized user access to perform the action.

A sample scenario (on the previous page) describes how Remote Authorization works for two hypothetical
users, and outlines the prerequisites for using this function.

NOTE: The procedures outlined below describe how the authorizing user uses Remote
Authorization to authorize an action.

How to Use Remote Authorization:

1. From the main toolbar, click Administrator > Remote Authorization.

2. On the Remote Authorization screen (below), enter the login ID of the authorizing user in the

Authorizing User Code field. This field defaults to the name of the logged-in user.
3. In the Authorizing Password ficld, enter the authorizing user’s password (if applicable).
4. In the Authorization Requests section, check the Select box next to each request to authorize.

Use the Select All or Select None buttons to select/deselect all authorization requests shown in the
Authorization Requests list.

5. Click the Authorize button.
6. Successful authorization is reflected onscreen (circled in the illustration below):

> The Authorized column changes from No to Yes.

» The Authorized By column shows the name of the authorizing user.

Authorizing User Code fob

Authorizing Password
CAuthorize

{Select All | [ Select None |

Authorized

Select Requested By Description Ttem Old Valua New Valus Authorized By

e Bob Manager

# Sally Adraker Change Adtaker Order #60002346 System Administratos House (Logan)

7. ‘The “unauthorized” user can now click the Return to Order # link on his/her Password
Authorizations screen (shown on the previous page).

When returned to the ad order screen, the unauthorized user can now perform the action that
required authorization.
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ADMIN REPORTS

Admin reports provide information on various AMP setups and configurations.

B Access to Admin Reports — Log in to AMP as an administrative user to access admin reports.

B Report Output — Output is directed to the task archive, regardless of whether or not output is sent
to an email address specified on the admin report screens.

ADJUSTMENTS SETUP REPORT

This report shows default adjustment setups configured by the system administrator.

How to Run an Adjustments Setup Reports:

On the main toolbar, click Administrator > Admin Reports > Adjustments Setup.

2. On the Adjustments Setup screen, configure the information as described below.

Adjustments Setup

(R Wow 10 Run GFf Peak | . : Add ter Quewe 11 View Gueue |
Description Adjustment Setup Run On 12/30/10
EMail Output To ClassManager@YourSive. oom ar b6 = oo 2 P
Purge ¥ After I Days Recurs  Once C

Apply Saved Saet:

Effective Date: Fied o1 Mi12: Dl ¥ 2010
Layout Standard

am

| Save As Saved Ser | Upload §

Saved Set Description Layout Description

B Schedule & Deferred Process — See the Appendix for information on these settings.
m Apply Saved Set — The saved set, if any, to use for this report.

m Effective Date — The effective date. If, for example, the report should show adjustments
effective as of a particular date, enter that date in the date fields.

See Entering Dates (Introduction) for more information on date-based options.

m Layout — The report layout. See the Appendix for information on common output layouts.
m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

m Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.

m A sample Adjustments Setup report is on the next page.
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o7

Sample Adjustments Setup Report

Adjustments Setup 12/30/2010
1.05 PM
12/01/2010 Page 1
Code  Description Level Type Active
0000 Custom Colors Insertion Order Flat Rate Yes

Amount: $10.00
Surchargable? Yes
GL Code: 3010 - All Color

Ad Families: Class Liner, Class Display, ROP
Discountable? Yes
Tax Category: no tax

0001 Custom Color - TMC Insertion Order Flat Rate Yes
Not valid for date: Wed Dec 01 00:00:00 EST 2010

0002 Test Insertion Order Flat Rate Yes
Not valid for date: Wed Dec 01 00:00:00 EST 2010

0010 1 color Insertion Order Flat Rate Yes

Amount: $0.00
Surchargable? No
GL Code: 3010 - All Color

Ad Families: ROP
Discountable? No
Tax Category: no tax

0012 1 color special Insertion Order Flat Rate Yes
Not valid for date: Wed Dec 01 00:00:00 EST 2010

0015 1 color - tmc Insertion Order Flat Rate Yes
Not valid for date: Wed Dec 01 00:00:00 EST 2010

0017  Full Color discount - TMC Insertion Order Flat Rate Yes

Amount: $0.00
Surchargable? No
GL Code: 3015 - All Color - TMC/Shopper

Ad Families: ROP
Discountable? No
Tax Category: no tax

0018 Color discount - tmc3
Amount: $0.00
Surchargable? No
GL Code: 3015 - All Color - TMC/Shopper

Insertion Order Flat Rate Yes
Ad Families: ROP
Discountable? No
Tax Category: no tax

0020 2 color
Amount: $0.00
Surchargable? No
GL Code: 3010 - All Color

Insertion Order Flat Rate Yes
Ad Families: ROP
Discountable? No
Tax Category: no tax

0021 2 color special
Amount: $0.00
Surchargable? No
GL Code: 3010 - All Color

Insertion Order Flat Rate Yes
Ad Families: ROP
Discountable? No
Tax Category: no tax

0025 2 color-tmc
Amount: $0.00
Surchargable? No
GL Code: 3015 - All Color - TMC/Shopper

Insertion Order Flat Rate Yes
Ad Families: ROP
Discountable? No
Tax Category: no tax

0030 Full Color
Amount: $0.00
Surchargable? No
GL Code: 3010 - All Color

Insertion Order Flat Rate Yes
Ad Families: ROP
Discountable? No
Tax Category: no tax

0031 Full Color - TMC
Amount: $0.00
Surchargable? No
GL Code: 3015 - All Color - TMC/Shopper

Insertion Order Flat Rate Yes
Ad Families: ROP
Discountable? No
Tax Category: no tax

0032 Contract process
Amount: $0.00
Surchargable? No
GL Code: 3010 - All Color

Insertion Order Flat Rate Yes
Ad Families: ROP
Discountable? No
Tax Category: no tax

0033  Smith Buick-color
Amount: $270.00
Surchargable? No
GL Code: 3010 - All Color

Insertion Order Flat Rate Yes
Ad Families: ROP
Discountable? No
Tax Category: no tax

0034  Smith Buick-color 1/2 pg

Insertion Order Flat Rate Yes
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CLASSIFICATIONS SETUP REPORT

This report shows default classification setups configured by the system administrator.

How to Run a Classifications Setup Reports:

1. On the main toolbar, click Administrator > Admin Reports > Classification Setup.

2. On the Classifications Setup screen, configure the information as described below.

Classifications Setup

ﬂtun Wow | | Run O Peak | | OO [ Add to Queue | | View Queue §
Description Classilications Setup Report Run Om 12/30/10
EMail Qutput To ClassManagerfiYoursite.com AL GO vi 1 [0 s PM =
Purge ¥ After 3 Days Recurs | CGnce

Apply Saved Sat: H

Standard -
"'S.wr Ag Saved Sd't-‘ #lfjaal v f—llplnw\
Fa\red Sat Description Layout Description

m Schedule & Deferred Process — See the Appendix for information on these settings.

m Apply Saved Set — The saved set, if any, to use for this report.

m Layout — The report layout. See the Appendix for information on common output layouts.

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.

m A sample Classifications Setup report is on the next page.
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Sample Classifications Setup Report

Classifications Setup 12/30/2010

12.24 PM

Page 1

Code Description Active

002 Test No
0100 Legals Yes
0200 ANNOUCEMENTS Yes
0205 Birthday / Anniversary (ANNOU) Yes
0210 Happy Ads Yes
0215 Lost & Found (ANNOUNCE Yes
0220 Memory / Thank You (ANNOUNCE) Yes
0225 Notices (ANNOUNCE) Yes
0230 Personals (ANNOUNCE) Yes
0235 Wanted (ANNOUNCE) Yes
0300 SERVICES Yes
0302 Appliance Services (SERVICES) Yes
0304 Automotive (SERV) Yes
0306 Building Materials (SERV) Yes
0308 Business (SERV) No
0310 Catering (SERV) Yes
0312 Child / Elderly Care Yes
0314 Computers (SERV) Yes
0316 Contractors (SERV) Yes
0318 Domestics / Janitorial (SERV) Yes
0320 Electrical (SERV) Yes
0322 Financial (SERV) Yes
0324 General Repairs (SERV) Yes
0326 Health (SERV) Yes
0328 Heating & Cooling (SERV) Yes
0330 Home Improvements (SERV) Yes
0332 Insurance (SERV) Yes
0334 Lawn Service (SERV) Yes
0336 Music / Dance / Drama (SERV) Yes
0338 Other Services (SERV) Yes
0340 Plumbing / Electrical (SERV) Yes
0342 Professional Services (SERV) Yes
0344 Repairs (SERV) Yes
0346 Roofing (SERV) Yes
0348 Security (SERV) Yes
0350 Tax / Accounting (SERV) Yes
0352 Travel Entertainment (SERV) Yes
0400 FINANCIAL Yes
0405 Financial Services (FINANCE) Yes
0410 Insurance (FINANCE) Yes
0415 Money To Lend (FINANCE) Yes
0500 EDUCATION Yes
0505 Business & Trade School (EDU) Yes
0510 Instruction & Training (EDU) Yes
0515 Lessons (EDU) Yes
0520 Personal (EDU) Yes
0600 ANIMALS Yes
0605 Animal Supplies (ANIMALS) Yes
0610 Horses (ANIMALS) Yes
0615 Livestock (ANIMALS) Yes
0620 Pets (ANIMALS) Yes
0625 Want To Buy (ANIMALS) Yes
0700 AGRICULTURE Yes
0705 Farm Equipment (AGRi) Yes
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PUBLICATIONS SETUP REPORT

This report shows default publication setups configured by the system administrator.

How to Run a Publications Setup Reports:

1. On the main toolbar, click Administrator > Admin Reports > Publications Setup.

2. On the Publications Setup screen, configure the information as described below.

[ Rury Norw 100 Run O Peak | ["Auddd 15 Queene 10 View Cuews §
Description |Publication Sctup Regart Run ©On 12/30/10
EMail Output To ClassManagerourSite.com a6 W : (00 B [PM W
Purge ¥ After 3 Days Recurs  Once )
Apply Saved Set: H

Standard i+
—
{ Save As Saved Set | i . { Upload

Saved Set Description Layout Description

B Schedule & Deferred Process — See the Appendix for information on these settings.

m Apply Saved Set — The saved set, if any, to use for this report.

m Layout — The report layout. See the Appendix for information on common output layouts.

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

m Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.

m A sample Publications Setup report is on the next page.
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Sample Publications Setup Report

Publications Setup 12/30/2010

1.37 PM

Page 1

Code Description Active

1000 News Democrat & Leader Yes
1002 News Democrat Special Sections Yes
1003 News Democrat Website Yes
1004 News Democrat Comm Printing Yes
1100 Grayson County News Gazette Yes
1102 Grayson Special Sections Yes
1103 Grayson Website Yes
1104 Leitchfield Comm Printing Yes
1111 Quarterly Edition Yes
1200 Gallipolis Daily Tribune Yes
1201 The Tri-County Marketplace TMC Yes
1202 Gaillipolis Special Sections Yes
1203 Gallipolis Website Yes
1204 Gallipolis Commercial Printing Yes
1205 Sunday Times - Sentinel Yes
1300 The Daily Sentinel Yes
1302 Daily Sentinel Special Section Yes
1303 Daily Sentinel Website Yes
1400 Point Pleasant Register Yes
1402 Point Pleasant Special Section Yes
1403 Point Pleasant Website Yes
1500 Logan Banner Yes
1501 Coalfield Connection TMC Yes
1502 Logan Special Sections Yes
1503 Logan Website Yes
1504 Logan Commercial Printing Yes
1505 Logan Coalfield Connection TMC Yes
1511 Chris's Birthday Publication Yes
1600 Coal Valley News Yes
1602 Coal Valley Special Sections Yes
1603 Coal Valley Website Yes
1604 Coal Valley Comm Printing Yes
1700 Durant Daily Democrat Yes
1701 The Country Style TMC Yes
1702 Durant Special Sections Yes
1703 Durant Website Yes
1704 Durant Commercial Printing Yes
1705 Homes Plus Yes
1706 Home Buyers Guide No
1707 Home Buyers Guide Yes
1800 Altus Times Yes
1801 Southwest Shopper TMC Yes
1802 Altus Special Sections Yes
1803 Altus Website Yes
1804 Altus Comm Printing Yes
1805 Freedom Flyer Yes
1806 Altus TV Guide No
1900 Frederick Leader Yes
1902 Frederick Special Sections Yes
1903 Frederick Website Yes
2000 Harlan Daily Enterprise Yes
2002 Harlan Special Sections Yes
2003 Harlan Commercial Printing Yes
2004 Harlan Website Yes
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RATES SETUP REPORT

This report shows default rate setups configured by the system administrator.

How to Run a Rates Setup Reports:

On the main toolbar, click Administrator > Admin Reports > Rates Setup.

2. On the Rates Setup screen, configure the information as described below.

ﬁ;n hw;\.:-} :':ﬂun I:}Fl;\:n_k‘:, 1 {ﬁdd bia Quru!} If:r-w l.'.|_u1‘u|.-}
Description Rates Seiup Report Run ©On 12/30/10
EMail Dutput To ClassManagerdivousSite. com a6 W : (00 B [PM W
Purge ¥ After 3 Days Recurs  Once 2
Apply Saved Set: +
Standard =
Save As Saved 5S¢t | ; 1 d 1 { Upload |
Saved Set Deseription Layaut Description

B Schedule & Deferred Process — See the Appendix for information on these settings.

m Apply Saved Set — The saved set, if any, to use for this report.

m Layout — The report layout. See the Appendix for information on common output layouts.

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

m Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.

m A sample Rates Setup report is on the next page.
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Sample Rates Setup Report

Rates Setup 12/30/2010

1.41 PM

Page 3

Code Description GL Code Ad Families Valid Publications Active

10io 20 tab/10 std 12x 3070 - Preprints Unit Based 1000 Yes
10ip  ss/4 tab/2 std 24x 3070 - Preprints Unit Based 1000 Yes
10iq 8 tab/4 std 24x 3070 - Preprints Unit Based 1000 Yes
10ir 12 tab/6 std 24x 3070 - Preprints Unit Based 1000 Yes
10is 16 tab/8 std 24x 3070 - Preprints Unit Based 1000 Yes
10it 20 tab/10 std 24x 3070 - Preprints Unit Based 1000 Yes
10iu  ss/4 tab/2 std 36x 3070 - Preprints Unit Based 1000 Yes
10iv 8 tab/4 std 36x 3070 - Preprints Unit Based 1000 Yes
10iw 12 tab/6 std 36x 3070 - Preprints Unit Based 1000 Yes
10ix 16 tab/8 std 36x 3070 - Preprints Unit Based 1000 Yes
10iy 20 tab/10 std 36x 3070 - Preprints Unit Based 1000 Yes
10iz  ss/4 tab/2 std 48x 3070 - Preprints Unit Based 1000 Yes
10jc  JC Penny Insert 12-16pg tab 3070 - Preprints Unit Based 1000 Yes
10jd  JC Penny Insert 20-68pg tab 3070 - Preprints Unit Based 1000 Yes
10ka  Smart Source Rate 3070 - Preprints Unit Based 1000 Yes
10kb  IGA Rate 3070 - Preprints Unit Based 1000 Yes
10kc  Piggly Wiggly Rate 3070 - Preprints Unit Based 1000 Yes
10pa Power Pack A 18" ad 3000 - Local Display ROP 1000 Yes
10pb  Power Pack A 33" ad 3000 - Local Display ROP 1000 Yes
10pc  Power Pack A 66" ad 3000 - Local Display ROP 1000 Yes
10pd  Power Pack A 129" B&W ad 3000 - Local Display ROP 1000 Yes
10pe Power Pack B&C 18" ad 3000 - Local Display ROP 1000 Yes
10pf  Power Pack B&C 33" ad 3000 - Local Display ROP 1000 Yes
10pg Power Pack B&C 66" ad 3000 - Local Display ROP 1000 Yes
10ph  Power Pack B&C 129" B&W ad 3000 - Local Display ROP 1000 Yes
10pr  Peebles Inserts 28pg tab 3070 - Preprints Unit Based 1000 Yes
10ps  Peebles Inserts 32pg tab 3070 - Preprints Unit Based 1000 Yes
10ra  Open Rate 3000 - Local Display ROP 1000, 1002 Yes
10rb 26 week/33" contract 3000 - Local Display ROP 1000 Yes
10rc 26 week/21" contract 3000 - Local Display ROP 1000 Yes
10rd 26 week/15" contract 3000 - Local Display ROP 1000 Yes
10re 26 week/10" contract 3000 - Local Display ROP 1000 Yes
10rf 26 week/5" contract 3000 - Local Display ROP 1000 Yes
10rg 13 week/33" contract 3000 - Local Display ROP 1000 Yes
10rh 13 week/21" contract 3000 - Local Display ROP 1000 Yes
10ri 13 week/15" contract 3000 - Local Display ROP 1000 Yes
10rj 13 week/10" contract 3000 - Local Display ROP 1000 Yes
10rk 13 week/5" contract 3000 - Local Display ROP 1000 Yes
10rl  yearly/ 7500" 3000 - Local Display ROP 1000 Yes
10rm  yearly/6000" 3000 - Local Display ROP 1000 Yes
10rm  yearly/4500" 3000 - Local Display ROP 1000 Yes
10ro  yearly/3000" 3000 - Local Display ROP 1000 Yes
10rp  yearly/2000" 3000 - Local Display ROP 1000 Yes
10rqg  yearly/1000" 3000 - Local Display ROP 1000 Yes
10rr  yearly/600" 3000 - Local Display ROP 1000 Yes
10rs  Repeat Rate 3000 - Local Display ROP 1000 Yes
10rt  Political Advertising 3020 - Political ROP 1000 Yes
10ru  National Rate 3030 - National Display ROP 1000 Yes
10rv  Bowling Green Rate 3000 - Local Display ROP 1000 Yes
10rw  The Harvest Rate 3000 - Local Display ROP 1000 Yes
10rx  ROP Special Rate | 3000 - Local Display ROP 1000, 1002 Yes
10ry  ROP Special Rate Il 3000 - Local Display ROP 1000 Yes
10rz  Pogue Automotive Rate 3000 - Local Display ROP 1000 Yes
10sa  Special Section Mod Size Rate 3000 - Local Display ROP 1002 Yes
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TRANSACTION CODES SETUP REPORT

This report shows default transaction code setups configured by the system administrator.

How to Run a Transaction Codes Setup Reports:

1. On the main toolbar, click Administrator > Admin Reports > Transaction Codes Setup.

2. On the Transaction Codes Setup screen, configure the information as described below.

[ Rury Norw 100 Run O Peak | ["Auddd 15 Queene 10 View Cuews §
Description  Transaction Codes Setup Report Run ©On 12/30/10
EMail Output To ClassManagerourSite.com a6 W : (00 B [PM W
Purge ¥ After 3 Days Recurs  Once )
Apply Saved Set: H
Standard i+
 — E—
{ Save As Saved Set | i . { Upload
Saved Set Description Layout Description

B Schedule & Deferred Process — See the Appendix for information on these settings.

m Apply Saved Set — The saved set, if any, to use for this report.

m Layout — The report layout. See the Appendix for information on common output layouts.

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

m Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.

m A sample Transaction Codes Setup report is on the next page.
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Sample Transaction Codes Setup Report

Transaction Type:

Credit

GL Code:

3000 - Local Display

Transaction Codes Setup 12/30/2010
1.46 PM
Page 3
Code Description Active
897¢c Credit Card Yes
Transaction Type: Payment (Cash) GL Code: 1020 - Location Operating Accounts1
897k Check Yes
Transaction Type: Payment (Cash) GL Code: 1020 - Location Operating Accounts1
897s Cash Yes
Transaction Type: Payment (Cash) GL Code: 1020 - Location Operating Accounts1
900c Credit Card Yes
Transaction Type: Payment (Cash) GL Code: 1020 - Location Operating Accounts1
900k Check Yes
Transaction Type: Payment (Cash) GL Code: 1020 - Location Operating Accounts1
900s Cash Yes
Transaction Type: Payment (Cash) GL Code: 1020 - Location Operating Accounts1
965¢ Credit Card Yes
Transaction Type: Payment (Cash) GL Code: 1020 - Location Operating Accounts1
965k Check Yes
Transaction Type: Payment (Cash) GL Code: 1020 - Location Operating Accounts1
965s Cash Yes
Transaction Type: Payment (Cash) GL Code: 1020 - Location Operating Accounts1
980c Credit Card Yes
Transaction Type: Payment (Cash) GL Code: 1020 - Location Operating Accounts1
980k Check Yes
Transaction Type: Payment (Cash) GL Code: 1020 - Location Operating Accounts1
980s Cash Yes
Transaction Type: Payment (Cash) GL Code: 1020 - Location Operating Accounts1
AMO1 Auction Mania Yes
Transaction Type: Credit GL Code: 3220 - Miscellaneous Revenue
CONV CONV No
Transaction Type: Payment (Cash) GL Code: PLCH - Place Holder
EPD Early Payment Dicsount Yes
Transaction Type: Credit GL Code: 3090 - Discounts
INVx Invoice No
Transaction Type: Invoice GL Code: 0000 - House Advertising Class Liner
Mi Manual Invoice Yes
Transaction Type: Invoice GL Code: PLCH - Place Holder
MSC1 AMP5 Credit Error Yes
Transaction Type: Credit GL Code: 0000 - House Advertising Class Liner
MSD1 AMP5 DEBIT NSF Yes
Transaction Type: Debit GL Code: 1005 - Cash - Bank of America
MSP1 AMP5 PAYMENT CASH Yes
Transaction Type: Payment (Cash) GL Code: 3220 - Miscellaneous Revenue
QAX CC TAX No
Transaction Type: Payment (Cash) GL Code: 2350 - Taxes
SC Service Charge Yes
Transaction Type: Invoice GL Code: PLCH - Place Holder
ab test Yes
Transaction Type: Debit GL Code: 0001 - House Advertising Class Disp
c00 transfer balance (conv) Yes
Transaction Type: Credit GL Code: 3220 - Miscellaneous Revenue
c01 make good (local) Yes
Transaction Type: Credit GL Code: 3000 - Local Display
c02 make good (class) Yes
Transaction Type: Credit GL Code: 3040 - Classified Display
c03 composing error (local) Yes
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USER GROUPS SETUP REPORT

This report shows default user group setups configured by the system administrator.

How to Run a User Groups Setup Reports:

On the main toolbar, click Administrator > Admin Reports > User Groups Setup.

2. On the User Groups Setup screen, configure the information as described below.

Usar Groups Setup

{-Flun Nowe | {EI:I‘I Qff Prah.-j ! - If.!"urJrJ tor Quewe § MView {!u-t::rﬁl
Description User Groups Sctup Report Run On 12/30/10
EMail Output To ClassManegendyourSite. com acl6 W : Co0 B [em
Purge ¥ After 3 Days Recurs | Once %

Apply Saved Set: 4

Srandard ]
[Save As Saved Seq | ’ (Upload |
L — C—
Saved Set Description Layout Description

B Schedule & Deferred Process — See the Appendix for information on these settings.

m Apply Saved Set — The saved set, if any, to use for this report.

m Layout — The report layout. See the Appendix for information on common output layouts.

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

m Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.

m A sample User Groups Setup report is on the next page.
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Sample User Groups Setup Report

Ad Taking Security ltems

Allow User Defined Ad Level Pricing
Change Account Type on Existing Accounts
Change Ad Type on Existing Ads
Change Adtaker

Change Credit Limit

Change Rate

Change Salesperson

Change ad text on ads that have published
Create New Accounts

Create New Class Display Ads
Create New Classified Liner Ads
Create New Contacts

Create New Contracts

Create New Customers

Create New ROP Ads

Create New Unit Based Ads

Edit Accounts

Edit Class Display Ads

Edit Classified Liner Ads

Edit Contacts

Edit Contracts

Edit Customers

Edit ROP Ads

Edit Unit Based Ads

Edit ad text after an ad has billed
Enter Billing Size

Enter/Edit Payments

Order Entry

Override Deadlines

Override Default Rate

Override Monetary Constraints

Save Ad If Customer Is Over Credit Limit
Save Ad If Customer Is Past Due
Save Ad Without Prepayment

Save Contact without Email Address
Save Contact without Phone Number
Save New Ads Without Setting Aside
Stop Ad

Use Protected Rates

Administration Security Items
Administration

Create/Edit Account Types
Create/Edit Ad Types

Create/Edit Adjustments
Create/Edit Aging Setup
Create/Edit Approved Colors
Create/Edit Attractors

Create/Edit Attributes

Create/Edit Automatic Adjustments

Security Level
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access
Access

NoAccess
Access
Access
Access
Access
Access
Access
Access
Access

Security Level
Access
Access
Access
Access
Access
Access
Access
Access
Access

User Groups Setup 12/30/2010
1.51 PM
Page 1
User Group Administrative Group? Active
Accounting No Yes
Allowed to run Ad Taking? Yes Allowed to run Administration? Yes Allowed to run Publishing? Yes
Allowed to run Receivables? Yes Allowed to run Reporting? Yes
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USERS SETUP REPORT

This report shows default user setups configured by the system administrator.

How to Run a Users Setup Reports:

1. On the main toolbar, click Administrator > Admin Reports > Users Setup.

2. On the Users Setup screen, configure the information as described below.

{-Flun Nowe | {EI:I‘I Qff Prah.-j ! - If.!"urJrJ tor Quewe § MView {!u-t::rﬁl
Description Users Setup Report Run On 12/30/10
EMail Output To ClassManegendyourSite. com acl6 W : Co0 B [em
Purge ¥ After 3 Days Recurs | Once %

Apply Saved Set: L

Standard &
[ save As Saved Set | Uphoad

Saved Set Description Layout Description

B Schedule & Deferred Process — See the Appendix for information on these settings.

m Apply Saved Set — The saved set, if any, to use for this report.

m Layout — The report layout. See the Appendix for information on common output layouts.

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

m Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.

m A sample Users Setup report is on the next page.
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Sample Users Setup Report

Users Setup 12/30/2010
1.55 PM
Page 1
Code  Description Require Password  Salesperson Active
Admin System Administrator No No Yes
User Group: Administrator Report Group: Default Report Group
Default Account Type: 3700 - Gallipolis Commercial Managed By:
Al04  Bill Murphy No No Yes
User Group: Adtaker Report Group: 505 - Altus
Default Account Type: 505r - Altus Retail Managed By: Al04 - Bill Murphy
Al05  Amber Encorcia No No Yes
User Group: Adtaker Report Group: 505 - Altus
Default Account Type: 505t - Altus Transient Managed By: Al04 - Bill Murphy
Al0O6  Ame Smith No No No
User Group: Adtaker Report Group: 505 - Altus
Default Account Type: 505t - Altus Transient Managed By: AlO4 - Bill Murphy
Al07  Sharon Laudakis Yes No Yes
User Group: Adtaker Report Group: 505 - Altus
Default Account Type: 505r - Altus Retail Managed By: Al0O4 - Bill Murphy
AlO8  Sandy Graham No No Yes
User Group: Adtaker Report Group: 505 - Altus
Default Account Type: 505r - Altus Retail Managed By: Al04 - Bill Murphy
Al09 Frances Fojut No No Yes
User Group: Adtaker Report Group: 505 - Altus
Default Account Type: 505r - Altus Retail Managed By: AlO4 - Bill Murphy
Baseview Baseview No No Yes
User Group: Administrator Report Group: Default Report Group
Default Account Type: Managed By:
Bob Bob Manager Yes No Yes
User Group: Administrator Report Group: 370 - Gallipolis
Default Account Type: 370t - Gallipolis Transient Managed By: Admin - System Administrator
CONV CONV No No No
User Group: CONV Report Group: CONV
Default Account Type: Managed By:
DD Deb Yes Yes No
User Group: Adtaker Report Group:
Default Account Type: Managed By:
FF Fred Flintstone Yes Yes Yes
User Group: Adtaker Report Group: 380 - Logan
Default Account Type: 380t - Logan Transient Managed By: Admin - System Administrator
JD John Doe No Yes Yes
User Group: Adtaker Report Group: 896 - Community Common
Default Account Type: TRAN - Transient Managed By: Admin - System Administrator
JE Jane Doe Yes Yes Yes
User Group: Adtaker Report Group: Test Report Group 3
Default Account Type: 766r - Tazewell Retail Managed By: Admin - System Administrator
LM Linda Meade Yes Yes Yes
User Group: Administrator Report Group: 895 - Portsmouth
Default Account Type: 8950 - Portsmouth Commercial Managed By: Admin - System Administrator
Sales Sales User No Yes Yes
User Group: Adtaker Report Group:
Default Account Type: Managed By:
Sally Sally Adtaker Yes No Yes
User Group: Adtaker Report Group: Default Report Group
Default Account Type: 380t - Logan Transient Managed By:
Sue Sue Root No No No
User Group: Accounting Report Group: Default Report Group
Default Account Type: Managed By:
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MONITORS

Monitor functions let you configure settings for database backups and various import or export utilities.

DATABASE BACKUPS
Use this screen to configure AMP database backups.

NOTE: Configure backup defaults in AMPBackupServer before configuring database backups.

How to Configure a Database Backup:

1. On the main toolbar, click Administrator > Monitors > Database Backup.

2. On the Database Backup screen, configure the information as described below.

{fun How BB Aun OFf Peak § 1 ["Add 10 Queue B View Queue |
Drescription Daily Backup Run On 2728/11
EMail Output To AdministratorSYourSite,com At 6 = go = aix
Purge ¥ After 3 Days Recurs Once

Apply Saved Set: .

Mode Hot Backup : AMPBackupServer Address 127.0.0.1
Type  Compressed : AMPBackupServer Port 5800
Test Connecion

| Save As Saved Set )

m Schedule & Deferred Process — See the Appendix for information on these settings.
m Apply Saved Set — The saved set, if any, to use for this report.
B Description (Database Backup Settings) — The description for these backup settings.
® Mode — Choose from the following options:
e Hot Backup — Creates a binary backup file in the path specified in AMPBackupServer. In

this mode, the backup takes longer to run but less time to restore than if the backup is run in
Full Export mode.

o Full Export — Creates a MySQL™ dump file in the path specified in AMPBackupServer. In
this mode, the backup takes less time to run but more time to restore than if the backup is
run in Hot Backup mode.

m Type — Creates a compressed or un-compressed backup. A compressed backup takes longer to
run than an un-compressed backup.

B AMPBackupServer Address — The IP address of the machine (typically the database server) on
which the hot backup server is running.

B AMPBackupServer Port — The listening port (relative to the AMP backup server address) for
the hot backup server. This must match the port number in the Server Listening Port field in
AMPBackupServer.

B Test Connection — Tests the connection to the IP address and port specified above. AMP
displays the test-connection results in red on the message line.

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

3. Schedule the backup to run.
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AMP BACKUP SERVER

The AMPBackupServer application is used to configure default paths for backing up the AMP database.
After setting these defaults in AMPBackupServer, use the Database Backup screen to configure settings for
backing up the database and scheduling backups.

The backup service runs in the background and is managed by the Service Manager.

Installing the Backup Server
Install AMPBackupServer on the machine that contains the MySQL software and the AMP database.

CAUTION: If updating an older version of AMPBackupServer, use the Service
Manager to stop any running instances of the AMPBackupServer before un-
@ installing and reinstalling AMPBackupServer.

How to Install AMPBackupServer:

1. Run the installer and choose the Install option.

Do not use the Uninstall option without assistance from MediaSpan personnel.

2. On the AMPBackupServer Installer Wizard screen, check the box next to each item to install:
B AMPBackupServer — Required regardless of whether or not hot backups are used.
m HotBackup — Check this box if using hot backups.

800 AMPBackupServer Installer Wizard

Choose install type and location

Install AMPBackupServer v

Install HotBackup

Do not change the Install Location without

direction and assistance from MediaSpan personnel

Install Directory JLibrary/MediaSpan/AMP Select Folder

© cancel || <1 Back || B> Next

3. By default, AMPBackupServer files are installed into the /Library/MediaSpan/AMP folder.

Do not change the installation location unless directed to do so by MediaSpan.

Click the Next button.

5. Follow the onscreen prompts to continue the installation.

If prompted for a password, enter the operating-system password and click OK.

6. Follow the onscreen prompts until the installation is complete. Then close the installer.
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Configuring the Backup Server

Configure the backup server by setting server and logging options in AMPBackupServer.

How to Configure Backup Server Settings:

1.

Launch the AMPBackupServer application.

2. On the AMPBackupServer screen, configure server and logging options described below.

ann AMPBackupServer
File Help

[ server Options Log Options License Info !

AMPBackupServer paths

Path to My5QL binaries root directory... ~ Browse

Select the directory that MySQL is installed in

. 4 N
Path to Hot Backup ouput directory... _ Browse

Choose location to save most recent hot backups.

Path to MySQLDump output directory... _ Browse

Choose location to save most recent mysgldump backups.

AMPBackupServer properties

Server listening port | 5800

~ Exit Save

Server Options
Server options allow for configuring backup paths and the server listening port:

B Path to MySQL Binaries Root Directory — The path to the folder that contains MySQL
software and the AMP database.

m Path to Hot Backup Output Directory — The path to the binary backup file. This path is
required if Mode is set to Hot Backup on the Database Backup screen.

NOTE: Only the most recent backup is saved in the path specified in this field. The

most recent backup file overwrites the previous backup file.

B Path to MySQL Dump Directory — The path to the MySQL backup file. This path is
required if Mode is set to Full Export on the Database Backup screen.

NOTE: Old backup files must be manually purged from this folder.

m Server Listening Port — The listening port for the hot backup server. This must match the
port number in the AMPBackupServer Address field on the Database Backup screen.
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Log Options
These options determine the information that gets written to the log file.

AnNn AMPBackupServer
File Help

Server Options | Log Optiend | License infao

Log Level

CiwarN @ NFo (O DEBUG (D) OFF

(Exit )} [ Zave )

m Warn — Write warnings only to the log file.
m Info — Write warnings and information messages to the log file.

m Debug — Write warnings, information messages, and debugging messages to the log file.

m Off — Turns off logging.

3. Click the Save button to save the settings, or click the Exit button to cancel any changes.

4. Start the backup service via the Service Manager.

License Info

This screen displays information about the HotBackupServer license.

a.0n.0 AMPRashypSeres
File Help
Server Options  Log Options | Licenae info '.
HotRatk up"wnwr Ei

MEDIASPAN MEDNA SOFTWARE LICENSING TERMS

1. LICENSE TO USE THE SOFTWARE

In réturn for your payment of the Licencs Fee, MediaSpan agrest ta
grant you & nanexchutive, nontraniferable licenca o ute the
Softwand in conjunction with your butinecs.

2. TELEPHOME SUPPORT

MediaSpan agrees to provide vou with free velephone suppar for
nimeny (900 days from the receipt of this license, Continuing
welephone suppor will be provided, at yvour option. under the
rermd of our separate Software Service Conracr,

i §

Exit Save |
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PMP EXPORT

Use this screen to schedule and configure PMP file exports.

How to Configure a PMP Export:
1. On the main toolbar, click Administrator > Monitors > PMP Export.

2. On the PMP Export screen, configure the information as described below.

Frun Now }
Run Mow |

Description Daily AMP Ad Export to PMP
EMail Qutput To Production@MySite.com
Purge M After 7 Days

Apply Saved Set: -

Copy export files to folder ™

PMPExport -
Sand output to FTP server ™ Username PMPExportUser
Address 1.2.3.4 Password ssssssssas
Port 21 Use S5L I
Directory /PMPExportFiles Test Connection

"Upload test file |

Export at specified interval
Export interval {in minutes) 15

Include Set Aside Ads
Include Class. Display Ads
Include Gang Frames
Include Gang Pleces

Number of TFMN insertions to export 10
after latest published

Don't Elpﬂl’t insertions older than 90
(days)

iR R R

TR T,
L Save As Saved Set |

B Schedule & Deferred Process — See the Appendix for information on these settings.

m Apply Saved Set — The saved set, if any, to use for this report.

m Copy Export Files to Folder — Check this box to copy export files to the folder specified via the
pop-up list. Folders in this list are specified in the ExternalPathsConfig.xml file.

m FTP — Settings for directing output to an FTP server. See the Appendix for information on
output-to-FTP settings.

B “Include” Options — Check the box next to each item to include in the export file.

B Number of TFN Insertions to Export — The number of TFN ads to export after the ads’ last-
published date.

m Don’t Export Insertions Older Than — The ads’ maximum number of days “back” to include
in the export file. If, for example, you enter 90, ads that were running more than 90 days ago will
not be included in the export file.

m Export at Specified Interval — Check this box to run the export on an interval based on the
number of minutes specified in the Export Interval (in minutes) field.

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

3. Schedule the export to run.
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THIRD-PARTY EXPORT

Use this screen to schedule and configure file exports for third-party programs.

How to Configure a Third-Party Export:

1. On the main toolbar, click Administrator > Monitors > Third Party Export.

2. On the Third Party Export screen, configure the information described below.

{ Run Now |

Description Daily AMP Ad Export to Third Party System

EMail Output To Production@MySite.com

Purge ¥/ After 7 Days

Apply Saved Set: [

<>|

Export Folder | PMPExport

Export new ads '2‘ Export at specified interval '2‘
Ad Taken date cutoff age (days) 50 Export interval (in minutes) 15
 AEEE——————
Save As Saved Set

Saved Set Description

B Schedule & Deferred Process — See the Appendix for information on these settings.
m Apply Saved Set — The saved set, if any, to use for this report.

m Export Folder — The folder where the export file should be written. Folders in this list are
specified in the ExternalPathsConfig.xml file.

m Export New Ads — Check this box to include new ads — created since the last export — in this
export file.

m Ad Taken Date Cutoff Age — Ads will not be included in the export file if the date the ad was
taken is older than this number of days. For example, to exclude from the export file any ads
taken 90 days ago (or more), enter 90 in this field.

m Export at Specified Interval — Check this box to run the export on an interval based on the
number of minutes specified in the Export Interval field.

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

3. Schedule the export to run.
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THIRD-PARTY IMPORT

Use this screen to schedule and configure file imports from third-party programs.

How to Configure a Third-Party Import:

1. On the main toolbar, click Administrator > Monitors > Third Party Import.

2. On the Third Party Import screen, configure the information as described below.

T
Rumn Mow |

Description Daily AMP Import from Third Party Pragram
EMail Qutput To PFroduction@MySite.com
Purge & After 7 Days

Apply Saved Set: #

Menitered Import Folder FMPExport :

Imported Archive Folder PMPExpart -
Junk Falder PMPExport :]

i Import at specified interval ™
Impaort interval (in minukes) 15

Business Unit 340 Russeliville 5
Account Type 340c Russellville Contract 2
Liner Ad Type | CLOL Classified Liner 01 15
Display Ad Type LD Legal Class Display Y
ROP Ad Type LGL Legal B
Rate ' ¥3 Structurs =

|
Classification 0100 Legals i
Publication | 1000 Mews Demacrat & Lead &
State Code
Country Code
Set Aside Code hold On Hold = |
Publishing Parameters Default )
)

Payment Code | 371p Frepaid - Deposited

Emiam Ar Emnenrd Ene

B Schedule & Deferred Process — See the Appendix for information on these settings.

m Apply Saved Set — The saved set, if any, to use for this report.

B Monitored Import Folder — The ThirdPartylmport program monitors this folder for files.
Folders that appear in this list are specified in the ExternalPathsConfig.xml file.

m Imported Archive Folder — This folder stores successfully processed files.

® Junk Folder — This folder stores files that get rejected due to errors in the file.

B Defaults/Pop-up Lists — From the pop-up lists, choose the default items to apply to imported
ads.

m State/Country Codes — The state and country codes to apply to imported ads.
m Set Aside Code — The Set Aside code to apply to imported ads.

B Publishing Parameters — The publishing parameters to apply to imported ads.
B Payment Code — The payment code to apply to imported ads.

m Import at Specified Interval — Check this box to run the import on an interval based on the
number of minutes specified in the Import Interval field.

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

3. Schedule the import to run.

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Administration 17

CONVERTING ADS TO 5.2 FORMAT

This function converts existing AdManagerPro 5.1 ads to the 5.2 format.

Caution: This function alters the AdManagerPro database. Do not convert ads to
o 5.2 format without the direction and assistance of MediaSpan personnel.

How to Convert Ads to 5.2 Format:
1. Make a backup of the AMP database.
2. Login to AMP as an administrative user.
3. From the main toolbar, choose Administrator > Convert Ads to v5.2 Format.

4. On the Convert Ads to v5.2 Format screen, configure the information described below.

Convert Ads to v5.2 format

{ Run Now | ( Run Off Peak (" Add to Queue ) { View Queue
Description Conversion Run On 7/12/11
EMail Output To ITAdmin@Site.com at[6 %) :[o00 %) [Pm %)
Purge ¥ After 5 Days Recurs |_Once %)

Time Now 7/12/11 10:24:31 AM EDT

Apply Saved Set: (

Exclude fully published ads 'Z'
Include previously converted ads =]
Limit # of ads to convert 5000
Don't store PDFs for ads who's stop 'Z'
date is older than cutoff
stop date cutoff for storing PDFs '_ Fixed _¢_' M ?_ D ? ¥ 2011

{ Cove Ac Caverd Cor |
Save As Saved Set

Saved Set Description

B Schedule & Deferred Process — See the Appendix for information on these settings.

m Apply Saved Set — The saved set, if any, to use for this report.

m Exclude fully published ads — Check this box to exclude fully published ads.

B Include previously converted ads — Check this box to exclude previously converted ads.

B Limit # of ads to convert — The maximum number of ads to convert. Enter 5000 in this field.

NOTE: Convert a maximum of 5000 ads initially (this procedure could take up to two
hours to run). After the first 5000 ads have been converted, run the conversion (for
50000 ads) during off peak hours to convert remaining ads.

m Don't store PDFs for ads whose stop date is older than cutoff — Check this box if PDFs
should not be created for ads with stop dates older than the specified cutoff date.

m Stop date cutoff for storing PDFs — PDFs will not be created for ads with stop dates older
than this date.

5. Schedule the conversion to run.

Proprietary Information of MediaSpan Group, Inc.



118 AdManagerPro 5.2 — Administration

TASK SUMMARY

The Task Summary screen provides administrative users with a master list of all available AMP tasks. This
information is useful for determining which tasks run locally and which tasks run remotely on an optional
(remote) task server used to process tasks.

NOTE: Information on the Task Summary screen is for viewing purposes only.

How to View the Task Summary:

1. On the main toolbar, click Administrator > Monitors > Task Summary.

2. 'The list below describes the information on the Task Summary screen.
Task Summary

AMPTavkSarver Enabled You
AMPTaskSarver Addrses 13700 120031
Fallure Notification
Uses
Report Titic Queus Sumug Enptulion Security Can Aun  Hodifies Uses  Proximity
Briguity Prigrity Bemota Data Eaths Locks t

Aaito Writn CFf High 5 L AMFRecoivables Auto'Wntn 08 Ho Vo ] Yo Locad
:u:o:f:\ High 5 5 AMPRe-coivables, ReBalancebocts Yo Ve Mo Vs Local
Aaien Hign 5 £ AMPRapivables Y Vot N Vad Lacal
AUNOAIALION
Macnhase Fion 5 P AMPAZIN o Ty 3 o Lol
Bk
FHealobs Exsarn Hign 5 3 AMPPUBEShing, PublishengTutpat il ] Fiag My Lo
Inviieng Haygn 5 £ AMP R i bilig e Yo N Yo Lacad
P05 Puslsh High 5 3 AMPPyblzhing, PublishingDutpat ey L ez Ko Locad
PMP Expont Highy 3 3 AMPAIm e e Tes L1+ Lot
Peonf Bybliah High 5 5 AMPR Blshing Vg Vi M Vg Lacal
Pushi

., High 5 g AMPPyBlEshing Yy Yes ™ Yas Local
ManageETEnt
Shaarm Expot High 5 3 AMPRsssts PubilshingOutput itk (] g K Lol

B AMPTaskServer Enabled — Indicates whether or not the task server has been enabled to run
separately from the AMP application server machine (specified via the AMPWeb URL). Yes
means that AMP looks for a task server to which to send the task for processing; No means that
AMP automatically processes the task locally (on the AMP application server machine). This
setting is defined in AMPConfig.xml.

NOTE: AMPServerEnabled=Yes/No labels do not indicate whether a task server is
running. Use the Service Manager to start/stop the task server.

®m AMPTaskServer Address — The IP address of the machine on which the task server is running,.

m Failure Notification — This allows for specifying an email address to notify when the task
server fails. When a task needs to be processed, AMP attempts to locate the task server and send
tasks to the task server for processing. If AMP cannot find the task server, AMP users the Failure
Notification address (defined in AMPConfig.xml) to notify the recipient that there is a problem
with the task server.

m Report Title — The report title coincides with the list of reports available from the Find Tasks
For pop-up on the Task Archive screen. Information in the Report Title and Proximity columns
identifies which reports run locally and which reports run on the task server.

B Queue — The task’s priority level. This information coincides with the information in the Task
Queue screen’s Running column. (See the Task Queue section for more information on the

priority levels displayed for tasks).
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B AMP processes local and remote tasks:

e Local — The task runs on the AMP application server machine. Tasks that run locally are
typically higher-priority, time-sensitive tasks such as invoices or statements.

e Remote — The task runs on the task server machine (this location is specified on the
AMPTaskServer Address line at the top of the screen). If the application server is not
enabled via AMPConfig.xml, the task will run locally on the AMP application server
machine.

B Queue Priority —The importance of tasks in the queue. If, for instance, there are 50 high-
priority items in the queue, the Queue Priority number determines the order in which these
high-priority tasks are processed.

m Execution Priority — Determines how operating-system resources are prioritized in relation to
task processing and user activity.

m Security — The task’s system security level, which is determined by privileges the system
administrator assigns to user groups.

® Can Run Remote —Indicates whether the task can run on a task server.
B Modifies Data —Indicates whether the task modifies AMP database information.

m Uses External Path —Indicates whether the task exports data to an external path. An external
path is specified on the task’s criteria screen (e.g., in the Export Folder field on the HotJobs
Export screen or the Alternate Graphics Path field on the MOS Publish Export screen.)

m Uses Locks —Indicates whether the task locks records in the database while the task is being
processed.

B Proximity — Indicates whether the task is being run locally or remotely. Information in the
Report Title and Proximity columns identifies which reports run locally and which reports run
on the task server.
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UPDATING THE AMP CONFIGURATION FILE

Use the Update Configuration function to update the existing AMPConfig.xml file. (Information on
editing the configuration file can be found in the Appendix.)

When Should the Configuration File be Updated?
n After an AMP update. AMP updates should be done with the assistance of MediaSpan personnel.
m After AMP has been updated, the system administrator logs in to AMP, which prompts the system

administrator to update the configuration file. The system administrator then runs the Update
Configuration function.

What does the Update Configuration Function Do?

m Copies the current AMPConfig.xml file to AMPConfig.bak on the application server (AMPWeb
URL). The AMPConfig.bak file contains the configurations used by AMP before Update
Configuration was run. Both configuration files typically reside on the application server in one of
these locations:

e On a Macintosh computer: [Hard Drive]:/Library/MediaSpan/AMP5/conf
e On a PC: [Hard Drive]:\MediaSpan\AMP5\conf
» Modifies AMPConfig.xml in accordance with the updated version of AMP. Modifications to

AMPConfig.xml include adding AMP version information to the beginning of the file, and
standardizing the order of information in the file.

NOTE: Updating the configuration file does not change site-specific parameters. This
means that pre-defined parameters from AMPConfig.bak do not have to be copied
and pasted into the updated AMPConfig.xml file.

How to Update the Configuration File:

1. Log in to AMP as an administrative user.

NOTE: Other AMP users should not log in to AMP until after the system
administrator has updated the configuration file.

2. The AMP message line indicates that the configuration file should be updated.

Find New Ad Receivables Publishing Reports Tasks Administrator Reminders

Find Customers

Configuration file (version 5.1.0.5) should be updated to the current version (5.1.0.7)

3. On the main toolbar, click Administrator > Monitors > Update Configuration.

4. After AMP has updated the configuration file, the message line indicates that the file has been
updated.

5. AMP users can now log in to AMP, which will use the updated configuration file.
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UPDATING THE GRAPHICS LIBRARY LOCATION

Updating the graphics library location allows an administrative user to specify a new path for the graphics
library. This updates existing ads to look for internal graphics at the new location.

NOTE: The graphic files can be moved to the new location before or after running
Update Graphics Library Location.

1 Graphics Locations found
Belect Tdentifier Path In Config? In Databaze?
= <EraphetsPathe Aiolumes/Macintosh HR2Grapheds Yt 3 [¥]

Idmntifier - Graphicefath-
Currant Path MAfodumes/Macintosh HD2/Graphics
New Path Aolumes/Macintosh HDYGraphica2

Update Path

How to Update the Graphics Library Location:

Log in as an administrative user.

From the main toolbar, choose Administrator > Update Graphics Library Location.
On the Update Graphics Library Location screen, select the graphics location to update.
In the New Path field, enter the new path to the graphics library.

Click the Update Path button.

Run the Update Configuration function to update the AMPConfig.xml file.

AN N
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EXITING AMP ADMIN

Exiting AMP Admin closes the admin toolbar and returns the user to the main AMP toolbar.

How to Exit AMP Admin:

1. Save any unsaved changes to the setup(s).

2. Click the Exit link on the right side of the admin toolbar.

NOTE: Do not exit AMP Admin by closing the browser. Exiting AMP Admin
' incorrectly places a lock on the web session. The lock must then be released by an
@ administrative user.

3. After being logged out of AMP Admin, the user is returned to the main toolbar.

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Customers

CUSTOMERS

Each ad must be assigned to a customer. This is done by opening an existing customer record (or creating
a new one), entering an ad, and saving the ad to the customer. Each customer record includes a system-
assigned customer number, along with various default customer settings configured by AMP users.

CUSTOMER SCREENS

From any customer screen, the Show pop-up can be used to open any of the various screens that contain
customer-related information.

m The illustration below depicts the Show function and shows the list of available customer screens.

Customer “Show"” Screens

o Use the 4 and = Show arrows to move
from the current screen to the previous or
next screen in the list.

* Alternately, dlick the pop-up fo show the list
of screens; then choose the screen fo show.

y ]
Primary Contact: John Doe
(save ) (Cancel) | Show: 4 f
Contacts
AcCcounts
Contracts

Display Account
Manual Invoices
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UNDERSTANDING CUSTOMERS & ACCOUNTS

Typically, a customer is a single entity with a customer number attached to it. Most AMP users, however,
use account numbers instead of customer numbers.

A single AMP customer record has both a customer number AND an account number; however, a single
customer can have multiple accounts. In the agency/client world of publications, for example, many large
businesses use an outside agency to handle their advertising. Nationwide Advertising, for instance, might
provide advertising services for several businesses (Nationwide’s “accounts”). Each Nationwide “account”
has its own AMP account number tied to Nationwide’s customer number. Similarly, a Re/Max real-estate
agency might have an account for each realtor Re/Max represents. In this scenario, each Re/Max realtor
might be configured as a separate AMP account that is tied to the Re/Max customer record.

Customer Numbers & Account Numbers

Customer and account numbers are unique, system-assigned numbers that cannot be changed. AMP
assigns customer and account numbers sequentially by customer number or account number. This
concept is illustrated in the examples below.

NOTE: These examples use Nationwide Advertising as the first cuastomer — and JCPenney as
the first customer account — entered into AMP; therefore, Nationwide Advertising’s customer
and account numbers both start at 00001.

m When a new customer is created, a customer number and account number are assigned.
Example 1 Customer # 00001 (Nationwide Advertising)
Account # 00001 (JCPenney)

B When another new customer is created, newly assigned customer and account numbers are based on
previously-assigned customer and account numbers.

Example 2 Customer # 00002 (Remax)
Account # 00002 (John Doe Realty)

m When a new account is created for a customer, the account number assigned is the next-available
account number based on the last account number saved.

Example 3 Customer # 00001 (Nationwide Advertising, from Example 1)
Account # 00001 (JCPenney, from Example 1)
Account # 00003 (Sears)

» In Example 3, note the non-sequential account numbers for Nationwide Advertising’s two
accounts. These account numbers are tied to the same customer (Nationwide) but are NOT
sequential account numbers because the John Doe Realty account was created for Remax
(Example 2) before the Sears account was created for Nationwide (Example 3).

m When another new customer is created, newly assigned customer and account numbers are based on
previously-assigned customer and account numbers.
Example 4 Customer # 00003 Ann Arbor Realtors’ Group
Account # 00004 Allen Realty
Account # 00005 Rumsey Realty
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ENTERING CUSTOMER INFORMATION

Because ads and manual invoices are tied to individual customer records, a customer must be created and
saved before an ad or manual invoice can be entered for that customer.

NOTE: Before creating a new customer, perform a search for that customer to verity
that the customer does not already exist in AMP. Searching for a customer before
creating a new one helps prevent duplicating customer records.

How to Create a Customer:

1. From the main toolbar, click New > Customer.

2. Configure the customer’s information described below.

PRIMARY CONTACT INFORMATION

A customer’s primary contact information includes the standard contact information (phone number,
address, etc.) as well as account type and various other defaults.

NOTE: By default, the primary contact for a customer is the customer itself.
Additional contacts can be added to a customer and/or to a customer account via the
Contacts screen. See the Contacts section for information on adding contacts.

Custamer saved
g _-":“'“'l': | Show: 4 | Customer : g
Phone [313)555-12132 Alt 8 active ¥
Account Type | tr Transient : Salesparsgen | J0 Jahn Doe C Sulbrscriber
First Wilma Fax Tax Exampl
L Tax 10 Export AR
st Fl i
¥ IMLETane an i
Company EMail WilmoF§Bedrock. com Notity Super
URL Combo
Statemants
Address 133 Rocky Dr, Notes
City Ao Arboe
Quick State
Skate M)
Country LUSA
Zlp 48103

How to Enter a Customer’s Primary Contact Information:

1. Create a new customer or open an existing one.

NOTE: To enter contact information for a specific customer account, use the Contacts
screen. See the Contacts section for information on account contacts.

2. Configure the contact information described below.

B Phone — The customer’s phone number.
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m Account Type — The customer’s default account type.

m First — The customer’s first name.

m Last — The customer’s last name.

m Company — The customer’s company name, if it applies.
® Address — The customer’s address.

m City — The customer’s city.

B Quick State — Choosing the state from the pop-up list will populate the State and Country
fields when the customer record is saved.

m State — The customer’s state. The state does not have to be entered manually if the Quick
State option was used.

m Country — The customer’s country. The country does not have to be entered manually if the
Quick State option was used.

m Zip — The customer’s ZIP Code.

m Alt # — The customer’s alternate account number, if any. This number is typically used in
conjunction with a third-party billing system.

m Salesperson — The salesperson assigned to this customer.
B Fax — The customer’s fax number.

B Email — The customer’s email address. This email address will populate several AMP screens
that contain information specific to this customer.

m URL — The customer’s URL.
m Notes — Any notes about this customer.

m Active — This box is checked by default so that new customer records are active. Unchecking
this box deactivates the customer. Inactive customers do not display in customer lists unless

the Show All box is checked.
m Subscriber — Check this box to mark the customer as a subscriber.

B Tax Exempt — Check this box to mark the customer tax-exempt. When AMP applies any
taxes setup in AMP, it will not tax customers marked tax-exempt.

m Export AR — If this box is checked, AMP exports the account’s A/R information to a text
file that can be imported into a third-party billing system.

CAUTION: Checking this box can cause problems with invoicing if there is no
' third-party billing system in use. Do not check this box unless directed to do so by
® MediaSpan.

B Never Purge — Check this box if ads for this customer should never be purged.
m Notify Supervisor — Check this box if the AMP should display a Nozify Supervisor message

when this customer record is opened. To remove the Notify Supervisor message, uncheck this
box and click the Save button.

3. C(lick the Save button.

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Customers 127

CUSTOMER ADS

All ads saved to the customer are viewed on the Ads tab. This allows for viewing a list of this customer’s
ads — which can be filtered by account, date, and status (e.g., expired or deleted) — and for printing
and/or emailing a sales report for the customer.

How to View a Customer’s Ads:

1. On the customer screen, click the Ads tab.

2. Use the functions on the Ads tab as described in the illustration below.

Show Ads
Filters Sales Report
. Pi Tasd e Prin Show all ads or
o By Account — Show all accounts or show a specific account. E"m’(’f eAm(S" ’0 5’(; es repol;LI eef T 'gﬂﬂgl/ show only current
mailing A Sales Report (below) tor details. . !
® By Date — Check the box and enter the date range. g port (below) expired, deleted,
/ or Set Aside ads.
| DOCHSH04 Acct FO0 + nae A <o
Al =i B an {31111 [ L-hm-.- o _'Ei
Order & | Class Slug Start/Stop SetAsids  AdToker Hlﬂﬁﬁt%,._;_ﬂf.;_._':c{f._d'!'nﬂ Actount
120 Malghbarkasd Yard SalaMine, B LA LA T LA | Afmin Adminy Sh Empired Azpy FODOASACE
a0 HAPPY BIATHDAY, PEBS]ES! Love, 211421711 Admin Admin Aot F000aSR0E

X

Order #

(lick the Order # link to open the ad order.

Printing/Emailing a Sales Report From the Customer Screen

A sales report can be printed and/or emailed from the main customer screen. (A non-customer-specific
sales report can be run via the Reports menu. See the Reports chapter for information on generating and
printing a Sales report.)

NOTE: If using a saved set for printing or emailing a sales report, verify that a saved
set has been defined on the Sales report screen.

How to Sales Report From the Customer Screen:
1. On the customer screen, click the Ads tab.
2. Configure the settings described below.
m Account — The account on which the sales report should be based.
m Saved Set — The saved set, if any, to use for the report.

B Email To — The email recipient. Options in this list are grayed-out if an email address has
not been specified for the AMP user and/or the customer.

3. C(lick the Go button.
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CUSTOMER BLIND BOX INFORMATION

When blind box information is pasted into the ad text during ad entry, AMP assigns a box number to

the ad and places the box number and default blind-box text directly into the ad text. When the ad is
saved, AMP attaches the blind box information to the customer’s ad record. his blind box information is
available on the customer screen’s Blind Box tab, which allows for adding optional notes and entering and
removing blind-box replies.

Select Blind Box T Typo Ordar Nbr 00408555
= 513 Ma Order Data 3/30/11
R — Ad Start 4/9/11
Ad Stop 4/20/11

Sort Lina Yard Works25/mr maw, trim, we
Ad Type o Classified Lines
Classification 030 Melp Wanted
Ad Taker Admin Systemn Adminkstrator
Salesparson AQmin System Adminsiraios
Notes

Active ¥
" M Heply |
Select Reply Date + N v i
= A6/ 1 2
Tatal Reples &
Reply Date 4/6/011
Mbr Replies 1
Dalete Haply

How to Enter a Customer’s Blind Box Information:

1. On the customer screen, click the Blind Box tab. Information about the blind-box ad is displayed.
2. 'The Blind Box screen displays information about the ad that contains the blind-box number.
To add notes and/or to add or remove replies, enter the information described below.
m Notes (Optional) — Any notes about this blind box.

m New Reply — Add a reply for this blind box. Clicking this button activates the Reply Date
and Nbr Replies fields.

e Reply Date — The date the replies were received.
e Nbr Replies — The number of replies received on the reply date.
B Delete Reply — Delete the selected reply.

3. C(lick the Save button.
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CUSTOMER CONTACT & ACCOUNT DEFAULTS
The customer’s Defaults tab allows for specifying the default primary contact name and account, as well as

default ad types.

| Classified Liner | 00045804 Acct #00045804

Primary Contact | Wilma Flintstone 3 =
?_' Classified Display | 00045804 Acct #00045804 _t_

Primary Account | 00045804 Acct #00045804

ROP | 00045804 Acct #00045804
Unit Based | 00045804 Acct #00045804

How to Set Customer Contact & Account Defaults:

1. On the customer screen, click the Defaults tab.
2. On the Defaults screen, configure the defaults described below.

B Primary Contact — The customer’s primary contact. If no additional contacts are created
and saved on the customer’s Contact screen, the customer name is the primary contact.

m Primary Account — The customer’s primary account. If no additional accounts are created
and saved on the customer’s Accounts screen, the primary account’s account number is also
the customer’s account number.

B Default Accounts — The default account for each ad family. When new ads are created for
this customer, this is the default account to which the ads are automatically assigned. If no
additional accounts are created and saved on the customer’s Accounts screen, the default
account for each ad family is the account number assigned to the customer.

3. C(lick the Save button.
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CUSTOMER AGING

The customer’s Aging tab allows for viewing a customer’s aging information. The aging information
displayed on this screen shows current and total amounts, including the amounts in each bucket. (Buckets
are defined in Admin Setup on the Aging screen.)

Account | 00045804 Acct 00045804 5 Trans # Data Dascription Amount
Aging Setup  Balances Fed - Dayd #l Uriposted 415751 ch Check Prepayment from AMPYeh " 5400
Aging As Of B/6/11
Current -&4.00
1-30 0,00
J1-60 0.00
E1-00 0,00
91-120 o.0a
121-150 0.0a
151-180 0,00
g1+ 0.00
Total 64,00
Ad & Acct & Taken Date Start Stop Class St Ling Cals Depth Caost
0005604 Sf24/11 S/25/11 5/25/11 120 Meightarnoad Yard SaleMise. ho 1.00 1.22 13.00
O0045R0 A 1B 421711 421111 axp HAPPY BIATHDAY, PERBLESH Lowe, 1.00 1.20 28.1%
el e 478711 411 4f18/11 00 Yard WorkE25/Mr. mow, tnm, wi 1.00 1.78 370
O00E 5004 oLt #9711 420,11 a0 Yard Work$25/hr. mow, trim, we 1.00 2.0 6-4.00

How to View a Customer’s Aging Information:

1. On the customer screen, click the Aging tab.
2. On the Aging screen, set the preferences for viewing the customer’s aging information.
m Account — The account for which to display the aging information.

m Aging Setup — The aging method by which to show the aged information. Choosing the
External Aging option causes external aging values (imported from a third-party system) to
display onscreen.

3. Last 5 Payments — The five most recent payments applied to the specified account. Un-posted
amounts are identified by an asterisk and are not reflected in the aged information shown on the
Aging tab.

Last 5 Ads — The last five ads entered for this customer.

Click the Save button.

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Customers 131

CUSTOMER ACCESS TO AMPWeb(CS

The customer’s Web tab allows for enabling customer access to AMPWebCS (the AMPWeb Customer
Service portal). AMPWebCS allows customers to view their accounts, place ads, and make payments

online.
Select User ID Account User ID WilmaF
® WilmaF 00045804 Acct #00045804 E-Mail Address WilmaF@Bedrock.com
™ Show All Restrict to a single Account | 00045804 Acct #00045804 | +]

Active ]

(" New Web Access ) ( Reset Password )

{ Delete Web Access ) Email Password |

NOTE: Information on this screen must be configured if using AMPWebCS.

How to Configure Customer Access to AMPWebCS:

1. On the customer screen, click the Web tab.
2. On the Web screen, configure the information described below.

m New Web Access — Add web access for this customer. Clicking this button allows access to

the fields listed below.
m User ID — The login ID the customer will use to access AMPWebCS.

B E-Mail Address — The address to which AMPWebCS sends notification of the web-access
login ID and system-assigned password. This defaults to the email address specified on the
customer’s Primary Contact screen.

B Restrict to a Single Account — The account, if any, to which web access is restricted.
m Active — If this checkbox is marked, the customer’s web-access account is active.
B Reset Password — Assigns a random password to the specified user ID.

B Email Password — Sends the following information to the address specified in the E-Mail
Address field:

o 'The specified user ID
e 'The password, if one as been assigned via the Reset Password button.
e The URL to AMPWebCS

B Delete Web Access — Deletes the customer web access and clears the fields on the Web tab.

3. Click the Save button.
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CUSTOMER NAICS CODES

North American Industry Classification System (NAICS) codes classify businesses according to the
business’s type of economic activity. AMP allows for assigning standard NAICS codes to customers if the
publication’s business practices require NAICS compliance.

NOTE: The NCAIS menu option is available only if the NCAIS setting in the
AMPConfig.xml is activated. This setting is typically configured during AMP
installation.

Cusommer
HAICS Code Descripticn
} 11 Agrinturs, Ferasiry, Fisking and Hu.., 233 Building, Devalaning and Garsral Cant.., ¥ 235110 Mumbing, Heating, and Ar-Condition),
V21 Mining 234 Meavy Constraction 235210 Fainting and Wall Covering Contractorns
232 Lriizing (+] 235 Spacial Trads Contractars ¥ E35310 Blectrical Contrattors
(=} 23 Constrisction FA5410 Masoowy and Sons Contractons

How to Assign NAICS Codes to a Customer:

1.
2.
3.

On the customer screen, click the NAICS tab.
On the NAICS screen, click the Manage button.

On the Manage NAICS Information screen, click the radio button next to the 2-digit NAICS code
to assign to this customer. This shows the corresponding 3-digit sub-categories.

Click the radio button next to the desired 3-digit sub-category. This shows the corresponding
4-digit sub-categories.

Check the box next to each desired 4-digit sub-category that applies to this customer.

Click the Customer button to return to the customer screen.

The assigned NAICS codes appear on the NAICS tab’s NAICS Information list.

MAICS Code Description
735130 Prumbing, Heating, and Alr-Corditioning Covractors
35310 Electrical Cantraciors

Click the View link to view the NAICS code and category descriptions (as shown on the Manage
NAICS Information screen).

Click the Save button on the customer screen to save the customer’s NAICS settings.
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CUSTOMER CIRCULATION SEARCH

The Circulation Search function searches the CirculationPro™ database for a customer’s circulation
subscription record, if it exists. Searching the circulation database lets the AMP user import information
from the CirculationPro subscription record into the AMP database.

B Prerequisites — For the AMP user to be able to search the CirculationPro database, the following
setups must be configured by an administrative user on these AMP setup screens:

e Site Setup — On the Circulation tab, the CirculationPro URL to WSDL must be entered in the
designated field. See the Administration chapter for information on this setup item.

e Users Setup — On the CirculationPro tab, name of the CirculationPro user name and the
password for the AMP user must be configured in the designated fields. See the Administration
chapter for information on this setup item.

How to Run a Circulation Search:

1. On the customer screen, click the Circulation tab.

2. 'The customer information stored in the AMP database populates the fields on the Circulation
Search screen.

("search | ( Clear )
First Wilma Address
Last | Flintstone City
Company State
Phone Zip
Email

NOTE: When a search is invoked, AMP searches the CirculationPro database for
records that match ALL the criteria in the fields on this screen (as shown above).
This means that it may be best to use broader criteria when performing the search.
For example, leave the customer name and remove all other search criteria from the
Circulation Search screen. Then run a search based on only the customer name.

3. Click the Search button to search the circulation database.

4. 1If no records are found, make any adjustments to the search criteria on the Circulation Search
screen (above) and re-run the search as necessary.

Any subscription records found in the CirculationPro database are displayed on AMP’s Circulation
Search screen (shown on the next page).
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[Search 1| Clear
First Wima Address
Last Flntstone city
Company State
Phone Tip
Email
Select Mamie Cooam iy Address Phgne
= FLINTSTONE, WILMA 333 JACKSON PLE, ANM ARDOR, MI 48103
View in CirculationPro [ tmoont |
First WILMA Addrass 313 JACKEON PLE
Last FLINTSTONE City ANN ARBOR
Company Staba Ml
Phona Tip 48103
Call
Fax
Eimiakl
Account Publication Etatus Paytype Copies Dielivery Clays Expiration CircPro

Select the subscriber from the list of subscribers found.
To import the subscriber’s address from CirculationPro into AMD, click the Import button.

This populates the AMP customer screen with the information from the CirculationPro
subscription record.

NOTE: If the AMP customer record should be saved with the address imported from
CirculationPro, make sure to click the Save button on the AMP customer screen after
importing the CirculationPro address.

If desired, view the subscriber record in the CirculationPro system by clicking the View in
CirculationPro link.

This logs the AMP user into CirculationPro and opens the Subscriber Search screen,. This screen
is used to search for CirculationPro subscriber information, which can be modified via this screen.
Consult your CirculationPro documentation for information on using CirculationPro.

Logged in as MEDIASPAN ) [Loons | n] 7]

Saved Search LEEEE m

Subscriber Search Status | Al
Last Hame
[=] Ada Criensian Search N
1 Records Found Poge| 1 Zlof 1 |
Hame Address City/State/Tip

[WVILMA FLINTSTONE 33 JACKESON PLZ  ANN ARBOR. NI 48103 Addss  Submeriphiong

WILMA FLINTETOME

933 IACKSON LT TR H Al

Create Ad

NOTE: The Create Ad link is available on this screen if CirculationPro is configured to allow
creating an ad in MediaSpan’s AdPower system. The Create Ad link is not used by AMP.

8.  When finished working in CirculationPro, log out of CirculationPro by clicking the Logout button

in the top-right corner of the CirculationPro screen.
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CONTACTS

When a new customer is created, the contact information entered on the customer’s Primary Contact

screen becomes the default contact information for that customer. The Contacts screen shows the primary

contact information for the customer and for any contacts added to the customer record. Additionally,

a customer can be configured to have multiple contacts, each of which can include contact information,
comments, and attributes that are specific to that contact.

How to Create a Contact:

1. Open the customer and click Show: Contacts.

2. On the Contacts screen, click the New Contact button.

3. Conhgure the contact information described below.

Save Cancel | | Show: 4 | Contacts
(Cancel)

BN

Select
@ Wilma Flintstone
™ Show All

Mark as Solicited

Phone (313) 555-1212

First Wilma

Last Flintstone

Title

Company

Address 123 Rocky Dr.

City Ann Arbor

Quick State |

State MI

Country USA

Zip 48103

Name

| (New Contact) (New Contact Comment)
Phone
(313) 555-1212
Extension
EMail Wilma@MyEmail.com
URL
Fax
Home
Cell 313-555-1213
Active ¥
Do Not Solicit !
Last Call 2/1/11
Next Call 3/1/11
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PERSONAL CONTACT INFORMATION

Personal contact information is entered on the contact’s Personal tab.

How to Enter Personal Contact Information:

1. Open the customer and click Show: Contacts.
2.  On the Contacts screen, select the contact.
3. Click the Personal tab.
4. Configure the contact’s personal information as described below.
B Phone — The contact’s phone number.
m First — The contact’s first name.
m Last — The contact’s last name.
m Title — The contact’s title.
m Company — The contact’s company name.
B Address — The contact’s address.
m City — The contact’s city.

B Quick State — Choosing the state from the pop-up list will populate the State and Country
fields when the contact is saved.

m State — The contact’s state.

m Country — The contact’s country.

m Zip — The contacts ZIP Code.

m Extension — The contact’s phone extension.

B Email — The contact’s email address.

m URL — The contact’s URL.

m Fax — The contact’s fax number.

m Home — The contact’s home number.

m Cell — The contact’s cell number.

m Active — Check this box to make the contact active.

m Do Not Solicit — If this box is checked, this contact will not appear on solicit searches or
on the Solicit Report.

m Last/Next Call — The date(s) the last/next call was made/should be made to this contact.
Dates entered in these fields can be used as search criteria when running a solicit search.

B Mark as Solicited — Marks the contact as having been solicited. This prevents the customer
name from appearing in solicit searches and on the Solicit Report.

5. Click the Save button.
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CONTACT COMMENTS

Contact-specific comments are entered on the Contacts screen’s Comments tab. Comments are typically
used to create contacts or reminders (such as birthdays or ad-expiration dates), and can be assigned a due
date and configured to remind a user when the comment is due.

= o - - o ~
{Save | [Cancel ] | Show: & | Conmcts 1 % | [MNewcContact | [ Mew Contact Comment |
Select Name Phone
f=1 Wilma Flintstone (313) 555-1212
W Show all
Select Date Type Note
= 2/17/11 Call not specified
Date 2/17/11 Due Date | 3/1/11
Last Edited By Admin System Administrator _ Remind ™
Comment Type Call Fe Remind Usar  Sales Sales User *
Ask about line itract. -
Comment Atk about liner contrac Rermind Date 2128711
| Delete This Comment |

How to Enter a Contact Comment:

1. Open the customer and click Show: Contacts.
On the Contacts screen, select the contact.
Click the Comments tab.

On the Comments screen, click the New Contact Comment button.

AN

Configure the comment information described below.
B Comment Type — The type of comment.
m Comment — The comment.
B Due Date — The date the comment is due.

B Remind — Check this box to remind the specified user about the comment on the date
specified in the Remind Date field.

® Remind User — The user who should be reminded about the comment.

NOTE: If the specified user has an email address entered on the user’s User setup
screen, AMP will send a reminder email to that user.

B Remind Date — The date the specified user should be reminded about the comment. This is
usually set to the desired number of days in advance of the reminder’s due date.

6. Click the Save button.

How to Delete a Contact Comment:
1. On the customer’s Contacts screen, select the contact and the comment in question.
2. Click the Delete This Comment button.
3. Click the Save button.

Proprietary Information of MediaSpan Group, Inc.



138 AdManagerPro 5.2 — Customers

CONTACT ATTRIBUTES

Attributes tied to contact are shown on the contact’s Attributes tab. Attributes must be configured on the
Attributes setup screen and tied to contacts in order for the attributes to be displayed for contacts. (See
the Administration chapter for information on configuring attributes.)

@ {Cancel ) | Show: 4 [ Contacts 5] & | { New Contact ) ( New Contact Comment )
Select Name Phone
0 Fred Flintstone (313) 555-1212
(0] Wilma Flintstone (313} 555-1212
¥ Show All

Age Range | 22-30 [
Job Type | Education [

Ak(|aw
b |

How to Access Contact Attributes:

1. Open the customer and click Show: Contacts.
On the Contacts screen, select the contact.
Click the Attributes tab.

Any configured attributes for this contact are shown under Extended Attributes.

bl

Make any desired modifications to attributes for this contact.

5. Click the Save button.
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ACCOUNTS

A customer’s account information is specified on the customer’s Accounts screen (Show: Accounts).

The Accounts screen contains tabs for configuring various account settings, much like the tabs on the
Customer screen. Tabs on the Account screen allow for viewing and configuring account-specific settings
for account detail, billing, notifications, ads, comments, and attributes.

NOTE: Account settings override customer settings of the same type. For example, if
the Export AR box is marked on the customer screen but not on the Account Detail
screen, the A/R information tied to the customer will be exported, but the A/R
information tied to the account will not be exported.

ACCOUNT DETAIL

The Accounts screen’s default view is the Account Detail tab. The Account Detail screen is used for setting
detailed account preferences.

Save | (Cancel ] | Show: & | Accounts bl % | New account | Mew Account Comment |
Select Acct # Description
iy 00138685 Acct £00138685
M Show All
Description Acct #00138685 ' Active ¥
Alt # Export AR
Third Party # il
Do Mot Publish
Type | 370t Gallipolis Transient e
- - - In Collection
Primary Contact  Wilma Flintstone =
Busi unit | 370 Gallipalis i+ R Enempt
I 15 e
usiness Un aallip = Tax ID
Swiesparson = Amount Written OFf 0.00
- moun n .
Setaside Status | Set Aside Not Required &
Payment Status  Prepayment Mot Required 12|

How to Set Account Detail Defaults:
1. Open the customer and click Show: Accounts.
2.  On the Account screen, select the account.

3. Configure the account settings described below.

NOTE: Some information on the Account Detail screen is inherited from the
customer record; these fields are described under Creating a Customer. Other fields on
the Account Detail screen are specific to the account and can be changed as necessary.

m Description — A description of the account. By default, this is the system-assigned account
number.

m Alt # — The optional alternate account number. This is typically used in conjunction with a
third-party accounting system.
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m Third Party # — This field is typically populated when customer records are created from
the Third Party Import routine.

m Type — The default account type for this account.
B Primary Contact — The account’s default primary contact.
B Business Unit — The account’s default business unit.
m Salesperson — The account’s default salesperson.
m Setaside Status — The default Set Aside code for this account.
B Payment Status — The default payment status for this account.
m Credit Hold Statuses:
e No New Ads — Do not permit new ads to be entered for this account.

e Do Not Publish — When running the publishing routine, do not include ads for this

account.

e In Collection — Flags this account as being in collection. Accounts marked as in
collection can be included on the Customer List report.

e Amount Written Off — AMP populates this field with the amount that Auto Writeoff

has written off for this account.

4. Click the Save button.
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ACCOUNT BILLING DEFAULTS

The Billing tab is used for setting the account’s default billing preferences.

hocounts

(Save ] (Cancel ) | Show: 4 | Accounts i1 # | [(NewAccount) (New Account Comment )
Select Acct # Description
G 00138685 Acct #00138685

™ Show All

Ak
L/

Receives Earned Disc
Receives Statements
Receives Invoices
Receives Reminders

Billing Charge |
Service Charge | SC Service Charge

Discount |
Terms | Net 15

Credit Limit 100.00

Ak
L

&

= = &[]

Invoice on Last Day |

How to Set Account Billing Defaults:

1
2.
3.
4

5.

Open the customer and click Show: Accounts.
On the Account screen, select the account.
Click the Billing tab.

On the Billing screen, configure the settings described below.

NOTE: Some information on the Billing screen is inherited from the customer record;
these fields are described under Creating a Customer. Other fields on the Billing
screen are specific to the account and can be changed as necessary.

m Billing Charge — The billing charge to apply to this account.

m Service Charge — The service charge to apply to this account. Service charges are applied

via the Service Charge routine.
m Discount — The discount to apply to this account.
B Terms — The billing terms to use for this account.

B Credit Limit — The maximum credit limit for this account. When the specified credit limit

is reached, AMP notifies the use that the account has exceeded its credit limit.
m Invoice On — Invoice ads for this account using this setting.

B Receives Earned Disc — Check this box if the customer is eligible for earned discounts.

B Receives Statements — Check this box if statements should be generated for this account

when the Statements routine is run.

B Receives Invoices — Check this box if invoices should be generated for this account when

the invoicing routine is run.

B Receives Reminders — Check this box if past-due reminders should be generated for this

account when the Past Due Reminders routine is run.

Click the Save button.
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ACCOUNT NOTIFICATIONS

The Notify tab is used for setting account notifications for billing forms and other documents (tasks) for
which AMP produces output. By default, the customer’s primary contact (the customer) is set to receive
all notifications; however, notifications can be sent to other contacts attached to the account. The contact
name selected for each notification type appears on the form or document that contains the customer
contact name.

{ Save | | Cancel | Show: 4 | Accounts e | (New Account} (New Account Comment\j
Select Acct # Description
O] 00138685 Acct #00138685

™ Show All

e

Statements Wilma Flintstone [

ar

Invoices Wilma Flintstone [

Reminders | Wilma Flintstone [

ar

ar

Affidavits | Fred Flintstone [

e

Tearsheets  Fred Flintstone [

Blind Box Fred Flintstone

A

How to Set Account Notification Defaults:

1. Open the customer and click Show: Accounts.
On the Account screen, select the account.

Click the Notify tab.

On the Notify screen, configure the settings described below.

LN

m Statements — The contact to whom statements should be sent.

B Invoices — The contact to whom invoices should be sent.

B Reminders — The contact to whom past-due reminders should be sent.
m Affidavits — The contact to whom affidavits should be sent.

B Tearsheets — The contact to whom tearsheets should be sent.

m Blind Box — The contact to whom blind-box information should be sent.

5. Click the Save button.
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ACCOUNT AD DEFAULTS

The Ads tab is used for setting account defaults for ad types, tearsheets, and product, market, and kind

codes. Some of the information on the Ads screen is inherited from the customer record; other fields on
the Ads screen are specific to the account and can be changed as necessary.

(New Accountj (New Account Commentj

{ Save | [ Cancel
Select
®
™ Show Al

{ ) ' | Show: 4

[
Accounts

N

Acct #
00138685

Classified Liner |

co Open Liners

Classified Display |

dl Class Display

ROP |

RD Retail Display

Unit Based |

in Inserts

Number

Classified Liner 0

Classified Display 0

ROP 0

Unit Based 0

Product |

Market |

Kind |

Description
Acct #00138685

Schedule

| First Day

| First Day

_ First Day

e

ar

First Day

How to Set Account Ad Defaults:

Open the customer and click Show: Accounts.

On the Account screen, select the account.

1
2.
3. Click the Ads tab.
4

On the Ads screen, configure the settings described below.
B Default Ad Types — The default ad type for each ad family.

B Tearsheet Defaults — The number of tearsheets and the tearsheet schedule for each ad

family. The Schedule setting is based on when the ad runs. Tearsheet information appears on
the Tearsheet report.

B Other Defaults — The product, market, and kind codes to apply to ads for this account.

5. Click the Save button.
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ACCOUNT COMMENTS

Comments for a specific account are entered on the Accounts screen’s Comments tab. Comments can be

assigned a due date and can be marked to remind a specified user when the comment is due.

@ (Cancel ) | Show: 4 | Accounts BR 3
Select Acct #
®© 00138685
# Show All
Select Date
® 3/15/11

Date 3/15/11

Last Edited By Admin System Administrator
Comment Type | Sales

|¢]

Comment Ask about starting an ad
contract.

(New Account ) (New Account Comment

Description
Acct #00138685

Type Note

Call not specified

Due Date _° 3/21/11
Remind ™

Remind User | JD John Doe :

Remind Date [ 3/18/11

"_Dalete This Comme nt_\

How to Enter an Account Comment:

AN

Open the customer and click Show: Accounts.

On the Account screen, select the account.

Click the Comments tab.

On the Comments screen, click the New Account Comment button.

Configure the comment information described below.

m Comment Type — The type of comment.

B Comment — The comment.

B Due Date — The date the comment is due.

B Remind — Check this box to remind the specified user about the comment on the date

specified in the Remind Date field.

B Remind User — The user who should be reminded about the comment.

NOTE: If the specified user has an email address entered on the user’s User setup
screen, AMP will send a reminder email to that user.

B Remind Date — The date the specified user should be reminded about the comment. This is

usually set to the desired number of days in advance of the reminder’s due date.

6. Click the Save button.

How to Delete an Account Comment:

1.

On the customer’s Accounts screen, select the account and the comment in question.

2. Click the Delete This Comment button.

3.

Click the Save button.
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ACCOUNT ATTRIBUTES

Attributes tied to accounts are shown on the account’s Extended Attributes screen. Attributes must be
configured on the Attributes setup screen and tied to accounts in order for the attributes to be displayed
for accounts. (See the Administration chapter for information on configuring attributes.)

Save Cancel ) | Show: 4 | Accounts = | {New Account) {New Account Com ment)
Select Acct # Description
[0} 00138685 Acct #00138685
™ Show All
Age Range | 22-30 )

How to View Account Attributes:

Open the customer and click Show: Accounts.
On the Account screen, select the account.

Click the Attributes tab.

Any configured attributes for this account are shown under Extended Attributes.

Ll

Make any desired adjustments to attributes for this account.

5. Click the Save button.
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CONTRACTS

A contract is a set of parameters that can be used to help track sales, lines, words, inches, or consecutive
insertions for the customer to whom the contract is assigned. A contract receives benefits such as a special
rate or adjustment.

How to Create a Contract:

1. Open the customer and click Show: Contracts.
2. On the Contracts screen, click the Create New Contract pop-up and choose an option:
® No Template — Create a contract from scratch.

m Existing Templates — Create a contract based on the settings from a saved contract
template. Choosing an existing template populates the contract screen with the template
settings, which can be modified as desired.

3. Configure the contract settings described below.

GENERAL CONTRACT INFORMATION

General contract information is entered on the Contract tab.

TEen ae— . r - r =
Save Cancel | | Show: 4 | Contracts 5] » | ! Create New Contract I+

Select Description Start Stop Goal Benefit Type
= & mao. 600 words 3/1/11 9/30/11 600.00 Words Rate
™ Show All
Description 6 mo. 600 words Percentage Amount
Start Date | 3/1/11 Achieved 0.00% 0.00
Scheduled 8.33% 50.00
End Date 5/30/11 Time Completed 39.19%
Goal Amount 600.00 Externally Filled Units 0.00
Goal Units | Words = Externally Filled Start
Guarantee ¥/ Externally Filled End

(" Save Contract as Template

How to Enter General Contract Information:

1. Open the customer and click Show: Contracts.

2.  On the Contracts screen, select the account.

3. Click the Contract tab.

4. Configure the contract information described below.
m Description — The contract’s description.

m Start Date — The date the contract goes into effect. The contract will apply to ads entered
(for this customer) on or after this date.

B End Date — The last date the contract is in effect. The contract will not apply to ads entered
(for this customer) past this date.
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B Goal Amount — The goal amount, based on the specified goal unit.
m Goal Unit — The goal unit (words, lines, depth, money, or consecutive insertions).

B Guarantee — If this box is checked, the contract uses the rate that was in effect at the time
the contract started — regardless of any rate changes that occurred between the start and stop
dates of the contract. If this box is not checked, the contract uses the current rate.

m Externally Filled Units — The number of external units to apply toward AMP contract
fulfillment. This field is typically used during AMP conversions.

m Externally Filled Start — The first date the external should count toward the contract.
m Externally Filled End — The last date the external should count toward the contract.

B Achieved — The percentage and amount achieved toward contract fulfillment. The amounts
displayed in these fields are for information only and cannot be modified.

NOTE: Only published ads count toward contract achievement.

B Scheduled — The percentage and amount scheduled before the contract reaches fulfillment.
The amounts displayed in these fields are for information only and cannot be modified.

m Time Completed — The percentage of time completed toward contract fulfillment. This
amount is based on the contract’s start and end dates.

B Delete Contract — Deletes the selected contract.

m Save Contract as Template — Save the contract settings to a template. See the Contract
Templates section for more information about contract templates.

5. If this is a new contract (that has not yet been saved), configure the contract benefits on the
Benefits tab before saving the contract.

NOTE: A contract cannot be saved without defined benefits.

If updating an existing contract, click the Save button to save changes made on the Contract tab.
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CONTRACT BENEFITS

Contract benefits can be applied via rate or adjustment and include a specified ad family and publication.
This information is configured on the Benefit tab.

NOTE: Settings on the Benefits tab are required in order to save the contract.

O . I T ——
Save Cancel | | Show: 4 | Contracts ‘4] » | | Create New Contract 4] { New Contract Benefit
Select Description Start Stop Goal Benefit Type
(0] & mo. 600 words 371711 9/30/11 600.00 Words Rate
™ show All
Rate ®
Adjustment ()
Select Ad Family Publication Rate
(0] Class Liner 01 Pioneer cl Classified Word Ads
Ad Family | Class Liner 3
Publication | 01 Pioneer 3
Rate | cl Classified Word Ads [

How to Enter Contract Benefits:

1. Open the customer and click Show: Contracts.
2. On the Contracts screen, select the account.
3. Click the Benefit tab.
4. Click the New Contract Benefit button to add a benefit.
5. Configure the benefit defaults described below.
m Rate/Adjustment Button — Mark the button that indicates how contract benefits apply:
e Rate — Contract benefits are applied to the contract based on the rate chosen from the
Rate pop-up.
e Adjustment — Contract benefits are applied based on the adjustment chosen from the
Adjustment pop-up.
m Ad Family — The ad family to which the benefit applies.
B Publication — The publication to which the benefit applies.
B Rate/Adjustment Pop-Up — The rate/adjustment to which the benefit applies.
B Delete Benefit — Delete the selected benefit.

NOTE: Only a benefit that is not in use can be deleted.

6. Click the Save button.
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CONTRACT ADJUSTMENTS

For dollar-based contracts, adjustments can be included to apply toward contract fulfillment. This
information is configured on the Achieved tab.

@ (Cancel } | Show: 4 | Contracts ‘4] » | | Create New Contract 4]
Select Description Start Stop Goal Benefit Type
= 6 mo. 600 words 3/1/11 9/30/11 600.00 Words Rate
™ show All
o O

nclude the following Adjustments in dollar-based Contracts
hen calculating Contract Achievement:

25PT 2 SPOT COLOR

4COL FOUR COLOR

AFFA Affidavit

AFFB ROP Affidavit

AFFC ROP Affidavit

AFFD Insert Affidavit

Agcy Agency Surcharge

BILL Billed Charge

A0 NEAREEA®RR

BLIA Blind Box Mail

How to Include Adjustments to Apply to a Contract:

1. Open the customer and click Show: Contracts.
2. On the Contracts screen, select the account.

3. Click the Achieved tab.
4

By default, no adjustments are used when calculating contract achievement. To include
adjustments in the contract, check the box next to each adjustment to include.

5. Click the Save button.
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CONTRACT ACCOUNTS & AD TYPES

Contract benefits can be configured to apply to specified accounts and to include specific ad types. This
information is configured on the Apply tab.

@ (Cancel | | Show: 4 | Contracts 4] % | | Create New Contract 4]
Select Description Start Stop Goal Benefit Type
® 6 mo. 600 waords 3/1/11 9/30/11 600.00 Words Rate
™ show Al

Acct #00045804 ¥

T 5B
-

MI Miscellaneous

bd bingo directory

cd Classified Display

ch church directory

cl Classified Liners

csd Classified Service Directory

EO0O0ROE&ED

di Directory

How to Include Accounts and Ad Types on a Contract:

1. Open the customer and click Show: Contracts.

2. On the Contracts screen, select the account.

3. Click the Apply tab.

4. By default, all of a customer’s accounts are included in the contract. To exclude accounts from the
contract, uncheck the box next to each account to exclude.

5. By defaulg, all ad types are included in a contract. To exclude ad types from the contract, uncheck
the box next to each ad type to exclude.

6. Click the Save button.
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CONTRACT CALCULATOR

The calculator lets a user show multiple contract options from which to choose when creating a contract.

—

Lalact Dmserigtian
i 7.4 rte
B Show Al

Dabe 5711718
Insartiame 100
Words 10
Lines 10
Tamplate | Fréquency Cantract
Pub
Group Buy

':-Crul:r": [ Eemove |
Templats | 29xc 37 WK © MO
Pub | 1101 Blsden Jeurrm
Group Duy

savr ) {cancei ] | Show: ¢ | Comnans

Tl ' I A Creare Kew COACacy _I

ey =
[ Add Option T Retet )

Start Srap Gaal Banafit Typa
571711 aFA0S1 0.00 Congeoutive Trserions Raqe
Calumng 150
Inehes 1.00
Hodular Size il
Ad Family | ROP 2l
H pub Bate Coatfunit  Cost/ad Total
T T Coust i
;.DI-R-!FHHFH Coumty Dy B2 14" & b8 FLAN 114800 | L14m.00
i Jnurnal ey
i 1A G
1301 The Arson Recard DR 92500 92500 93500
(D)
i . B . . .
1401 Cheraw Chrorice BA000  BAOOO  B40.00
(Dot}
Grand Total 1,910.00
4 Pub Fate Costjunit  Cost/ad Tatal
= 1100 Disden jours 10w BAT - B8 {Depin) 14,6500 146500 546500
ry]
e Bavings 48.66% 1,44%5.00

How to Use the Contract Calculator:

1. Open the customer and click Show: Contracts.

Ll

On the Contracts screen, select the account.
Click the Calculator tab.

On the Calculator screen, enter the information by which to calculate costs:

m Date — The start date of the contract.

n Insertions — The number of insertions to use when calculating the cost of each Option.

m Words — The number of words to use when calculating the cost.

m Lines — The number of lines to use when calculating the cost.

m Columns — The number of columns to use when calculating the cost.

m Inches — The inch depth to use when calculating the cost.

» Modular Size — The modular size to use when calculating the cost. Choosing a size from

this pop-up list overrides the Columns and Inches fields.

m Ad Family — The ad family to use when calculating the cost.

5. Enter the settings for Option 1:

m Template — The contract template to use when calculating the cost.

m Pub — The publication to use when calculating the cost. Selecting a publication displays

the pub, rate, cost per unit, cost per ad, and total cost. To use a different rate, choose the rate

from the pop-up list.
» Group Buy — The group buy to use when calculating the cost. Selecting a group buy

displays the pub, rate, cost per unit, cost per ad, and total cost. To use a different rate, choose
the rate from the pop-up list.
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6. Click the Add Option button.

NOTE: At least two options are required in order for AMP to compare the savings
between the contract options.

Enter the settings for Option 2 (settings are described under step 5.)
Repeat steps 4-6 to add other options for comparing contracts.

To remove an option, click the Remove button next to the option to remove.

> B > X

After comparing contract costs and determining which option to use for the contract, the next step
is to create the contract using those options.

10. Click the Create button next to the desired Option. For example, to create a contract using the
settings for Option 2, click the Create button next to Option 2.

11. After creating the contract using the settings from the selected Options, configure the remainder of
the contract information.

12. Click the Save button on the Contracts screen to save the contract settings.

CONTRACT TEMPLATES

Contract templates are “saved sets” of contract settings that can be used when creating additional
contracts. Using a template expedites the process of entering multiple contracts by allowing the user to
clone the properties of an existing template and modify the necessary settings for other (new) contracts.

NOTE: Before contract settings can be saved as a template, the contract itself must be saved.

How to Save Contract Settings as a Template:
Open the customer and click Show: Contracts.
On the Contracts screen’s Contract tab, click the Save Contract as Template button.

The template is added to the list of options available under the Create New Contract pop-up list.
The saved template is labeled with the contents of the contract’s Description field.
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DISPLAY ACCOUNT

The Display Account screen shows historical detail for an account’s financial transactions. A single
customer statement or customer ledger can be printed from this screen, and a Transaction Inspector
provides transaction details. Payments, credits, and debits can also be applied via Display Account.

VIEWING TRANSACTIONS

Transactions can be displayed by account and can be grouped and filtered based on various options.

How to View Transactions on the Display Account Screen:

1.
2.
3.

Search for the customer and open the main customer (Primary Contact) screen.
On the Primary Contact screen, click Show: Display Account.
On the Display Account screen, view transactions based on filtering and grouping options:

:'1‘2!_‘: "_r_zn_r_il_' | Show: & | Diiplay Accounr 3 | *
Filtar By Account | Al 1 Filtnr By | Ozen
Graup By | Transscioes s Filtar By Data o
Display Inveices ¥  Credits ¥ Exporied Filter By Period “ o
payments ¥ Debits ¥ Mon-Esported ¥ B Aot Yr ok
[ 1105 may 2011 2§ Genere Statement | Cusptomer (usengpte ¢ 1 Go |

| 00045731 Classifies & | Lot 2 years 3 User and Custemner 3 1] GO |

| gl H.l.:l:n_'; | Appty ToAccount )

Select  Datg 4 Typs  Trene#  Description Batch Ameunt Balancs DusPats  Porfed Edit  Delete
S . : T | &R
o 4411 pay Unposied rx Cred® Card 25330 L] a.6d 1104 er N "
ETEETER! P Linpeted oc Cred® Card Pregayment from AMPWen 25228 = -52.25 52,25 1104 Edit | ]

Filter by Account — Display account information for all of a customer’s accounts or for a
specific account.

Group By — Group account information by transaction; by invoices plus payments, credits, and
debits, or by payments, credits, and debits plus invoices.

Display Invoice/Payments/Credits/Debits/Exported/Non-Exported — Check the box next to
each type of transaction to display.

Filter By — Filter account information by open transactions, accounting period, or date, or
show all transactions regardless of accounting period or date.

Filter By Date — If filtering by date, enter the date range.

m Filter By Period — If filtering by accounting period, choose the period range.

m Filter Amount — The total transaction amount, based on the filter options. If transactions are
filtered by date, for example, this amount reflects transactions for the specified date range.

Transaction Types

The type of transaction is indicated by these codes (shown in the Type column):

m CRE — Credit. A credit applied on the Payment/Credit/Debit Transaction screen.
m DEB — Debit. A debit applied on the Payment/Credit/Debit Transaction screen.
m INV — Invoice. A transaction that was invoiced during the invoicing routine.

n MI — Manual Invoice. A transaction applied to a manual invoice on the Manual Invoice
Payment Transaction screen.

m PAY — Payment. A payment applied on the Payment/Credit/Debit Transaction screen.
n PP — Prepayment. A prepayment applied during ad entry on the ad’s Payment screen.
m SVC — A service charge transaction applied during the service charge routine.
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TRANSACTION INSPECTOR

The Transaction Inspector provides details about a specific transaction.

How to View the Transaction Inspector:

1. On the Display Account screen, select the transaction.
2. Click the Show button. (This button toggles between Show and Hide.)
3. The expanded Transaction Inspector shows details about the selected transaction.

The Transaction Inspector details can be hidden by clicking the Hide button.
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deroant 12L0LET Sart Ling 4/ boddyy Grestegy Al Bhop 12737010
Amsnant 1750 sl Typs op Cipan S0 Wnrda
Biling Dugw 1221010 Clansicaiiny Lirsgn 0
Tps INVEITCE (rwiscs frise. rrvscrsg Cder Ote 127010 Inghes 500
Chica & Ad Tl O Crig Siamiey ‘Cofumn I 00
row Salesperiod T3 D Slesiey
Powisd By PT% Trih Risan
fs Dispate
Eapeertid
Dasscrigbicen 0240055
s
Tyes Derwtriplies Amgunt Balance
pub & Tlouty 350 fER -]
T aarag s0 750
e = ol ROF ] b

4. If this transaction is in dispute, check the In Dispute box. Transactions marked as In Dispute
appear on the In Dispute report.

NOTE: In Dispute transactions do not include service charges and do not age.

5. AMP checks the Exported box if the information was exported from AMP. Because this “flag” is
maintained by the AMP system, this box cannot be checked or unchecked by a user.
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PRINT OR EMAIL INVOICE, STATEMENT, OR LEDGER: DISPLAY ACCOUNT

An individual invoice, statement, or customer ledger can be printed and/or emailed from the Display
Account screen. (Reprinting individual invoices, statements, or ledgers can also be done via the Reports
menu. See the Reports chapter for information on generating and printing all reports and forms.)

NOTE: If using a saved set for printing or emailing any of these items from the
Display Account screen, verify that a saved set has been defined on the Invoicing,
Statement, or Customer Ledger screen.

Printing or Emailing a Statement or Ledger

Filtar By | Coen

Graup By | Transscioes & Filtar Dy Data [
Display Invaices @ Credgits = Exporied Filter By Period “ w
Payments ¥ pebits ¥ Mon-Ex G

| 1106 May 2081 1] Gener: Statement 3| Customer (Usen@De 11 Lo |
]  Customer (User@De =3 Go
| 00045731 Classifies & | Lot 2 years 3 User and Custemner 3 1] GO |

How to Print/Email a Statement or Ledger:

Open the customer’s Display Account screen.

Choose the accounting period (for a statement) or the account (for a ledger) from the pop-up list.
If using a saved set, choose the set from the pop-up list.

If emailing the statement or ledger, choose the recipient from the EMail To list.

Click the Go button.

RAEESEN

Printing or Emailing an Invoice

=
["stnreterd mmien ) [ rser aeut Custeener S84 Gor
Tranmaction 8 101171617 Order B A Start 12720010
Actount 101019098 Reart Line 4/ Hoidey Grestingt Ad Stap 1202710
Amcunt 3750 Ad Typse op Open ROP Words 0
Dalling Date 1330010 Chanalfication Lines 0
Type INVOICE Invoice from invodcing Owder Date 1255710 Inches 300
Chech & Ad Taker C5 Chits Stacicy Calusmns & 50
ro s Salesperson C5 Chits Stankey
Posted By TN Trish Naon
bn Dispute
Enparted
Deewcripthon 403151
Hemo

How to Print/Email an Invoice:

1. On the customer’s Display Account screen, select the transaction. A transaction type of invoice
(INV) must be selected in order to print or email an invoice from Display Account.

Show the Transaction Inspector for the selected transaction.

If using a saved set, choose the set from the pop-up list.

If emailing the statement or ledger, choose the recipient from the EMail To list.
Click the Go button.

AT ol
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APPLYING A PAYMENT, CREDIT, OR DEBIT TO A TRANSACTION

The Display Account screen allows for applying payments, credits, and debits to an individual transaction.
Payments, credits, and debits can also be applied “on account” using functions on the Display Account

screen.
Display Account i
Csave | | Cancel || Show: & | Dopay Account &
Filter By Account | All + Filter By Open =+
Group By | Trarsactions | Filter By Date o
Display Invoices o Credita Filter By Period ‘oto
Payments = Debits & Filter Amaunt 0,00
[ Setect Barch J0 Apoly Te Account || Appey To Selected Transaction(a) |
1103 HAR 2001 18

00138685 Acct #00 1)
Period  Edit  Delete
13

Select Date 1 Type Trene & Rexcription
ETEFH mi WnEEted Busingss Cands

Py Uinpartad 380% Chack 1103 [ Edu .
=] Unposied J40s Cash Prepayment from AMPNeb QEEG * -31.50 21.50 1102 Edit X
= | mi J00S06734  Business Card — Printing 8447 7600 7600 #2511 08P

How to Apply a Payment, Credit, or Debit:

1. On the Display Account screen, select the transactions to which to apply the payment, credit, or
debit.

Selecting Multiple Transactions — Click the Select box to select desired transactions, as follows:

m Single Transaction — Click to select/deselect a single item. If multiple transactions are
selected, clicking the Select box for any one transaction will deselect all selected transactions.

m Consecutive Transactions — Click on the first transaction to select. Then Shift-click on the
last transaction to select.

m Non-Consecutive Transactions — Alt-Click each transaction.

Click the Select Batch button.

On the Select Batch screen, select an existing batch or create a new batch. (See the Batch
Management chapter for information on selecting and creating a batch.)

4. When returned to the Display Account screen (after selecting or creating a batch), click one of the
following buttons:

m Apply to Account — Applies the payment, credit, or debit “on account.” AMP applies
payments, credits, and debits made “on account” to outstanding balances, starting with the
oldest balance.

m Apply to Selected Transaction(s) — Applies the payment, credit, or debit to the selected
transaction(s).

5. 'The Payment/Credit/Debit Transaction screen appears.
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Payment/Credit/Debit Transaction Screen

When a payment, credit, or debit is being applied, the Payment/Credit/Debit Transaction screen appears.
This screen appears after the user clicks either the Apply to Account or Apply to Select Transaction(s)
button on the Display Account screen.

Payment/Credit/Debit Transaction

Y

(Retain Transaction ) (Discard Transaction

| 340k Check

Transaction Code v Card Type
Amount -76.00 Card #
Date Received 3/7/11 CIv
Description Expiration
Memo Card Holder Name
Address

Check # 123

Check Name Wilma Flintstone City
Bank ID City Bank Quick State

Bank Acct # 123-456 State /I
DL # MI-987-654-321 Country
State MI Zip
Reply

Authorization

Batch Number 9491
Description PCD Batch 9491
Batch Date 3/7/11

Period 1103 MAR 2001
Period Start 3/1/11
Period End 3/31/11
Notes

How to Enter Transaction Information:

1.

Enter the transaction information in the Transaction area.

For a cash payment, only the Transaction area needs to be completed. For check or credit-card
transactions, complete the information in the Check Entry or Credit Card Entry area.

Transaction
Complete the information in this area for all transactions, regardless of transaction code:

m Transaction Code — The code for this transaction. The specified code determines whether the
fields in the Check Entry or Credit-Card Entry area become available.

m Amount — The amount of the transaction. The amount in this field defaults to the amount of
the selected transaction.

m Date Received — The date the payment, credit, or debit was received. This defaults to the
current date.

m Description —A description of the transaction.

m Memo — The memo for this transaction. (On the Find A/R Transactions screen, the user can
search for transactions based on the contents of this field.)
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Check Entry
Information in this area can be completed for check transactions:
m Check # — The check number.
m Check Name — The name on the check.
m Bank ID — The name of the bank on which the check is drawn.
m Bank Acct # — The bank’s account number.

n DL # (Optional) — The driver’s license number of the name specified in the Check Name

field.
m State — The state in which the driver’s license number is issued.
Credit Card Entry

Information in this area must be completed for all credit-card transactions if AMPCCVerifyServer
is being used to authorize credit-card transactions:

m Card Type — Displayed after the user enters a valid card number and exits the Card # field.

m Card # — The credit-card number as it appears on the card. AMP determines the validity of
the card-number format; it does not check the individual cardholder’s account for verification.

NOTE: If this is the first credit-card transaction for this customer, this number
becomes the default number for all subsequent credit-card transactions for this
customer. If more than one type of card has been used to enter credit-card transactions
for this customer, AMP uses the last-used card.

m CIV — The security code on the back of the card. (Some card issuers refer to this as the CID
code). The CIV code is deleted after the transaction has been authorized.

m Expiration — The credit card’s expiration date.

m Card Holder Name — The name of the credit-card holder.
m Address — The cardholder’s address.

m City — The cardholder’s city.

m Quick State — Choosing the state from the pop-up list will populate the State and Country
fields when the customer is saved.

m State — The cardholder’s state.
m Country — The cardholder’s country.
m ZIP — The cardholder’s ZIP Code.

m Reply Authorization — Displays AMPCCVerifyServer’s response regarding approval or denial
of the request to authorize this transaction. The Save and Authorize Card function must be
invoked in order for AMP to display the reply.

m Save and Authorize Card — Save the transaction and request authorization. This triggers
AMPCCVerifyServer to send a request to the third-party authorization program for a response.
AMP displays this response in the Reply Authorization field.

2. To save the transaction to the batch, click the Retain Transaction button.

To cancel the transaction, click the Discard Transaction button.
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Selected Batch

This area displays information about the batch to which this transaction will be added when the
user clicks the Retain Transaction button.

If the information in this area appears incorrect (e.g:, the wrong batch was selected for this
transaction), click the Discard Transaction button. This returns the user to the Display Account
screen, from which another batch can be selected for the transaction.

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Customers

MANUAL INVOICES

Manual invoices are created in order to charge a customer for a transaction that is not associated with
an ad. Manual invoices are typically used to charge customers for items such as photo reprint charges or

outside printing jobs.

NOTE: Manual invoices can also be used to transfer receivable balances from a
third-party accounting system to AMP. Contact MediaSpan for assistance with using
manual invoices to transfer balances.

B Prerequisites — Inventory Items. Manual invoice charges are based on pre-defined inventory items,
which must be configured by a system administrator before manual invoices can be created.

CREATING A MANUAL INVOICE
Manual invoices are created from the customer’s Manual Invoice screen.

-/5_\_1.'-!' -_\Cl_ri.‘!_l | Show: & | Manual Invoices 51 4 | | Sebect Barch Tl T New Manual kvaice =
Filter By Account A0 X
Select Diescription Diate Batch Amount Dilete
=t Busiress Cards ETE T B 20.00 X
New
Account SubTotal 20.00 To Hame Wilma Flinistong
Date 33711 Tax o.co To Address Wima@MyEmal,com
Dug Date 3/16/11 Total 20,00 EMail Receipt
Payments 0,60
Ad Taker Admir System Administraton | ek 20,00
Salesperson H
Description Business Cards Downinad Recsist
- P o )
Select tem Quantity Unit Price Total Delate
Ll BCard Business Carcs - 50 Cands F 19.00 a0.00 ¥
Them BCard Busiress Cards - 50 C &
Tax Category | ne tax It
Quantity 2
Unit Cost
Usar Dafined
Total 20.00

How to Create a Manual Invoice:

Open the customer screen for the customer in question.

2. On the main customer (Primary Contact) screen, verify that the Export AR box is NOT checked.
If the Export AR box is checked, a manual invoice cannot be created for that customer.

3. Click Show: Manual Invoices.

When returned to the Manual Invoices screen, click the New Manual Invoice pop-up and choose
the account to which the manual invoice applies.

If this is the first manual invoice being created during this AMP session, the Select Manual Invoice
Batch screen appears.

If this is not the first manual invoice being created during this AMP session, the manual invoice is
automatically placed in the manual invoice batch that was last used during this AMP session. If the
manual invoice should NOT automatically be placed into the last-used batch during this session,
click the Select Batch pop-up and choose Select Manual Invoice Batch.
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6. On the Select Manual Invoice Batch screen, select an existing batch or create a new one. (See the
Batch Management screen for more information on selecting and creating batches.)

7. In the Manual Invoice area, configure the manual invoice information described below.
B Account — The account to which the invoice applies.
m Date — The date of the invoice.
B Due Date — The date the invoice payment is due.
B Ad Taker — The ad taker for this invoice.
m Salesperson — The salesperson for this invoice.
m Description — A description of the invoice.
|

To Name — The name that should appear on the invoice. This defaults to the customer
name.

To Address — The email address to which the invoice should be sent. If an email address is
specified on the main customer screen, that email address will appear in this field.

B Email Receipt — Emails a receipt to the address specified in the To Address field.

m Download Receipt — Downloads a receipt for this invoice.

8. Click the New Line Item button to add a line item (inventory item charge) to the invoice.
9. Configure the line-item information described below.

m Item — The inventory item for this invoice.

m Tax Category — The tax category for this invoice.

® Quantity — The quantity, based on the inventory item chosen from the Item pop-up. This
number is used to calculate the total cost of the invoice based on the quantity and unit cost.

B Unit Cost — The item’s per-unit cost. This defaults to the item’s unit cost specified on the
Inventory Items setup screen. If the inventory item is not set up as a user-defined item, this

field cannot be modified.

B User Defined — If the inventory item is set up as a user-defined item, check this box to
enter a user-defined cost in the Unit Cost field.

10. Click the Save button.

11. Repeat steps 8-10 to enter additional line items for this invoice.
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APPLYING A PAYMENT, CREDIT, OR DEBIT TO A MANUAL INVOICE

Applying a payment to a manual invoice can be done via one of the following methods:

m If a payment is being applied to a manual invoice after the manual invoice has been created,
the payment can be applied via the Quick Entry screen or the Display Account screen. (See the
Receivables chapter for information on making a payment via Quick Entry. See the Display Account
section in this chapter for information on making a payment to a manual invoice transaction via the
customer’s Display Account screen.)

m If a payment is being applied to a manual invoice at the time the manual invoice is being created, the
payment is made via the customer’s Manual Invoice screen.

How to Enter a Payment on the Manual Invoices Screen:

1. On the customer’s Manual Invoices screen, select the manual invoice to which the payment will be
applied.

2. Click the Add Payment button.
If you have previously added payments to a PCD batch during this AMP session, the payment will

automatically be attached to that PCD batch. If the payment should not be attached to that PCD
batch, click the Select Batch pop-up and choose Select Payment Batch.

If you have not added payments to a PCD batch during this AMP session, you are prompted to
select an existing batch or create a new batch for this payment.

3. On the Select Payments/Credits/Debits Batch screen, select an existing batch or create a new one.
(See Batch Management in the Receivables chapter for information on batches.)

4. On the Manual Invoice Payment Transaction screen, enter the transaction information.
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Manual Invoice Payment Transaction Screen

When a payment or credit is being applied to a manual invoice, the Manual Invoice Transaction screen
appears. This screen appears after the user clicks the Add Payment button on the customer’s Manual
Invoices screen.

Manual Invoice Payment Transaction

N

(Retain Transaction ) (Discard Transaction

Transaction Code | 340s Cash 4] Card Type
Amount -20.00 Card #
Date Received 3/16/11 CIv
Description Expiration .

Memo OTC Card Holder Name
Address

Check #
Check Name City
Bank ID Quick State
Bank Acct # State
DL # Country
State o
Reply

Authorization

Batch Number 9491
Description PCD Batch 9491
Batch Date 3/7/11

Period 1103 MAR 2001
Period Start 3/1/11
Period End 3/31/11
Notes

How to Enter Transaction Information:

1. Enter the transaction information in the Transaction area.

For a cash payment, only the Transaction area needs to be completed. For check or credit-card
transactions, complete the information in the Check Entry or Credit Card Entry area.

Transaction
Complete the information in this area for all transactions, regardless of transaction code:

m Transaction Code — The code for this transaction. The specified code determines whether the
fields in the Check Entry or Credit-Card Entry area become available.

m Amount — The amount of the transaction. The amount in this field defaults to the amount of
the selected transaction.

m Date Received — The date the payment, credit, or debit was received. This defaults to the
current date.

m Description —A description of the transaction.

m Memo — The memo for this transaction. (On the Find A/R Transactions screen, the user can
search for transactions based on the contents of this field.)
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Check Entry
Information in this area must be completed for check transactions:
m Check # — The check number.
m Check Name — The name on the check.
m Bank ID — The name of the bank on which the check is drawn.
m Bank Acct # — The bank’s account number.

n DL # (Optional) — The driver’s license number of the name specified in the Check Name

field.
m State — The state in which the driver’s license number is issued.
Credit Card Entry

Information in this area must be completed for all credit-card transactions if AMPCCVerifyServer
is being used to authorize credit-card transactions:

m Card Type — Displayed after the user enters a valid card number and exits the Card # field.

m Card # — The credit-card number as it appears on the card. AMP determines the validity of
the card-number format; it does not check the individual cardholder’s account for verification.

NOTE: If this is the first credit-card transaction for this customer, this number
becomes the default number for all subsequent credit-card transactions for this
customer. If more than one type of card has been used to enter credit-card transactions
for this customer, AMP uses the last-used card.

m CIV — The security code on the back of the card. (Some card issuers refer to this as the CID
code).

m Expiration — The credit card’s expiration date.

m Card Holder Name — The name of the credit-card holder.
m Address — The cardholder’s address.

m City — The cardholder’s city.

m Quick State — Choosing the state from the pop-up list will populate the State and Country
fields when the customer is saved.

m State — The cardholder’s state.
m Country — The cardholder’s country.
m ZIP — The cardholder’s ZIP Code.

m Reply Authorization — Displays AMPCCVerifyServer’s response regarding approval or denial
of the request to authorize this transaction. The Save and Authorize Card function must be
invoked in order for AMP to display the reply.

m Save and Authorize Card — Save the transaction and request authorization. This triggers
AMPCCVerifyServer to send a request to the third-party authorization program for a response.
AMP displays this response in the Reply Authorization field.

2. To save the transaction to the batch, click the Retain Transaction button.

To cancel the transaction, click the Discard Transaction button.
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Selected Batch

This area displays information about the batch to which this transaction will be added when the
user clicks the Retain Transaction button.

If the information in this area appears incorrect (e.g:, the wrong batch was selected for this
transaction), click the Discard Transaction button. This returns the user to the Display Account
screen, from which another batch can be selected for the transaction.

PRINTING A MANUAL INVOICE

Manual invoice forms are printed from the Output Invoices screen. Manual invoices are typically printed
after a manual invoice batch has been closed via Batch Management.

Before printing a manual invoice, verify that a saved set has been created and saved on the Output Invoice
screen. A manual invoice batch number is also required in order to print a manual invoice.

See the Reports & Forms chapter for information on invoice forms.
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DELETING A CUSTOMER RECORD

Once a customer record has been created, it cannot be deleted from the system. Customer records no longer in use,
however, can be deactivated by unchecking the Active box on the customer’s main (Primary Contact) screen.

CAUTION: Do not deactivate a customer record that contains outstanding items,
¢ including a balance or ads that are currently running or scheduled to run.
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ADS

This chapter includes information on creating ads; copying, repricing, stopping, and upselling ads, and
creating ad templates.

Several kinds of ads can be created in AMP:

m Classified Liner — An in-column line ad that is attached to a classification. Classified liner ads run in
the classified section.

m Classified Display — A display ad that can span more than one column and that is attached to a
classification. Classified Display (CD) ads run in the classified section.

m ROP — A display ad that does not necessarily run in the classified section.

B Unit-Based — An ad that is based on the number of units (per ad run) at a fixed price (e.g., 1000
units for five cents each).

m Gang Ads — A collection of ads with a similar theme. Gang ads are typically used for special or
promotional sections. Gang ads are comprised of gang piece ads and gang frames (ads):

* Gang Frame — The “container” to which gang piece ads are assigned. The gang frame ad must be
created and saved before gang-piece ads can be assigned to the frame. Gang frame ads are typically
priced at a free rate and assigned to a house account because the gang piece ads — not the gang
frame — are entered as billable ads.

* Gang Ad — An ad that is assigned — along with other gang ads — to a gang frame. Unlike
gang frame ads, gang piece ads are typically entered as billable ads. Gang ads are confined to the
schedule of the gang frame ad.

CREATING AN AD

Because each ad in the AMP system is tied to a customer, a customer record must exist in the AMP
database before an ad can be entered for that customer. (See the Customers chapter for customer details.)

How to Create an Ad:

1. Locate the customer. There are several ways to attach a new ad to a customer record:

B [Action. ) From Search Results Screen — Use one of the Find
- screens to search for the customer record. On the
MNew Class Liner Ad K .
New Class Display Ad search results screen, click the Action pop-up (shown
New ROP Ad

New Unit Based Ad at left) and choose the type of ad to create.

MNew Gang Frame Ad
New Gang Piece Ad

B[ rew From the Onscreen Customer Record — If the
. customer record is currently open, click the New
HWew Class Liner Ad h 1 f d h h f d
e menu (shown at left) and choose the type of ad to

New ROP Ad create.
Mews Umie Dasas Ad
Wenw Gang Frama Ad

New Gang Piece Ad
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AD SCREENS

Several screens are available for viewing various information about an ad. The top button bar contains
navigational buttons and a pop-up for moving to the desired screen.

NAVIGATING AD SCREENS

Users can navigate ad screens by using the screen navigation functions (described in the illustration
directly below) or by clicking a link to the desired screen (samples of screen links are shown on the Home
screen, described on the next page).

Available Screens

The screen pop-up contains the list of ad screens available to the user. To
open the desired screen, dlick the pop-up and choose the screen from the list.
The list of screens available in the pop-up list will vary, based on workflow.
The AMPConfig.xm| file defines the list of screens available to the user.

Home Screen

VA /| Click this button
j\ Previous ' Content / B ] MNext fogoto the Home
‘ s / screen (shown on
. ome
Previous Screen schedule i the next page).

(lick this button to go fo the Group Buy N
. g i ext Screen
previous screen in the ist Acjustments o
ﬁt?'e : (lick this button
/ ayments
z Summary fogoto thﬁ ant
— Insertion Inspector screen in the list.

Production Status
Histary

Extended Attributes
Pricing Detail
Publishing Detail

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Ads 169

HOME SCREEN

The Home screen functions as the “home base” during ad entry. The Home screen is used to enter the
ad information, print a job ticket, print or email a receipt, and link to screens for adding adjustments,
making payments, and setting insertion attributes and any optional customized (or “extended”) attributes

for the ad.

Functions on the Home screen are described in the illustration below. (Note that the default Home screen
is configured in the AMPConfigl.xml configuration file.) The various sections of the Home screen are
described in detail on subsequent pages.

Ad Order

Ad Schedule Information Adjustments & Payments
The publication, rate, run dates, and other information The ad's sort line, ad Adjustments and payments are applied to the ad
is sef in the Schedule area. The calendar allows for type, Set Aside status, via links fo the Adjustments and Payments screens.

scheduling the ad to run on an irregular schedule. tearsheet delivery

options, ad notes, and |7

other order-relafed  [rooanssss:
information is set in
the Order area.

Ad Receipt & Job
Ticket Info

{ Receipt and Job

Ticket links allow for

tind Mew Ad Recolvables Publishing Reports Tarks  Admin.-tesbor downloading an ad
—— receipt or job tickef, or

------ —— for sending a receipt via

email. Email options on

this screen are defined in

Wilma Flintstong

'-v-' 121 Ancky Or

fnn Arboe, M1 AR103

Previous

Sort Yard Wark$25/ne. mew, trim, Sand To Production Owarrida Billing Siza Nates th : y
3 & AMPConfig.xml file.
Ad Type | d Cassified Liners Y| Never Purge Columns 1.00 g
Sat Aside = Coupon Inches 162
Apcaunt A PV Limisg
. Tan Exempt
Ad Tak Adrmin Systen Administrato 484
etd - Placahaldar b
Salasperson  Admin Systemn Administrato o E R ok Ticker  Ermail Gecsin
T SRS ARt cZa [ dele Dt
Bill On | Last Day Override Ad Cost Tearshoets 0 Email To Wikma Flintstone
FRCENDA A0 Delivary | Frst Day 8] Address WilmaF@Bedrock com
Job Number Third Party
Content
Pub | 01 Fonesr o [« At 2011 |
Rate | € Clawsafied Word Ads #  Sun Mon Tin Wed Th Fr St
Start 47911 TFN 12
Step 4/15/11 User-Defined Cost Ml: 5 6 7 &8
| FERFFRRRETE
R 2 I i 0 200 0 22 2
9K W IT 3§ 103
Show Calendar Key -"" & a1 28 BN
J Extanded Attributes Yard Work
Publication Runs Start End Ins Cost $2sihr. mow, ftrim, weed
1 M- Sapt Wesl Oak
@01 Pioneer 2 amm 41511 19.00 X - ?534555-1212
“y02 TriCounty 4/1B/11 4/1B/11 17.50 X
O Pignésr Dsceola Editian 4/20/11 4/20/11 17.50 X

Ad Preview & Content

For a dlassified liner or classified display ad, a WYWIWYG
preview of the ad is shown. A link to the Confent screen
allows for entering ad content and adding graphics to the ad.

Insertion Inspector & Extended Attributes

Links to Insertion Inspector and Extended Attributes
screens let the user apply insertion attributes and any
extended (custom) attributes fo the ad.

Insertion Summary

This shows the run dates and fotal
insertion cost for each publication
in which the ad is scheduled to run.
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AD ORDER INFORMATION

Information about the ad order is specified in the Order section of the Home screen.

Save (Cancel\ (" Cancel Order (Customer\ | (Previous ) | Home T Next Home
Sort Yard Work$25/hr. mow, trim, we Send To Production Override Billing Size O Notes
= — . pn —
Ad Type | cl Classified Liners 3 Never Purge !  Columns 1.00 Enlt:jar any ad-specific notes in this
M ield.
Set Aside | = Coupon —  Inches 1.78
Account | 00045804 Acct #00045804 5] Heyesse - Lines| 15
[ s Tax Exempt
Ad Taker |_BEL Bel B "
: = Placeholder [ Words 1
Salesperson | - Fixed [ Receipt Job Ticket Email Receipt
Bill On |_Last Day +) Override Ad Cost Tearsheets 0 Email To Wilma Flintstone
Package ID 0.00 Delivery | LastDay 5]  Address WilmaF@Bedrock.com
Job Number Third Party

How to Enter Order Information:

1. Open the Home screen.
2. Configure the ad order information:

m Sort — The ad’s description. The sort line appears on various reports and forms, and can be
used to search for an ad based on the contents of the Sort field. The content of the Sort field
varies by ad type:

> For a classified liner or classified display ad, the Sort field is automatically
populated with the initial characters of the ad text; however, the contents of the
Sort field can be overridden. When a classified liner or classified display ad is
published, the sort line is used to sort the ad within the ad’s classification. )

» For ROP ads, gang ads, and unit-based ads, the contents of the Sort field is entered
by the user.

NOTE: Ads within a classification can be sorted by one of various methods, including
alphabetically (A-Z or Z-A, based on the contents of the Sort field), by ad size, by
customer ZIP Code, or by one of several other methods. A classification’s default sort
order is set by an administrative user on the Classifications setup screen.

m Ad Type — The type of ad.

m Set Aside — The ad’s Set Aside code, if it applies. Ads on Set Aside do not publish until the
Set Aside status is removed.

B Account — The account to which the ad belongs. This defaults to the account type specified
on the customer screen’s Defaults tab.

m Ad Taker — The user who entered the ad. This defaults to the name of the logged-in user.

m Salesperson — The ad’s salesperson. This defaults to the name of the logged-in user. The
salesperson is typically specified for purposes of reporting commission on ads.
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m Bill On — The ad’s billing preference. When the invoicing routine is run, AMP bills the ad
based on this setting.

e Placement — Bill the total ad cost on the day the ad was placed.

e First Day — Bill the total ad cost on the ad’s first run day.

e Last Day —Bill the total ad cost on the ad’s last run day.

e On Demand — Bill the ad “on demand” (typically used for ROP ads). On-demand ads

are billed when the invoicing routine is run with the Bill On option set to On Demand.
Bill-on-demand ads are billed for each insertion from the last time invoicing was run with
the Bill On Demand option.

> Example: If the ad’s total cost is $500; each day costs $100 to run. The ad can be
billed “on demand” to create five separate invoices or line items (on the statement),
each for $100.

B Package ID — If the ad is part of a multi-ad package, enter the package ID in this field.

® Job Number — The ad’s job number. This field is used for ads that have corresponding
job numbers in the PMP system.

m Send to Production — Check this box if AMP should include this ad in the export file for
PMP.

B Never Purge — Check this box if this ad should never be purged.

B Coupon — Check this box if the ad is a coupon. This attribute can be exported to a third-
party ad-dummying system so that coupon ads are flagged accordingly for the paginatior’s
information.

B Reverse — Check this box if the ad is a reverse-type ad. This attribute can be exported to a
third-party ad-dummying system so that reverse-type ads can be flagged accordingly for the
paginator’s information.

B Tax Exempt — Check this box if taxes should not apply to the ad.

m Placeholder — Check this box if this is a placeholder ad. This option is not typically used.

m Override Ad Cost — Check this box to override the ad’s cost in the field provided. The user

must have the appropriate level of system security to override the cost.

B Override Billing Size— Check this box to override the billing size. (The user’s permission
level determines whether the billing size can be overridden.) When this box is checked, the
blank fields beneath the checkbox become available for overriding the values in the secondary
Columns, Inches, Lines, and Words fields. If billing size has been overridden, the ad is
billed based on the overridden amounts.

Unchecking this box clears the overridden size values and bills the ad based on the size values
calculated by the system.

B Columns — The number of columns the ad spans.

m Inches — The ad’s depth, expressed in inches. (If ad depth is expressed in agates, Agates will
be displayed here.)

m Lines — The number of lines in the ad.

B Words — The number of words in the ad. If this is an ROP ad, the value in this field cannot
be modified.

® Modular — The pre-defined modular size of the ad. This field is not available for classified

liner ads.
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m Fixed — Check this box if the ad depth should be “fixed” at the specified values. This field is
available only for classified liner and classified display ads. This box must be checked before
the user can enter the fixed-depth value.

B Tearsheets — The number of tearsheets for this ad. (If a default tearsheet value is specified
on the customer and/or account screen, that value appears by default in this field.) The
specified tearsheet quantity appears on the Tearsheet Report.

m Delivery — Click the pop-up and choose whether the tearsheets should be delivered on the
first day the ad runs, the last day the ad runs, or every day the ad runs. This setting appears
on the Tearsheet Report.

B Third Party — The field is populated with the value that corresponds to the ad record

received from the ThirdPartyMonitor routine.

m Notes — Any freeform notes about this ad. Ad notes appear on the ad’s job ticket and are
passed to PMP.
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Downloading and Emailing an Ad Receipt

A receipt (in text format) can be downloaded to the browser or sent in an email.

m Downloading a Receipt — On the ad’s Home screen, click the Receipt link. AMP downloads the
receipt information to a new tab in the browser window.

® Emailing a Receipt — Email options are displayed on the Home screen if the function is configured

in the AMPConfig.xml file.

How to Email a Receipt:
1. On the ad’s Home screen, enter the following information:
+  Email To — The recipient’s name. This defaults to the customer name.

+ Address — The recipient’s email address. This defaults to the email address specified on
the customer screen.

2. Click the Email Receipt link.

AMP sends the receipt in an email. An attachment that contains the ad preview can be
included in the email if this option is configured in the AMPConfig.xml file.

Sample Email Receipt

Sample receipt information contained in an email is shown below.

NOTE: A list of HTML tags for use on receipts is available from MediaSpan.

Wilma Flintstone
173 Rocky Dr.
Ann Arbor, ML 48103

Dear Wilma,

This netice serves as your receipt fer Class Liner Ad #0@488955.
Your Ad will run 4 times beginning on 4/9/11.

Insertion Cost: 354.80

Adjustment Cost: $19.0@

Met Cost: 364.00

Prepaid Cost: $@.00

Amount Due: 364.00

Thank you for your patronage.

Yard Work
$25lhr. mow, trim, weed,
May-Sept. West Oak.
7345551212
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Downloading an Ad’s Job Ticket

A job ticket (in text format) can be downloaded from the ad’s Home screen to the browser.

How to Download a Job Ticket:

1. On the ad’s Home screen, click the Job Ticket link.

2. 'The job ticket information is downloaded to a new tab in the browser window.

Sample Job Ticket

Sample job ticket information is shown below.

NOTE: A list of HTML tags for use on job tickets is available from MediaSpan.

Job Ticket

ROP Ad #00057812

NOTES: These are the ad notes. Here are your ad notes.

Company MEDIASPAN Job Number
Name MARK BEST Slug Line
Number 03100017 Size
Phone (734)887-4400 Salesperson
EMail mbest@mediaspansoftware.com
Order Detail:
Publication Run Date Sec Page | Prod | Market
01 Pioneer
6/6/07 B MISC ALL
6/13/07 B MISC ALL
51 The News Advocate
6/6/07 A COMP | AFTE
6/7/07 A COMP | AFTE

Kind

FRON
FRON

CHUR
CHUR

Package
Test Job Ticket
Package
Debbie Bailey

Color

PBLU
PBLU

HALF
HALF

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Ads 175

AD CONTENT

Ad content includes text and any graphics that are added to the ad content for classified liners and
classified display ads.

Content Screen Overview

The illustration below depicts the functions on the ad Content screen. The Content screen is accessible by
clicking the Content link on the Home screen or by choosing Content from the screen pop-up.

Functions on the Content screen’s Text, Graphics, and Frame tabs are described in detail beginning on the

next page.

Text, Graphics, & Frame Tabs

These fabs are used fo enter and
format ad text, add graphics to the ad
content, and add a frame to the ad.

> —
save | [
FN

-
Cancel [ Cancel Order

Paste Special Info Into Ad Text

This pop-up allows for pasting the customer
address, phone, name, and other customer
information directly into the ad text.

- = -
Customer | I Previows |
% r % F,

Ad Preview

The Update Preview button
refreshes the WYSIWYG ad preview
to reflect changes in the ad content.

Download PDF
Download a PDF of the ad.

Upsell

This area shows

| Content

Graphics Frame | Paste Special
Classification | 120 Garage Sakes ]
SubClass 2|
Apply Template #H
Page Color #H

Header Hidden, CNck fa Shaow

ﬁsme G5 - Garage Sale &

Bady Meighbarhaod Yard Sale
Mise. household tems: jewelry, furniture, small
appliances, CDs & DVDs, bikes, tovs.
Fri-Bat-Sun Bam-d4pm
West Oak
{1 mi. ea. of 3rd & Main)
Early birds welcome!

H 7 I & ¥ =

Fort family = [Font size o £

EC

Footer Midden, Chick to Show

lacaholder for Tab -

Blind Dox o

Columns 1.00

Inches 1.22
Linas
Words
Fixed Depth

clussification-
specific prompts,
phrases, and ifems
1o remember

when entering ad
content. Click on the

[ Update Preview

Neighhoarhood Yard Sale
Misc. household items:
jewelry, furniture, small ap-
pliances, CDs & DVDs,

bikes, toys. Prompts, Phrases,
Fri-Sat-Sun 8am-4pm or Remember
Wast Oak heading to view the

(1 mi. ea. of 3rd & Main)

Mo bkt Wik s desired information.

INCLUDE IN AD TEXT: City - Address - Directions -
Phone - Date and time - Early birds? - Items - Brand
new or used items - Antiques / Collectibles - Jewelry -
Furniture - Housewares - Tools - Books - Movies -
Music - Clothing - Toys - Sporting goods

Header, Body, & Footer Fields

(licking the title shows the Style pop-up, text field, and rich-text
formatting options. The HBFMode settings inthe AMPCopnfig.xml file
control whether these headings are hidden or shown by default.

Rich Text Formatting

o Rich text formatting can be applied to
text in the Header, Body, and Footer
fields. Formatting options include
hold, italic, underline, strike-through,
superscript, and subscript styles; left,
center, right, and full text justification,
and font family and size seftings.

o The Eraser buton removes
the rich-text formatting.
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Text

Use the Text tab to set the ad’s classifications, apply an ad template, set page color, and enter ad text.

LEI (: .1nr|'l-:| i:nnrl'l Circler : {:: wshoemer :I | iPrnllnm.:: | Content ?| Newt [ Home
Graphics Frame | Pasie Special £ ["upsate Preview ) DEWOIoad POE
Classification | 120 Garage Sates |
SubClass Nelghborhood Yard Sale

Misc. household items:
jewelry, furniture, small ap-
pliances, CDs & DVDs,

Apply Template
Page Color

Header Hidden, Clck ta Show

bikes, toys.
Style | G5 - Garage Sale H F"'satv}E“::‘uaﬂL""‘Pm
as a

pody MNeighbarhaod Yerd Sele i i
Misc. hausehold ibems: jewelny, furniture, small (1 mi. ea. of 3rd & Main)
appiiances, CDs & DVDs, bikes, toys. Early birds welcome!
Fri-Bat-Sun Bam-4pm
Wwast Oak

{1 mi. ea. of Ird & Main)
Early birds welcoma!

INCLUDE IN AD TEXT: City - Address - Directions -
Phone - Date and time - Early birds? - Items - Brand
new or used items - Antiques / Collectibles - Jewelry -

Furniture - Housewares - Tools - Books - Movies -

e e S Music - Clothing - Toys - Sporting goods

Fort family = Font size o £

&
Footer Midden, Click to Show

Placeholder for Tab -

Blind Dox o
Columns 1.00

Inches 1.22
Linas

Wards

Fixed Depth

How to Use the Text Tab:

1. On the Text tab, configure the information described below.

m Apply Template — The saved template to apply to this ad. If using a template, choose the
template from the pop-up first (before entering further information on this screen).

m Classification — The ad’s classification.

m SubClass — The ad’s sub-classification, if any.

m Page Color — The ad’s background color.

m Style — The pre-defined style to apply to the ad. These styles are configured on the Style Sets
setup screen.

» Manual styling options can be applied to selected text via the styling tools located at
the bottom of the text field.
m Header/Body/Footer — The text for the ad’s header, body, and footer. If the header and
footer text do not require pre-defined styles, it is not necessary to enter text in these fields
(header and footer text can be styled in the Body field, which is a required field).
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Paste Special — This pop-up menu (right) allows for pasting
customer information into the ad text at the cursor point. Pasting
Blind Box and Auction Lot information into the ad text also assigns

Paste Special ¥

. . Address 1
the box or auction lot number to the ad. Use the Remove Blind Address 2
Box option to remove blind box information from the ad text. City, State

Company Name
Customer Name
Phone Number
Zip Code

Ad Number
Customer Number

Placeholder for Tab — The character that represents a tab stop
in ad-content fields (Header, Body, and Footer). The default
placeholder character is a tilde; this means that a tilde should be
used as a tab stop in the Header, Body, and Footer fields.

Example Blind Box Pickup

The Body field (below left) contains a tilde (the default placeholder E“”“_ Bf’f Mail
uction Lot
character) for each tab stop between Column 1 and Column 2 and
the Items in each column. E-mail
. . . URL
The ad preview are (below right) reflects the tab stops (tildes)
entered in the Body field.
Body Columnl~Column2 [ Update Preview |
Item~~Item
Item~~Item
Item~~Item Column1 Column2
%‘em””imm ltem ltem
tem-~Item ltem ltem
ltem ltem
ltem ltem
Item Item

Default Tab Stops
Tab-stop locations vary, based on whether the ad content uses a pre-defined style (style sets
can include default tab stops):

> If the ad content uses a pre-defined style (from the Style pop-up), tab stops are set
at every .1667-inch mark (or every pica).

> If the ad content does not use a pre-defined style (from the Style pop-up), tab
stops are set at every half-inch mark (or every three picas).

Blind Box # — The system-assigned blind box number, if it applies. Information in this field
is for display only and cannot be edited.

Columns — The ad’s column width, expressed in number of columns.

Inches — The ad’s depth, expressed in inches.

Lines — The number of lines in the ad.

Words — The number of words in the ad.

Fixed Depth — Check this box to specify the ad’s fixed depth, based on the values entered

in the Columns and Inches fields.

Update Preview — Updates the ad preview to reflect changes made to the ad.

m Upsell — The Classification Prompt, Prompts, Phrases, and Remember tabs show the upsell

information for the ad’s classification (if upsell information has been configured for the
specified classification).
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Graphics
Use the functions on the Graphics tab to create graphics folders, upload graphics, and add graphics and
picture boxes to ads.

NOTE: It is recommended that graphics for use in AMP are in JPEG or PDF format.

Creating a Graphics Folder

Graphics folders can be created for organizing graphics for use with AMP ads. Graphics can be used
system-wide for any AMP ads for specific customers or specific ads.

How to Create a Graphics Folder:

From the ad’s Content screen, click the Graphics tab.
Click the Add Graphic button.

On the Select Graphic screen, the Remote File Systems list shows the contents of the Uploads
folder. This folder contains the structure of folders and graphics from which the user can choose to
incorporate into the ad.

Use the radio buttons to navigate to the desired location of the new folder.
4. Click the Create New Folder pop-up and choose one of the following options:

m Using New Folder Name — Create a folder using the name specified in the New Folder
Name field.

Example — To create a folder named Credit Card Logos directly beneath the Uploads
folder:

+ Click the Uploads radio button (beneath Remote File Systems).

+ In the New Folder Name field, enter Credit Card Logos.

+ Click the Create New Folder pop-up and choose Using New Folder Name. The path
to the new folder appears in the To Selected Folder field (in the Upload area in the top
portion of the Select Graphic screen). Using this example, the To Selected Folder field
would read uploads\Credit Card Logos.

m For Customer — Tell AMP to create a folder for this customer’s graphics or for this

particular ad. A customer-specific folder will be named according to the customer number
and name. An ad-specific folder will be named according to the ad number.

Example — To create a folder for this customer (directly beneath the Uploads folder): :
+ Click the Uploads radio button (beneath Remote File Systems).

+ Click the Create New Folder pop-up and choose For Customer [customer number
and name]. The path to the new folder appears in the To Selected Folder field (in the
Upload area in the top portion of the Select Graphic screen). Using this example, the To
Selected Folder field would read uploads\[customer number and name].

[ Cancel 3| Initial Position: | topren
Ugplond & Local File Brovase

To Sslectad Foldar wplaads\Lancscaging
Lioload

| Crmate N Folder 24

[ uploads| ) 00022768 MEL e e P

- 0031301 MEE | for Customer (00045767 Wina Flintstans)
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Uploading a Graphic
A graphic can be uploaded to the AMP graphics library via the Upload function.

How to Upload a Graphic:

From the ad’s Content screen, click the Graphics tab.
Click the Add Graphic button.

3. On the Selected Graphic screen, navigate to the location of the graphic via the radio buttons
beneath Remote File Systems.

4. 'The path to the specified folder appears in the To Selected Folder field (in the Upload area in the
top portion of the Select Graphic screen).

5. Click the Browse button at the end of the Upload a Local File ficld.
Navigate to the location of the graphic and select the file.

On the Select Graphic screen, the path to the selected graphic appears in the Upload a Local File
field.

Click the Upload button (beneath the To Selected Folder field).

9. If the file was uploaded successfully, the message line indicates that the file was uploaded. The
upload path (beneath Remote File Systems) includes the name of the uploaded file, which has been
uploaded to the folder specified in step 3.

NOTE: The graphic file will be overridden if a graphic file with the same name was
already uploaded in the same AMPWeb session.

m The illustration below shows the mower.jpg graphic file that has been uploaded to the
uploads\Landscaping folder.

NOTE: Graphic filenames must include the file extension — such as .jpg or .jpeg — in
order to the graphic to be uploaded in AMP.

f Create New Folder ﬂ
| @ uploads|® Landscaping |O mcwer.jgeg|
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Adding a Graphic or Picture Box to an Ad

A graphic that has been uploaded to AMP can be incorporated into ad content via the Add Selected
Graphic function. A picture box can also be added to the ad content via the Add Picture Box function.

How to Add a Graphic or Picture Box to an Ad:

1. From the ad’s Content screen, click the Graphics tab.
2. To add a graphic, lick the Add Graphic button.

To add a picture box, click the at: pop-up and choose the position of the picture box in the ad
content (positioning options are shown below in the Initial Position pop-up list). Click the Add
Picture Box button (a picture box contains an X in the box). Then proceed to step 7.

3. On the Select Graphic screen, navigate to the location of the graphic via the radio buttons beneath
Remote File Systems.

4. Select the graphic by clicking the graphic’s corresponding radio button.

Click the Initial Position pop-up and choose the initial position of the graphic in the ad content.

Select Graphic

(Cancel b | [hdd Selected Graphic | Initial Position: = Top Center '+
‘Top Left
Upload a Local File Browse | Top Right
| Bottom Left
To Selected Folder Bottom Center

Upload

Bottom Right

6. Click the Add Selected Graphic button.

7. 'The selected graphic (or picture box) is incorporated into the ad content at the specified position.

The illustration below shows a graphic that has been placed in the top center position of the ad.

save ) ( Cancel ) [ CancelOrder ) (Customer ) | ( Previous ) | Content 15 (O Next Home
Text Frame Update Preview
Select Name Thumbnail Hide Positioner E
o mower.jpeg ’#
EAdd Graphic\ (Add Picture Box | [ Top Cer '+ ]
Maintain Aspect Ratio =] No Frame &
Crop [ H O
T @)
(Undo)) I_I -
KL\ I 1 Yard Work
f il - ;
Max Width I—ll_l O $25/hr. mow, trim, weed,
! P TP TR "
( Center Horizontally ) - May-Sept. West Oak.
f - “ W -
{ Center Vertically | I|_|I 734-555-1212

NOTE: The graphic’s position in the ad can be adjusted after the graphic has been

added to the ad content and the ad’s position and size have been adjusted as needed.

8. Repeat steps 2-7 to add additional graphics (or picture boxes) as desired.
9. Click the Save button.
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Adjusting a Graphic or Picture Box in an Ad

A graphic’s position and size (within the ad content area) can be adjusted via the functions available in the
Position & Size, Frame, and Actions sections of the screen.

("Add Graphie |

{"add Ficture Box |

Runarcund Tep

Maintain Aspect Ratic #

crop ¥

Undo
M Whdth
Center Horzantally

[ Cenver Yertically )

1.00
Left 1.00
Battom t 00
Right 1.00
Show Advanced &

Oirigin Across [0.00

Origin down L.00
Width 113,00
Height BE1.0D

Content

S e J

e e ——
{Sa [ Cancel Cancel Order 3 Custamer Tl Previous
Select Mame Thumbnail
= MW g o X

Top Led o6

1111930

Width 0

Fir To B
Fit To Ad

Choose Graphet File

" Update Preview |
B il

Hida Positioner

<€

Yard Work
S251hr. mow, Inm
May-Sept. West Oak

T34-566-1212

Hide Positoner ¥ ‘7

wead

r

Yard Wark

S26Mr.

Iigy-Sept VW

mow

est Dak

rm

T34 555-1212

Positioner

o Use the blue
positioner fo adjust
the graphic within
the ad. The Hide
Positioner button
is not checked hy
default so that the
positioner is shown,
The positioner must
be shown in order
for the graphic fo be
positioned.

o (hecking the
Hide Positioner
box removes the
blue positioner,
preventing the
graphic from being
positioned.

waad

How to Adjust a Graphic in an Ad:

1. Select the graphic to be adjusted, using the functions described below.

m Hide Positioner — Unchecking this box causes the blue positioner box to display (shown in
the illustration above); this enables positioning of the graphic. Checking this box hides the
blue positioner and disables positioning of the graphic.

Positioning the Graphic: Use the mouse to make these adjustments:

e To adjust the edges of the graphic, hover the cursor over the top, bottom, left, or right
edge of the positioner. The cursor changes to a positioning tool . Click, hold, and drag
the positioning tool to the desired position.

e To move the graphic, hover the cursor over the blue positioner box. The cursor changes to

a hand tool r&j . Click, hold, and drag the hand tool to move the graphic to the desired

location.

® Maintain Aspect Ratio — Check this box to maintain the graphic’s aspect ratio.

B Crop — Check this box to crop the graphic with the positioner tool. This box must be
checked before the positioner can be moved in order to crop the graphic.

® Undo — Undo the most recent change.

® Max Width — Set the graphic to the maximum width of the ad.

m Center Horizontally/Vertically — Center the graphic horizontally/vertically.
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B Runaround — The graphic’s top, left, bottom, and right runarounds, expressed in points.
m Show Advanced — Check this box to show these advanced options:

e Origin Across — The starting point of the graphic’s upper-left corner, from the ad’s left
margin. This value is expressed in points.

e Origin Down — The starting point of the graphic’s upper-left corner, from the ad’s top
margin. This value is expressed in points.

e Width/Height — The width/height of the graphic, expressed in points.

m Frame — Mark the radio button next to the frame style to apply to the graphic. Additional
frame options are available on the Frame tab.

m Width — The width of the frame, expressed in points.
m Fit to Box — Proportionally fit the graphic to the box.
m Fit to Ad — Proportionally fit the box to the ad.

m Choose Graphic File — Opens the Select Graphic screen for creating a graphic folder and/
or uploading a graphic.

2. Click the Save button.

Removing a Graphic From an Ad

Removing a graphic from an ad deletes the graphic from the ad content.

How to Remove a Graphic From an Ad:
1. From the ad’s Content screen, click the Graphics tab.

2. Click the (X ) Delete button that corresponds to the graphic to be removed. This button is located
next to the thumbnail of the graphic (to the left of the ad preview). The Delete button is circled in
the illustration below.

Save ( Cancel (" Cancel Order Customer | Previous | Content a Next Home
Text Frame | Update Preview
Select Name Thumbnail Hide Positioner ™
o] mower.jpeg #

Add Graphic Add Picture Box [ Top Lef b5 ]

Maintain Aspect Ratio [

Crop [

( Undo )

_ Yard Work

|

: i I' II

[ Max Width ) O i
H - $25/hr.  mow, trim, weed,
[l
[—

( Center Horizontally ) - May-Sept. West Oak.
- 7346551212

! P TR T
(" Center Vertically )

3. When prompted to confirm deleting the graphic, click the OK button.
Click the Save button.
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Frame

Use the Frame tab to add a frame to the ad and set the frame width and text inset.

{ save J 0 Caneel ) Cancel Order J Custamer 1| Previous | Cantent B D
Text Graphics

1111

Yard Work
$25thr.  mow, tim, weed
May- Sept. West Oak
Frama Width 3 7345561212
Taxt Inset 4

How to Add a Frame to a Graphic:
1. From the ad’s Content screen, click the Frame tab.

2. Set the frame options:
m Frame (Style) — Mark the radio button next to the desired frame style.

m Frame Width — The frame width, expressed in points.

m Text Inset — The text inset, expressed in points.

3. Click the Save button.
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Linking a Graphic to Use as a Complete Ad

The Link Graphic function allows for linking an ad to a graphic file that is the complete ad. This function
can be used for all AMP ad types.

The Link Graphic feature functions similarly to the existing Add Graphic feature, except that for linked
graphics:

m The width of the picture box for the selected image is set to the width of the ad.

m The height of picture box is scaled to maintain the image’s aspect ratio.

NOTE: Recommended graphic file formats are GIF, JPEG, and PDF. If the linked
graphic will be viewed on the Web, the format of the graphic file should be Web-

compliant.

How to Use the Link Graphic Function:

1
2.
3.
4

5.

From the ad’s Content screen, click the Graphics link.
On the Graphics screen, click the Link Graphic button.
From the Select Graphic screen, choose the graphic.
Click the Link Selected Graphic button.

Select Graphic

(Cancel ) | [ Link Selected Graphic

Upload a Local File Browse...

To Selected Folder

Upload

| Create New Folder

) Graphics| () 00045284 AMERICAN PRESS NIE
® 000 0029-2.1PG

() D0B51646 PLAY HOUSE

() 00651678.eps

() 00652200 06 Saturn Ion

AMP links the graphic to the ad and sizes it proportionally to fit in the ad content area.
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AD SCHEDULE

The Home screen’s Schedule area is used to schedule an ad that is not part of a group buy.

NOTE: If the ad is part of a group buy, set the ad’s schedule on the Group Buy screen.
The Group Buy screen is accessed by choosing Group Buy from either the screen pop-
up list or from the Pub pop-up list (shown in the illustration below).

Fsave | | Cancel || Cancel Grder | | Custamer | | Chrewsnus ) | Schedule ol (hewt 1 Home
Pub ' 01 Poneer :=| TFN r_“..\ .- 1 >
Rate | o Classified Word Ads # Usar-Dafined Cost Sun Mon Tue Wed Thy Fri Sat
Start 4911 12
Stop 4/15/11 Bl: = 5 z & @
op 415/
- Bl 2o o1s W
Runs 2 Bl 20 u s
: " Insertion Inspector Extended Attributes  Cantent s o 2r @68 s
Publication Runs Start End Ins Cost Show Calendar Key
=01 Fonesr | LI T § 4/15/11 19,00 N

Schedule Information

An ad’s schedule requires a publication, rate, start and stop dates, and number of runs.

How to Schedule an Ad That is Not Part of a Group Buy:

1. In the Home screen’s Schedule area, configure the schedule information:

B Pub — The publication in which the ad should be scheduled to run. If the ad is part of a
group buy, choose Group Buy from this list and proceed to the next page.

m Rate — The rate to use for determining the ad’s cost.

m Start — The ad’s start date. This defaults to the first available run date for the specified
publication. The start date can also be set by using the calendar. (See the next page for
information on using the calendar to schedule an ad.)

B Stop — The ad’s stop date. Entering a stop date (and exiting the Stop field) automatically
populates the Runs field. The stop date can also be set by using the calendar. (See the next
page for information on using the calendar to schedule an ad.)

B Runs — The number of times the ad is scheduled to run. Entering the number of runs (and
exiting the Runs field) automatically fills in the stop date.
m TFN — Checking this box marks the ad as a TFN ad. The date in the stop field is cleared,

and TFN appears in the Runs field. (For more information on TFN ads, see the TFN Ads
section in this chapter.)

NOTE: A TFN ad must use a rate that is configured to calculate TFN pricing.

B User-Defined Cost — Check this box to override the ad’s cost in the field provided. The
user must have the appropriate level of system security to override the cost, and the selected
rate must be configured to allow user-defined costs.

NOTE: The user-defined cost does not include adjustments, which are added on
the ad’s Adjustments screen.

2. To schedule the ad in additional publications, choose the publication from the Pub pop-up and set
the schedule for each publication in which the ad should run.

3. Click the Save button.
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Scheduling a Group Buy

An ad scheduled into more than one publication can be scheduled as a group buy. This allows for

scheduling an ad as part of a “package deal” when the ad runs in more than one publication. Scheduling

an ad as part of a group buy distributes the ad revenue among all the publications in the group buy.

Because a group buy represents a total cost for the publication “package,” adding or removing insertions

from a group buy does not change the price until the user adds or removes insertions that constitute
another full cycle. Until a full cycle is reached, AMP distributes the per-insertion cost among the
remaining insertions so that the per-insertion costs equal the total cost for the group buy.

Schedule Group Buy

3 b | Group Buy ﬂ | Next }{ Home

[ save | {Cancel ) [ Cancel Order | (Cusmmer | [ Previous

Group Buy |_wc Weekly Combo a ™ 08 Pioneer Osceola Edition
Rate |_cr_1 Combo rate + 152 West Shore Shopper
Start On or After 6/1/11 E

[[153 Benzie County Record Patriot

Number of Cycles 1 103 River Valley

User-Defined Cost ™ 02 TriCounty

e 104 Lake County Star
| Schedule Group Buy |

[C105 Pioneer East

How to Schedule an Ad As Part of a Group Buy:

1. Open the Schedule Group Buy screen by choosing Group Buy from either the screen pop-up list or
from the Pub pop-up list on the Home screen.
2. On the Schedule Group Buy screen, configure the group buy schedule.

® Group Buy — The group buy into which the ad should be scheduled. Choosing a group buy
displays the list of publications that are part of the group buy package.

m Publications — The publications in the group buy. Group-buy publications are usually pre-
determined but can be selected/deselected on this screen.

m Rate — The rate for this group buy.

B Start on or After — The first day that the ad should run.

m Number of Cycles — The number of cycles in the group buy. A cycle represents the number
of times an ad runs, based on the frequency of each publication in the group.

Example: Assume a group buy consists of these two publications:

+ Daily — Publishes six days per week. One cycle in the daily publication would consist of
six insertions: one for each of the six days the daily is published. Two cycles in the daily
publication would consist of 12 insertions: six insertions in the first (six-day) cycle, and
six insertions in the second (six-day) cycle.

+  Weekly — Publishes once per week. One cycle in the weekly publication would consist
of one insertion. Two cycles in the weekly publication would consist of two insertions.

B User-Defined Cost — Check this box to override the ad’s cost in the field provided. The
user must have the appropriate level of system security to override the cost, and the selected
rate must be configured to allow user-defined costs.

3. Click the Schedule Group Buy button. AMP schedules the ad accordingly and shows the Home
screen, where the group buy schedule is shown in the Insertion Summary section.
4. Click the Save button.

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Ads 187

TFN Ads

In order to understand how AMP handles TEN ads, it is important to know how they are affected by
scheduling, rate increases, publishing, and billing.

Scheduling

m A classified liner, display, ROD, or unit-based ad can be scheduled to run TEN.

m Marking the TEN checkbox schedules the ad from the start date through six weeks’ worth of available
insertions. When you run the publishing routine and close the publication in which the ad runs, AMP
extends the TFN schedule as necessary.

m ATFN ad runs undil it is stopped via the Stop Ad function.

m TFN is an ad-level attribute that cannot be set on a publication basis. This means that the same ad
cannot run as a TFN ad in one publication and a non-TFEN ad in another publication.

m ATEN ad cannot be scheduled as part of a group buy.

Example:

« Schedule an ad to run in a daily (seven days per week) publication that has no skip days.
Schedule the ad to run beginning January 1.

» Mark the TEN checkbox.
+ The calendar shows the ad scheduled to run from January 1 through February 11.

« When you close the January 1 issue, AMP adds one day (February 12) to the schedule.
When you publish the January 2 issue, AMP adds another day (February 13), and so on.

« If a TEN ad schedule runs over a skip (non-publish) day, AMP schedules the TFN

insertions accordingly around the skip day.

Rate Increases
m If an existing TFN ad should use a new rate immediately:
« Stop the ad.
+ Copy the ad.
« Reschedule the ad with the new rate.
m If an existing TFN ad should use a new rate on the rate’s effective date:
« Stop the ad.
« Copy the ad.
« Reschedule the ad to start on the rate’s effective date.

m If an existing TFN ad should continue using the old rate, no action is necessary.

Publishing

B When a publication with TEN ads is closed, AMP reschedules all TEN ads for the closed publications
that ran on the closed day(s).

m If an error occurs when closing a publication with TFN ads — even if the publication is marked
“closed” after the error occurs — contact MediaSpan support for help with re-closing the publication.
Billing
When running the invoicing routine and including TFN ads, mark the Include TFNs checkbox on the
Invoicing screen.
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Calendar

The calendar allows for scheduling ads to run on an irregular basis, such as on a specific day of the week
or on non-consecutive days. The illustration below describes the functions available on the calendar.

Previous Month
(lick < to show the previous month.

Next Month
Click > to show the next month.

Make Day of Week Available or
Unavailable for Scheduling
The day-of-week labels can be used to

"toggle” that day of the week hetween
“available” and “unavailable” for scheduling.

Example: To make all Sundays unavailable
for scheduling, click on the Sun label.

Calendar Key

o The key helps identify color-coded
days on the calendar.

Example: A day shaded light
green indicates a “scheduled”
day (i.e., o day on which the ad is
scheduled to run).

o Show and hide the calendar key
using the Show/Hide Calendar
Key button.

F T T
| Hide Calendar Key |

“Scheduled

[ scheduled, billed & ran

Scheduled & billed, has
not published

Scheduled after deadline,
has not published

Available for scheduling

Not available for
scheduling

Past deadline
[ published

Proof Published

Published by run ad utility
.Set aside

Ad is stopped, Insertion
not published

Customer on hold, Not
published or billed

Not published due to set
aside

Historical TEN day

Click Day to Schedule or
Remove From Schedule

(lick on a calendar day fo
schedule the ad fo run on that day.
Conversely, click on a scheduled
day to remove the ad from the
schedule for that day.

Note that an ad cannot be
scheduled to run if the publication
has heen closed and billed.

Deleting an Ad’s Schedule

To delete insertions from a publication, click the X (Delete) button that corresponds to the publication.
This Delete button (circled below) is on the Insertion Summary tab.

[sawe © ! Cancel | | Cancel trder | | Costamer 100 | Previoos, || Schedule ] [ went 11 Home |
Pub | 01 Poneer =| TFM r'_".'\l s
Rate | o Classified Ward Ads # Usar-Defined Cost Syn Mon Tue Wed Thy Fri Sat
Start 4911 12
&
Shop 4/15/11 Bl: = 5 z & -
- | PASFRFRSTE
Runs 2 Bl n u g
ertio " Insertion Inspector Extended Attributes  Cantent Il o 2 2 2530
Publicatian Runs start End Ins Cost Shaw Calendar Key
=01 Foneer | LI T § 4/15/11 1800 < N >

“—r
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Insertion Summary

The Insertion Summary shows information about the insertions for each publication in which the ad is
scheduled. For each publication, the summary includes the number of times the ad is scheduled to run,
the start and end dates, and the total insertion cost. The Insertion Summary tab can also be used to delete
publications from the ad’s schedule.

Insertion Inspector Extended Attributes Content
Publication Runs Start End Ins Cost
F oy Y
) 01 Pionear 2 4/9/11 4/15/11 19.00 (X
. P
(2)02 TriCounty 1 4/18/11 4/18/11 17.50 (X
— . - F Y
(7) 08 Pioneer Osceola Editian 1 4/20/11 4/20/11 17.50 X

Insertion Inspector

The Insertion Inspector allows for configuring various field settings at both the publication and insertion
levels. The Insertion Inspector must be used for unit-based ads, and can also be used for ROP ads,
classified liner ads, and classified display ads.

How to Use the Insertion Inspector:

1. From the Home screen, click the Insertion Inspector link
OR
From the screen pop-up, choose Insertion Inspector.

2. On the Insertion Inspector screen, check the box next to the publication and/or insertion for
which to specify the attributes:

> If attributes apply to all insertions in the publication, check the box next to the publication.

> If attributes apply to selected insertions, check the box next to each desired insertion.

NOTE: If attributes vary among the selected publications/insertions, the variance

is indicated by a series of dashes in the affected field(s). For example, if the selected
publications/insertions do not use the same rate, the Rate field shows a series of
dashes. In the illustration below, the dashes in the Rate field (circled) indicate that the
selected publications and insertions do not all use the same rate.

Csavr T | Cancel || Camcel Grder | | Custamer | | (Previous | | Insertion inspectar o3 | Rext || Home |
L JiA ' I J ! B J
3 ® 01 Pionesr Product =l
# Market al
M ari5i11 Kind 3+
Calor =
4 ™ 02 TRCounty ( :
o = 1]
M arianl
Section
1 F 08 Poneer Ofceals Edition
Page
M 420011
Job @
Guarantes  No &
Enrned Discount Yes =
Contract 8% 100,00

3. Specify the desired attributes for selected publications and/or insertions.

B Product/Market/Kind/Color — The product/market/kind/color code for the selected pubs/

insertions.
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m Rate: The rate for the selected pubs/insertions.

m Section and Page: The section and page. Specified section and page values appear on the
ad’s job ticket.

m Job #: The ad’s job number.

B Guarantee: Choose Yes to mark guaranteed placement based on the values in the Section
and Page fields. The specified guarantee option appears on the ad’s job ticket.

m Earned Discount: This option is not used.
m Contract %: The percentage that counts toward the customer’s contract.

® Units: The number of units. This field is available only for unit-based ads.

4. Click the Save button.

Extended Atiributes

Extended Attributes are used to apply additional metadata to the ad.

How to Apply Extended Attributes to an Ad:
1. From the Home screen, click the Extended Attributes link
OR
From the screen pop-up, choose Extended Attributes.
Apply the extended attributes accordingly.

B The illustration below shows an example of extended attributes that can be applied to an ad.
Extended attributes vary based on site configuration.

Extended Attributes

( Save ) ECanceI\' ECanceIOrder\ [Cusmmer\ | EPrevious“ rE:a:'(ended.iﬂ\tlrﬂ:mlesﬂ Next Home

Display [ all
[l Apply
[l Company Email address
[l Company Fax
[ Company Info
| Company Name
[l Company Phone
[l Contact Info
[ Location Address
M Location City
[ Location Country
[ Location State
[ Location ZIP
I Name
[ Pasting Address
Job Career Level '_ 12 Experienced (Non-Manac T]

::J

Job Category | None _
Job Industry | 48 Personal and Household ﬂ

Job Location West Oak
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AD ADJUSTMENTS

Adjustments are additional charges applied to the ad’s total cost. Adjustments can be applied to the ad
order, to the publication, or to one or more insertions. Adjustments can be applied either manually
during ad entry or automatically if the adjustments has been linked to an automatic adjustment.

NOTE: The ad’s schedule must be set before adjustments can be applied to the ad.

How to Add an Adjustment to an Ad Manually:

1. From the Home screen, click the Adjustments link in the top-right section of the screen

OR

From the screen pop-up, choose Adjustments.

2. On the Adjustments screen, any automatic adjustments are selected by default so that they are
applied to all of the ad’s publications and insertions. Uncheck the box next to each automatic
adjustment that should not be applied, and check the box next any adjustments to be applied.

For each selected adjustment, make any desired modifications to the number of units.

3. Click the Save button.

m The illustration below describes the functions on the Adjustments screen and how AMP applies each
type of adjustment.

Ad Order-Level Adjustment (Level 1)

o Applied to the entire ad order, regardless of the number of publications and insertions.
* (lick the = to turn the arrow downward ¥ to show pub-level and insertion-level adjustments.

Pub-Level Adjustment (Level 2)
o Applied to each publication in which the ad is scheduled.

o (lick the = to turn the arrow downward < to show inserfion-level adjustments.

Insertion-Level Adjustment (Level 3)

Applied to each insertion in each publication in which the ad is scheduled.

ave Cncel Cancel Order Customer | Previous [ Adjustments C]
Code Description
@] AFFA Affidavit
=] BILL Billed Charge
] BLIA Blind Box Mail
[ BLIN Blind Box PU
BOLD Bold
£ BOX Boxed
+ ™ ¢ co Check it out
1 v 01 Pioneer co Check it aut
™ 4/9/11 co Check it out
™ 4/15/11 Co Check it out
+ ™ 02 TriCounty co Check it out
™ 4/18/11 A Co Check it out
+ 08 Pioneer Osceola Edition co Check it out
™ 4/20/11 Co Check it out

Number Units Unit Cost Total Cost
12.00
1.50
10.00
5.00
2.50
1.00 2.50 2.50
1.50
1.50
1.00 1.50
1.00 1.50
1.00 1.50
1.00 1.50
1.00 1.50
1.00 1.50

Number of Units

By default, each selected adjustment
includes one unit. To change the numher
of units for an adjustment, enter the
number of units in the designated field.
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AD STYLE

The Style screen shows a preview of available ad styles and allows for applying a style to a classified liner or
classified display ad. The Style screen can also be used to send a customer an email that contains a preview
of one or more selected styles for the ad (for purposes of upselling the ad). AMPConfig.xml settings
determine whether email options are displayed.

NOTE: Styles shown on this screen are configured by an administrative user on the
Stylesheets setup screen.

':3‘?"“} {Cancel 1 { Cancet Oroer § [ Customer 3 | [ Previous || Style = E_} {“Home |
Email To Witma Flintstone Check Al
Address WamaFQREsIrock com Check None
Serd Email
Email Select Sty Taotal Amount Proview
4 = Custem 64,00
Yard Work
$26Mr.  mow, tnm, wead
Mary- Sapt Waest Crak
73455051212
Cd : Basic $61.50
Yard Wark
$25ihr. mow, Inm, wead
Mirg-Sapl. Wast Oak
7345661212

How to Use the Style Screen:
1. Click the screen pop-up and choose Style.
2. On the Style screen, enter/select the style options described below.
B Email Options — Allow for sending emailing a preview of each style selected on this screen.
e Email To — The recipient’s name. This defaults to the customer name.

e Address — The recipient’s email address. This defaults to the email address specified on
the customer screen.

e Check All — Click this button to check the Email box for each available style. If this box

is checked, the email will include a sample of all available styles.
e Check None — Click this button to remove the check mark from each Email checkbox.
e Send Email — Emails the selected style(s) to the specified email address.
B Select — Mark the radio button for the style to apply to the ad.

3. Click the Save button.
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AD PAYMENTS
Prepayments and refunds applied to an ad are made on the ad’s Payment screen.

Save IO Cancel 0 Carcel Grde 0L Customer PO Prevees S0 Payments 2 Ade S seiect maten
Select Paymient Trans & Armount  Dalke Bakch Dalets PO Huivber
Lo ch Check Unposied 2400 AFI5/11 25238 K Dowsdasd Prapgyment Daceind
-} J Mews
Payment Code Ch Chece Hl Card Type
Amgunt 54,00 Card #
Memo v
Expdration
Check B 458 Card Holder Hame
Chisck NEma Wilma Einfsone Addrade
Bank ID City Bass
Bank Acct & 123-4%% Oty
DL ® H1-957-654-331 Quiak State
Smate 4] e
Country
Tip
Raply

Authorization

How to Apply a Prepayment or Refund to an Ad:

1. From the Home screen, click the Payments link in the top-right section of the screen
OR
From the screen pop-up, choose Payments.
2. On the Payments screen, enter the purchase order number in the P.O. field if there is a purchase
order for this transaction.
3. Click the Add pop-up and choose the payment type:
m Payment — Apply a prepayment to the ad. These transactions are
contained in prepayment batches. . !

B Refund — Apply a refund to the ad. These transactions are contained
K Payment
in PCD batches. Refund
. . . . . Bill On Invoice
m Bill on Invoice — For TFN and Bill-on-Demand ads, bills the credit
card when the ad is invoiced. These transactions are contained in an
invoice batch.

4. On the Select Prepayment Batch screen, select a new batch or create a new one:
B Select Batch — Select an existing batch for this transaction and click the Select Batch
button, or ...
m Create Batch — To create a new batch, enter the following information, then click the
Create Batch button:
« Batch Date — The posting date. This defaults to the current date but can be modified.

« Batch Notes (Optional) — Any notes about the batch. The first few characters of this
field appear in the Notes column on batches found from a search in Batch Management.

NOTE: After the user selects or creates a batch, each additional payment the user
makes (before logging out of AMP) for various customers is automatically placed in
that batch unless the user selects a different batch.

5. Enter the payment information.
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Payment
Complete the information in this area for all transactions, regardless of transaction code:

» Payment Code — The code for this transaction. The specified code determines whether the
fields in the Check Entry or Credit-Card Entry area become available.

m Amount — The amount of the transaction. The amount in this field defaults to the amount of
the selected transaction.

m Memo — The memo for this transaction. (On the Find A/R Transactions screen, the user can
search for transactions based on the contents of this field.)

Check Entry

Information in this area must be completed for checks authorized via AMP. If AMP is not used
to authorize check transactions, the Check # field should be used to enter the check number for
purposes of searching for transactions by check number.

m Check # — The check number.

m Check Name — The name on the check.

m Bank ID — The name of the bank on which the check is drawn.
m Bank Acct # — The bank’s account number.

n DL # (Optional) — The driver’s license number of the name specified in the Check Name

field.
m State — The state in which the driver’s license number is issued.
Credit Card Entry

Information in this area must be completed for all credit-card transactions.

m Card Type — Displayed after the user enters a valid card number and exits the Card # field.

m Card # — The credit-card number as it appears on the card. AMP determines the validity of
the card-number format; it does not check the individual cardholder’s account for verification.
This field is required, regardless of whether or not AMPCCVerify is being used.

NOTE: If this is the first credit-card transaction for this customer, this number
becomes the default number for all subsequent credit-card transactions for this
customer. If more than one type of card has been used to enter credit-card transactions
for this customer, the last-used card is used.

m CIV — The card’s security code. (Some card issuers refer to this as the CID code).

m Expiration — The credit card’s expiration date. This field is required, regardless of whether or
not AMPCCVerify is being used.

m Card Holder Name — The name of the credit-card holder.
m Address — The cardholder’s address.
m City — The cardholder’s city.

m Quick State — Choosing the state from the pop-up list will populate the State and Country
fields when the customer is saved.

m State — The cardholder’s state.
m Country — The cardholder’s country.
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m ZIP — The cardholder’s ZIP Code.

m Reply Authorization — Displays AMPCCVerifyServer’s response regarding approval or denial
of the request to authorize this transaction. The Save and Authorize Card function must be
invoked in order for AMP to display the reply.

m Save and Authorize Card — Save the transaction and request authorization. This triggers
AMPCCVerifyServer to send a request to the third-party authorization program for a response.
AMP displays this response in the Reply Authorization field.

6. Click the Save button.

Downloading a Prepayment Receipt

A prepayment receipt (in text format) can be downloaded from the ad’s Payments screen to the browser.

How to Download a Prepayment Receipt:

1. On the ad’s Payments screen, click the Download Prepayment Receipt link.

2. 'The receipt information is downloaded to a new tab in the browser window.

Sample Prepayment Receipt

Sample prepayment receipt information is shown below.

NOTE: A list of HTML tags for use on receipts is available from MediaSpan.

MediaSpan

P.O. Box 9785

Ann Arbor, MI 48103

Phone: 734-887-4400

Fax: 734-662-5204
www.mediaspansoftware.com

MARK BEST
MEDIASPAN

333 Jackson Plaza
Ann Arbor, MI 48103
(734)887-4400

ROP Ad #00057812 Summary:

Publication Cost  $2927.00 Payment Date 6/1/07

Adjustments $400.00 Amount $-3327.00

Net Cost $3327.00 Description Prepayment from AMPWeb
Prepaid Amount  $-3327.00 Payment Type ca Cash

Amount Due $0.00

Order Detail:

Publication Start | Stop | Insertions Cost | Adjustments Total

01 Pioneer 6/6/07 | 6/13/07 2 1463.50 200.00 | 1663.50
51 The News 6/6/07 | 6/7/07 2 1463.50 200.00 | 1663.50
Advocate
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AD PRODUCTION STATUS

AMP tracks production status for ROP and unit-based ads that are linked to ads in the
ProductionManagerPro (PMP) system. The Production Status screen shows the PMP status of the ad,
along with a preview of the ad. The Production Status screen also provides a link to a PMP login screen.

How to Use the Production Status Screen:

1. Click the screen pop-up and choose Production Status.

B The illustration below describes the functions on the Production Status screen.

Production Status

The status of the ad in the PMP
system s displayed in the Status
section. A Production Status is
not tracked for this type of Ad
message displays if PMP does
not track the status of this ad.

Production Graphics

If a preview of the proof is available, it displays
here. In order for the preview to display on this
screen, however, the ad preview must be created
in the PMP client application.

Link to PMP

The ProductionManagerPro link connects
to PMP. Clicking this link opens the login
screen for access fo the PMP portal.

~

e O Yy S T | . o O Y
\ ([ save | (Cancel | [ Cancel Order | f{ Customer | | ([ Previous | | Production Status 4_/2 Next Home
ProductionManagerPr *

Production Status is not tracked for this type of Ad.

AD HISTORY

The History screen shows the history of actions performed on an ad from the time ad was placed until the
time the ad is closed.

m To view the history of an ad, click the screen pop-up and choose History.

{("save | Cancel | [ Cancel Order | | Customer || | Previeus § | History Sl Wext T rome

e S : ¥ - . Skl Wbt
Time User Description Elapsed
3/30,/11 07:19:46 AM Admin PMaced Ad Drder Oh:44
34730711 11:06:20 AM Admin HeloggedChanges 00:14
330711 12 600 PH Admin KologpedChanges 241328
/30711 01:16:57 P Admin hologgedChanges 0i:33
3730411 B1:18:47 PH Admin Words Change: number of words changed from 20 to 12 10:12

Lines Change: number of Bnes changed from 7 o &
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AD PRICING DETAIL

The Pricing Detail screen shows a breakdown of charges applied to the ad for each insertion in all

publications in which the ad is scheduled to run.

m To view the ad’s pricing detail, click the screen pop-up and choose Pricing Detail.

Pricing Datail

M wave { Cancel | Cancel Ovder 1 customer 3 Previoos ) [ Pricing Detail

Sl mewt 1 Home §

Pulrlcabion

01 Pionear

01 Pioneer

01 Pioneer

02 TrCounty

02 Trlounty

08 Pionear Osceola Edition

08 Moneer Osceala BEdison

Diata
419711

4715711
4f15/11
4718711
471811
4720711
4720711

AD PUBLISHING DETAIL

The Publishing Detail screen shows the run date, proof-publish date, proof-publish batch number, and

final-publish date for the ad.

m To view the ad’s publishing detail, click the screen pop-up and choose Publishing Detail.

m To view the information in the proof-publish batch for this ad, click the link in the Proof Publish

Batch column.

Typa

IMSEFTIOn

Imsertion

Insartion adjusument
Imsertion

Ingartion adjustmant
IMSEFTIOn

Imsertion adjustment
crder adjustmant

prder adjustment

Dascription
£l Classified 'Word Acs
cf Classified Word Ads
CO Cheick I£ out

cr_1 Combo rate

CO Chack if gt

er_1 Combao rate

CO Chieck T out

PICT Class Picture
BOX Bowed

9.50
9.50
1.50

17.50

1.50

17.50

1.50
3.00
2.50

Publishing Detail

Save Cancel Cancel Order Customer Previous | Publishing Detail
( save ) ( Cancel )} ) ¢ R ) |

5] ('Next ) ( Home )

Publication
01 Pioneer
01 Pioneer
02 TriCounty

Run Date
4/9/11
4/15/11
4/18/11

Proof Publish Date
4/13/11

Proof Publish Batch
1703

Final Publish Date
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GANG FRAMES & GANG ADS

Gang frames and gang ads allow for grouping ads together for a “signature page.”

A gang frame is an AMP ad that functions as a “space reservation” for gang piece ads that are assigned to
the frame. A Memorial Day page, for instance, might consist of a full-page frame (the gang frame ad) that
contains several ads (gang pieces).

Example: The daily publication will include a special Memorial Day section that includes in the classified
section a full-page signature page with several Memorial Day ads. This means that two types of ads must
be created for the Memorial Day signature page: a gang frame ad and the individual gang ad pieces that
will be associated with the gang frame.

Creating Gang Frames & Gang Ads

Creating gang frame ads and gang ad pieces follows the same basic procedures as creating any other type
of AMP ad, with these caveats:

m The gang frame ad must be created and saved before any gang ad pieces can be created and associated
with the gang frame.

m Because a gang frame is technically an ad, the gang frame is billable and can be priced at a given rate.
If the gang frame ad should not be priced, however, the gang frame ad should be assigned a free rate.

B A gang ad’s schedule cannot be changed because its schedule is confined to the gang frame’s schedule.
If the gang frame is scheduled for five Fridays, for example, the gang piece must be scheduled for those
same five Fridays.

How to Create a Gang Frame Ad:
1. Find the customer or create a new one.
2. Create a new gang frame ad.

3. On the Home screen, enter the information for the gang frame ad. Use other ad screens as
necessary to configure the ad.

4. Save the ad.

5. After the gang frame ad has been saved, gang piece ads can be created and assigned to the frame.

How to Create a Gang Piece Ad:

1. Find the customer or create a new one.

2. Create a new gang piece ad.

3. On the Select Gang Frame screen, click the Order # link for the gang frame ad. This assigns the
gang piece ad to the gang frame ad.

Select Gang Frame

{ Customer
Order # Slug Start/Stop
00409010 ABD Gang 4/20/11-4/20/11
00409018 Labor Day 2011 5/27/11-5/27/11
00409038 Memaorial Day 2011 5/26/11-5/31/11

4. On the Home screen, enter the information for the gang piece ad. Use other ad screens as necessary
to configure the ad.

5. Save the ad.

Repeat steps 1-5 to create and assign other gang piece ads to the gang frame.
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COPYING AN AD

Copying an existing ad clones the ad’s properties and creates a new ad record.

Note the following about copied ads:

B An ad must be saved before it can be copied.

m A copied ad inherits the properties of the existing (saved) ad EXCEPT for the ad’s schedule, Insertion
Inspector, manual adjustments, and payments. Any automatic adjustments applied to the original ad
are applied to the copied ad.

m Copied ads will be discounted based on customer-default settings rather than on the original ad’s

discounts.
How to Copy an Ad:
1. Open the ad to be copied.
2. From the main menu, choose Ad > Copy Ad.
3. Schedule and price the ad.
4. Make any desired modifications to the new (copied) ad.
5. Save the new ad.
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STOPPING AN AD

Use the Stop Ad function to stop an ad manually before it reaches its stop date.

How to Stop an Ad:
1. Open the ad you wish to stop.
2. From the main menu, choose Ad > Stop Ad.
3. On the Stop Ad screen, enter/select the information described below.

Stop Ad

r A 4 Y T
(Stop Ad | {Cancel ] | (Customer

Immediately O
Run through ® 11/5/2010

Do Not Reprice O
Reprice For Actual Insertions ©

1000 News Democrat & Leader ¥

1003 News Democrat Website ™

1201 The Tri-County Marketplace TMC ¥
1300 The Daily Sentinel ¥

B Immediately — Stop the ad immediately.

B Run Through — The ad’s last run date. The ad will publish through the date entered in this
field.

m Do Not Reprice — Do not reprice the ad. If this button is marked, the customer will be
charged for all insertions of this ad, including insertions that scheduled to run beyond the
date for which Stop Ad is run.

m Reprice For Actual Insertions — Reprice the ad for insertions that ran. If this button is
marked, AMP charges the customer only for the number of times the ad was published.

NOTE: If a TFN ad is stopped, all runs that are not billed will be repriced.

B Stop in Publications — Stop the ad in the selected publications. By default, all publications
in which the ad is scheduled to run are marked so that the ad is stopped in all publications.
As desired, uncheck the box for each publication in which the ad should NOT be stopped.

4. Click the Stop Ad button.
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UPSELLING AN AD

The Upsell Scheduler projects the cost of the ad based on several factors, including the number of runs in
a given publication. Because rates are usually structured to offer better pricing for an increased number of
runs, using the Upsell Scheduler can determine those savings.

How to Upsell an Ad:

1. Open the ad to upsell.
2. From the main toolbar, choose Ad > Upsell Scheduler.

3. 'The Upsell Scheduler screen reflects the ad’s schedule, regardless of whether the ad includes
scheduled run days — if you open the Upsell Scheduler for an ad that has no scheduled run dates,
the schedule information on the Upsell Scheduler screen will be blank. This allows for adjusting
values for projecting the ad’s cost.

Enter/select the upsell information described below.

{"Use This Schedule | | Cancel Schedule Changes |
Pub Code 01 Pub Cost
Dascription Monsar 01 Pianeer 13.00
Seart Data |5/2511 - 02 TriCounty 15.00
Rate | o Classified Waoed Ads ¥ Total 18.00
Run& § . r
Columna 1.00 —l—
Words 9 m
Modular Sies
Salect Sehad Pub Start Rata Runs Cont
e 01 Plonder Lrasf11 il 1 13.00
il 02 TriCounty 5/30/11 el 1 1 15.00

B Pub Code & Description — The code and description for the publication in which the ad is
scheduled (based on the selected pub in the Available Publications list).

m Start Date — The first date the ad is scheduled to run. If the ad did not have a schedule
when you opened the Upsell Scheduler, the ad’s first available run date will appear in this
field. If the ad had a schedule when you opened the Upsell Scheduler, the ad’s first scheduled
run date will appear in this field. If desired, change the start date to be the first date the ad
should run.

m Rate — The rate assigned to this ad.

B Runs — The number of times (insertions) the ad should run. Either enter the number of runs
or use the A and ¥ buttons to adjust this number incrementally. As this number is adjusted,
the amounts in the Cost Summary area are adjusted accordingly.

m Lines/Words/Inches/Agates — The number of units in the ad, based on the unit of measure
being used. Either enter the number or use the A and ¥ buttons to adjust this number
incrementally. As this number is adjusted, the amounts in the Cost Summary area are
adjusted accordingly.

B Cost Summary — The per-pub and total costs of the ad, based on the values in the above
fields.

NOTE: Adjustments are not included in these amounts displayed on this screen.

Proprietary Information of MediaSpan Group, Inc.



202 AdManagerPro 5.2 — Ads

B Available Publications — The publications available for upselling the ad. Mark the Select button to
display upsell information for that publication. Check the Sched box to add a publication’s schedule.

4. Click the Use This Schedule button to apply this schedule to the ad.

To cancel schedule changes made on this screen, click the Cancel Schedule Changes button.
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AD TEMPLATES

Ad properties can be saved to an ad template for future use when entering ads.

SAVING AN AD AS A TEMPLATE

Saving an ad as a template lets the user determine whether the template will be available for all
classifications or for only specific classifications or customers.

NOTE: Ad templates can be saved for classified liner and classified display ads.

How to Save an Ad as a Template:

1. With the ad onscreen, from the main menu, choose Ad > Save as Ad Template.

2. On the Save Ad Template screen, configure the information described below.

Save Ad Template

Save Cancel

e I e
Ad Template Name YardSale

Visible to this Customer only

102 General Merchandise

103 Employment

101 Real Estate Rentals/Sales
108 Recreational Vehicles

109 Lots/acreage for sale

106 Automotive

107 Service Related

104 Garage Sales

105 Pets

ODROOO0OCOOO

® Ad Template Name — The name of the template. After the template has been saved, the
name of the template appears in the Apply Template pop-up list on the ad’s Content screen.

B Visible to This Customer Only — Check this box if this template can be used for only this
customer’s ads. If this box is not checked, this template can be used for any customer’s ads.

B Limit to Classifications in Upsell Groups — To limit this template to only the
classifications that are part of the upsell group, check the desired box(es). If all of these boxes
are unchecked, this template will be available for all classifications.

3. Click the Save button.
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APPLYING A TEMPLATE TO AN AD

Applying a template to an ad causes the ad to inherit the properties of the applied template.

Select Ad Template

( Cancel ) (Apply Selected Ad Template ) | [ Action ﬂ

Neighborhood Yard Sale
Misc. household items:
jewelry, furniture, small ap-
pliances, CDs & DVDs,
bikes, toys.
Fri-Sat-Sun 8am-4pm
West Oak
(1 mi. ea. of 3rd & Main)
Early birds welcome!

YardSale

Sample color ad

Color Ii ified li
olor liner for classified liner

Sample reverse ad
for classified liner

R Ad A Tee.
Sverse this is how it will look

How to Apply an Ad Template:

1. On the ad’s Content screen, click the Apply Template pop-up and choose Select From Preview.

2. On the Select Ad Template screen, click the radio button that corresponds to the template to be
applied to the ad.

3. On the ad’s Content screen, the ad preview reflects the properties of the applied template.

4. Click the Save button on the Content screen to save the ad with the newly applied template.

RENAMING AN AD TEMPLATE

Renaming an ad template changes the name of the template in the Apply Template pop-up list on the ad
Content screen.

How to Rename an Ad Template:

1. On the ad’s Content screen, click the Apply Template pop-up and choose Select From Preview.
2. On the Select Ad Template screen (shown above), click the radio button that corresponds to the
template to be renamed.
3. Click the Action pop-up and choose Rename Selected Ad Template.
4. When prompted to enter a new name, enter the new template name in the New Name field.
| Concel l
Current Mame "2rdSale
Hew Mame CarageSae
(Seve ew tiame
5. Click the Save New Name button.
6. The AMP message line indicates that the template has been renamed.
7. Click the Cancel button on the Select Ad Template screen.
8. On the ad’s Content screen, the Apply Template pop-up list reflects the new template name.
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DELETING AN AD TEMPLATE

Deleting an ad template removes the template from the Apply Template pop-up list on the ad Content
screen.

How to Delete an Ad Template:

1. On the ad’s Content screen, click the Apply Template pop-up and choose Select From Preview.

2. On the Select Ad Template screen (shown above), click the radio button that corresponds to the
template to be deleted.

Click the Action pop-up and choose Delete Selected Ad Template.
The AMP message line indicates that the template has been deleted.

Click the Cancel button on the Select Ad Template screen.

AN NS

On the ad’s Content screen, the Apply Template pop-up list no longer includes the name of the
deleted template.
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QUICK GUIDE FOR AD ENTRY

These steps provide a quick guide for performing the basic procedures necessary to enter and save an ad.
Detailed procedures for each of the steps outlined below can be found earlier in this chapter.

8.
9.

Search for an existing customer record or create a new one.
Create a new ad.

If creating a gang frame and gang pieces, create the gang frame ad first; then create the gang ad
pieces.

Go to the Home screen.

In the Order section, enter the information about the ad order.

For an ROP, unit-based, gang frame, or gang ad piece, enter the ad’s description in the Sort field.
In the Schedule section, set the ad’s publication schedule and assign a rate.

For a classified liner or classified display ad, click the Content link and enter the ad content (text,
graphics, frame). For an ROP ad, the Content screen is not available.

Verify Insertion Summary and Insertion Inspector information and make any desired modifications
to these settings.

On the Extended Attributes screen, set any attributes that apply to the ad.

Add any adjustments on the Adjustments screen.

10. Apply any prepayments on the Payment screen.
11. Save the ad.
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SEARCHES

Customer and ad information stored in the AMP database can be located by performing a search via the
options available in the Find menu.

THE “FIND” MENU

The Find menu provides access to the various Find screens for searching for information stored in the

AMP database.

Each Find screen contains search options specific to the type of search: a customer search, for instance,
provides options for finding a customer by phone number, first name, last name, company name, and
other customer information. A Set Aside search provides options for finding ads placed on Set Aside based
on whether the ads were entered on, before, after, or between a range of dates. Other Find screens provide
search options for locating information specific to ad orders, customer accounts, and ads to be solicited

for future advertising, among others.
m

Customers
Orders

Accounts

Last X Ads

Set Aside Search
Solicit Search
Reservation Query
ASR Transactions
Circulation

Ad Text

My Accounts

My Ads

My Contracts

My Comments

While each Find screen contains options that are specific to the type of information you want to find,
many search functions can be found on all of the Find screens.
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SEARCH FUNCTIONS

All Find screens require user-defined search criteria and include functions described below.

m Search Criteria — All Find screens contain fields and pop-up lists for entering and selecting search
criteria specific to that search. The Find A/R Transactions screen, for example, allows for specifying the
transaction number or check number when searching for a transaction. The Memo option can be used
to find a transaction based on the text entered in the transaction’s Memo field.

Find A/R Transactions

Search { Clear |

Transaction #
Check # 12345

Memo | Contains [ +]

Find
m “Search” Button — Executes a search based on the search criteria specified ]
_ ) X o Customers
on the Find screen. After entering the desired search criteria, press the
Enter/Return key (or click the Search button) to begin the search. Orders
Accounts

m “Clear” Button. Clears the search criteria from the Find screen so you can
re-enter search criteria and perform another search.

SEARCH TIPS

m Search first; enter an ad later. It is best to search for a customer before entering an ad for that
customer. This helps prevent creating duplicate customer records.

B More search criteria returns more specific results. If, for example, when searching for a customer,
you enter jones in the Last Name field, search results will show customers with the last name of Jones.
The more specific the criteria, the longer the search will take, however.

Conversely, entering minimal search criteria returns broader search results. For example, if you enter
jo in the Last Name field, search results will show customers with last names beginning with jo:
Johnson, Jones, Jordan, etc. Broader searches take less time to return results than narrower searches do.

B One search at a time. If searching for ads placed on Set Aside and also for ads with the word
“babysitter” in the ad text, perform two searches: one Set Aside search and one Ad Text search.

B Go Green. The last-used search screen appears in green in the Find menu. Clicking on the green
Find text automatically opens the last-used search screen, which retains the most recent search criteria
entered on that screen. The illustration at right shows that the last-used search screen was the Find
Orders screen. In this example, clicking the green Find opens the Find Orders screen with the last-used

search criteria intact.
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SEARCH RESULTS

Search results are displayed at the bottom of the Find screen. Results of a customer search, for instance,
are displayed in the Find Customer Results area on the Find Customers screen.

The illustration below depicts search results from a customer search. Search results vary, based on the type
of search performed.

Links
Links provide access to a particular item:
o (licking the Customer # link opens the Customer screen.

o (licking the Email link opens the user's default email
program and backfills the To: field with the email address
shown in the Email column. Bulk email can be sent
from Solicit, My Accounts, My Ads, My Contracts, and My

Comments search results screens. See Sending Bulk Email

(on the next page) for more information.

Find Customer Results

Company
REGIONS FINANCIAL e = Tl S T z
coan 955-MULTI MEDIA MANAGEMENT s [T —— i
= Mew Chass Display Ad
:T’h il E .Mn o O65-VERTIS MEDIA/THN/RITE AID (51B)373-0419 Mow 200 Ad ? :1
CCOUNTS PAYABL
Mew Unit Based Ad
| 1 965-1MAGE MEDIA SERVICES, INC (703)893-B080 Mew Sang Frame Ad |5
! Mew Gang Piece Ad
Customier
Contacts
. ACCounts
Action Conracts

Display Acoount

The Action pop-up provides a list of actions that paral lnvaces
can be performed on that item. Choosing Display

Account, for example, opens the customer’s Display

Account screen directly from the list of search results.
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SENDING BULK EMAIL FROM SEARCH RESULTS

Bulk email can be sent from the search results screen of Solicit, My Accounts, My Ads, My Contracts, or
My Comments searches. The bulk email function also allows for including an email attachment.

How to Send Bulk Email:
1. Run a Solicit, My Accounts, My Ads, My Contracts, or My Comments search.

2. On the Results screen, check the Email box for each desired email recipient.

NOTE: The Email checkbox is gray — and no email address is shown in the Email
column — if an email address has not been entered on the customer screen.

Find Customer Results

103 Customers found | send fmail | f:nw-.m_‘_ [ Chack None |

Email Cusipmer 8 ¢+ HName Company Ehana EMail
L d SUSAN MYERS {313)555-1212
B rrrrry AMY SMITHSON [¥34)555-1212
SELECT CARE
PALIL VORHEES DUTPATIENT PHYS (215)555-1212
THERAPY
ROMN ANGLE INTERIOR DESIGN [J9H]555-1212

e Use the Check All or Check None button to check/uncheck all Email boxes as desired.
3. Click the Send Email button.
On the Send Email screen, enter the desired text in the email’s Subject and Body fields.

If including an attachment, enter the path to the file, or click the Browse button to locate and
select the file to attach.

A. Click the Upload button to upload the file.

B. Repeat step 5 to add other attachments. Use the Remove All button as necessary to remove
all uploaded attachments.

Send Email to 70 Accounts

Send Cancel

Remaove All

Subject Memorial Day Weekend Special Ad Rates

MNaone
Body Dear Customer,
We appreciate your advertising in our Upload a Local File /DailyNewsMemorialDayRatv | Browse... |
publication, and would like to extend an offer to .fm\.

take advantage of several discounted
advertising rates available for our Memorial Day
issues.

By taking advantage of these special haliday-
weekend rates, you can save up to 25% off of
our regular advertising rates, and enter a
drawing to receive a free quarter-page color ad
in any of our publications.

We hope you will take advantage of this special
advertising offer. Please contact your ad sales
representative or call our Ad Sales Department
at 555-1212 for more information.

Thank you for your business.

6. Click the Send button to send the email.
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FINDING CUSTOMERS

Use the Find Customers screen to find customers based on a variety of search criteria.

How to Find Customers:

1. From the main menu bar, click Find > Customers.

2.  On the Find Customers screen, enter the desired search criteria, as described below.

Phone | Starts With (8] | ] WebAdType | Business
First Name  Contaire 5 Hockey
Last Mame | Contains 18] flintstone Living
Company Mame  Contains b3 MNews
Email Address  Contains 2 Sports

Customer Service User ID | Contains |5 |
Account Name  Contains 5
Account ¥
Altermate Account &
Customer #
Tax ID

Primary Contacts Only

m Pop-Ups — For fields that contain these pop-ups, the options are:
> Is — Search for items that match the value you enter in the field.
> Starts With — Search for items that start with the value you enter in the field.
» Ends With — Search for items that end with the value you enter in the field.
» Contains — Search for items that contain the value you enter in the field.

B Phone — The customer’s phone number.

m First/Last Name — The customer’s first/last name.

m Company Name — The customer’s company name.

B Email Address — The customer’s email address.

m Customer Service User ID — The login ID for AMPWebCS. This is the User ID field on
the AMPWebCS login screen.

B Account Name — The customer’s account name.

B Account # — The customer’s account number.

B Alternate Account # — The customer’s alternate account number.

m Customer # — The system-generated customer number assigned to the customer.

B Tax ID — The customer’s tax ID number.

B Primary Contacts Only — Check this box if the search results should display only the
customer’s primary contact if the customer has more than one contact.

B WebAdType Attributes— In the above example, the WebAdType attribute has been defined
as a pick list — which includes Business, Hockey, Living, News, and Sports — on the
Attributes setup screen.

3. Click the Search button.
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FINDING AD ORDERS

Use the Find Orders screen to find ad orders based on a variety of search criteria.

How to Find Ad Orders:

From the main menu bar, click Find > Orders.

2. On the Find Orders screen, enter the desired search criteria, as described below.

Find Orders

S ' C )

earch lear
Ad #

Sort Line | Contains |5 1 Super 8 Motel

Ads Starting ¥ | Before I+ 7/1/2010 and
Ads Stopping | On F+1 and
Ads Taken || On 51 and
Ads Running || On 4 and
Publication | 1000 News Democrat & Lead ] Job Number
Ad Type | CLO1 Classified Liner 01 ] PO Number
Salesperson | I+ Box Number
Ad Taker | '+

ROP !
Classified Liner ¥
Classified Display [

Unit Based [

B Ad Number — The ad number assigned to the ads.
m Sort Line — The ad’s sort line.

NOTE: The sort line for a classified liner ad defaults to the first few words of the ad
text. The sort line for an ROP ad is manually entered in the Sort field during ad entry.
The sort line for an ad that is a graphic — an ad that does not contain manually-
entered text — defaults to the path of the graphic.

B Ads Starting/Stopping/Taken/Running — The date range of the ad’s start/stop/taken/run
date(s).

m Publication/Ad Type/Salesperson/Ad Taker — The publication/ad type/salesperson/ad

taker assigned to the ads.
B Job Number — The job number (from the Ad Detail screen in ad entry).
m P O. Number — The purchase order number (from the Payments screen in ad entry).

B Box Number — The blind-box number (from the Content screen in ad entry).

3. Click the Search button.

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Searches 213

FINDING ACCOUNTS

Use the Find Accounts screen to find customer accounts based on a variety of search criteria.

How to Find Accounts:

1. From the main menu bar, click Find > Accounts.

2.  On the Find Accounts screen, enter the desired search criteria, as described below.

Find Accounts

Search  Clear |

aw

Account Type | |
Business Unit| DEFAULT Heartland Publications f

- SR

am

Phone Contains

First Name Contains

Last Name Contains

Company Name Contains

BlESlEaIEs e

Email Address ' Contains |
Customer Service User ID | Contains %]

Account Name | Contains |+

Account #

Alternate Account #

Customer #

Tax ID

m Account Type — The account type.
B Business Unit — The account’s business unit.
® Phone — The phone number of the account’s primary contact.

m First/Last/ Company Name — The first/last/company name of the account’s primary
contact.

B Email Address — The email address of the account’s primary contact.

m Customer Service User ID — The login ID for AMPWebCS. This is the User ID field on
the AMPWebCS login screen.

B Account Name — The customer’s account name.

B Account # — The customer’s account number.

m Alternate Account # — The customer’s alternate account number.

m Customer # — The system-generated customer number assigned to the customer.

B Tax ID — The customer’s tax ID number.

3. Click the Search button.
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FINDING THE LAST “X” NUMBER OF ADS TAKEN

Use the Find Last X Ads screen to find the last X number of ads taken by a specified AMP user.

How to Find Last X Ads:
1. From the main menu bar, click Find > Last X Ads.

2. On the Find Last X Ads screen, enter the desired search criteria, as described below.

Find Last X Ads

‘Search ) (Clear )
Find last 10 ads for | Admin System Administrator| %]

RoP "

Classified Liner ™

Classified Display [

Unit Based

m Find Last / Ads For— The last number of ads taken by the user specified in the pop-up list.
If, for example, you want to find the last 10 ads taken by the user named Admin, enter 10

and choose Admin from the pop-up list.
m ROP/Classified Liner/Classified Display/Unit Based — Check the box next to each ad
family to include in the search.

3. Click the Search button.
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FINDING ADS ON SET ASIDE

Use the Find Set Aside screen to find ads on Set Aside.

How to Find Ads on Set Aside:

1. From the main menu bar, click Find > Set Aside Search.

2.  On the Find Set Aside screen, enter the desired search criteria, as described below.

Find Set Aside

Search { Clear |
Find '_ Ads Entered On =5 ] 10/18/2010 and

Ad Taker Admin System Administrator & |
Set Aside Code | pay Waiting on payment 4]
Only show [| ads that have expired in the last 0 days

ROP

Classified Liner
Classified Display
Unit Based

= = = =

m Find— Search for all ads or entered on/before/after/between the specified date range.
B Ad Taker — The ad taker who entered the ads.
B Set Aside Code — The Set Aside code assigned to the ad.

B Only Show Ads That Have Expired .... Ads that have expired in the last X number of days.
Check the box and enter the number of days. If, for example, you want to find ads that have
expired in the past ten days, enter 10 in this field.

m ROP/Classified Liner/Classified Display/Unit Based — Check the box next to each ad

family to include in the search.

3. Click the Search button.
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FINDING ADS TO SOLICIT

Use the Solicit Search screen to find ads that meet your criteria for soliciting continued business from

existing advertisers.

How to Run a Solicit Search:

1.

From the main menu bar, click Find > Solicit Search.

2. On the Solicit Search screen, enter the desired search criteria, as described below.

Solicit Search

Coarch ¥ 1 Cloar )
Search Clear

Last Called | On 1 and

Next Called | On 1 and

Ads Starting || Does Not Have ] [on =3 and
Ads Stopping || Does Not Have B4 (On & and
Ads Taken (|| Does Not Have ] [on =3 and
Ads Running || Does Not Have B4 (on & and
Salesperson | ) ROP ¥
Ad Taker | B Classified Liner ¥
Publication | B Classified Display ™
Ad Type | = Unit Based ¥
Classification | 52

Include Customers Marked As 'Do Not Solicit' [

m Last / Next Called— The last/next call dates (from the customer Contacts screen).

m Ads Starting/Stopping/Taken/Running — The date range of the ad’s start/stop/taken/run
date(s).

B Restrictions — The item(s) to which the search should be restricted. For example, to restrict
the search to a specific publication and ad type, choose these items from the pop-up lists.

m ROP/Classified Liner/Classified Display/Unit Based — Check the box next to each ad
family to include in the search.

B Include Customers Marked as ‘Do Not Solicit’ — Check this box to include customer
accounts marked Do Not Solicit (on the customer Contacts screen).

Click the Search button.
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RUNNING A RESERVATION QUERY

Use the Reservation Query screen to find ads that have been reserved. This query lets you find ads using
attributes entered on the Insertion Inspector screen.

How to Run a Reservation Query:

1. From the main menu bar, click Find > Reservation Query.

2. On the Reservation Query screen, enter the desired search criteria, as described below.

Search  Clear |

Run Date 95/15/2010

Salesperson | F

Ad Taker I+

Publication 1000 News Democrat & LeadT]
Account Type s

2l

Ad Type ND National Display

&

Classification
Product 1089 Car Care
Market |
Kind |
Color | FULL Full/Process Color
Section

Ar| A [an]| | aw

Page

=

ROP

Classified Liner
Classified Display
Unit Based

(] @O

B Run Date— The ad’s scheduled run date. You must enter a run date. All other information
on this screen is optional.

m Salesperson/Ad Taker— The salesperson/ad taker assigned to the ad.

B Publication — The publication in which the ad is scheduled.

m Account/Ad Type/Classification — The account/ad type/classification assigned to the ad.
B Product/Market/Kind/Color — The product/market/kind/color code assigned to the ad.
m Section/Page — The section/page assigned to the ad on the Insertion Inspector screen.

m ROP/Classified Liner/Classified Display/Unit Based — Check the box next to each ad
family to include in the search.

3. Click the Search button.
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FINDING A/R TRANSACTIONS

Use the Find A/R Transactions screen to find ads based on transaction number, check number, and/or

memo information.

How to Find A/R Transactions:
1. From the main menu bar, click Find > A/R Transactions.

2.  On the Find A/R Transactions screen, enter the desired search criteria, as described below.

Find A/R Transactions

& R 3
_ Search } [ Clear )

Transaction #
Check # 123

Memo | Contains %] cashier's check

B Transaction #— The system-assigned transaction number (from the customer’s Display

Account screen).

B Check # — The check number (from the Payments screen).

B Memo — Click the pop up and choose whether the contents of the Memo field (from the
Payments screen) is/starts with/ends with/contains the value specified in the available field.

3. Click the Search button.
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FINDING CUSTOMERS IN CIRCULATIONPRO

Use the Circulation Search screen to find customer records stored in the CirculationPro database. If
the customer record exists in the CirculationPro database, a new AMP customer can be created using
information from the CirculationPro subscriber data.

How to Find Customers in the CirculationPro System:

1. From the main menu bar, click Find > Circulation.

2. On the Circulation Search screen, enter the desired search criteria, as described below.

Circulation Search

(" Search ) ( Clear )
First K Address
Last Stoinoff City
Company State
Phone Zip
Email

m First — The customer’s first name.

Last — The customer’s last name.

Company — The customer’s company name.
Phone — The customer’s phone number.
Email — The customer’s email address.
Address — The customer’s address.

City — The customer’s city.

State — The customer’s state.

Zip — The customer’s ZIP Code.

3. Click the Search button.

4. Search results are displayed on the Circulation Search Results screen.
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CIRCULATION SEARCH RESULTS

The Circulation Search Results screen shows a list of subscribers found in the CirculationPro database.

m To view subscriber details, click the View link in the Detail column. This opens the Circulation
Subscriber Detail screen for that subscriber.

1 Subscribers found
Name T Company Address Phone Dietall
STOINGFF, KEVIN 3515 INVERNESS DR, ANN ARBOR, MI 48104

Circulation Subscriber Detail

The Circulation Subscriber Detail screen shows the subscriber’s contact and subscription information and
allows for importing subscriber information from the CirculationPro database into the AMP database as a
new customer record.

Use the buttons and links described below to perform the desired functions on this screen.

["Girculation Search Results 100 Wew Customes with this Subscriber data |
First KEVIN Address 1515 INVERNESS DR
Last STOINGEF City ANN ARBOR
Compamy State ™I
Phone Zip 46104
Call
Fax
Email
Account Publication Status Paytype Coples Beelivery Diays Expiration CircPro
13501 MediaSpan Messanges Active Frn 1 Prsizal SMTWTFS O1/23/2011

B Circulation Search Results — Shows the Circulation Search Results screen.

m New Customer With This Subscriber Data — Creates a new AMP customer using the information
shown in the top portion of the Circulation Subscriber Detail screen. When this button is clicked,
AMP creates a customer record and opens the customer’s Primary Contact screen.

NOTE: Because this is a new AMP customer record, the customer information must

be saved in AMP.

m View — Logs the user into CirculationPro and displays the subscriber screen.

NOTE: In order for AMP to log in to CirculationPro, these settings must be
defined by an AMP administrative user:

* The CirculationPro user ID and password. These are defined on the Users
setup screen’s CirculationPro tab.

* The CirculationPro URL. This is specified on the Site Information setups
screen’s Circulation tab.
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FINDING ADS BY AD TEXT

Use the Ad Text Search screen to find ads based on ad text.

How to Find Ads by Ad Text:

1. From the main menu bar, click Find > Ad Text.

2. On the Ad Text Search screen, enter the desired search criteria, as described below.

Ad Text Search

7 Y
"Search | Clear

Search for Babysitter
Search in | Header  [4]
Running between 11/1/10 and 11/30/10
Classification | 6028 Help Wanted - General (HW) I:]

m Search For — The ad text for which to search.
B Search In — Choose to search for the specified text in the ad header, body, or footer.
® Running Between — The date range for which the ad is scheduled to run.

m Classification — The ad’s classification. If you do not specify a classification, AMP will
search all classifications.

3. C(lick the Search button.
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FINDING MY ACCOUNTS

Use the My Accounts screen to find accounts associated with your AMP user (login) ID.

How to Search for My Accounts:

1. From the main menu bar, click Find > My Accounts.

2. On the My Accounts screen, enter the desired search criteria, as described below.

Business Unit

999 M5 Corporate

{earch | | Clear |
Salesperson Admin System Administrator >
Last Called on % and
MNext Call an =¥ and
Account Type TRAN Transient

Last Name Contains 18

Company Name  Contains 2]

City
State

Starts With 18]
Starts With k8

ZIP Code '
Area Code

Starts With
Starts With |

#| a8
+
Over Credit Limit by 10.00

Haold

NOTE: Search results may vary, based on whether the user performing the search
has the appropriate level of system security. In other words, if the user performing
the search does not have access to business units or to another user’s accounts, that
information will not appear in the search results.

Salesperson — The salesperson whose accounts you want to find.

Last / Next Called— The last/next call dates (from the customer Contacts screen).
Account Type — The account type assigned to the salesperson’s accounts.
Business Unit — The business unit assigned to the salesperson’s accounts.

Last/Company Name — The last/company names.

City/State/ZIP/Area Code — Click each pop-up as desired and choose whether the item is/

starts with/ends with/contains the values entered in the field(s).

m Over Credit Limit By — The amount by which this salesperson’s accounts are over their
credit limits. For example, if you want to search for accounts that are 10.00 over their
respective credit limits, enter 10.00 in this field.

m Hold — Check this box to include accounts marked as 7 Collection, Do Not Publish, or No
New Ads on the Account Detail screen.

3. C(lick the Search button.
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FINDING MY ADS

Use the My Ads screen to find ads associated with your AMP user (login) ID.

How to Search for My Ads:

1. From the main menu bar, click Find > My Ads.

2. On the My Ads screen, enter the desired search criteria, as described below.

[ Myass

Publication | 01 Pioneer

Account Type |
Ad Type |
Product |
Market |

Kind |

ESJES|ES|ESJEses|ElEs

Color |

Section

Page

rop ™

Classified Liner ™
Classified Display ™
Unit Based Ig

Search Clear
Salesperson |_Admin System Administrator =
Published '_ After ? 4/1/2011 and
Taken | On [ and
Stopping | On ?1 and
Ad Taker |

NOTE: Search results may vary based on the security level of the user performing the
search. If the user performing the search does not have access to another user’s ads,
that information will not appear in the search results.

m Salesperson — The salesperson whose ads you want to find.

m Published/Taken/Stopping— Ads that were published/taken or are stopping on, before,

after, or between the specified dates.

m Ad Taker — The ad taker whose ads you want to find.
m Publication — The publication for which the ads were scheduled and/or published.

B Account/Ad Type— The account/ad types.

® Product/Market/Kind/Color — The product/market/kind/color code assigned to the ad.

m Section/Page — The section/page assigned to the ad on the Insertion Inspector screen.
m ROP/Classified Liner/Classified Display/Unit Based — Check the box next to each ad

family to include in the search.

3. Click the Search button.
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FINDING MY CONTRACTS

Use the My Contracts screen to find contracts associated with your AMP user (login) ID.

How to Search for My Contracts:
1. From the main menu bar, click Find > My Contracts.

2. On the My Contracts screen, enter the desired search criteria, as described below.

(Search ) (Clear )
Salesperson | JE Jane Doe 3
Active ™| Between 3] 10/1/2010 and 10/1/2011
Expiresin  Days

NOTE: Search results may vary, based on whether the user performing the search has
the appropriate level of system security. In other words, if the user performing the
search does not have access to contracts created by another user, that information will

not appear in the search results.

m Salesperson — The salesperson whose contracts you want to find.
m Active — Check this box to find only contracts that are active on, before, after, or between

the specified dates.
m Expires in X Days — The number of days before the contract expire. This number is based

on the system date.

3. Click the Search button.
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FINDING MY COMMENTS

Use the My Comments screen to find comments and reminders associated with your AMP user (login)

ID.

How to Search for My Comments:

From the main menu bar, click Find > My Comments.

On the My Comments screen, enter the desired search criteria, as described below.

My Comments

CSearchl (CIE.‘ir} | (New User Commentj
Created By | JE Jane Doe |
Last Edited By | Bob Bob Manager B
Assigned By | )
Remind User | 1)
Comment Type | B
Created |/ On 2 -
Remind !/ On 2 and
Due M/ Before  [+] 11/1/2010 and

Include Account Comments/Reminders Include Comments ™
Include Contact Comments/Reminders

Include User Comments/Reminders

Include Reminders ™

= = =

NOTE: Search results may vary, based on whether the user performing the search has
the appropriate level of system security. In other words, if the user performing the
search does not have access to comments or reminders created by another user, that
information will not appear in the search results.

B Created/Last Edited/Assigned By — The user(s) who created/last edited/assigned the

comments.
B Remind User — The user who is set to be reminded about the comment.
B Comment Type — The comment type assigned to the comment.

B Created/Remind/Due — Check each box as desired to find comments created/scheduled to
remind/due on, before, after, or between the specified dates.

m “Include” Options — Mark each box next to the comments/reminders to include in the
search.

Click the Search button.
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RECEIVABLES

AMP receivables functions include tasks that must be completed for AMP accounting purposes in

conjunction with your standard accounting practices. AMP receivables tasks include entering payments,
credits, and debits; managing transaction batches; generating invoice, statement, and past-due reminder
forms; managing customer accounts, and generating reports for tracking and balancing your receivables.

While some of these receivables functions are performed on a daily basis, others are performed as
necessary or as part of regular monthly accounting tasks.

MONTHLY ACCOUNTING TASKS

Although basic accounting tasks may vary, (e.g., generating past-due reminders may not be part of your
business practices), these AMP tasks should be performed on a regular (monthly) basis. Procedures for
completing these tasks can be found in this chapter, unless otherwise noted below.

;]

(W

L

ENTER PAYMENTS, CREDITS, AND DEBITS. These transactions are organized into batches that can be
managed to segment payments, credits, and debits according to payment type, date of entry, the
user who entered the transaction, and/or location (if applicable).

REVIEW AND CLOSE BATCHES. Batch-related procedures are done via Batch Management.

RUN THE INVOICING ROUTINE. Run invoicing to mark eligible ads as having been invoiced.
Optionally, after generating invoices, output the invoice forms for mailing.*

GENERATE PAST-DUE REMINDERS. Run the Past Due Reminders routine for customers with overdue
balances. Optionally, after generating reminders, output the reminder forms for mailing.*

AppLy SERVICE CHARGES. Run Service Charges to apply service charges to eligible account types.

WRITE OFF ACCOUNT BALANCES. Run Auto Writeoff to write off balances for past-due invoices and
other amounts that cannot be collected.

CLOSE THE ACCOUNTING PERIOD. This prevents transactions from being applied to a closed period
and triggers AMP to calculate customer aging balances.

GENERATE STATEMENTS. Run the Statements routine to generate customer statements. Optionally,
after generating statements, output the statement forms for mailing.*

RUN RECEIVABLES REPORTS:*

(d  AcGING — Shows account transactions aged through the end of a specified
accounting period or date. A Quick Aging report shows aged account information
based on the date the accounting period was closed.

(d  Periop-To-DatE REVENUE — The detailed report provides a detailed accounting
history based on accounting period or date. The summary report provides
summarized period-to-date information based on accounting period.

[ REecoNcILIATION — Shows beginning and ending balances for an accounting period,
and breaks down totals by invoices, payments, credits, and debits.

(d CustoMER LEDGER — Shows account and transaction information, including the
batch number and memo line for each transaction shown on the report.

NOTE: Totals on the Aging, Period-to-Date, and Reconciliation reports should match
for a given accounting period.

* See the Reports & Forms chapter for information on generating these items.
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ENTERING PAYMENTS, CREDITS, & DEBITS

Payments, credits, and debits are typically applied to overdue balances on invoices and/or accounts after
the invoicing routine has been run. Payment, credits, and debits are usually entered via the Quick Entry
screen but can also be entered on the customer’s Display Account screen. (See the Customers chapter for
information on entering a payment, credit, or debit using Display Account.)

This section describes procedures for entering a payment, credit, or debit using Quick Entry.

NOTE: Payments differ from prepayments, which are applied to ads during ad entry (before
invoicing is run). See the Ads chapter for information on applying a prepayment to an ad.

QUICK ENTRY

Use the Quick Entry screen to enter payments, credits, and debits to a specific account number or invoice
number. Because Quick Entry transactions are tied to an account or invoice number, you must have the
account or invoice number in order to apply payments, credits, or debits via Quick Entry.

How to Enter a Payment, Credit, or Debit Using Quick Entry:

From the main toolbar, choose Receivables > Quick Entry.

2. On the Quick Entry screen, enter the account or invoice number:

{ Search } [ Clear 1]

{ Apply To Selected Ar.wunl.:

Account # 44918 Account # 00044918
Invoice # Account Balance $1756.45
P,

[ Select Bate h}

No selected Batch,

B Account # — The account number to which to apply the payment, credit, or debit.

Entering a payment, credit, or debit to an account number applies the payment, credit, or
debit “on account.” When a payment, credit, or debit is applied “on account,” AMP applies
the payment, credit, or debit to outstanding balances, in order from the oldest to the newest
balance.

Entering an account number activates the Apply to Selected Account button.
m Invoice # — The invoice number to which to apply the payment, credit, or debit.

Entering a payment, credit, or debit to an invoice number applies the payment, credit, or
debit to the specified invoice.

Entering an invoice number activates the Apply to Selected Invoice button.

Click the Search button. AMP searches for the information and displays it onscreen.

To apply the payment, credit, or debit to the invoice or account number, click the Apply to
Selected Invoice or Apply to Selected Account button.

To apply the payment, credit, or debit to a batch, click the Select Batch button. This opens the
Select Batch screen, which allows for applying the payment, credit, or debit to a new or existing

batch.
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SELECTING A BATCH

The Select Batch screen shows any open batches to which the payment, credit, or debit can be added. If a
payment, credit, or debit is being made to a manual invoice, for example, AMP opens the Select Manual
Invoice Batch screen (shown below). Similarly, if a payment, credit, or debit is being made to an invoice,
AMP opens the Select Payment, Credit, or Debit Batch screen.

Saloct Manual Involce Batch P

[Cancel | [ Select Batch |
Salect Batch Description Batch Dabe Period Start End Notes
= 947 M1 Batch 9472 213711 1102 2/1/11 22811 Preprints
G447 M1 Batch S447 11723710 oBp 211710 12731710

:.-‘_'l eale Bu!r.h%‘-
ekl asks
Batch Date 2/28/11
Batch Notes

How to Select a Batch:

1. On the Select Batch screen, click the Select button that corresponds to the batch to which the
payment, credit, or debit is to be added.

NOTE: Only open batches are available for selection. Payments, credits, and debits
cannot be applied to closed batches.

2. Click the Select Batch button.

3. On the Payment/Credit/Debit Transaction screen, enter the transaction information.

CREATING A BATCH

A batch can be created from the Select Batch screen or from the Batch Management screen.

How to Create a Batch:
1. From the Select Batch screen or the Batch Management screen, click the Create Batch button.

2. On the Create Batch screen, enter the information described below.

Create Batch

Create Cancel

Batch Type | Manual Invoice =
Batch Date 1/25/11
Batch Notes J2n. Preprints

m Batch Type — The type of batch. See the chart below for batch types.
m Batch Date — The posting date. This defaults to the current date but can be modified.
m Batch Notes (Optional) — Any notes about the batch. The first few characters of this field
appear in the Notes column of batches found from a search in Batch Management.
3. Click the Create button.

4. 'The new batch is added to the list of batches on the Batch Management screen. The batch remains
empty until an AMP user selects the batch and adds transactions to it.
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Payment/Credit/Debit Transaction Screen

When a payment, credit, or debit is being applied, the Payment/Credit/Debit Transaction screen appears.
This screen appears after the user selects or creates a batch from the Quick Entry screen.

Payment/Credit/Debit Transaction

Y

(Retain Transaction ) (Discard Transaction

Transaction Code 340k Check ™ el
Amount -76.00 Card #
Date Received 3/7/11 civ
Description Expiration
Memo Card Holder Name
Address
Check # 123

Check Name Wilma Flintstone City
Bank ID City Bank Quick State

Bank Acct # 123-456 State 11
DL # MI-987-654-321 Country
State MI Zip
Reply

Authorization

Batch Number 9451
Description PCD Batch 9491
Batch Date 3/7/11

Period 1103 MAR 2001
Period Start 3/1/11
Period End 3/31/11
Notes

How to Enter Transaction Information:

1. Enter the transaction information in the Transaction area.

For a cash payment, only the Transaction area needs to be completed. For check or credit-card
transactions, complete the information in the Check Entry or Credit Card Entry area.

Transaction
Complete the information in this area for all transactions, regardless of transaction code:

m Transaction Code — The code for this transaction. The specified code determines whether the
fields in the Check Entry or Credit-Card Entry area become available.

m Amount — The amount of the transaction. The amount in this field defaults to the amount of
the selected transaction.

m Date Received — The date the payment, credit, or debit was received. This defaults to the
current date.

m Description —A description of the transaction.

m Memo — The memo for this transaction. (On the Find A/R Transactions screen, the user can
search for transactions based on the contents of this field.)
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Check Entry
Information in this area must be completed for check transactions:
m Check # — The check number.
m Check Name — The name on the check.
m Bank ID — The name of the bank on which the check is drawn.
m Bank Acct # — The bank’s account number.

n DL # (Optional) — The driver’s license number of the name specified in the Check Name

field.
m State — The state in which the driver’s license number is issued.
Credit Card Entry

Information in this area must be completed for all credit-card transactions if AMPCCVerifyServer
is being used to authorize credit-card transactions:

m Card Type — Displayed after the user enters a valid card number and exits the Card # field.

m Card # — The credit-card number as it appears on the card. AMP determines the validity of
the card-number format; it does not check the individual cardholder’s account for verification.

NOTE: If this is the first credit-card transaction for this customer, this number
becomes the default number for all subsequent credit-card transactions for this
customer. If more than one type of card has been used to enter credit-card transactions
for this customer, the last-used card is used.

m CIV — The security code on the back of the card. (Some card issuers refer to this as the CID
code).

m Expiration — The credit card’s expiration date.

m Card Holder Name — The name of the credit-card holder.
m Address — The cardholder’s address.

m City — The cardholder’s city.

m Quick State — Choosing the state from the pop-up list will populate the State and Country
fields when the customer is saved.

m State — The cardholder’s state.
m Country — The cardholder’s country.
m ZIP — The cardholder’s ZIP Code.

m Reply Authorization — Displays AMPCCVerifyServer’s response regarding approval or denial
of the request to authorize this transaction. The Save and Authorize Card function must be
invoked in order for AMP to display the reply.

m Save and Authorize Card — Save the transaction and request authorization. This triggers
AMPCCVerifyServer to send a request to the third-party authorization program for a response.
AMP displays this response in the Reply Authorization field.

2. To save the transaction to the batch, click the Retain Transaction button.

To cancel the transaction, click the Discard Transaction button.
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Selected Batch

This area displays information about the batch to which this transaction will be added when the
user clicks the Retain Transaction button.

If the information in this area appears incorrect (e.g:, the wrong batch was selected for this
transaction), click the Discard Transaction button. This returns the user to the Display Account
screen, from which another batch can be selected for the transaction.
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BATCH MANAGEMENT

Batches contain individual transactions (payments, credits, and debits) that are applied to customer
accounts. The Batch Management screen is used to create new batches and search for existing ones. There
are several types of batches, each with a status that indicates the current status of the batch.

BATCH TYPES

Each batch is labeled by type so that transactions contained in the batch can be easily identified.

Batch Type Batch Contents

Auto Writeoff Writeoff amounts applied to outstanding balances by the Auto Writeoff
routine. Writeoff amounts are applied as credit transactions.
Invoice Invoices created via the Invoicing routine.

Manual Invoice Manual invoices entered via the Manual Invoice screen.

Online Payment Payments entered via AMP Online Payments.

PCD (Payment/Credit/Debit)

Payments/credits/debits entered viaQuick Entry or Display Account.

Prepayment Prepayments created in ad entry.

Prepayment from Invoicing When the Invoicing routine is run, AMP moves prepayments from open

prepayment batches to a new Prepayment From Invoicing batch if the user
checks the Bill Prepaid box on the Invoicing screen. The invoicing routine
closes the new Prepayment From Invoicing batch and applies payments in that
batch to the appropriate invoices.

Service Charge

Service charges generated by the Service Charge routine.

BATCH STATUSES

The status of a batch determines the actions that can be performed on the batch.

Batch Status

Batch Contents

Actions Permitted

Open An open batch contains * New transactions can be added to open batches.
transactions that have not * Open batches can be moved from one open accounting
been posted. period to another open accounting period.

Pending A pending batch is “busy” After AMP successfully completes the operation on the batch, it
because an AMP user has removes the pending flag.
initiated an operation in Note: A batch can be left in a pending state if AMP cannot
Batch Management. When a | complete the operation properly (if, for instance, the hardware
user chooses the Close Batch | fails while AMP is processing the batch). The pending status
action, for example, AMP can be removed; however, clearing a pending status should be
marks that batch as pending | done with caution.
so that no other action can be
performed on the batch while
the batch is being closed.

Closed A closed batch contains * Closing a batch posts the transactions in the batch, marks the
transactions that have been batch as closed, and generates an audit trail.
posted. * Closed batches cannot be reopened.

* Closed batches can be moved from one open accounting
period to another open accounting period.
* Deleting a closed batch deletes the batch and the transactions
in the batch. The audit trail, however, remains intact.
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FINDING A BATCH

Use the Batch Management screen to find a batch based on the batch number, type, status, and range of
accounting periods or dates.

How to Find a Batch:

1. From the main toolbar, choose Receivables > Batch Management.

2. On the Batch Management screen, enter the information described below.

Smarct | e W Create frich |
Enter Batch Bumber
ar
Bach Typa Al = Show Open =
Filtgr By Date i Pamsding =
Filter By Paricd ] Closed
Filtar By Data 17211 o LFESFIL
Batch 1 Baich Type Rescripiion Batxh Date Eeriod Sieluy Boley
Fanual mvaie M| Bazzh Yohd LAsfaL vioi Oper SrEE m
= Frepayment Preqayrrent Batch 0460 e nm Ope
LD MO BanEh D467 (TFLTE 1ol Oper

m Enter Batch Number— The system-generated batch number. If searching for a specific
batch, you only need to enter the batch number in order to search for that batch.

m Batch Type — Search for all batches or choose a batch type.

m Filter By— Filter the search by accounting period or date, or choose A// to search for batches
regardless of the accounting period or date when the batch was created.

m Filter By Period — If the Filter By option is set to Period, these fields become available for
choosing the accounting period range.

m Filter By Date — If the Filter By option is set to Date, these fields become available for
specifying the date range.

m Show Open/Pending/Closed — Check the box next to each type of batch to include in the

search.

B Reset — Clears the information entered on the screen.

3. Click the Search button.
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BATCH DETAIL

To view details about a batch, click the batch number link in the list of search results on the Batch
Management screen. This opens the Batch Detail screen for that batch.

The Batch Detail screen is used to view transactions contained in a batch; download a batch review or
audit trail; close, move, and delete a batch; regenerate an audit trail; edit batch notes, and remove a batch’s

“pending” flag.

Selected Batch | (fock | | [ Acon '+ Download Batch Review

Batch Number 5465 Cash §0.00

Batch Status Open Check £0.00

Batch Type Manusl [Involos Credit Card 20,00

Description M1 Batch 9465 Credits £0.00

Batch Date 1/5/11 Debits $0.00

Period 1101 JAN 2011 Invoices $76E.66

1T - 13111 Total $7EE.BE

MNotes print mi
Print Invoice{s) Using.. il Pring

Data Cust & Hama fgch & Trang & Coge Description Amount
1/25/11 L] Fhntstone, Wilma 00138685 ¥ L1 673.10
1/25/11 13a5¢ Flintstone, Wilma 00138685 paste M BO.56
1/5f11 T 505=5mith, ricky QOOFo27a st L 15.00

Downloading a Batch Review or Audit Trail

Use the Batch Management screen to download a batch review or audit trail.

How to Download a Batch Review or Audit Trail:

1. Open the Batch Detail screen for the batch in question.

2. 'The status of the batch determines whether a batch review or an audit trail can be downloaded.

Click one of the following links:
m  Download Batch Review — Displays batch information for an open batch.
m  Download Audit Trail — Displays the audit trail for a closed batch.
3. AMP displays the batch/audit trail information onscreen (in HTML format).

Regenerating an Audit Trail

Regenerating an audit trail can be performed only on closed batches (only closed batches generate an
audit trail). This procedure is usually not necessary unless changes have been made to the batch since the
last time the audit trail was generated.

How to Regenerate an Audit Trail:
1. Open the Batch Detail screen for the batch in question.
2. Click the Action pop-up and choose Regenerate Audit Trail.
3. AMP displays the audit trail onscreen in HTML format.
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Editing Batch Notes

Batch notes are typically entered when the batch is created. Batch notes can, however, be added/edited at
any time to an open or closed batch.

Batch Detail

Selected Batch | (Back) | | Action '+] Download Batch Review

Batch Number 9466 Cash $-21.50
Batch Status Open Check $0.00
Batch Type Prepayment Credit Card $0.00
Description Prepayment Batch 9466 Credits $0.00
Batch Date 2/3/11 Debits $0.00
Period 1102 FEB 2011 Invoices $0.00
2/1/11 - 2/28/11 Total $-21.50

Notes Batch moved from orig. batch

date of 1/24/11

How to Edit a Batch Note:
1. Open the Batch Detail screen for the batch in question.
2. Click the Action pop-up and choose Edit Batch Notes.
3. On the Batch Detalil screen, enter the information in the Notes field.
4

Click the Action pop-up and choose Save Batch Notes.
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Closing a Batch

Closing a batch posts the batch’s transactions to the customer account and marks the batch as closed.
Closing a batch generates a Balance Accounts audit trail that contains a list of accounts that were
rebalanced as a result of closing a batch.

NOTE: Batches are typically closed at the end of each day. Before closing a batch,
however, the user should verify that the transactions in a batch are correct and that the
batch balances; transactions contained in an open batch can be adjusted more easily
than transactions contained in a closed batch.

How to Close a Batch:

1.
2.

Open the Batch Detail screen for the batch to close.

Click the Action pop-up and choose Close Batch.

Moving a Batch

From time to time it may be necessary to move a batch into another accounting period. Moving a batch
may be necessary if, for instance, a batch was added to the wrong accounting period and needs to be
moved into the correct accounting period.

NOTE: Batches can only be moved to/from open accounting periods.

Batch Detail

Selected Batch | (Back) | | Action '+] Download Batch Review
Batch Number 9466 Cash $-21.50
Batch Status Open Check $0.00
Batch Type Prepayment Credit Card $0.00
Description Prepayment Batch 9466 Credits $0.00
Batch Date 1/24/11 Debits $0.00
Move Batch Date 2/3/11 Invoices $0.00
Period 1101 JAN 2011 Total $-21.50

1/1/11 - 1/31/11

How to Move a Batch:

1
2.
3.
4

Open the Batch Detail screen for the batch to move.
Click the Action pop-up and choose Enter Move Batch Date.
In the Move Batch Date field, enter the new batch date.

Click the Action pop-up and choose Move Batch. The batch moves into the accounting period
that contains the date in the Move Batch Date field.
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Deleting a Batch

From time to time it may be necessary to delete a batch. For example, an open batch may need to be
deleted if the batch was created but never used or if the batch contains transactions that have already
been posted. A closed batch may need to be deleted if, for instance, transactions within the batch contain
errors, and deleting and recreating the batch is preferred over issuing credits and/or debits to the affected
accounts. Note that a closed batch cannot be deleted if the batch belongs to a closed accounting period.

NOTE: Before deleting a batch, download the batch review (if deleting an open batch)
or an audit trail (if deleting a closed batch). You may wish to print the batch review/
audit trail before deleting the batch so that the review/audit trail can be kept with
your accounting records.

How to Delete a Batch:

1. Open the Batch Detail screen for the batch in question.
2. Click the Action pop-up and choose Delete Batch.
3. When prompted to confirm deleting the batch click the OK button.

Removing a Batch’s Pending Status

When an action is being performed on a batch, AMP “freezes” the batch by flagging the batch as pending.
A pending batch cannot be accessed until the pending flag is removed.

A pending flag can be removed either automatically by the AMP system or manually by an AMP user:

m AMP will automatically remove the pending flag after AMP has completed the action on the batch.

®m An AMP user may need to remove the pending flag if the system does not automatically remove it. A
pending flag may need to be manually removed if, for instance, the AMP application server fails while
AMP is processing the action on the batch. It may also be necessary to remove the pending flag if an
AMP user is performing an action on a batch and a system error occurs.

CAUTION: Before removing a batch’s pending flag, verify that no actions are
@ being performed on the batch.

How to Take a Batch Off Pending Status:

1. Open the Batch Detail screen for the batch in question.

2. Click the Action pop-up and choose Remove Pending Flag.
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Avuthorizing a Batch

Batch Authorization is used to authorize a batch of credit-card transactions to be processed via

AMPCCVerifyServer.

NOTE: Authorizing a batch is optional based on whether AMPCCVerifyServer is
used and whether credit-card transactions are authorized individually (when the ad is
placed) or in bulk mode (with multiple transactions in a batch).

How to Authorize a Batch:

1. From the main toolbar, choose Receivables > Batch Authorization.

2. On the Batch Authorization screen, configure the information described below.

Ftvud Set Description Declined Transactions Layout Description

[un Now S Fun OFF Peak | ["dd 1 Gueae B View Guewe |
Description Declined 2/7/11 Run On 277011
EMail Output To At/ 6 & : oo M [ Pmol
Purge W After 3 Days Riecurs  Onoe #

Apply Saved Set: H

Commaent for Declined Transactions Declined 2/7/11
Setaside Ads for Declined Transactions &
Setaside Code  super Supervisor &pproval W8
Apply Debits to Declined Transactions #
Dabit Transaction Code | d33 bad cebt =
Debit Batch Notes B2ad debs transactions 27711

f —-_ T
| Update Template | | Upload

B Schedule & Deferred Process — See the Appendix for information on these settings.
m Apply Saved Set — The saved set, if any, to use for this configuration.
m Comment for Declined Transactions — The reason for the decline. The contents of this

field appears in the Memo field of declined A/R transactions.

m Setaside Ads for Declined Transactions — If this box is checked, AMP will place all ads

with declined transactions on Set Aside, using the code specified in the Setaside Code field.

m Apply Debts to Declined Transactions — If this box is checked, AMP will apply debits

to all declined transactions in the batch, using the code specified in the Debit Transaction
Code field. If, for instance, a $10.00 credit on ad number 100 is contained in the batch and
that $10.00 credit transaction is denied, AMP will apply a $10.00 debit to ad number 100,
using the specified debit transaction code.

Debit Batch Notes (Optional) — Any notes for this batch-authorization process. The
information in this field appears in the batch’s Notes field.

Saved Sets — Save the criteria as a set. See the Appendix for information on saved sets.
Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

3. Run the batch-authorization routine.

m  After running Batch Authorization, AMP runs a task that generates a text file with information
received from the third-party authorizer (e.g., the bank or credit-card company).
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INVOICING

Invoicing allows for generating and printing invoices for charges associated with ads.

FUNCTIONS

The invoicing routine posts transactions to customer accounts and invoices ads based on various invoice
settings. In a typical setup, the invoicing routine only bills ads that are eligible for invoicing and that have
been marked as “published.” AMP considers a publication’s ads to be “published” when:

1.

The Proof Publish routine has been run for ads in that publication, and

2. 'The publication has been closed.

In addition to determining which ads are eligible for invoicing, the invoicing routine:

1.

Creates an invoice batch. Invoice batches are automatically closed when the audit trail is created
at the end of the invoicing routine. Transactions contained in invoice batches are labeled INV
transactions in AMP.

Creates audit trails. For each invoice batch, two audit trails are created:

Invoicing Audit Trail — A list of accounts affected by the invoicing routine. The Invoicing
audit trail can be accessed via Batch Management.

Balance Accounts Audit Trail — A list of accounts that were rebalanced after running the
invoicing routine. The Balance Accounts audit trail can be accessed via the Task Queue or

Task Archive.

Creates invoice forms. Invoice forms can be created automatically or manually.

Automatic Invoice Forms — Before running the invoicing routine, if the user specifies the
Output Invoices Saved Set, AMP will automatically generate invoice forms.

Manual Invoice Forms — If the Output Invoices Saved Set has not been specified on

the Invoicing screen, the user can generate invoice forms by selecting a saved set from the
Output Invoices screen. See the Reports & Forms chapter for information on manual output
of forms.

NOTE: Whether invoice forms are generated automatically or manually, the specified
saved set determines whether the invoice forms are emailed, ported to a PDF file, or
both. Invoices contained in a PDF file can be downloaded (from the Task Archive
screen), emailed, and/or sent to a printer.
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INVOICING SETTINGS

AMP invoices ads based on settings that are defined on various setup screens. These invoicing settings are
configured in Admin Setups.

m Account Types — Designate the account types that are eligible to receive invoices. These settings are
defined on the Account Types setup screen.

m Ad Types — Specify whether or not each insertion should be posted as a separate invoice. These
settings are defined on the Ad Types setup screen.

m Customer Billing Preferences — Each customer’s Invoice On setting determines the criteria for
generating invoices for the customer. The customer’s Receives Invoices setting determines whether
an invoice form is generated for that customer. These settings are defined on the customer’s Accounts
screen, under Billing.

m Terms — Specify invoicing terms (including due dates) and eligibility for early-payment discounts.

B Transaction Codes — Because invoicing requires assigning transaction codes, you may wish to create
transaction codes specifically for billing.

BEFORE INVOICING

In addition to configuring default invoice settings, complete the following procedures before running the
invoicing routine:

® Proof Publish — Run the Proof Publish routine for the invoicing date. For example, If invoicing for
November 1, 2010, run Proof Publish for November 1, 2010.

m Close Publication — Close the publication for the invoicing date. Closing the publication makes
the ads eligible for invoicing by marking them as published and billable. For example, if invoicing for
November 1, 2010, close the publication for November 1, 2010.

B Close Prepayment Batches — To prevent invoices from being generated for prepaid ads, close any
prepayment batches.

Note that AMP invoices prepaid ads but does not generate invoices if the invoices are prepaid and
the invoice balance is zero — regardless of whether users have posted prepayment batches prior to
invoicing. If prepayment batches are not posted prior to invoicing, the invoicing process posts the
invoices’ prepayments using a batch type of Prepayment from Invoicing.

Example:

An open prepayment batch contains ten transactions, five of which correspond to ads that will get
marked as having been invoiced during the invoicing process. The invoicing process will post these five
prepayments by moving them into a new, separate Prepayment from Invoicing batch, which AMP will
post.
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RUNNING THE INVOICING ROUTINE

Run the invoicing routine to generate an invoice batch that contain invoice transactions.

How to Run Invoicing:

1. From the main toolbar, choose Receivables > Invoicing.

2. On the Invoicing screen, configure the information described below.

LRl.n Moy | f__ Ruirs O Peak : ': Add to ﬂwut:‘ | View Qufuej
Description Mid-Monih [nvedcing Run On 972572000
EMail Output To ar &5 9 00 HH | PM
Purge ¥ After 5 Days Recurs Once ]
Apply Saved Set: H
Involce Date  First of Monkd | ™ D13 v Batch Motes

Trans Coda Ty [Avaice fram irmeicing =

Bill First Day Bill On Placement Class Liners ™ ROP ©
Bill Last Day ¥ Bill On Demand Class Display & Unit Based =
Bill Export AR Accts only Include TFNs Bill Prepaid

Bill Non-Export AR Accts only

n Schedule & Deferred Process — See the Appendix for information on these settings.
m Apply Saved Set — The saved set, if any, to use for this configuration.

» Invoice Date — The invoicing date. If, for example, the invoice date is November 1, 2010, AMP
will invoice ads that have not been invoiced UP THROUGH November 1, 2010.

See Entering Dates in the Introduction for information on entering date options.

m Trans Code — The transaction code for the invoices.
» Batch Notes (Optional) — Any notes to assign to this invoice batch.

m Accounts — The billing options for the invoices. If you check any of the Bill on First/Last
Day, On Placement, or On Demand boxes on the Invoicing screen, AMP will generate invoices
for account types that have the same options marked on the Account Types setup screen. For
example, if the account type has the Bill on Last Day box checked on the Account Types setup
screen — and if the Bill Last Day box is checked on the Invoicing screen — AMP will generate
Bill on Last Day invoices for all eligible accounts.

m Ads — The ads to invoice. Note that if Bill Prepaid is checked, AMP closes any open
Prepayment batches and moves the transactions from the Prepayment batch to a Prepayment
From Invoicing batch so that the transactions can be applied to the appropriate invoices.
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(-] [+ N(-)
™ CONV CONV m ™ CONV CONV
g NO DO NOT USE g CO_1 Classifed ROP
g bu Business IQ MI_1 Miscellaneous
™ co Commercial s @ ac Accrued Income Tax
=] I Tk b A T oA o B Pl Vi
) - -,
i DEFAULT The Pioneer Group Iﬂ 00 Balance Sheet
] 01 Pioneer
E‘l 02 TriCounty
™ 03 River Valley
A A e b b
Mo automatically output the Invoices, select an Output Invoices Saved Set
Saved Set | None =+
(" Save As Saved Set ) (Upload )
Saved Set Description Layout Description

Account Types — The account types to invoice.

Ad Types — The ad types to invoice.

| ]
| ]
m Business Units — The business units to invoice.
B Publications — The publications to invoice.

| ]

Output Invoices / Saved Set — If AMP should automatically generate invoice forms, choose
a saved set from the pop-up list. If a saved set is not specified here, AMP will not generate
invoice forms during the invoicing routine, and the invoice forms will have to be manually

generated from the Output Invoices screen. (See Printing Invoices, below.)

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved

scts.

m Custom Output Layouts — The custom layout to use for the report. See the Appendix for

information on custom output layouts.

3. Run the invoicing routine.

Printing Invoices

Invoice forms can be printed automatically if the Output Invoices Saved Set is specified when running the
invoicing routine. Invoice forms can also be printed from the Output Invoices screen, which is accessible
via the Reports > Forms menu. See the Reports & Forms chapter for more information on invoice forms.
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MANUAL INVOICES

Manual invoices are created in order to charge a customer for a transaction that is not associated with an
ad. See Manual Invoices in the Customers chapter for information on manual invoices.

REMINDERS

Past-due reminder forms are generated from the Past Due Reminders screen, which is accessible via the
Reports > Forms menu option. See the Reports & Forms chapter for information on reminders.
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APPLYING SERVICE CHARGES

Service charges are fees that are applied to overdue invoices. Because services charges appear on monthly
customer statements, service charges must be applied via the Service Charges routine.

NOTE: Apply service charges only ONCE PER MONTH prior to generating monthly
statements and prior to closing the accounting period.

B Prerequisites — Service Charge Setup and Account Defaults. Service charges must be defined on
the Service Charges setup screen. Also, qualifying account type must be assigned a service charge on
the Account Types setup screen. Both setup screens can be accessed via the Administrator menu.

How to Apply Service Charges:

1. From the main toolbar, choose Receivables > Service Charges.

2. On the Service Charges screen, configure the information described below.

Servica Charges

[Run Now | | Run OFf Peak | {"Add to Queues || View Queue |
Description Run On 124711
EMail Output Ta aTETH - (o0 8 FPAH
Purge ¥ After &0 Days Recurs | Once [

Apply Saved Set; 1]

Apply as of 12/31/10 Comment Sve Chg 123110
Apply to period OBP One big pericd + Batch Notes
Due Date

Aging Setup  Open llem - Calendar Monthis
Trans Code  SC Service Charge =]

Batch Description Batch Date Pariod Status Motes
i Service Charge Batch 9444 12731710 QBP Clased
Servioe Charge Batch 9443 1231710 aBr Closed

m Schedule & Deferred Process — See the Appendix for information on these settings.
m Apply Saved Set — The saved set, if any, to use for this configuration.

m Apply As Of — The date to apply the service charges. For outstanding transactions as of this
date, AMP will apply service charges.

m Apply to Period — The accounting period to which the service charges should be posted.
B Due Date — The date the service charge is due.

m Aging Setup — The aging method to use when calculating service charges.

B Trans Code — The transaction code for the service charges.

B Comment (Optional) — The comment to include on statements.

m Batch Notes (Optional) — Notes about the batch. The contents of this field appear in the
Notes field under Service Charge History.

m Service Charge History — Shows service charge batches that have been applied. Clicking
the Batch link opens the Batch Detail screen for that service charge batch.
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Saved Sets | Custom Output Layouts | ([T

Saved Set Description Layout Description

m Saved Sets — Save the selection criteria as a saved set for future use. See the Appendix for
information on saved sets.

m Custom Output Layouts — The custom layout to use for the export file. See the Appendix
for information on custom output layouts.

3. Run the Service Charges routine to apply the charges.
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WRITING OFF ACCOUNT BALANCES

Account balances are “written off” using the Auto Writeoff routine. For eligible accounts and/or business
units, Auto Writeoff writes off past-due invoices and marks the writeoff amounts as credits on the
customer’s Payments, Credits, and Debits screen.

NOTE: Auto Writeoff writes off invoice amounts only; it does not write off other types
of transactions and does not write off accounts.

How to Run Auto Writeoff:

1. From the main toolbar, choose Receivables > Auto Write Off.
2. On the Auto Write Off screen, configure the information described below.

Auto Write Off

(Run Now} (Run Off Peak) (Add to Queue) {View Queue}
Description Acct. balances .01 to 10.00 90+ Run On W
EMail Output To at(6 5] : (00 5] [pm 5]
Purge ¥ After 5 Days Recurs | Once 3

Time Now 6/7/11 12:52:21 PM PDT

Apply Saved Set: | B

Minimum Remaining 0.01 Write Off Code | Small amounts 3
Balance

Maximum Remaining 10.00
Balance

Days Past Due Cutoff sQ

Write Off Date [ Fixed ) mle D14 v 2011
r+ W - ) r+ W - )
- - - -
[ MSMS MediaSpan Media Software ™ bu Business
Eﬂ MSN MediaSpan Network Eﬂ co Commercial
[ MSOS MediaSpan Online Services 4 ia Internet Access
O le Legals
4 re real estate
Sort 1| Customer Name %] | Standard 3

Save As Saved Set

Saved Set Description

B Schedule & Deferred Process — See the Appendix for information on these settings.

m Apply Saved Set — The saved set, if any, to use for this configuration.

B Minimum Remaining Balance — The minimum account balance. AMP will write off
invoices with past-due amounts between this amount and the Maximum Remaining Balance.

B Maximum Remaining Balance — The maximum account balance. AMP will write off
invoices with past-due amounts between this amount and the Minimum Remaining Balance.

m Days Past Due Cutoff — The number of days invoices must be past due for AMP to write
off the amounts. For example, to write off amounts at least 90 days past due, enter 90.

B Write Off Date — The date the writeoff amounts are posted to the accounts. The writeoff
date must be a date that is part of a valid accounting period.

For information on how to use date options, See Entering Dates in the Introduction.
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m Write Off Code — Determines what AMP does with eligible accounts, based on the
specified code:

e None — Run Auto Writeoff with this option BEFORE running it with a writeoff code.
Using None runs a query and creates a text file that contains a list of accounts with overdue
invoices that are eligible for writeoff. Using None does not alter the accounts. Via the Task
Archive, download the Auto Writeoff text file (query list) and review it: If desired, adjust
eligible accounts before running Auto Writeoff with a specified writeoff code.

e Specific Writeoff Code — After running Auto Writeoff with the None option and
reviewing the resulting query list, choose the writeoff code to use when writing off the
amounts. Options on the Writeoff Codes setup screen determine the writeoff action:

> If the specified writeoff code includes a transaction code, AMP (1) writes off eligible
transactions using that code and (2) marks the account with the options configured on
the Writeoff Codes setup screen.

> If the specified writeoff code does NOT include a transaction code, AMP marks the
account with the options configured on the Writeoff Codes setup screen.

m Business Units — The business units to include in the writeoff.

B Account Types — The account types to include in the writeoff.

m Sort — How the report should be sorted.

m Layout — The invoice layout. See the Appendix for information on common output layouts.

m Saved Sets — Save the selection criteria as a saved set. See the Appendix for information on
saved sets.

3. Run the Auto Writeoff routine.

4. After the Auto Writeoff task has finished running, the Auto Writeoff report can be downloaded
from the Task Archive.

B A sample Auto Writeoff report is shown on the next page.
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Sample Auto Writeoff Report
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CLOSING AN ACCOUNTING PERIOD

Regular receivables procedures include closing accounting periods. In AMP, running the Close Period
routine closes the accounting period and “closes the books” for that period.

When a user closes an accounting period, AMP will:
B Prevent further transactions from being posted into the closed period, and

m Calculate aging for period being closed. This determines beginning balances and aging bucket
numbers for monthly statements, which should be generated after the period has been closed.

How to Close an Accounting Period:
1. From the main toolbar, choose Receivables > Close Period.
2. 'The Close Period screen shows all open accounting periods by default.

B To show closed periods, check the Closed box. Closed accounting periods are displayed in
italicized text.

Show Opan =

Closed &
2009 2l 1 Ng 3 117109 11/30/09 Closed
2000 HF i 1 275,00 1231709 Clased Open
2010 ¥ 1710 /3110 Cipeni Close

3. An accounting period can be closed if:

m  All batches in that period have been closed. Attempting to close an accounting period that
contains open batches will produce a message saying that the period has open batches.

m  All previous accounting periods have been closed.

Clicking the link in the Accounting Period column opens the Batch
Management screen, which shows the batches in that period.

4. Any open batches in the period to be closed should either be moved to another (open) period or
closed.

5. After moving or closing any batches in the period to be closed, click Receivables > Close Period.

To close the accounting period, click the period’s Close button on the Close Period screen.

NOTE: Under certain circumstances, a closed accounting period can be reopened. For
information on opening a closed period, see Opening a Closed Accounting period on
the next page.
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OPENING A CLOSED ACCOUNTING PERIOD

A closed accounting period may need to be opened if, for example, the wrong period was closed or if a
batch was moved into the wrong accounting period and needs to be moved into the correct period.

Caveats

B A closed accounting period can be opened only after previously closed periods have been reopened.

For example, before the closed November 2009 period can be opened, the closed December 2009
period must be opened.

m Modifying a re-opened period renders invalid all AMP A/R reports that were run after the period was
previously closed.

NOTE: After opening a closed period, modifying it, and closing it again, rerun all
AMP A/R reports. See Monthly Accounting Tasks for a list of these reports.

How to Open a Closed Accounting Period:
1. From the main toolbar, choose Receivables > Close Period.
2. 'The Close Period screen shows all open accounting periods by default.

m  To show closed periods, check the Closed box. Closed accounting periods are displayed in
italicized text.

Show Dpan o
Closed &

2009

117109 11/30/09 Closed
2000 1275,/00 1273800 Clased Dpen
2010 1fina LI Cipeni Close

3. To open the accounting period, click the period’s Open button.

4. When prompted to confirm opening the period, click the OK button.
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STATEMENTS

Statement forms are generated from the Statements screen, which is accessible via the Reports > Forms
menu. See the Reports & Forms chapter for information on statement forms.

NOTE: Individual statements can be printed from the customer’s Display Account
screen. See the Customers chapter for information on printing a statement from the
Display Account screen.

REPORTS

Receivables reports are generated from options available under the Reports menu. The Monthly
Accounting Tasks list (at the beginning of this chapter) outlines the reports that should be run to manage
and balance your AMP receivables. See the Reports & Forms chapter for information on generating these
reports.
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BALANCING ACCOUNTS

AMP automatically balances accounts when batches are closed. AMP balances accounts when applying
transactions contained in closed batches to other transactions contained in closed batches. Balance
Accounts creates a task that produces a text file that contains information on accounts that were affected
by the Balance Accounts routine.

CAUTION: Do not run the Balance Accounts routine without direction and assistance from
o MediaSpan personnel.

How to Run Balance Accounts:

1. From the main toolbar, choose Receivables > Balance Accounts.

2.  On the Balance Accounts screen, enter the information described below.

fRuu Nowe | {Run Qff Pl‘dk.-:l Fadd to ﬂurur-: MView {!urur:l
Description Deleted batch 123 Run On 2/23/11
EMail Output Ta At'6 B : (oo B (em S
Purge M After 3 Days Recurs  Unce +

Apply Saved Set: #

Balance All Accounts

Bypass Customer Locking

Reset Joins Before Balancing
Account Numbers 004743, 005118, 0055924

Save As Saved Set

Saved Sct Description

B Schedule & Deferred Process — See the Appendix for information on these settings.
m Apply Saved Set — The saved set, if any, to use for this configuration.

m Balance All Accounts — Balances all accounts. If this box is not checked, only the accounts
listed in the Account Number field will be balanced by this routine.

B Bypass Customer Locking — Balances accounts even if the account’s customer record is
locked (e.g., an AMP user has the customer screen open). By default, this box is not checked
so that only unlocked customer records will be balanced. Use this option with caution.

B Reset Joins Before Balancing — If this box is checked, AMP will eliminate all joins in the
database and create new joins. Use this option with caution.

CAUTION: Resetting joins destroys most open-item data in the database.

m Account Numbers — Contains the specific account numbers to be balanced if not balancing
all accounts (account numbers in this field are ignored if the Balance All Accounts box is

checked).

3. Run the Balance Accounts function.
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PUBLISHING

The Publishing menu contains options for creating files that contain ads for publishing.

SETTING CLASSIFICATION SORT ORDER

Use the Sort Order screen to configure the order in which classifications appear in the publish file(s). By
establishing classification sort order, you can create one publish file for all classifications, several publish
files containing a combination of classifications, or a separate publish file for each classification.

B Prerequisites — Classifications. Configure classifications before configuring sort settings.

How to Set Classification Sort Order:

1. From the main menu, choose Publishing > Sort Order.

2. On the Sort Order screen, configure the information described below.

Apply Saved ok -

Copy Chissification Codes 19 Segueence |

Classification Sequence Sart

D02 Test oz Soat Line: O o Z 5
0100 Legats 100 Somline: Dt Z M
0200 AKNOUCEMENTS i O Seat Line: 0 te £ +
D205 Birthday f Arnivesary (AMNNOU] D205 Soirt Line: O fo L 24
D210 Happy Ads B210 Sot Line: O ko Z 24
O2L5 Lost & Fownd [AMROUNCE D215 Soat Line: 0 to 2 £
0220 Memicey / Thank You [ANNDUNCE) 0220 Sort Line; O to 2 o
Q215 Netices (ANKOUMNCL) ] Sedt Ling: O e T H
02 Personals (ANNDLUNCE] 02 30 St Line: 0 te Z H
0235 Wanted (ANNOUNCE) D235 Sourt Line: 0o £ i)
D300 SERVICES D300 Sort Ling: O o £ 3

CTETED

Saved Set Description

m Apply Saved Set — The saved set, if any, to use for this backup. See the Appendix for
information on saved sets.

m Copy Classification Codes to Sequence — Inserts each classification's code in the
corresponding Sequence field. This is useful if you want to sort all classifications by
classification code and change only a few sequence file numbers.

m Sequence — The order in which the classification should appear in the publish file. The
sequence is typically based on the classification code; however, you can use this field to enter
any number to change the sequence order.

o If this field is blank, the classification will sort by the classification code in the publish file.
e By default, each classification includes classified liner and classified display ads.

m Sort — The order in which ads in this classification should sort. The default sorting option
on this screen is inherited from the Classifications screen's publishing settings. The sort
option you select here overrides the default sorting option on the Classifications screen.

m Saved Sets — Save the selection criteria as a set. See the Appendix for more information.

NOTE: You must create at least one saved set for classification sort order. Saved sets
configured here appear in the Classification Sort list on the Publishing Setup screens.
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USING STANDARD PUBLISHING-EXPORT PROGRAMS

Publishing setup contains export-program settings that let you define options for the AMP-generated
publish file that contains ads for publishing. The Publishing Setup menu provides access to all available
export programs. All standard export programs create a publish file that contains classified liner and
display ads.

NOTE: Output programs may vary by site. Some sites may use custom output
programs. See the Custom Publishing Setups section for more information.

STANDARD EXPORT

Using Standard Export creates an export file for integration with other systems. The export file is typically
a delimited file for which a list and order of fields can be defined. This can also include graphics associated

with ads.
[ Ruan Naw W Ruan OF Peak | - [ Add 1o Queus T View Quee §
Dmrlpﬂon.aur" :;g.-,.:.-'i : Run On &/8/11
EMail Dutput To at[6 58 : (00 B8 [peiE
Purgs ¥ amer 2 Days Recurs |_once 2]

Time Now &/E/1T 12:07:48 PM POT

Apply Saved St =l

Publish Batch
Publication Sption By Pubilicatian A

Layout  AtdForce =

Sand sutput to FTP sarvar Usarnama
Addrass Passwrord
Port 21 Une SSL

Directory Test Connection

Liglaad tedt fle

:'?Ee-;;.f-m‘:dg;"; :".:;-t’\'.‘l_u\:_l\

Saved Set Description Layaut Description
Upload a Local File Bromwne

How to Configure Standard Export Settings:

1. From the main menu bar, choose Publishing > Publishing Setup > Standard Export.

2. On the Standard Export screen, configure the information described below.
m Schedule & Deferred Process — See the Appendix for information on these settings.
m Apply Saved Set — The saved set, if any, to use for this export.

m Publish Batch — This field is typically used for re-outputting an existing publish batch. If
using this option, enter the system-generated publish batch number in this field.

B Publication Option — Choose from the following options:
e By Publication — Creates a publish file for each publication selected.

e Merge Publications, Retain Duplicate Insertions — Create a single publish file that
contains ads running in each pub that is part of the saved set chosen in the Classification
Sort list. Ads running in multiple pubs will appear more than once in the publish file.
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e Merge Publications, Remove Duplicate Insertions — Create a single publish file that
contains ads running in each pub that is part of the saved set chosen in the Classification
Sort list. Ads running in multiple pubs will appear once in the publish file.

m Layout — The output layout to use for the publish file. To add options to this list, upload a
custom output layout and re-load the screen.

m FTP Settings — Your FTP server settings. See the Appendix for information on output-to-
FTP settings.

B Saved Sets — Save the selection criteria as a saved set for future use. See the Appendix for
information on saved sets.

m Custom Output Layouts — The custom layout to use for the export file. See the Appendix
for information on custom output layouts.
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STANDARD FLOW & STANDARD FLOW PDF

Two Standard Flow functions create files for use with ClassFlow pagination:
m Standard Flow — Creates a file for use with ClassFlow for QuarkXPress pagination.

m Standard Flow PDF — Creates a file for use with ClassFlow for InDesign pagination.

Standard Flow PDF

[ Run Now | ( Run OFff Peak [Add to Queue | [ View Queue |
Description MNA Pub Run On &/9/11
EMail Output To at(6 +): (00 %) [(Pm 3)
Purge ¥ After 2 Days Recurs | Once |

Time Now 6/9/11 10:32:27 AM PDT

Apply Saved Set: {

- -
CO Check it out
MEW New Today

Generate Header Test [
Publish Batch

=<

Mode | Standard Flow PDF

Classification Sort | Sort 0-Z

Publication Option | By Publication

oleslesies

Publishing Parameters to use'_ from Classification
Only flow ads with Attractors [
Include Attractors 4
=i

Ignore ‘Always Publish Headers’

B Prerequisites — Classification Sort Order. Configure classification sort order before configuring
Standard Flow output settings.

How to Configure Standard Flow Settings:

1. From the main menu bar, choose Publishing > Publishing Setup > Standard Flow/Standard
Flow PDE.

2. On the Standard Flow/Standard Flow PDF screen, configure the information described below.
B Schedule & Deferred Process — See the Appendix for information on these settings.
m Apply Saved Set — The saved set, if any, to use for this export.

B Generate Header Test — Creates a publish file that contains only classification and sub-
classification headers. This option is typically used to test classification header output.

m Publish Batch — This field is typically used for re-outputting an existing publish batch. If
using this option, enter the system-generated publish batch number in this field.

Bm Mode — The output format. Choose from the following options as they are available:

e Standard Flow creates an output file for use with ClassFlow for QuarkXPress pagination.

The output file does not include AdGrabber links.

e PMP CD Flow creates an output file for use with ClassFlow for QuarkXPress pagination.

The output file includes links that enable AdGrabber to import display ads.

e Standard Flow PDF creates an output file for use with ClassFlow for InDesign
pagination. The output file does not include AdGrabber links.

e PMP CD Flow PDF creates an output file for use with ClassFlow for InDesign
pagination. The output file includes links that enable AdGrabber to import display ads.

m Classification Sort — The saved set that contains the classification sort settings. The items in

this list come from saved sets created on the Sort Order screen.
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m Publication Option — Choose from the following options:
e By Publication — Creates a publish file for each publication selected.

e Merge Publications, Retain Duplicate Insertions — Create a single publish file that contains ads
running in each pub that is part of the saved set chosen in the Classification Sort list. Ads running
in multiple pubs will appear more than once in the publish file.

e Merge Publications, Remove Duplicate Insertions — Create a single publish file that contains
ads running in each pub that is part of the saved set chosen in the Classification Sort list. Ads
running in multiple pubs will appear once in the publish file.

B Publishing Parameters to Use (Standard Flow PDF only) — The set of publishing parameters to use.
B Only Flow Ads With Attractors — Check this box to include only ads that contain attractors.

B Include Attractors — Check this box to include attractors in the file. If this box is not checked,
attractors will not be included in the publish file even if they are selected in the Attractors list.

m Ignore 'Always Publish Headers' — Check this box to exclude classification headers for
classifications that do not contain ads. If this box is not checked, then any classification marked
(on the Classifications setup screen) to "always publish headers" will be included in the publish file,
regardless of whether any ads fall under that classification.

m Attractors List — Check the box for each attractor to include in the publish file.

m File Assignments by Classification — For each classification, specify in the Output File field the
sequential number of the output file where that classification's ads should be stored when running the
Proof Publish routine. These determinations are usually based on the desire to break out a classification
into its own section (e.g., a service directory).

NOTE: If there are multiple classifications contained in a single publish file, ads in
the publish file will sort by classification number.

File Assignments by Classification

Classification Output File
0100 Legals

0200 ANNOUCEMENTS

0205 Birthday / Anniversary (ANNOU)

0210 Happy Ads

0220 Memory / Thank You (ANNOUNCE)
0225 Notices (ANNOUNCE)

1
2
2
2
0215 Lost & Found (ANNOUNCE) 2
3
4
5

0230 Personals (ANNOUNCE)

The illustration above shows eight classifications' ads configured to create five output files, as follows:
e Legals — These ads will be contained in one publish file, the first sequential file (Output File =1).

e Announcements .... Lost and Found — These ads will be contained in one publish file, the
second sequential file (Output File = 2). In this publish file, Announcements ads will appear before
Birthday/Anniversary ads, which will appear before Happy Ads, and so on.

e Memory/Thank You — These ads will be contained in one publish file, the third sequential file
(Output File =3).

e Notices — These ads will be contained in one publish file, the fourth sequential file (Output File =4).

o Personals — These ads will be contained in one publish file, the fifth sequential file (Output File =5).
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Saved Sets |

Saved Set Description

Send output to FTP server a Username
LLED | Password
Port 21 ence [
Directory

Upload test file

Custom Output Layouts |

Layout Description

Upload a Local File

m FTP Settings — Your FTP server settings. See the Appendix for information on output-to-FTP
settings.

m Saved Sets — Save the selection criteria as a saved set for future use. See the Appendix for information

on saved sets.

m Custom Output Layouts — The custom layout to use for the export file. See the Appendix for
information on custom output layouts.
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STANDARD WEB
Using Standard Web creates an HTML file (for all publications) for publishing to the web. Note:

m The publish file consists of an index page that contains a list of classifications in which ads were found.
m Clicking on a classification on the index page opens a separate page for that classification.
m If logos are activated on your web page, the logos appear on the classification page.

m If graphics are activated on your web page, click on linked text to view the graphic. The Standard Web
format automatically places graphics in separate folders and sets the appropriate links if MediaSpan’s
default web template is used. MediaSpan provides a default web template for your site's web master to
modify. MediaSpan does not assist or support web-template modification.

Standard Web

(Run Now } { Run Off Peak} ( Add to Queue } (View Queue }
Description WebAds for 7/11 Run On W
EMail Output To | IT@Site.com at[6 ) : [0 5] [(pvES)
Recurs| Once T]

Purge & After 100 Days
Time Now &/258/11 11:02:01 AM PDT

Apply Saved Set: =

Publish Batch

)

Alternate Graphics Path | 3PM In
Web Template | Default Web Template ]
Classification Sort | Sort Order: Standard Sort (4]

3

Remove Duplicate Insertions W
Ignore ‘Always Publish Headers' [

Send output to FTP server [ Username
SCCLEES Password
Port 21 Use SSL [
Directory ’ Test Connection \

’ Upload test file \

Save As Saved Set Upload

Saved Set Description Layout Description

Upload a Local File ( Browse... )

How to Configure Standard Web Settings:

1. From the main menu bar, choose Publishing > Publishing Setup > Standard Web.
2. On the Standard Web screen, configure the information described below.

m Schedule & Deferred Process — See the Appendix for information on these settings.

m Apply Saved Set — The saved set, if any, to use for this export.

B Publish Batch — This field is typically used for re-outputting an existing publish batch. If
using this option, enter the system-generated publish batch number in this field.

m Alternate Graphics Path — The path to where graphics are stored.

m Web Template — To create an HTML file with graphics, choose Default Web Templaze it
using the template provided by MediaSpan. If using a customized web template, choose the
custom template from the list.

m Classification Sort — The saved set that contains the classification sort settings. The items in
this list come from saved sets created on the Sort Order screen.

B Remove Duplicate Insertions — Check this box to remove from the export file any
duplicate insertions of ads running in multiple pubs.

m Ignore 'Always Publish Headers' — Check this box to exclude classification headers for
classifications that do not contain ads. If this box is not checked, then any classification
marked (on the Classifications setup screen) to "always publish headers" will be included in
the publish file, regardless of whether any ads fall under that classification.
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Saved Sets |

Saved Set Description

Send output to FTP server a Username
LLED | Password
Port 21 ence [
Directory

Upload test file

Custom Output Layouts |

Layout Description

Upload a Local File

m FTP Settings — Your FTP server settings. See the Appendix for information on output-to-FTP
settings.

m Saved Sets — Save the selection criteria as a saved set for future use. See the Appendix for information

on saved sets.

m Custom Output Layouts — The custom layout to use for the export file. See the Appendix for
information on custom output layouts.
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XML PUBLISH

XML Publish creates an XML file for integration with other systems, and can include a separate folder for
graphics used in the exported ads.

B Prerequisites — These items must be configured before using XML Publish:

e Alternate Graphics Path — Specify this path in the AMPExternalPaths.xml file. Place the
graphic files in the path specified in AMPExternalPaths.xml.

e Attribute — Configured and apply the attribute as follows:
> In AMPAdmin, create an order-level attribute named ADGRAPHICS.

> During ad entry, type the graphic name(s) as a comma-separated list in the ADGRAPHICS
attribute. For example, two graphics — named graphicl.jpg and graphic2.jpg — would be
entered in the ADGRAPHICS attribute like this: graphicl.jpg,graphic2.jpg
(with a comma — no space — between each graphic filename).

XML Publish

{ Run Now | { Run OFf Peak (" Add to Queue ) ( View Queue )
Description XML publish 6/9 Run On W
EMail Output To at(6 ) : (00 %) [(PM %)
Purge ¥ After 3 Days Recurs | Once Iy |

Time Now 6/9/11 11:19:19 AM PDT

.-nl

Apply Saved Set: {

Publish Batch

Alternate Graphics Path | exportfromamp5

<>| <>|

Publication Option | Merge Publications, retain d

Send output to FTP server a Username
ACCnRss Password
Port 21 Use SSL ||
Directory ( Test Connection )

{ Upload test file )

Save As Saved Set Upload
Saved Set Description Layout Description
Upload a Local File ( Browse... )

How to Configure XML Publish Settings:
1. From the main menu bar, choose Publishing > Publishing Setup > XML Publish.
2. On the XML Publish screen, configure the information described below.
m Schedule & Deferred Process — See the Appendix for information on these settings.
m Apply Saved Set — The saved set, if any, to use for this export.

B Publish Batch — This field is typically used for re-outputting an existing publish batch. If
using this option, enter the system-generated publish batch number in this field.

m Alternate Graphics Path — The path to the location where graphics are stored. (See
Prerequisites at the top of this page for more information on this path.)
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m Publication Option — Choose from the following options:
e By Publication — Creates a publish file for each publication selected.

e Merge Publications, Retain Duplicate Insertions — Create a single publish file that
contains ads running in each pub that is part of the saved set chosen in the Classification
Sort list. Ads running in multiple pubs will appear more than once in the publish file.

e Merge Publications, Remove Duplicate Insertions — Create a single publish file that
contains ads running in each pub that is part of the saved set chosen in the Classification
Sort list. Ads running in multiple pubs will appear once in the publish file.

m FTP Settings — See the Appendix for information on output-to-FTP settings.

m Saved Sets — Save the selection criteria as a saved set for future use. See the Appendix for
information on saved sets.

m Custom Output Layouts — The custom layout to use for the export file. See the Appendix
for information on custom output layouts.
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CUSTOM PUBLISHING SETUPS

Custom publishing setups allow for creating publish files for exporting to various third-party systems.

NOTE: Custom publishing-output programs are available for purchase from MediaSpan.

Commonly Used Custom Publishing Setups

Common custom publishing setups include the following:
m Hot Jobs Export — Creates an XML publish file for use with HotJobs.
m Kaango Web Publish — Creates an XML publish file for use with Kaango Classifieds.
B Monster — Creates an XML publish file for use with Monster.
m MOS Publish — Creates an XML publish file for use with MediaSpan Online Software.
® Shoom Export — Creates an XML publish file for use with Shoom.
B The Job Network — Creates an XML publish file for use with the Job Network.
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RUNNING PROOF PUBLISH

Running the Proof Publish routine creates output files containing ads to be published for a given date.
You can manually run the Proof Publish routine or schedule it to run automatically.

B Prerequisites — Classifications, Publications, Publishing Parameters, Style Sets, Output
Programs Saved Sets, and Sort Order settings. Configure these items before running the Proof
Publish routine.

How to Run Proof Publish:

1. From the main menu bar, choose Publishing > Proof Publish.

2. On the Proof Publish screen, configure the information described below.

Proof Publish

rﬁ';-n.ﬁ;:} ﬁun-{ﬁf-l;e_a-o = r.l'.\dd te Queus | II#'U'IEW Queue |
Description Run On 10/23710
EMail Output To At 6 B - (o0 B M
Furge ¥ After 100 Days Recurs  Once #

Apply Saved Set: S

Fised M D ¥ Class Liners ROP
"-i\p[:!lv Publish Date 1o Selected Publicatons Clazz Display Gang Frames
Unit Based Gang Ads

B Schedule & Deferred Process — See the Appendix for information on these settings.
m Apply Saved Set — The saved set, if any, to use for this export.
B Publish Date — The date the ads are scheduled to be published.

For information and examples on how to use date options, see Entering Dates in the
Introduction.

m Apply Publish Date to Selected Publications — Backfills the specified publish date into
all selected publications' date fields. This creates a publish file for the specified date for all

publications.
B Ad Families — Check the box for each ad family to include in the publish file.
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()
Publication Publish Date Last Class Liner  Last Class Display  Last ROP  Last Unit Based
1000 Mews Democrat & Leader Fimed B8 M ] ¥ 5/18/10 312010 82410 31610
1002 Mews Democrat Special Sections Fiwed o] M D ¥ 1020009
1003 Mews Democrat Website Fioed o ™ o ¥ 10414410 2120010 10/ 1/09

B Publications — Check the box for each publication for which to create a publish file. To create
publish files for multiple pubs — each on a different date — for each checked publication, choose
Fixed or Day + and enter the date information in the fields provided.

m Last Class Liner/Class Display/ROP/Unit Based — These columns indicate the last Proof Publish
date that was run for each ad family.

()
002 Test
0100 Legals
0200 ANNOUCEMENTS

0205 Birthday / Anniversary (ANNOU)

0000

m Classifications — Check the box next to each classification to include in the publish file.

QOutput Program: Saved Set
MOS Publish: ftp by pub

MOS Publish: no dupes
Standard Export: Full Export

10 0O

B Publishing Output — Check the box next to the output program saved set to use. The saved sets
that appear in this list are created under Publishing Setup.
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OPENING AND CLOSING PUBLICATIONS

Use the Publication Management screen to open and close publications. If you close a publication, you
cannot edit or schedule ads to run in that publication; however, if you closed a publication early, you can

re-open it to enter late ads.

NOTE: Closing publications is required in order to bill ads. Closing a publication
marks all ads in the closed publication as having been published. If you do not close
publications, insertions will not bill. Closing publications is typically a daily process.

How to Open/Close Publications:

1. From the main menu bar, choose Publishing > Publication Management.

2. On the Publication Management screen, configure the information described below.

[ Run Now I Run OF Peak |

Description
EMail Output To

Purge ¥ After 100 Days

Apply Saved Set:

Close Publications ™
Open Publications

Last/MNext Available Publication
All Publications Through Date (close enly)
Process Through | Fixed W ME

r - . b |
| Add to Queue | | View Queue [

Rum On 10722710
At/ 6 W ;oD B [ PM Y
Recurs | Once o

Don't check for proofed insertions

@

D 30 ¥ 2010

B Schedule & Deferred Process — See the Appendix for information on these settings.

m Apply Saved Set — The saved set, if any, to use for this export.

B Close Publications — Close the publications. This marks the publications' ads as published
and billable, and locks the ads so that no new ads can be taken for the closed publications.

|
reopened publications.

Open Publications — Open the publications. This allows ads to be scheduled for the

Don't Check for Proofed Insertions — If this box is checked, AMP will close all selected

publications and mark all ads "published" even if ads in these publications have NOT been
proof-published. If this box is not checked, AMP will close the selected publications only if
ads in those publications have been proof-published.

Last/Next Available Publication — When closing publications, this option closes the next

available publication for each publication checked in the list. When opening publications,
this option opens the last publication closed for each publication checked in the list.

m All Publications Through Date (close only) — Closes all selected publications as of the
date specified in the Process Through date.

For information and examples on how to use date options, see Entering Dates in the

Introduction.
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Class Liner Publications | 3 O Class Display Publications | {3 &
Last L'_‘] MNext
Publication cl . H Publication l:I q Dpen
0 1000 Mews Demacrat & Leader 518710 521710 ] 1000 News Democrat & Leader 3/12/10 3116710
~ 1002 News Democrat Special ~ 1002 News Democrat Special
— Sections —  Sections
11 1003 News Democrat Website 10/14/10 3f35/10 [ 1003 News Dermocrat Website 2/20/10 4714710
1004 News Democrat Comm \'.' 1004 Mews Dermocrat Camm
Printing Printing
ROP Publications | £ O Unit Based Publications | 3 ©
Icat Last [::] MNext
Publ Closed Hp-n Fublication l‘.:lnnd Open
T 1000 News Democrat & Leader 8/24/10 Bf27/10 1 1000 News Democrat & Leader 3/16/10 4/23/10
~ 1002 News Democrat Special - 1002 News Democrat Special
Y zactions 10,20,/09 10/30/09 B | zec
11 1003 News Democrat Website 10/1/09 10/30/09 [ 1003 News Democrat Website 122110
~ 1004 News Democrat Camm s .y 1004 News Democrat Camm
= Printing = = |Printing

Saved Sets |

m Class Liner/Display/ROP/Unit-Based Editions — For each ad family, check the box next
to each edition to close or open.

m Saved Sets — Save the selection criteria as a saved set. See the Appendix for information on
saved sets.

3. After selecting the publications and dates to close, click the Run Now button.
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REPORTS & FORMS

AMP provides information on AMP database data in the form of reports and forms. For each type of
output, AMP’s report or form screen lets you define the criteria to use when generating the output.
Accounting reports, for example, can be run to provide information on specific accounting periods and

select account types. Criteria for all reports and forms can be restricted to include only the information
you need.

The Reports menu provides access to the various report and form screens, where the user can:

m Generate reports with information about AMP customers, money, and ad orders. For some reports,
mailing labels can also be generated.

B Choose forms to use for generating invoices, past-due reminders, runsheets, statements, and tearsheets.

B Generate customized reports and forms using custom layouts designed to meet specific output needs.
Customized output layouts are available for purchase from MediaSpan.

COMMON ITEMS FOUND ON REPORTS

Common items found on many reports include the items listed below:

B Ads Published — Ads that have been scheduled into one or more publications that have been closed
via the Publication Management screen.

m Ads Scheduled — Ads that have been scheduled into one or more publications.
m Ads Taken — Ads that have been entered and saved (including ads on Set Aside).

B Unattached — A transaction that is not associated to the criteria by which a report is sorted. For
example, if a report is sorted by publication and a transaction is not attached to a publication, the
transaction on the report will be listed as Unattached.

m Saved Sets — A set of criteria used for generating reports, invoices, and publish files. Saved sets are
useful if you regularly run reports, invoices, or publish files that use a the same criteria each time you
run the routine. See the Appendix for information on saved sets.

m Layout — A standard form that determines the look of the output. See the Appendix for information
on standard layout options.

m Custom Output Layouts — A customized form that determines how the output looks. (Custom

layout forms are available from MediaSpan.) See the Appendix for information on custom output
layouts.

REPORT LOCATIONS

AMP writes report and form data to the default download location specified in your operating system’s
preferences. Depending on your download preferences, this location may be a local drive, network drive,
or external device to which your report and form data is written.

PRINTING REPORTS & FORMS

Printing reports and forms is done via the Task Archive screen. See the Tasks chapter for information on
printing reports and forms.
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CUSTOMER REPORTS

Customer reports include Comments, Contracts, Customer Ledger, Customer List, and Solicit reports.

COMMENTS REPORT

This report shows all user-entered comments attached to a customer’s account. The report includes the

text of the comment, customer information, and the dates the comments were entered.

How to Run a Comments Report:

From the main menu bar, choose Reports > Customers > Comments.

2. On the Comments screen, configure the information described below.

{Run Mow || Run OF Peak |

Description Salespersan CAmMEents
EMail Output Ta
Purge ¥ After 3 Days

Apply Saved Set:

Begin | Fixed B M7 D3

End | Fixed @ M 11 D30

Run On 18/12/10

a6 W : (00 B8

Recurs Onoe

¥ 2010 (Sales Person_
Y 2010

+

Schedule & Deferred Process — See the Appendix for information on these settings.

Apply Saved Set — The saved set, if any, to use for this report.

Date Range — The date for which the comments are scheduled, based on the month, day,
and year (or offset values) entered in the M, D, and Y fields.

See Entering Dates (Introduction) for more information on date-based options.

m  Sort By — How the report will be sorted.
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Restrictions

SalesPerson | © @ AccountType | @ ©

=] Admin System Administrator 0 ™ 340t Russellville Transient

o Al04 Bill Murphy ™ 341c Leitchfield Contract

o AI05 Amber Encorcia 4 3410 Leitchfield Commercial

o AI06 Ame Smith v ™ 341r Leitchfield Retail

ot AINT Chmrmn | ariAnbis v ™ 341t Leitchfield Transient

CommentType | & & Include | & &

™ Call ™ Contact Comments

™ Disputes ™ Account Comments

4] Sales

™ To Do
ayout

[ standard i+

o it L Save As Saved Set Custom Output Layouts | L5

Saved Set Description | | Layout Description |
Upload a Local File

Sales Person — The salespersons assigned to the comment.

Account Type — The account types to which comments are assigned.

Comment Type — The type of comments to include in the report.

“Include” Options — Check the box next to each option to include in the report.

Layout — The report layout. See the Appendix for information on common output layouts.

Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Comments Report

MediaSpan Publications
Comments
For Date Range 07/31/10 to 11/30/10
Cust# Customer Phone
dd02 Stacie Powell
00038068 980-EAST KY DIALYSIS (606) 432-4477
08/26/10
fo Flora Osipov
00046756 380-COAL-MAC INC dba PHOENIX COAL MAC (304) 792-8443
11/01/10 unreasonable customer
Unattached
00056948 480-ext 8141 (415) 228-8050
08/24/10 test reminder
3 Total Comments
Comments 11/01/10 Page 1
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CONTRACTS REPORT

This report shows customers who have advertising contracts in use, expiring, or starting during a specified
date range. The report can show contract setups or fulfillment status.

How to Run a Contracts Report:

1. From the main menu bar, choose Reports > Customers > Contracts.

2. On the Contracts screen, configure the information described below.

{un Now || Run OF Peak | far TN Add to Queue 1 View Queue |
Demﬂplian Contract Fulfillmeant By Gaal Oet 2010 Run On l'.l.rl:!_f".l:l
EMail Qutput Ta At 6 B : (00 B [PM N
Purge W After 3 Days Recurs  Once B
Apply Saved Set: 5
Report For  Contrcts i Use 2 Sort 1 (Gon =
Begin Fixed B M 10| DL | Y2010 Sort 2| None N

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this report.

Date Range — The contract dates, based on the month, day, and year (or offset values)
entered in the M, D, and Y fields.

See Entering Dates (Introduction) for more information on date-based options.

B Sort By — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort. You must choose at least one sorting method (Sort 1).
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Slluhmn]ﬂﬂ AccountType | &3 O

™ Admin System Administrator 0 A 340t Russellville Transient

™ AlD4 Bill Murphy | ™ 341c Leitchfield Contract

ol AlO5 Amber Encorcia | M 3410 Leitchfield Commercial

i AIDG Ame Smith L; ™ 341r Leitchficld Retail

= AIAT Chmrmm | nidalin * ™ 3411t Leitchfield Transient

L W Contact Comments

- WSM&F ™ Account Comments

" Sales

M To Do

| Standard 2]

-1 B BB Save As Saved Set Custom Output Layouts |
Saved Set Description Layout Description

Upload a Local File

Sales Person — The salespersons to include in the report.
Account Type — The account types to include in the report.
Comment Type — The types of comments to include in the report.

Include

Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

m  Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.

Proprietary Information of MediaSpan Group, Inc



277

AdManagerPro 5.2 — Reports & Forms

Sample Contracts Report
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CUSTOMER LEDGER

This report lists all customer accounts with activity during a specified accounting period or range of
accounting periods. The report includes customer information and detailed accounting information,
including payments, invoices, and beginning and ending balances. The report can also include inactive
accounts and open batches.

How to Run a Customer Ledger Report:

1. From the main menu bar, choose Reports > Customers > Customer Ledger.

2. On the Customer Ledger screen, configure the information described below.

{un Now || Run OF Peak | far T W Add to Queue 1 View Queue |
Deseription Summary by Acct Type Run On 11712710
EMail Qutput Te a6 B : (oo B oM
Purge ¥ After 3 Days Recurs | Once +
Apply Saved Set: 5
Begin Period | Fixed i#l oap Include Inactive Accounts ¥
End Period | Fixed %] oae Include Open Batches ™

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this report.

Periods — The accounting period date range, based on the month, day, and year (or offset
values) entered in the blank date fields.

See Entering Dates (Introduction) for more information on date-based options.

B “Include” Options — Check the box next to each option to include in the report.

NOTE: A Customer Ledger can be printed for a single account via the customer’s
Display Account screen. See the Receivables chapter for information on the Display
Account screen.
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honiie | @ @ Buesum  ©O |
C4 340n Russellville Niche Products 0 o Unattached
™ 3400 Russellville Commercial T 166 Quality Assurance
] 340r Russellville Retail o 233
™ 340t Russellville Transient i 340 Russellville
5 340w Russellville Web AN 2410 1 mibhfinld
Sorts Layout
Sort By | Account Type | [ Summary =
Saved Sets | Custom Output Layouts |
Saved Set Description Layout Description
Upload a Local File

Account Type — The account types to include in the report.
Business Unit — The business units to include in the report.
Sort By — How the report will be sorted.

Layout — The report layout. See the Appendix for information on common output layouts.

Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Customer Ledger Report

MediaSpan Publications
Customer Ledger Summary
Sort By : Account Type
Report For : OBP - OBP
Cust # Customer
Acct # Description Beginning Balance Period Total Ending Balance
2512 tay
00138599 Davis, Edward
00138600 Acct #00138600 $0.00 $10.50 $10.50
Total 2512 tay : $10.50
3400 Russellville Commercial
00138625 Export AR,
00138636 Acct #00138636 $82.01 $2,001.44 $2,083.45
Total 3400 Russellville Commercial : $2,001.44
370c Gallipolis Contract
00138572 1TAYMediaSpan
00138570 Acct #00138570 -$ 20.00 $149,483.97 $ 149,463.97
Total 370c Gallipolis Contract : $ 149,483.97
3700 Gallipolis Commercial
00043442 370-ORVB.COM
00043442 Account # 00043442 $0.00 $85.28 $85.28
00043447 370-PARKFRONT DINER & BAKERY
00043447 Account # 00043447 $1.59 $68.02 $69.61
00043494 370-SOLAR ECLIPSE
00043494 Account # 00043494 $188.20 $5.26 $193.46
00043666 370-W VA PRESS SERVICES INC
00043666 Account # 00043666 $156.14 $4.38 $160.52
Total 3700 Gallipolis Commercial : $162.94
370r Gallipolis Retail
00038129 370-HOUSE ADS
00038129 Account # 00038129 $0.00 $ 75.00 $75.00
00038134 370-EDWARD JONES INVESTMENTS
00038134 Account # 00038134 $0.00 $131.84 $131.84
00038142 370-GALLIPOLIS CITY SCHOOLS
00038142 Account # 00038142 $0.00 $15.70 $15.70
00038172 370-ADDAVILLE ELEMENTARY PTO
00038172 Account # 00038172 -$ 39.00 $39.00 $0.00
00038175 370-ACQUISITIONS LTD
00038175 Account # 00038175 $0.00 $249.83 $249.83
00038212 370-AMERICAN LEGION #27
00038212 Account # 00038212 $0.00 $20.50 $20.50
00038235 370-BAXTER'S HARLEY DAVIDSON
00038235 Account # 00038235 $ 56.96 $1.64 $58.60
00038247 370-MJW MOVING & TOWING
00038247 Account # 00038247 $0.00 $79.00 $79.00
00038250 370-ARIEL DATER ARTS CENTRE
00038250 Account # 00038250 $0.00 $197.62 $197.62
00038257 370-BASKET DELIGHTS
00038257 Account # 00038257 $0.00 $54.70 $54.70
00038278 370-BENNETT'S HEATING & COOLING
00038278 Account # 00038278 $489.69 $359.30 $848.99
00038282 370-BELTONE HEARING CENTER
00038282 Account # 00038282 $0.00 $325.38 $325.38
00038285 370-BIG LOTS
00038285 Account # 00038285 $ 466.88 $ 685.81 $1,152.69
00038294 370-SHOE SENSATION INC
00038294 Account # 00038294 $1,620.25 $1,139.52 $2,759.77
00038296 370-NEWS AMERICA MARKETING FSI INC
00038296 Account # 00038296 $1,865.33 $1,174.84 $3,040.17
November 01, 2010 Customer Ledger Summary Page 1 of 19
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CUSTOMER LIST

This report includes customer information, account status, customer type, alternate account number, and
credit limit. The layout can be exported as a detail or summary view or as labels.

How to Run a Customer List Report:

1. From the main menu bar, choose Reports > Customers > Customer List.

2. On the Customer List screen, configure the information described below.

[ Run wow I Run OFF Peak | [ Add to Queue | View Queue |
Description Tax Exempt Customers Run On 11/13/10
EMail Output To a6 Bl : (oo B (Pm B
Purge ¥ After 3 Days Recurs  Once #

Apply Saved Set: :

All Customers = Begin | Fixad 8l M 11| D12 ¥ 2010
Begin End | Fixed # M 11 D12 ¥ 2010
End Do Mot Restrict By Rundate

Ran Ads Betweoen
Did Mot Run Ads Betwoen

Status  All & Do Mot Publish Ower Credit Limit
Subscriber Al + In Collection Require Prepay
Export AR All 2 MNew Ads on Setaside Require Prepay Cash
Taxable Tax Exempt 2 No New Ads Reqguire PO
Alternate Acct | Al | Notify Manager

B Schedule & Deferred Process — See the Appendix for information on these settings.
m  Apply Saved Set — The saved set, if any, to use for this report.
B Report For — Choose one of the following options:

e All Customers — Include all customers.

e Company Name Between — The beginning and ending range of the company
name. For example, for a list of company names beginning with “Best” enter Besz in
both fields. For a list of company names beginning with “AI” through “AU,” enter A7
in the first field and AU in the second field.

e Last Name Between — The beginning and ending range of the customer last
name. For example, for a list of customers with last names of “Jones,” enter Jones in
both fields. For a list of customers with last names ranging from “Roberts” through
“Smith,” enter Roberss in the first field and Smith in the second field.

e Area Code Between — The beginning and ending range of area codes. For example,
for a list of customers in the 313 area code, enter 313 in both fields. For a list of
customers between the 313 and 999 area codes, enter 313 in the first field and 999
in the second field.

e Postal Code Between — The beginning and ending range of the customer postal
(or ZIP) code. For example, for a list of customers within the 48103 ZIP code, enter
48103 in both fields. For a list of customers.

e Balance Between — The beginning and ending range of the customer balance. For
example, for a list of customers with a balance of one cent, enter .0/ in both fields.
For a list of customers with a balance that ranges from one cent to one dollar, enter

.01 in the first field and 7.00 in the second field.
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m  Date Range (previous page) — The date range, based on the month, day, and year (or offset
values) entered in the blank date fields.
See Entering Dates (Introduction) for more information on date-based options.
m  Date Range Options (previous page)— Mark the radio button for one of the following
options:
e Do Not Restrict by Run Date — Include all ads that meet the criteria, regardless of
the ads’ run dates.
e Ran Ads Between — Include ads that ran during the specified date range.
e Did Not Run Ads Between — Do not include ads that ran during the specified date
range.
B Restrictions (previous page)— Restrict report results as desired by clicking the pop-ups and
choosing the restrictions, and by checking the box next to each option listed on the right.
.. K -
W 2512 ray U bl Unattached
o 3d0c Russedlville Contract ol Admin System Administraton
W d0n Russellville Niche Products L Al Bill Murphy
b 3400 Russeltville Commercial o AlDS Amber Encorcia
u 340r Russeliville Ratai " AIDE Ame Smith
W 340t Russebiville Transiant F+ -]
= B
= 340w Russellvitie Web & 166 Quality Assurance
W 341c Leitchfield Contrack o 508 '
A 3410 Leitchfield Commercial o 340 Bussallville
5 341r Leltchfield Retail E 3410 Leitchfield
M 341t Leitchfiedd Transient T 370 Gallisatis
Sart 1 | Account Type x| Detail &
gart 2 None +
| Save As Saved Set | ! ! Upload
Saved Set Description Layout Description
Upload a Local File Browse

Account Type — The account types to include in the report.
Salesperson — The salespersons to include in the report.
Business Unit — The business units to include in the report.

Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort. You must choose at least one sorting method (Sort 1).

Layout — The report layout. See the Appendix for information on common output layouts

Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Customer List
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SOLICIT REPORT

Typically used to solicit continuing business, this report provides information about expired ads or
ads that expire on or between specified ad or publication stop dates. The report includes customer
information, ad number, sort line, start and stop dates, insertions, classification, ad taker, salesperson, and

cost per ad, including the total cost of the ads per customer.

How to Run a Solicit List:

1.

From the main menu bar, choose Reports > Customers > Solicit.

2. On the Solicit screen, configure the information described below.

[ Run Now 1 Run OFf Peak §

Dﬂtripuun Sabeit for Pub Stop Date 11/1/2010
EMall Qutput To
Purge ¥ After 3 Days

Apply Saved Sat:

Report For  Pub Stop Date M
Begin | Foed M1l D1 YzZowo
End  Fixed W M11 D1 ¥ 2010
[
+ B )
w Uinattached
L Admin Sysbem Administrator

{ Add to Queue | [ View Queue |

Run On 11/13/10

atl6 ] : (oo W (PM
Recurs | Once H
Classified Liners & Unit Based
Classified Display ™ Set Aside
ROP ¥ Converted
Gang Frama
Gang Plece
rT\ r 1
o &
b = Unattached
W Adrmin System sdministrabor

Schedule & Deferred Process — See the Appendix for information on these settings.

Apply Saved Set — The saved set, if any, to use for this report.

Date Range — Click the Report For pop-up and choose to run the report based on Order
Stop Date or Pub Stop Date. Then enter the date range based on the month, day, and year
(or offset values) entered in the blank date fields.

See Entering Dates (Introduction) for more information on date-based options.

“Include” Options — Check the box next to each option to include in the report.

“Exclude” Options — Check the box next to each option to exclude from the report.

Salesperson (Order) — The salesperson assigned to the ad order. The salesperson assigned to
the order may not be the same as the default salesperson assigned to the customer.

m  Salesperson (Default) — The default salesperson assigned to the customer on the Customer

screen.
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BusinessUnit | @ & Ad Taker | S

™ 340 Russellville G ) Admin System Administrator
™ 3410 Leitchfield ™ Al04 Bill Murphy

™ 370 Gallipolis i ™ AlO5 Amber Encorcia

W 271 Pamarnv Y = alma s il
AdType | © © Classification | @ ©

™ AEAE1 AE Test Codel @ ® | Unattached
™ BUS1 Business Stimulus Plan 1 ] el
e
o BUS2 Business Stimulus Plan 2 [4f & | 0100 Legals
L —  AmAA AR LR a R e
Publication | @ @ ccountType | @ ©
o Unattached 0 ™ 340n Russellville Niche Products
W 1000 News Democrat & Leader ™ 3400 Russellville Commercial
4 1002 News Democrat Special Sections e ™ 340r Russellville Retail
— PE— = P LYl o 24Nt Riceallvilla Tranciant
Layout Sort By
Report Type | Detail 3] sort 1| Ad Family |
Sort 2| None B
— -l B Save As Saved Set Custom Output Layouts | [LIU]
B Business Unit — The business units to include in the report.
B Ad Taker — The ad takers to include in the report.
B Ad Type— The ad types to include in the report.
m  Classification — The classifications to include in the report.
m  Publication — The publications to include in the report.
m  Account Type — The account types to include in the report.
B Layout — The report layout. See the Appendix for information on common output layouts.
B Sort By — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary

sort. You must choose at least one sorting method (Sort 1).

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Solicit Report

MediaSpan Publications

Solicit List

Sort By : Ad Family

Report For : 11/1/10 - 11/1/10

Pub Start Date Stop Date Ins. Amount
Class Liner
380-PHOENIX/COAL-MAC, INC () -304
Ad #:60002291 Sort Line: do not apply on account Class:0210 Taker:Admin SP:Unattached
1003 News Democrat Website 10/18/2010 11/01/2010 3 30.00
1003 italic 4.50
Ad Total: 34.50
Total 380-PHOENIX/COAL-MAC, INC 34.50
ABC Warehouse
Ad #:60002429 Sort Line: You agree that all ownership r Class:0100 Taker: Admin SP:Unattached
1003 News Democrat Website 11/01/2010 11/01/2010 1 10.00
Ad Total: 10.00
Total ABC Warehouse 10.00
Mediaspan (517) 414-0508
Ad #:60002440 Sort Line: Now is the time for all good m Class:0310 Taker:Admin SP:mb
1003 News Democrat Website 11/01/2010 11/01/2010 1 8.75
Ad Total: 8.75
Total Mediaspan 8.75
Rick 895-Smith (740) 354-2364
Ad #:60002293 Sort Line: condo for rent condo for rent Class:0338 Taker: Admin SP:Unattached
1003 News Democrat Website 10/18/2010 11/01/2010 3 30.00
Ad Total: 30.00
Total Rick 895-Smith 30.00
Total Class Liner 83.25
Report Total 83.25
11/1/10 12:34 PM Solicit List Page 1 of 1
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TOP ADVERTISER REPORT

This report lists the advertisers who have done the most business with your publications during a specified
time frame. The report includes customer number, customer name, number of ads, number of insertions,
number of inches, and total cost of all ads per customer.

How to Run a Top Advertiser Report:

1. From the main menu bar, choose Reports > Customers > Top Advertiser.

2. On the Top Advertiser screen, configure the information described below.

| Top Advertiser

{ Run Now I Run Off Peak | ' . { Add o Queue | View Queue |
Description Top 5 Taken From 10/1-10/15-2010 Run On 12/29/10
EMall Output To at! 6 W ;|00 B [ PM i
Purge M After S Days Recurs Once #

Apply Saved Set: 2

Begin  Fixed ¥ obp Top 5
End | Fixed % abp Include ads  Taken :
Period Range L
Date Range Classified Liners ¥ Unit Based M
Begin | Fiwed @ M10 D1 Y 2010 Clazsified Display & Manual Invaicas
End  Fixed 4 ™10 D15 ¥ 2010 Rop [
e - =
QLS Nt e | —-—
W Unattached D ™ Unatbached
W Admin System Administrator M Chefad3! Tester Coded
T AlD Bill Murphy o CLO2 Classified Limer 02
W AlDS Amber Encarcia T LD Legal Class Dsplay

B Schedule & Deferred Process — See the Appendix for information on these settings.
m  Apply Saved Set — The saved set, if any, to use for this report.
m  Report For — Base the report on a range of accounting periods or dates:

e Period Range — Mark this button to base the report on the beginning and ending
accounting-period range specified in the Begin and End fields located above this
button.

e Date Range — Mark this button to base the report on the beginning and ending
date range specified in the Begin and End fields located below this button.

See Entering Dates (Introduction) for more information on date-based options.

B  Top — The top number of advertisers to include in the report. For example, if the report
should include the top five advertisers, enter 5 in this field.

Include Ads — Include ads invoiced, published, scheduled, or taken.

“Include” Options — Check the box next to each item to include in the report.
Ad Taker — The ad takers to include in the report.

Ad Type — The ad types to include in the report.
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Account Type | £ & Classification | & &

il EE=xzaE

EIE R

Unattached m L 0100 Legals

340c Russellville Contract ™ 0200 ANNOQUCEMENTS

3400 Russellville Commercial 0205 Birthday / Anniversary (ANNOU)
340r Russallville Reatail 0210 Happy Ads

340t Russellville Translent 0215 Lost & Found (ANNOUNCE

341c Leitchfield Contract 0220 Memory / Thank You (ANNOUNCE)

3410 Leitehficld Commercial 0225 Netices (ANNOUNCE)
3a1r Leitchfield Retail 0230 Persanals (ANNOUNCE)

B

|IEE T i EE

- wl

TN

Publication | @ © nﬂ-p-mniﬂﬂ

Unattached D™ Unattached
1000 News Democrat & Leader i Admin System Administrator
1002 News Democrat Special Sections L A0S Bill Murphy

Account Type — The account types to include in the report.
Classification — The classifications to include in the report.

Publication — The publications to include in the report.

Salesperson — The salespersons to include in the report.

00 $1 - Not UD 340 Russelivilie
01 Gallipolls Commercial Printing 3410 Leitehfield
02 Logan Commercial Printing 370 Gallipokis

371 kfdkfked ;ak’ Pomenoy
372 Paint Pleagant

03 Madison Commercial Printing
0+ Durant Commercial Printing

A O S B 4

05 Altus Commercial Printing 380 Logan
06 Middlebore Commercial Printing L 382 Madizon
& 480 Durant

07 Tazewell Commercial Printing

Sort 1 | Business Unit 5 "Standarg 2]
Sort 2 Ad Taker 3

Saved Set Description Layout Description
Uplaad a Local File [ Browse... |

B Inventory Item — The inventory items to include in the report.
Business Unit — The business units to include in the report.

Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort. You must choose at least one sorting method (Sort 1).

Layout — The report layout. See the Appendix for information on common output layouts.

Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

m  Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Reports & Forms 289

Sample Top Advertiser Report

MediaSpan Publications
Top 5 Advertisers Taken
Sort By : Business Unit, Ad Taker
Report For : 10/1/10 - 10/15/10
Cust # Name Ads Insertion Inches Dollars
370 Gallipolis
Admin System Administrator
1 00044918 Super 8 Motel 1 20 1.11 135.60
2 00128580 RICK 370- SMITH 2 12 5.14 106.90
3 00138603 Dora's Tayloring 1 1 0.00 56.00
4 00044237 Diana 370-Wray 1 1 1.69 12.88
Total Admin System Administrator 5 34 7.94 311.38
FF Fred Flintstone
1 00044918 Super 8 Motel 1 14 0.82 122.50
Total FF Fred Flintstone 1 14 0.82 122.50
Ib00 House (Logan)
1 00044918  Super 8 Motel 1 13 0.82 113.75
Total IbO0 House (Logan) 1 13 0.82 113.75
Total 370 Gallipolis 7 61 9.58 547.63
380 Logan
Admin System Administrator
1 00046756 380-COAL-MAC INC dba PHOENIX 6 36 67.75 823.01
2 00046898 380-PHOENIX/COAL-MAC, INC 4 20 9.53 237.35
Total Admin System Administrator 10 56 77.28 1,060.36
Total 380 Logan 10 56 77.28 1,060.36
480 Durant
mb Mark Best
1 00048574 AlanaYahoo 480-Smith 6 10 102.10 714.68
Total mb Mark Best 6 10 102.10 714.68
Total 480 Durant 6 10 102.10 714.68
766 Tazewell
Admin System Administrator
1 00027726 766-COMMERCIAL BANK - 3 38 3.17 299.10
Total Admin System Administrator 3 38 3.17 299.10
Total 766 Tazewell 3 38 3.17 299.10
980 Williamson
Admin System Administrator
1 00097296 TRENA 980-ALLEY 1 1 0.12 6.75
Total Admin System Administrator 1 1 0.12 6.75
Total 980 Williamson 1 1 0.12 6.75
Report Total 27 166 192.25 2,628.52
11/30/10 3:04 PM Top 5 Advertisers Taken Page 1 of 1
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FORMS

AMP uses various forms designed for output. Output for each form varies, based on the type of form
used.

NOTE: MediaSpan provides standard forms for each type of form listed above.

Customized forms are available for purchase from MediaSpan.

TYPES OF FORMS

AMP provides at least one standard form for each form type.
m Affidavit — A sworn statement or other type of afhdavit.
B Invoice — The first notice of advertising charges sent to a customer.

B Past-Due Reminder — An additional notice sent to a customer after the invoice has been generated
and sent. A reminder is generated if the customer still owes for advertising charges.

B Runsheet — Contains information on ads that have been proof-published.
m Statement — Lists a customer’s account activity for a given time period.

B Tearsheet — Provides information on ads marked by AMP as “published.” Published ads are
contained in the AMP-generated output file that is used for pagination.
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AFFIDAVITS

Use this screen to specify criteria to use when generating affidavits.

How to Configure Affidavit Information:
1. From the main menu bar, choose Reports > Forms > Affidavit.

2. On the Affidavit screen, configure the information described below.

Affidavit

(Run Now) (Run Off Peak) (Add to Queue) (View Queue)
Description Dec 2010 Affidavits for Ads Stopped Run On 3/9/11
EMail Output To at(6 5] : (o0 F5] (pm %)
Purge @ After 5 Days Recurs | Once =
Apply Saved Set: | = |
Begin | Fixed SlMi12 D1 | Y 2010 Report For |_Ads Stopped 3]
End | Fixed 5l M 12| D31 Y 2010

Schedule & Deferred Process — Sece the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.

Date Range — The date range based on the month, day, and year (or offset values) entered
in the blank date fields.

See Entering Dates in the Introduction for information on date-based options.

B Report For — Base the report on ads stopped, started, or scheduled.
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Publication City Ann Arbor

Publication County Washtenaw

Publication State Michigan

Publication Descr. The Bugle

Motary Name E. Fudd

Motary Title MNotary

Notary Number 24653

Notary Expires | Fixed M 12 D31 vy 2011

Gender | M B
Misc Text 1 Text 1

Misc Text 2 Text 2

Misc Name 1 MName 1

Misc Name 2 MName 2

Misc Date 1 | Fixed FIlMmz2 D8 v 2011

Misc Date 2 | Fixed FlmMm2 D8 v 2011

m Optional Parameters — These fields are available for information that is typically found on an
affidavit form. While MediaSpan provides a standard afhdavit form, most athdavit forms require

customization by MediaSpan.

NOTE: Some fields in the list below are marked with an asterisk. This indicates that
the standard affidavit form is populated with the information entered in these fields.
Other fields (not marked with an asterisk) are available for use on custom affidavit
forms.

Publication City* — The city in which the publication is located.
Publication County* — The county in which the publication is located.
Publication State* — The state in which the publication is located.
Publication Descr.* — The publication’s description.

Notary Name — The notary’s name.

Notary Title* — The notary’s title.

Notary Number — The number assigned to this notary.

Notary Expires — The notary’s expiration date.

Gender* — The gender that applies to the affidavit.

Misc Text 1* — Miscellaneous Text 1 field.

Misc Text 2 — Miscellaneous Text 2 field.

Misc Name 1* — Miscellaneous Name 1 field.

Misc Name 2 — Miscellaneous Name 2 field.

Misc Date 1 — Miscellaneous Date 1 field.

See Entering Dates in the Introduction for information on date-based options.

Misc Date 2 — Miscellaneous Date 2 field.
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TEEREARAEEREEE

118 EA

-y -
CLO2 Classified Liner 02
CONV CONV
LD Legal Class Display
LGL Legal
LGLL Legal
ND National Display
NP Non-Profit
NPR. Niche Products

{+\ﬁ

© o
1000 News Democrat & Leader

1002 News Democrat Special Sections
1003 News Democrat Website

1004 News Democrat Comm Printing
1100 Grayson County News Gazette

IR EEEREE

AEEE

(- N-)
0100 Legals
0200 ANNOUCEMENTS
0205 Birthday / Anniversary (ANNOU)
0210 Happy Ads
0215 Lost & Found (ANNOUNCE
0220 Memory / Thank You (ANNOUNCE)
0225 Notices (ANNOUNCE)
0230 Personals (ANNOUNCE)
o0
0012 1 color special
0015 1 color - tmc
0017 Full Color discount - TMC

0018 Color discount - tmc3

m Ad Type — The ad types to include in the affidavit.

B Publication — The publications to include in the affidavit.

m Classification — The classifications to include in the afhidavit.

m Adjustment — The adjustments to include in the afhidavit.

Save As Saved Set |
it o]

(Saved Set Description

m Layout — The affidavit layout. See the Appendix for information on common output

layouts.

Stancard =

{ Uptoad

Layout Description
Upload a Local File Brcrver

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved

sets.

m Custom Output Layouts — The custom layout to use for the report. See the Appendix for

information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

Schedule the affidavits to run.
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Sample Affidavit

AFFP
ASAP# 3 Doe

Affidavit of Publication

STATE OF MICHIGAN } ss
COUNTY OF WASHTENAW }

Name 1, being duly sworn, says:

That he is Text 1 of the The Bugle, a daily newspaper of
general circulation, printed and published in Ann Arbor,
Washtenaw County, Michigan; that the publication, a copy
of which is attached hereto, was published in the said
newspaper on the following dates:

Nov 12, 2010
Nov 19, 2010
Nov 26, 2010
Dec 03, 2010

That said newspaper was regularly issued and circulated
on those dates.
SIGNED:

Subscribed to and sworn to me this 3rd day of December
2010.

NOTARY, WASHTENAW COUNTY, MICHIGAN

00029154 00399185

J.D.

FIDELITY NATIONAL
BOX 1

IRVINE, CA 92623

FORECLOSURE NOTICE JOHN DOE & ASSOCIATES, P.C. IS A DEBT
COLLECTOR ATTEMPTING TO COLLECT A DEBT AND ANY INFORMATION
OBTAINED WILL BE USED FOR THAT PURPOSE. Mortgage Sale - Default has
been made in the conditions of a certain mortgage made by Wilma Flintstone and
Fred Flintstone, wife and husband to Mortgage Electronic Registration Systems, Inc.
as nominee for Novastar Mortgage, Inc., Corporation, Mortgagee, dated September
15, 2006, and recorded on September 25, 2006, in Liber 754, Page 964,

County Records, said mortgage was assigned to Deutsche Bank National Trust
Company as Trustee NovaStar Mortgage Funding Trust, Series 2006-5 NovaStar
Home Equity Loan Asset-Backed Certificates, Series 2006-5 by an Assignment of
Mortgage dated December 02, 2009 and recorded December 14, 2009 in Liber 795,
Page 1605, on which mortgage there is claimed to be due at the date hereof the
sum of Sixty-Eight Thousand Seven Hundred Thirty-One and 24/100 ($68,731.24)
including interest at the rate of 8.55000% per annum. Under the power of sale
contained in said mortgage and the statute in such case made and provided, notice
is hereby given that said mortgage will be foreclosed by a sale of the mortgaged
premises, or some part of them, at public venue, at the place of holding the Circuit
Court in said County, where the premises to be sold or some part of them

are situated, at 10:00 AM on December 15, 2010 Said premises are situated in the
Township of Colfax, Mecosta County, Michigan, and are described as: Lots on
Estates, Colfax Township, Mecosta County, Michigan, According to

the recorded Plat thereof, as recorded in Liber 7 of Plats, Page 16, Mecosta County
Records. Commonly known as: 14 Lake Ln The redemption period shall be 6.00
months from the date of such sale, unless determined abandoned in accordance
with M 6.3, in which case the redemption period shall be 30 days from the

date of such sale, or 15 days after statutory notice, whichever is later. Dated:
November 12, 2010 John doe & Associates, P.C. Attorneys for Deutsche

Bank National Trust Company as Trustee NovaStar Mortgage Funding Trust, Series
2006-5 NovaStar Home Equity Loan Asset-Backed Certificates, Series 2

43252 Wood Avenue, Suite 180, Bloomfield Hills, MI 48302 248-335-9200 Case
No. ABC123 ASAP# 380 11/12/2010, 11/19/2010, 11/26/2010,

12/03/2010
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OUTPUT INVOICES

Use the Output Invoices screen to specify criteria to use when outputting invoices.

How to Output Invoices:

1. From the main menu bar, choose Reports > Forms > Output Invoices.

2. On the Output Invoices screen, configure the information described below.

fﬁun Nowe | {Run Qff Pl‘dk.-:l I:'_-ﬂdd 1o {!urul.-‘_ll {'."lrw ’.'.l_urur-:
Description Manthly Invoices by ZIP Run @n 2/10/11
EMail Output To At/ 6 W : (o0 B [PM S
Purge ¥ After 3 Days Recurs | Once 2]
Apply Saved Set: -
Batch Mumber Opticnal message to appear on each invoice

Invaice Number Thank you for advertising with us,

Include rero balance

Inwoices
Ignore account ™
setting
Option | Send Emalls o Subject Advestising Inveoice
From Address Accounting@YourSite.com Body Your advertising invoice is contained in this

email. Please feel free to contact our accounting

a -
Becc Address{es) ClassManager@YourSite.com department at 734-555-121 If you have any

B Schedule & Deferred Process — See the Appendix for information on these settings.

Apply Saved Set — The saved set, if any, to use for this configuration.

m  Batch Number — The number of the batch that contains the invoices. The batch number is
entered on the Batch Management screen when a new batch is created.

m  Invoice Number — This number is used to “mark” the invoices with the “starting number”

that is preprinted on your invoices. If you do not enter a starting number in this field, AMP

assigns an invoice number.

NOTE: This field cannot be used to search for an invoice number. Use the customer’s
Display Account screen to look up invoice transaction numbers.

B Include Zero Balance Invoices — Check this box to include invoices with zero balances.

m Ignore Account Setting — Ignores the customer account’s default setting and outputs an
invoice for any transaction. This option is typically used when printing manual invoices.

m  Optional Message — If desired, type the message that should appear on each invoice.

B Email Options — These options enable AMP to send an email to the email addresses linked
to the customer. If the customer’s email address has been entered and saved on the Customer
screen, AMP will email the invoice to that email address if these options are configured.
Choose an option:

e None — Do not use this email function.

e Send Emails — Sends emails and generates invoices for printing.

e Email Only — Generates invoices for printing only if the customer does not have
an email address specified on the Customer screen.

B Subject — The email’s subject.

B Body — The email’s body text.
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Alphabetical 't Layout | Summary
Zip Coda

Salesperson |
Natural

e e ] B ek
[ Save As Saved Se0 ) o [ Upload
Saved 5ot Daescription Layaut Description

Upload & Local File Browse

B Order By — The order by which the invoices should be sorted (printed). Mark the radio
button for the desired option:

e Alphabetical — Sort alphabetically by the customer’s last name or by the company
name (if there is no last name specified on the Customer screen).

e ZIP Code — Sort by ZIP Code.
e Salesperson — Sort by the default salesperson assigned to the customer.
e Natural — Sort by account number.

B  Layout — The invoice layout. See the Appendix for information on common output layouts.
(Sample invoice layouts begin on the next page.)

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

m  Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the invoices to run.
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Sample Summary Invoice

4 o )
Gallipolis
Advertisi
ve r I S I n g 370 mailingaddress
]
Invoice
Fax: 340 fax
URL: 370url
. J
4 N
Dora Smith .
Dora"s Tayloring Company line2 Acct. #: 00138604
6567 ORchard Lake .
Post Date:  04/30/2010
- J
@d # Text Start Stop Ins. Amount Prepaid Due]
60001328 test 04/20/2010 04/23/2010 2 337.80 -203.20 134.60
[ Please return a copy with payment Total Due 134.60]

1
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Sample Summary Multi Invoice

4 o )
Gallipolis
Advertisi
ve r I S I n g 370 mailingaddress
]
Invoice
Fax: 340 fax
URL: 370url
. J
4 N
Dora Smith .
Dora"s Tayloring Company line2 Acct. #: 00138604
6567 ORchard Lake .
Post Date:  04/30/2010
- J
@d # Text Start Stop Ins. Amount Prepaid Due]
60001328 test 04/20/2010 04/23/2010 2 337.80 -203.20 134.60
[ Please return a copy with payment Total Due 134.60]
1
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Sample Standard A Invoice

4 T )
Gallipolis
Advertisi
ve r I S I n g 370 mailingaddress
]
Invoice
Fax: 340 fax
URL: 370url
\§ J
" Dora Smith Acct. # 00138604 h
Dora"s Tayloring Company line2 Phone: #: (566) 606-5959
O haaspard Lake Date: 04/30/2010
Due Date: 05/15/2010
Invoice #: 300512700
Y Salesperson:  cv03 Ad Taker: Bob )
[Ad # Publication Start Stop  Description Amount ]
60001328 1003 News Democrat 04/21/2010 04/21/2010 test 260.00
Custom Color 10.00
Custom Color - TMC 1.00
Payment Cash -193.20
Payment Check -10.00

[ Please return a copy with payment

Total Due

67.80]

1
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Sample Standard A Multi Invoice

4 T )
Gallipolis
Advertisi
ve r I S I n g 370 mailingaddress
]
Invoice
Fax: 340 fax
URL: 370 url
(. /
4 )
Dora Smith
Dora"s Tayloring Company line2 Acct. #: 00138604
O haaspard Lake Phone: #  (566) 606-5959
Date: 04/30/2010
g J
[Ad # Publication Start Stop  Description Amount ]
60001328 1003 News Democrat 04/21/2010 04/21/2010 test 260.00
Custom Color 10.00
Custom Color - TMC 1.00
Payment Cash -193.20
Payment Check -10.00
1000 News Democrat & 04/20/2010 04/23/2010 test 66.80
[ Please return a copy with payment Total Due 134.60]
’
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Sample Standard B Invoice

4 . . )
Gallipolis
Advertisi
ve r I S I n g 370 mailingaddress
]
Invoice
Fax: 340 fax
URL: 370url
\§ J
4 N
Dora Smith Acct. #: 00138604
Dora"s Tayloring Company line2 .4 _
6567 ORchard Lake Phone: #: (566) 606-5959
, utah 48323 Post Date: ~ 04/30/2010
Due Date: 05/15/2010
Invoice #: 300512700
\§ J
6d # Pub. Start Stop Description Cols. Inch Days Amount ]
60001328 1003 04/21/2010 04/21/2010 test 4.00 197 1 260.00
Custom Color 10.00
Custom Color - TMC 1.00
Payment Cash -193.20
Payment Check -10.00

[ Please return a copy with payment

Total Due

67.80]

1
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Sample Standard B Multi Invoice

4 L )
Gallipolis
Advertisi
ve r I S I n g 370 mailingaddress
]
Invoice
Fax: 340 fax
URL: 370url
(. /
4 N
Dora Smith
Dora'"s Tayloring Company line2 Acct. #: 00138604
O aaspard Lake Phone: #:  (566) 606-5959
Date: 04/30/2010
- J
6d # Pub. Start Stop Description Cols. Inch Days Amount ]
60001328 1003 04/21/2010 04/21/2010 test 400 1.97 1 260.00
Custom Color 10.00
Custom Color - TMC 1.00
Payment Cash -193.20
Payment Check -10.00
1000 04/20/2010 04/23/2010 test 400 1.97 1 66.80
[ Please return a copy with payment Total Due 134.60]
1
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Sample Detailed Invoice

[ Please return a copy with payment

4 L )
Gallipolis
Advertisi
ve r I S I n g 370 mailingaddress
]
Invoice
Fax: 340 fax
URL: 370url
\§ J
" Dora Smith Acct. # 00138604 h
Dora"s Tayloring Company line2 Phone: #:  (566) 606-5959
O haaspard Lake Date: 04/30/2010
Due Date: 05/15/2010
Invoice #: 300512700
S Salesperson:  cv03 Ad Taker: Bob )
[Ad # Description Publication Run Date Amount Due]
60001328 test 1003 04/21/2010 260.00 260.00
Insertion level adjustment: Custom Color 10.00 270.00
Insertion level adjustment: Custom Color - 1.00 271.00
Payment Cash -193.20 77.80
Payment Check -10.00 67.80
Total Due 67.80 j

1
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PAST-DUE REMINDERS

Use this screen to specify criteria used when generating reminders for customers with overdue balances.

Setups and Preferences
The items listed below are defined by the system administrator on the specified AMP setup screens.

B Account-Type Defaults — Specify whether certain account types should receive reminders. Account-
type defaults are defined on the Account Types setup screen.

m Customer Billing Preferences — Make customers eligible to receive reminders by marking the
desired preferences on the main customer screen.

Generating Past-Due Reminders

How to Run Past-Due Reminders:

1. From the main menu bar, choose Reports > Forms > Past Due Reminders.

2. On the Past Due Reminders screen, configure the information described below.

{ Run Now I Run OFf Peak | [ Add o Queue ) View Queue |
Description Past Due Reminders First of Manth Run On 11/16/10
EMail Qutput To atl e B8l : oo B em R
Purge # After 3 Days Recurs Once v

Apply Saved Set:

Customer Number Days Past Due 1
Account Number Last payment older than days 0
Reminder Date  First of Currs | M (n} ¥ Balance Cuteff Amount 0.00

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.

Customer Number — The specific customer number for which you want to generate the
reminder. Leave this field blank to generate reminders for all customer numbers.

B Account Number — The specific account number for which you want to generate the
reminder. Leave this field blank to generate reminders for all account numbers.

B Reminder Date — The date on which to base the reminders.

See Entering Dates (Introduction) for more information on date-based options.

B Days Past Due — If the customer is this number of days past due on their account — based
on the Reminder Date settings — a reminder will be generated.

B  Last Payment Older Than Days — If the customer’s last payment was made this number of
days past the due date, a reminder will be generated.

m  Balance Cutoff Amount — If the amount past due is greater than or equal to this amount, a
reminder will generated.
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f+'\, :1 =
Your account is past due, please remit payment ® 340 Russeliville
immediately. W 3410 Leitchfiald
v 370 Gallipolis
& 371 Pomeroy
ot 372 Point Pleasant
-
W 340n Russeliville Niche Products
el 3400 Russeliville Commercial
Current
W 340r Russellville Retail
Buckel 2
= ot 340t Russeliville Transient
SHECKEL S W 340w Russellville Web
Bucket 4 \ + B -
Buscket 5 W Unattached

m Reminder Message (Optional) — The message that appears on each reminder.

m Optional Messages — The message that appears on each reminder. You may wish to include
messages that reflect the delinquency of the account for each aging bucket.

® Included Business Units — The business units to include when generating reminders.
m Included Account Types — The account types to include when generating reminders.
B Included Account Salespersons — The account salespersons to include when generating reminders.

Option  None ] Subject
From Address Body

Bec Address{es)

Balance Fwd - Calendar Monts] Layout | Standard d
{"Save As Saved Set | "’upllr ad |

® Email Options — These options enable AMP to send an email to the email addresses linked to the
customer. If the customer’s email address has been entered and saved on the Customer screen, AMP
will email the invoice to that email address if these options are configured. Choose an option:

e None — Do not use this email function.
e Send Emails — Sends emails and generates invoices for printing.

e Email Only — Generates invoices for printing only if the customer does not have an email
address specified on the Customer screen.

m Subject — The email’s subject.

B Body — The email’s body text.

m Aging Setup — The aging setup to apply to reminders.

m Layout — The invoice layout. See the Appendix for information on common output layouts.
(Sample invoice layouts begin on the next page.)

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

m Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the reminders to run.
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Sample Reminder

(" ")
Advertising "
Past Due
- Phone: 965-999-9999
Reminder
URL:
\§ J
(" 965-ALEXANDER FUNERAL Acct. #: 00000116 )
E%): EYLé)T(%LéSI NSg;*()EBIgT Phone: (615)666-2189
’ Date: 02/01/2010
- J
Your account is past due, please remit payment immediately.
Remarks Past Due Amount: $ 168.80
Account Balance: $ 188.98
Last Payment: -$50.00
Last Payment Date: 10/16/2009
( February January December November October September August July w
k $20.18 $0.00 $0.00 $4.92 $163.88 $0.00 $0.00 $0.00 )
1
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RUNSHEETS

Runsheets show information about ads that have been proof-published for a specified date or date range.

How to Generate a Runsheet:

1.

From the main menu bar, choose Reports > Forms > Runsheets.

2. On the Runsheet screen, configure the information described below.

{ Run Now I Run Off Peak | D { Add 1o Queue | View Guoue |
Description Classiied Runsheet Run On 11/8/10
EMail Qutput To Ar| & B ;[ 0D B | PM B
Purge # After 3 Days Recurs | Onee =
Apply Saved Set: +
Fixed B M1l D8 | v 2010 Classified Liners ™ ROP
Classifled Display & Unit Based
{ b A
b
L] 1000 News Democrat & Leader ] Show Headar ™ Publication
L 1002 News Democrat Special Sect
2WS Lem Specigl >aclions shnw Header = | Classlfl:atlm
L 1003 Mews Democret Website -
o -
] 1004 News Dernocrat Comm Printing Show Header Sort Line
1100 Grayson County Mews Gazatbe Show Header MNone
1102 Gr.!'(:ﬂl‘l Special Sections
1103 Gr.!'(:ﬁl‘l Website =
Standard il
1104 Leitchfald Camm Pnl‘lhl‘\-g ) )
1111 Quarterly Editian
S—
rllnlndd

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.
Run Date — The run date, based on the month, day, and year (or offset values) entered in

the blank date fields.

See Entering Dates (Introduction) for more information on date-based options.

Ad Families — The ad families to include on the report.
Publications — The publications to include on the report.

Sorts — How the report should be sorted. For each header to include on the report, check
this box and choose the header from the pop-up list.

Layout — The report layout. See the Appendix for information on common output layouts.

(A sample runsheet is on the next page.)

Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the runsheets to run.
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STATEMENTS

AMP lets you generate and print statements for eligible customers. For eligible customers, you can print
statements based on customer, customer account, or the Combo Statements setting on the customer
screen (combo statements combine multiple account information into one statement, as opposed to one
statement for each customer account). While all AMP transactions are posted to individual invoices,
statements allow for flexibility in notifying your customers of current account status and overdue balances
over a specified time period.

Statement Setups and Preferences

AMP generates statements based on various setups and preferences.

The items listed below are defined by the system administrator on the various AMP setup screens.
B Account-Type Defaults — Lets you specify whether certain account types should receive statements.
Account-type defaults are defined on the Account Types setup screen.

m Customer Billing Preferences — Make customers eligible to receive statements, invoices, and or
reminders by marking the desired preferences on the customer screen.

m Aging and Terms — AMP calculates overdue balances — which appear on statements — based on
the aging and term defaults defined on the Aging Setup and Terms setup screens.

m Service Charges — These can be applied to accounts with overdue invoices. Service charges appear
on customer statements even though these charges are applied to invoices. Service charges are defined
on the Service Charges setup screen.

Before Generating Statements

In addition to the setups and preferences outlined above, the following procedures should also be
completed before generating statements:

B Because service charges appear on customer statements, make sure you have run the Service Charge
routine to apply any service charges to overdue invoices for eligible customers.

m It is recommended that you close the accounting period before generating statements. This prevents
having to regenerate statements after posting any open batches from the period in question.
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How to Generate Statements:

1. From the main menu bar, choose Reports > Forms > Statements.

2. On the Statements screen, configure the information described below.

[ Aun wow I Run OFf Peak |

Description Statements 10/31,/2010
EMail Output To

7 . -
[ add to Queue [ View Queue |

Run On 11/8/10
a6 Bl - Too B [ em B

Statement Fized

Pay By Date | Fleed | M 11 D21 ¥ 2010

Purge ¥ After 5 Days Recurs  Onoe +H

Apply Saved Set: |

Customer Aging Setup | Balance Fwd - Acct Periods 3|
Mumbar Include zero balance accounts [with
Account activity in period)
Numbear

Exclude all eredit balance accounts =
Include credit balance accounts
{with activity in period)

Include credit balance accounts
(even with no activity in period)

# 10/31/201C
# M 10 D 31 ¥ 2000

Period  Fixed

Date

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.

Customer Number — To print a statement for a single customer, enter the customer
number in this field. If this field is blank, all customers are included.

Account Number — To print a statement for a single account, enter the account number in

this field. If this field is blank, all accounts are included.

Period — Transactions for this accounting period appear on the statements.

NOTE: Statements show open transactions for the selected accounting period.
Transactions from previous periods appear on statements as open-item or balance-
forward transactions, depending on the statement form being used.

Statement Date — The date by which statement balances are aged.

Pay By Date — The date by which statement balances must be paid. This date is typically
the statement date PLUS any terms as defined on the Terms setup window.

Aging Setup — The aging setup to apply to statements.

Include Zero Balance Accounts (With Activity in Period) — Check this box to include
zero-balance accounts with activity in the specified accounting period.

Exclude All Credit Balance Accounts — Mark this button to exclude accounts with a credit
balance.

Include Credit Balance Accounts (With Activity in Period) — Mark this button to
include credit-balance accounts with activity in the specified accounting period.

Include Credit Balance Accounts (With NO Activity in Period) — Mark this button to
include credit-balance accounts with no activity in the specified accounting period.
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-
S
Current Your account is current. Thank you for your busie o 340 Russellville
m .
Bucket 2 You may have overlooked your payment, 3410 Lelbchfield
- Ll 370 Gallipalis
Bucket 3 Third notice of overdue payment.
- - i 371 Pomeroy
Bucket 4 Third notice of overdue payment. Flease remit p: )
o 372 Point Pleasant
Bucket 5 Your account has been placed on hold. - .,
e
Bucket 6 Your account is in jecpardy of being turned over [l 3400 Russellville Miche Products
m  Optional Messages — The message that will appear on each statement if the message
text is entered in any or all of these fields. You may wish to include messages that reflect
the delinquency of the account (as shown in the examples above).
B Included Business Units — Check the box next to each business unit to include on the
statements.
B Included Account Types— Check the box next to each account type to include on the
statements.
Option  None # Subject
Fram Addrecs Body

Bee Address{es)

Balance Farward = Layout  Summary |
Open Item
Print For Accounts +

Email Options — These options enable AMP to send an email to the email addresses linked
to the customer. If the customer’s email address has been entered and saved on the Customer
screen, AMP will email the invoice to that email address if these options are configured.
Choose an option:

e None — Do not use this email function.
e Send Emails — Sends emails and generates statements for printing.

e Email Only — Generates statements for printing only if the customer does not have
an email address specified on the Customer screen.

Subject — The email’s subject.

Body — The email’s body text.

Balance Forward or Open Item — Show statements with forward balances or open items.
Print For — Print statements for the specified item. Choose one of the following options:

o Account — Generates one statement per account. Using this option, AMP ignores the
Combo Statement setting on the customer screen and generates statements by account,
regardless of whether the customer is marked to receive combo statements. Combo
statements combine multiple account information onto one statement.

o Customer — Generates one statement per customer, even if the customer has more than
one account.

o Customer Setting — Generates statements based on whether the customer is marked to
receive combo statements.

m Layout — The statement layout. See the Appendix for information about common output layouts.

(A sample statement is on the next page.)
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{ Save As Saved Ser | Upload |

Saved Set Description Layout Description
Upload a Lecal File "Browse... |

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved sets.

m Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the statements to run.

NOTE: A Customer Ledger can be printed for a single account via the customer’s
Display Account screen. See the Receivables chapter for information on the Display
Account screen.
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Sample Standard Statement

4 L ")
ogan
u u
Ad Ve rt I S I n g 380 mailingaddress
Statement
Fax: 340 fax
URL: 380 url

- J
4 )

GARY D ADKINS Acct #: 00046417

%?%glg)}fg\lss WATER WELL DRILLING Phone: (304) 778-3788

BRANCHLAND, WV 25507 Date: 11/02/2010

Due Date:  11/02/2010
- J
[ Date Trans # | Type Description Runs [Inches| Amount Balanca
01/31/2010 Balance Forward 82.57
04/13/2010 300511987 INV Adkins &amp; Son Water Well Dr - 339.13
PUB 1500 Logan Banner - Adkins &amp; 45 0.694 256.56
(‘Remarks
L (" Total Due $ 330.13)
(" November October September August July June May April \
\_ $0.00 $0.00 $0.00 $247 $0.00 $0.00 $0.00 $ 336.66 )
1
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TEARSHEET REPORT

This report lists customers who request tearsheets for their ads. The report shows the customer and ad
information, the number of tearsheets requested, and when the tearsheets should be sent.

How to Generate a Tearsheet Report:

1. From the main menu bar, choose Reports > Forms > Tearsheets.

2. On the Tearsheet screen, configure the information described below.

T E-ARi-i:l

; ".:EIJ!I Nl.m-} -fﬂun (15 Pﬂ.k-} {_ﬁl!d 1o l."!l.n‘.urj .:r\l'H'W ﬂurue}

Description Tearsheets for Ochober - Mows DEL Run On 11/8/10

EMail Output Ta atl 6 W : (oo W [Pm o
Purge ™ After 5 Days Recurs | Once +
Apply Saved Set: H

Begin Fixed W M0 D1 ¥ 2010 Classified Liners M ROF o
End | Fixed B M 10 D31 ¥ 2000 Classified Display ™ Unit Based *

123X

List All Run Dates ™

['I_\ .} C+ B -
| N LN .
1000 News Demacrat & Leader E' Admin System Administrator

1002 News Democrat Special Sections A10& Bill Murphy

AlDS Amber Encorcia
AlDE Ame Smilh

1003 News Democral Websibe

1004 News Demacrat Comm Printing

A B 5 8-

1100 Grayson County News Gazotie
o o

1102 Grayson Special Sections Mot

Admin System Administrator

AlDw Bill Murphy

4

1103 Grayson Website

C

1104 Leitchfield Comm Printing

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.

Date Range — The statement dates, based on the month, day, and year (or offset values)
entered in the blank date fields.

See Entering Dates (Introduction) for more information on date-based options.

List All Run Dates— List all run dates for each ad on the report.

Ad Families — The ad families to include in the report.

Publications — Check the box next to each publication to include in the report.
Salesperson — Check the box next to each salesperson to include in the report.

Ad Taker— Check the box next to each ad taker to include in the report.
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Sort 1| Customer Name 12
Sort 2| Publication &

Sort 3 Salesperson [F3 ]
Sort 4 None i

bbb LI Save As Saved Set |

Saved Set Description | Layout Description

B Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort, and so on. You must choose at least one sorting method (Sort 1).

m  Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Tearsheet Report is on the next page.)

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Tearsheet Report

MediaSpan Publications
Tearsheet10/26/2010 - 10/29/2010
Sort By : Customer Name, Publication, Salesperson

Customer Address
380-COAL-MAC INC dba PHOENIX COAL MAC
1000 News Democrat & Leader
fo Flora Osipov

Cust #: 00046756 380-COAL-MAC INC DBA PHOENIX COAL MAC
Name: J. Doe J. DOE
Phone: (304) 792-8443 PO 1050

HOLDEN WV 25625
Run Date Sec Page Pub Quantity Ad # Class  Sort Line
10/26/2010 1000 1 Every Day 60002409 0210 &nbsp;2009 Chevy Corvette* 2,5
10/26/2010 1000 1 Every Day 60002406 0210 &nbsp;2009 Chevy Corvette* 2,5
10/26/2010 1000 1 Every Day 60002396 0210 testing commission report test
10/29/2010 1000 1 Every Day 60002435 0205 graphic ad
10/29/2010 1000 1 Every Day 60002425 0210 fdfdtetrtbyr uytuytuytuytyutMo
10/29/2010 1000 1 Every Day 60002423 0205 special characters in the temp
10/29/2010 1000 1 Every Day 60002421 0230 this is&nbsp; liner ad that ha
10/29/2010 1000 1 Every Day 60002406 0210 &nbsp;2009 Chevy Corvette* 2,5
10/29/2010 1000 1 Every Day 60002396 0210 testing commission report test

Ib03 Dottie Hatfield

Cust #: 00046756 380-COAL-MAC INC DBA PHOENIX COAL MAC
Name: J. Doe J. DOE
Phone: (304) 792-8443 PO 1050
HOLDEN WV 25625
Run Date Sec Page Pub Quantity Ad # Class  Sort Line
10/26/2010 1000 1 Every Day 60002376 0215 test
10/26/2010 1000 1EveryDay 60002272 0215 ampv-1391
10/29/2010 1000 1 EveryDay 60002272 0215 ampv-1391

ga Quality Assurance

Cust #: 00046756 380-COAL-MAC INC DBA PHOENIX COAL MAC
Name: J. Doe J. DOE
Phone: (304) 792-8443 PO 1050
HOLDEN WV 25625
Run Date Sec Page Pub Quantity Ad # Class  Sort Line
10/29/2010 1000 1 Every Day 60002424 0100 header text &nbsp;2009 Chevy C

1003 News Democrat Website
Ib03 Dottie Hatfield

11/9/10 8:14 AM Page 1 of 2
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MANAGEMENT REPORTS

These reports are designed for use by AMP system administrators for gathering information on AMP
system events, accounts that are marked as In Dispute, and time usage.

EVENT LOG

This report shows events that occurred on a specific date or between a range of dates. The report can be
run for all AMP events that occurred during a given time frame or for specific events such as ads that were
entered on a specific date.

How to Run an Event Log:

From the main menu bar, choose Reports > Management > Event Log.

2. On the Event Log screen, configure the information described below.

Description 2009 Event Log

EMail Output To

Purge ¥ After 5 Days

Apply Saved Set:

Begin | Fixed #HMm1 D1
End Fixed B M1z o3

——
{+ 0 -

Accounting period was closcd
Accounting penod was regpened
Ad entered after deadline

Y 2003
¥ 2009

0

™
I
4]

{ Run tow T Run OFF Peak |

| T .|
| Add o Quewe J View Queue |

Run On 11/9/10
arl 6 bW oo B | Pmoke
Recurs Onoe |

Sort 1 User

Sort 2| Date + Time
Sort 3 | Customer
Sort 4 None

os

System Adminkstrator
Ball Murphy

Amber Encorcia

Schedule & Deferred Process — See the Appendix for information on these settings.

Apply Saved Set — The saved set, if any, to use for this configuration.

Date Range — The event dates, based on the month, day, and year (or offset values) entered

in the blank date fields.

See Entering Dates (Introduction) for more information on date-based options.

Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort, and so on. You must choose at least one sorting method (Sort 1).

Event Type — The event types to include in the report.

Managed By — The Managed By user (as defined on the Users setup screen).
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Report Goup | @ © User | © ©

166 - QA Report Group ™ Systemn Administrator

E 340 - Russellville ™ Bill Murphy

W 341 - Leitchfield W Amber Encorcia

T 370 - Gallipolis L ™ Ame Smith

v TT1 _ Damaasss A~ | Chaean | sidslia

L] Adtaker -

4] CONV 0

) Quality Assurance

™ Reports ~

™ Sales ;
_

| Detail
Saved Sets | Custom Output Layouts |

Saved Set Description _ | Layout Description _

B Report Group — The report group (as defined on the Report Group setup screen and
assigned to users on the Users setup screen).

User — The name of the AMP user.
User Group — The user group (as defined on the User Group setup screen).

Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Event Log is shown on the next page).

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

m  Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Event Log
MediaSpan Publications
Event Log
For Date Range 01/01/09 to 12/31/09
Event Type Description
Date Time Customer User Override
Admin System Administrator
01/02/09 08:58:20
Rate table changed RateSizeRange added. RATEDATERANGEFK = 4453 :
01/02/09  08:58:20 Admin Unattached
Rate table changed RateDateRange added. RATEFK =2316 : RATEDATERANGEPK = 4453
01/02/09  08:58:20 Admin Unattached
Rate table changed Valid Pub list changed for Rate. RATEPK = 2316 : CODE = 20c;j : Valid
01/02/09  08:58:20 Admin Unattached
Rate table changed Rate added. RATEPK =2316 : CODE = 20c¢j
01/02/09  08:58:20 Admin Unattached
Total for = 4
Total for 01/02/09 08:58:20 = 4
01/02/09 09:02:00
Rate table changed RateSizeRange changed. RATEDATERANGEFK = 2021 :
01/02/09  09:02:00 Admin Unattached
Rate table changed RateSizeRange changed. RATEDATERANGEFK = 2021 :
01/02/09  09:02:00 Admin Unattached
Rate table changed RateSizeRange changed. RATEDATERANGEFK = 2021 :
01/02/09  09:02:00 Admin Unattached
Rate table changed RateSizeRange changed. RATEDATERANGEFK = 2021 :
01/02/09  09:02:00 Admin Unattached
Total for = 4
Total for 01/02/09 09:02:00 = 4
01/07/09 11:01:53
Rate table changed RateSizeRange changed. RATEDATERANGEFK = 2021 :
01/07/09  11:01:53 Admin Unattached
Total for = 1
Total for 01/07/09 11:01:53 = 1
01/07/09 11:20:17
Rate table changed RateSizeRange added. RATEDATERANGEFK = 4552 :
01/07/09  11:20:17 Admin Unattached
Rate table changed RateDateRange added. RATEFK =2333 : RATEDATERANGEPK = 4552
01/07/09  11:20:17 Admin Unattached
Event Log 11/09/10 Page 1
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IN DISPUTE REPORT

This report lists customers who have invoice items that are marked In Dispute as of the time the report is

generated.

How to Run an In Dispute Report:

1. From the main menu bar, choose Reports > Management > In Dispute.

2. On the In Dispute screen, configure the information described below.

{ Run Now | Run OF Peak |

Description [n Dspute Regart
EMall Dutput To
Purge ¥ After 2 Days

Apply Saved Set:

{"Save Ax Saved Sut |

Saved Sct Description

sort By | Customer Name -

' In Dispute

{ Add 1o Queue 1 View Queue |

Run On 11/9/10

At 6 B : o0 B [P
Recurs | Once 2
1
Standard 3]
......... o
I'r.llplnuu

Layout Description

Schedule & Deferred Process — See the Appendix for information on these settings.

Sort — How the report will be sorted.

|
m  Apply Saved Set — The saved set, if any, to use for this configuration.
|
|

Layout — The report layout. See the Appendix for information about common output
layouts. (A sample In Dispute Report is on the next page.)

sets.

Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved

m  Custom Output Layouts — The custom layout to use for the report. See the Appendix for

information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample In Dispute Report

1 andsiqg u| 0102 ‘60 J9qWIdAON
er6LL$ : [e01 Wodey

00y $ 0102/60/80  0102/0€/L0 S0.0€500€ 1812-25. (v0€) ONIHJ00d S 8 S-08€ 99297000
0L0$ 0102/60/80  0102/0€/L0 50/0€S00€ 1812-25. (¥0€) ONI4J00d S 8 S-08¢  99/9%000
8¢0$ 0102/60/80  0102/0€/L0 50/0€S00€ 1812-25. (v0€) DNI400d S 8 S-08¢  99/9¥000
0001$ 0102/60/80  0102/0€/L0 §0£0€S00€ 1812-25. (¥0€) ONIJ00d S 8 S-08¢ 99297000
009$ 0102/61/20  0102/60/L0 €GG10009 <2ES0ES00€  €5510009 00v0-€¥€ (#0€) Ajense) g oy siyueg-0L€  €¥¥¥000
0zL$ 0102/61/20  0102/60/L0 €6510009 2€£50£500€  €5510009 00t0-ev€ ($0€) Ayense) g o)1 sioueg-0LE  €¥¥¥000
0006 $ 6002/20/L1L  6002/81/01} 08€06100 /8ES8700€  08E06100 €6ee-/ve(0.2) Auedwoo uopone sieH-0bE  2022E100
GLL$ 6002/20/LL  6002/84/0L 60SL6100 06%58700€ 6051600 "D ‘us|lv-0¥€  928.€100
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TIME USAGE REPORT

This report lists customers who have invoice items that are marked In Dispute as of the time the report is
generated.

How to Run a Time Usage Report:

1. From the main menu bar, choose Reports > Management > Time Usage.

2. On the Time Usage screen, configure the information described below.

{ Run Now P8 Run Gff Peak | e ce: | Add to Queue | View Gueue |
Description Time Usage Oct 2010 Run On 1179710
EMail Qutput To AclEs W [o0 i [ PM
Purge ¥ After 3 Days Recurs Once =)
Apply Saved Set: #
Begin Fixed W M 10 D1 ¥ 2010 Classified Liners ¥ ROP
End  Fixed Bl ™10 o3y 2010 Classified Display Unit Based
Sort 1| Ad Taker Al Hours Between
Sort 2| Order Date A Start Time 12:00 am
Stop Time 12:00 am
(Format = hh:mm am/pm)
:f_'_'-. .-'_'-: :--1‘-\ ;.-_-u:
o — — o
] Admin System Administrator 4] ] 34ic Russellville Contract
& AlD4 Bill Murphy = 3400 Russellville Commercial
A AlOS Amber Encorcs =] 340+ Ausselhville Retail

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.

Date Range — The date range, based on the month, day, and year (or offset values) entered
in the blank date fields.

See Entering Dates (Introduction) for more information on date-based options.

Ad Families — The ad families to include in the report.

Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort, and so on. You must choose at least one sorting method (Sort 1).

m  Hours Between — Check this box to run the report for a specified time period. Then enter
the start and stop times in the available fields.

Salesperson — The salespersons to include in the report.

Account Type — The account types to include in the report.
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AdTaker | & @ HT‘!P'IIIH
Admin System Administrator
AlD4 Bill Murphy

. BUS1 Business Stimulus Plan 1
]

L AlOS Amber Encorcia

™

wl

BUS2 Business Stimulus Plan 2
CDefad3! Tester Codeb

'h
AlDS Ame Smith CLOL Classified Liner 01

AT Chweeen | moarlwbide

0200 ANNOUCEMENTS

0205 Birthday / Anniversary (ANNOU)

0210 Happy Ads

0215 Lost & Found (ANNOUNCE W
0220 Memary / Thank You (ANNOUNCE)

| Btandard

| B E @@

TRERERE

N Save s saved set) Custom Output Layouts |
Saved Set Description Layout Description

Ad Taker — The ad takers to include in the report.
Ad Type — The ad types to include in the report.

Classifications — The classifications to include in the report.

Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Time Usage Report is on the next page.)

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Time Usage Report

MediaSpan Publications

Time Usage
Sort By Ad Taker, Order Date
For Ads Entered Between  10/01/2010 to 10/31/2010
Order Entry Edit Total
Cust # Customer Order # Sort Line Date Time Time Time
Admin System Administrator
2010-10-05
00046756 380-COAL-MAC INC 60002287 2.3 10/05/10 00:02:35 00:02:44 00:05:19
00046756 380-COAL-MAC INC 60002286 3.5 columns 10/05/10 00:02:45 00:01:36 00:04:21
00046898 380-PHOENIX/COAL- 60002291  do not apply on 10/05/10 00:00:46 00:00:00 00:00:46
00046898 380-PHOENIX/COAL- 60002290 vbfbgfdh do not 10/05/10 00:01:47 00:00:49 00:02:36
00046898 380-PHOENIX/COAL- 60002289 cd 10/05/10 00:01:36  00:00:17 00:01:53
00046898 380-PHOENIX/COAL- 60002288 this is a partially 10/05/10 00:01:51 00:00:00 00:01:51
00044237 Diana 370-Wray 60002292  do not apply on 10/05/10 00:00:39 00:00:00 00:00:39
2010-10-05 Total : 00:11:59 00:05:26 00:17:25
2010-10-06
00128580 RICK 370- SMITH 60002295 ad2ad2ad2ad2 10/06/10 00:00:40 00:00:00 00:00:40
00128580 RICK 370- SMITH 60002294 adi1adiad1adi 10/06/10 00:01:09 00:00:00 00:01:09
00084563 Rick 895-Smith 60002293  condo for rent 10/06/10 00:07:29 00:00:00 00:07:29
00097296 TRENA 980-ALLEY 60002302 test 10/06/10 00:02:35 00:00:00 00:02:35
00097296 TRENA 980-ALLEY 60002301  testdfdfvdffffffff 10/06/10 00:04:22 00:29:19 00:33:41
2010-10-06 Total : 00:16:15 00:29:19 00:45:34
2010-10-11
00138603 Dora's Tayloring 60002331 ub 10/11/10 00:03:08 01:50:34 01:53:42
00044918  Super 8 Motel 60002341  Test Ad 600012671 10/11/10 00:01:16 00:00:00 00:01:16
2010-10-11 Total : 00:04:24 01:50:34 01:54:58
2010-10-12
00046756 380-COAL-MAC INC 60002347  email preview styles 10/12/10 00:35:29 00:00:00 00:35:29
2010-10-12 Total : 00:35:29 00:00:00 00:35:29
2010-10-13
00046756 380-COAL-MAC INC 60002359 national display rop 10/13/10 00:38:30 00:00:41 00:39:11
00046756 380-COAL-MAC INC 60002358  website rop 10/13/10 00:13:36  00:00:11 00:13:47
2010-10-13 Total : 00:52:06 00:00:52 00:52:58
2010-10-14
00046756 380-COAL-MAC INC 60002366 liner ad liner ad 10/14/10 00:01:33 00:16:51 00:18:24
00027726 766-COMMERCIAL 60002365 new test ad3 new 10/14/10 00:01:21  01:11:31 01:12:52
00027726 766-COMMERCIAL 60002364 new test ad2&nbsp; 10/14/10 00:02:18 00:02:42 00:05:00
00027726 766-COMMERCIAL 60002363 new test ad&nbsp; 10/14/10 00:02:22 00:14:26 00:16:48
2010-10-14 Total : 00:07:34 01:45:30 01:53:04
2010-10-18
00046756 380-COAL-MAC INC 60002386 national display rop 10/18/10 00:06:02 00:02:46 00:08:48
00046756 380-COAL-MAC INC 60002385  website rop 10/18/10 00:05:44 00:00:00 00:05:44
00046756 380-COAL-MAC INC 60002381 10/18/10 00:00:57 00:00:00 00:00:57
00046756 380-COAL-MAC INC 60002380 10/18/10 00:00:57 00:00:00 00:00:57
00046756 380-COAL-MAC INC 60002379 test test test test 10/18/10 00:02:20 00:00:00 00:02:20
00046756 380-COAL-MAC INC 60002378  test 10/18/10 00:02:28 00:00:00 00:02:28
Time Usage 11/09/10 Page 1
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MONEY-BASED REPORTS

These reports are designed to provide information related to monies calculated by AMP for ads, aging,

commissions, revenue, prepayments, reconciliation, and sales tax.

INSERTIONS REPORT

This report shows ads based on whether or not they have been invoiced and/or published.

How to Run an Insertion Report:

1. From the main menu bar, choose Reports > Money > Insertions.

2. On the Insertions screen, configure the information described below.

=,

{Rur Now | Run OF Peak | [ Add to Queue | View CQuaue |
Description Insertion Repoart for October 2010 Run O 11/9/10
EMall Qutput To ar/ 6 B : [o0 W [PM A
Purge # After 3 Days Recurs | Once 2]
Apply Saved Set: +
Invoiced and Mot Published 45 Class Liner ¥ Class Display &
rop Unit Based
Mon-Exported AR ¥ Exported AR Set Aside ¥ Mot Set Aside
Stopped ¥ Mot Stopped ¥
P o
L + 1 & J
S e, — —
A 1400 News Democrat & Leader 1] ™ 340 Ruscellviine
= 1002 News Democrat Special Sections L 2410 Leitchfield
" 1003 Mews Demoecrat Website L 370 Gallipals
T 1004 News Demdaecrat Comm Printing ™ 371 Pomeroy
= R T Y- - o 372 Paint Measant
Repart Type | Publication Detail = Sort By | Publication -
pr— ——
Save As Saved Set | Upload

m  Schedule & Deferred Process — See the Appendix for information on these settings.

m  Apply Saved Set — The saved set, if any, to use for this configuration.

m Insertions — Include insertions based on whether or not the ads have been invoiced and/or
published.

m Ad Families — The ad families to include in the report.

B Accounts — Check the desired box(es) for including accounts whose A/R information is or
is not exported from AMP to another system.

B Ads — The ad “attributes” to include in the report.

m  Publication — The publications to include in the report.

B Business Unit — The business units to include in the report.

B  Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Insertions Report follows these instructions.)

B Sort — How the report should be sorted.

m  Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved

scts.
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m  Custom Output Layouts (previous page) — The custom layout to use for the report. See the
Appendix for information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Insertions Report
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AGING

REPORT

This report shows transactions aging through the end of an accounting period or a fixed dated. Aging

reports hel

p accounting personnel track delinquent accounts.

How to Run an Aging Report:

1. From the main menu bar, choose Reports > Money > Aging.

2. On

a

the Aging screen, configure the information described below.

[ Run Mow I Run O Peak | C { Add to Queue I View Queue )
Description Aging to 9/28,2010 Run On 11/5/10
EMail Qutput To At16 W : (o0 B [ Pm s
Purge # after 3 Days Recurs Once #

Apply Saved Set:

Period | Last Clased Perind £51 0 Debit Balances ¥ Abawve 0,00
Aging Open [tem - Acct Pariods :IH Zero Balances
Type Credit Balances &
Age By Due Data Al
asof ¥
Fined @ mo D28 ¥ 2010

Over Credit Limit T
Past Due [ 166 Quality Assurance
[+ -] C] 2a 3
2512 tay Hh = 340 Russellvitle
3d0e Russellville Contract W 3410 Leivchfield

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.

Period — The accounting period option, based on the value entered in the blank field.
Aging Type — The aging method to use to calculate aged amounts.

Age By — Age amounts by due date or posted date.

As Of — To age amounts as of a specific date or accounting period, check this box. Then,
from the pop-up, choose the “as of” option and enter the desired values in the blank date
fields. In the example above, amounts will be aged as of the fixed date of 9/28/2010.

See Entering Dates (Introduction) for more information on date-based options.

Debit/Zero/Credit Balances — Include any or all of these options by checking the box
next to each option to include in aged amounts. If including debit balances, enter the Above
amount.

Over Credit Limit — Check this box to restrict the report to aged amounts that have
exceeded the customer’s credit limit.

Past Due — Check this box to restrict the report to aged amounts that are past due.
Account Type — The account types to include in the report.

Business Unit — The business units to include in the report.
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™ 340t Russellville Transient < @ 9
™ 340w Russellville Web T Unattached
@ 9 ™ Admin System Administrator
™ Unattached m ™ Al04 Bill Murphy
™ Admin System Administrator 24 AINS Amher Fnenreia
™ AlO4 Bill Murphy ) @ 9
™ AINS Amher Fnenreia T ™ Unattached
@ @ ™ 166 - QA Report Group
™ Unattached m ™ 340 - Russellville
4 1000 News Democrat & Leader ™ 341 - | ritchfield
™ 1002 News Democrat Special Sections ] (
[ 1NN Newe Namarrat Waheita T ™ Unattached
@ @ ™ 166 - QA Report Group
™ Unattached m ™ 340 - Russellville
™ Admin System Administrator 4 341 - | eitchfield
Wi Al04 Bill Murphy
5 AlOS Amber Encorcia ™ Unattached

B Ad Taker — The ad takers to include in the report.
m  Publication — The publications to include in the report.

B Account & Order Salesperson — The account and order salespersons to include in the

report.

B Report Groups — The ad taker, account salesperson, and order salesperson report groups to

include in the report.

Sort 1 Account Type
Sort 2 None

["Save As Saved Set |
Y —

Show Accounts
Show Invoices

Standard

Sort By Account #
Sort By Due Date

"Upload |

B Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort, and so on. You must choose at least one sorting method (Sort 1).

B Show Accounts — Check this box to show account information on the report. Then
click the corresponding Sort By pop-up and choose the sort. Use this sorting option for a
summarized report that shows one line for each customer/account.

B Show Invoices — Check this box to show invoice information on the report. Then click
the corresponding Sort By pop-up and choose the sort. Use this sorting option for a detailed
report that shows information for each invoice.

m  Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Aging Report is on the next page.)

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved

scts.

m  Custom Output Layouts — The custom layout to use for the report. See the Appendix for

information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear

in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Aging Report
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COMMISSIONS REPORT

This report shows ad takers’ and salespersons’ commission information based on invoices or payments
entered during a specific accounting period or between a range of dates.

How to Run a Commission Report:

1. From the main menu bar, choose Reports > Money > Commissions.

2. On the Commissions screen, configure the information described below.

[Tun Now || Run OF Peak | ["Add 1o Queus |1 View Queve J
Description Commissions Oct 2010 Run On 131710710
EMail Output To At 5 ) : (o0 W [PM B
Purge ¥ After 3 Days Recurs Once EX
Apply Saved Sat: H
Begin | Fixed k10712010 When Posted = When Paid
End  Fixed #l 107312010
Period Range Classified Liners &1 Open Batches &
Date Range & Classified Display ¥ Manual Invoices ¥
Begin | Fixed MM ol | vizow ROP Service Charges ¥4
End | Fixed @ M 10 D 31 ¥ 2010 unk Bared . 8 Taes
No Family ~
-1 O 8
[ [NWx Tivaete =] 000 Matchbin Onling Payments
L ™I Manual Invaoice ] 000h Check Heartland CT
B Schedule & Deferred Process — See the Appendix for information on these settings.
m  Apply Saved Set — The saved set, if any, to use for this configuration.
B Report For — Base the report on a range of accounting periods or dates:

e Period Range — Mark this button to base the report on the beginning and ending
accounting-period range specified in the Begin and End fields located above this
button.

e Date Range — Mark this button to base the report on the beginning and ending
date range specified in the Begin and End fields located below this button.

See Entering Dates (Introduction) for more information on date-based options.

B  When Posted/Paid — Mark the button to include commission based on batches that were
posted or on commissions attached to invoices.

B Include Options — Check the box next to each item to include in the report. Check the
No Family box to include items such as invoices and payments to which ad families do not

apply.
Invoices — The types of invoices to include in the report.

Payments — The types of payments to include in the report.
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+ m [ + 1 O
- - - -
™ MSD1 AMPS DEBIT NSF m ™ 00 xxTransfer Balances
24 ab test 4 0166 zzQA Credit Card
™ ccrf Credit Card Refund ™ AMO1 Auction Mania
™ d01 Local Display ™ EPD Early Payment Dicsount
™ d02 Local Display - TMC/Shopper ™ MSC1 AMP5 Credit Error
24 d03 All Color 4 c00 transfer balance (conv)
™ d04 All Color - TMC/Shopper ™ c01 make good (local)
™ d05 Political : ™ c02 make good (class)
T+ Y0 =) = =
- - - -
™ Unattached Q0 O 166 Quality Assurance
™ Admin System Administrator - 2a3
B  Debits — The types of debits to include in the report.
m  Credits — The types of credits to include in the report.
m  Salesperson — The salespersons to include in the report.
B Business Unit — The business units to include in the report.
Sort By | Account Salespersond | Standard Ce]
K eae At Caved Cor ] - I B
| Save As Saved Set | put ! Upload
Saved Set Description Layout Description

m  Sort By — How to sort the report.

NOTE: The sorting option you select here determines how the information is
presented on the final report.

B Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Commissions Report is on the next page.)

m  Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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PERIOD COMPARISON REPORT

This report compares totals based on publishing and accounting information for specified time periods.

How to Run a Period Comparison Report:

1. From the main menu bar, choose Reports > Money > Period Comparison.

2. On the Period Comparison screen, configure the information described below.

Period Comparison

[ fun wow I Run OFf Peak ) [ Add 1o Queue J 1 View Queue |
Description Liners Dec 1-8 & 1-30 Run On 12/10/10
EMail Output To a6 B (oo B (e B
Purge ¥ After 3 Days Recurs  Once 3

Apply Saved Sct: E

Begin | Fixed ™l M1z D1 Y|z010 Classified Liners & Manual Involces
End | Fixed &l M 12 D8 ¥ 2010 Classified Display Service Charges
ROP Taxes
Date Range =
ST Unit Based =
= I
Begin | Fixed 2] R e
: Export AR
End | Fixed H
Begin | Fixed @l M1z D1  Y|z010 Published |
= - - . L]
End | Fixed #l M1z D 30 ¥[2010 Invoiced

Date Range =

Period Range -
Begin | Fixed ]
End | Fioed +

B Schedule & Deferred Process — See the Appendix for information on these settings.
m Apply Saved Set — The saved set, if any, to use for this configuration.

m Date Range — Base the report on a range of dates or accounting periods (this information will be
compared to the information specified in the Compare To section, below):

e Date Range — Mark this button to base the report on the beginning and ending date range
specified in the Begin and End fields located above this radio button.

e Period Range — Mark this button to base the report on the beginning and ending accounting-
period range specified in the Begin and End fields located below this radio button.

See Entering Dates (Introduction) for more information on date-based options.

m Compare To — Base the report on a range of dates or accounting periods. (Compare these dates/
periods to the dates/periods specified in Date Range, above.) The Date Range and Period Range
radio buttons and date-based criteria work the same in the Date Range and Compare To areas.

B Include — Check the box next to each ad and/or item to include in the report.

m Show Ads — Run the report for published or invoiced ads by marking the desired radio button.
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10 0
™ Unattached m ™ Unattached
™ Admin System Administrator ™ AEAE1 AE Test Codel
™ Al04 Bill Murphy ™ BUS1 Business Stimulus Plan 1
™ AlOS5 Amber Encorcia ™ BUSZ2 Business Stimulus Plan 2
™ Al06 Ame Smith ™ CDefad43! Tester Codeb
™ Al07 Sharon Laudakis ™ CLO1 Classified Liner 01
4 Al0B Sandy Graham 4 CLO2 Classified Liner 02
™ AlO9 Frances Fojut : ™ CONV CONV
(+ W - ) {+ W - )
- - - -
™ 340c Russellville Contract 0 ™ 0100 Legals
™ 340n Russellville Niche Products ™ 0200 ANNOUCEMENTS
m Ad Taker — The ad takers to include in the report.
B Ad Type — The ad types to include in the report.
m Account Type — The account types to include in the report.
m Classification — The classifications to include in the report.
O 0
™ Unattached m ™ Unattached
™ 1000 News Democrat & Leader ™ Admin System Administrator
™ 1002 News Democrat Special Sections ™ Al04 Bill Murphy
™ 1003 News Democrat Website ™ AIO5 Amber Encorcia
™ 1004 News Demacrat Comm Printing ™ Al06 Ame Smith
™ 1100 Grayson County News Gazette ™ AI07 Sharon Laudakis
W 1102 Grayson Special Sections 4 Al08 Sandy Graham
™ 1103 Grayson Website o ™ AI09 Frances Fojut
() (- 0-)
™ 340 Russellville = Unattached
“ 3410 Leitchfield m 4 Admin System Administrator

m Publication — The publications to include in the report.
B Account Salesperson — The account salespersons to include in the report.
B Business Unit — The business units to include in the report.

B Order Salesperson — The order salespersons to include in the report.
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Inventory Item | £ O GLCode | & O

W Unattached W 0000 House Advertising Class Liner

4 00 §1 - Not UD m A 0001 House Advertising Class Disp

L 01 Gallipolis Commercial Printing ] 0002 House Advertising ROP modified

™ 02 Logan Commercial Printing ™ 0003 New Code for Docs

™ 03 Madisan Commercial Printing ™ 1005 Cash - Bank of America

v 04 Durant Commercial Printing W 1006 Loans - Bank of America

e 05 Altus Commercial Printing L M 1020 Location Operating Accountsl

] 06 Middieboro Commercial Printing oM 1021 Debit to Location Gper. Accls
Sort 1 Date 3] | standard |
Sort 2| Customer Name 15

Saved Sets

[ Save As Saved Set Custom Output Layouts |

m Inventory Item — The inventory items to include in the report.
B GL Code — The GL codes to include in the report.

B Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort, and so on. You must choose at least one sorting method (Sort 1).

m Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Period Comparison report is on the next page.)

m Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Period Comparison Report

MediaSpan Publications
Period Comparison
Sort By : Date, Customer Name
Report For : 12/1/10 - 12/8/10 and 12/1/10 - 12/30/10
Ads Words Lines Inches Inserts Adjs. Amount Total
2010-12-08
Cheryl 480-Adams
12/1/10 - 12/8/10 1 0 0 0.00 1 15.25 0.00 25.00
12/1/10 - 12/30/10 1 0 0 0.00 1 15.25 0.00 25.00
0 0 0 0.00 0 0.00 0.00 0.00
Export AR
12/1/10 - 12/8/10 1 0 0 0.00 1 2.00 0.00 8.50
12/1/10 - 12/30/10 1 0 0 0.00 1 2.00 0.00 8.50
0 0 0 0.00 0 0.00 0.00 0.00
Regina Smith
12/1/10 - 12/8/10 1 0 0 0.00 1 3.25 0.00 9.75
12/1/10 - 12/30/10 1 0 0 0.00 1 3.25 0.00 9.75
0 0 0 0.00 0 0.00 0.00 0.00
W. Bloomfield Library
12/1/10 - 12/8/10 1 0 0 0.00 1 10.00 0.00 16.50
12/1/10 - 12/30/10 1 3 2 0.19 1 10.00 0.00 16.50
0 3 2 0.19 0 0.00 0.00 0.00
12/10/10 9:11 AM Period Comparison Page 1 of 1

Proprietary Information of MediaSpan Group, Inc.



338

AdManagerPro 5.2 — Reports & Forms

PERIOD-TO-DATE REVENUE REPORT

This report shows all revenue posted during a specific accounting period or date range. The report can be
based on invoices, credits, debits, and/or payments posted.

How to Run a Period-to-Date (PTD) Revenue Report:

1. From the main menu bar, choose Reports > Money > Period to Date Revenue.

2. On the Period to Date Revenue screen, configure the information described below.

Period To Date Revenue

Description PTD Rev October 2010 NBL
EMall Output To

[ Run Mow I Run OFf Peak | { Add to Quewe | View Queur |

Run On 11712710
a6 Bl (oo B (P

Purge ¥ After 3 Days Recurs  Onoe H
Apply Saved Sct: e
Begin | Fined +l Classified Liners & Unit Based #
End | Fixed e Classified Display ¥ Mo Family ™
: rop @
Period Range
Date Range @

Begin | Fined #lM10 D1 Y 2010 Inveices @ Manual Invoices &
End | Fixed B ™10 D31 Y2010 Payments Service Charges W
Credits ¥ Open Batches
Debits & Exported AR &
Taxes ¥ Mon-Exported AR

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.
Report For — Base the report on a range of accounting periods or dates:

Period Range — Mark this button to base the report on the beginning and ending
accounting-period range specified in the Begin and End fields located above this button.

Date Range — Mark this button to base the report on the beginning and ending date range
specified in the Begin and End fields located below this button.

See Entering Dates (Introduction) for more information on date-based options.

Ad Families — The ad families to include in the report. Check the No Family box to
include items such as invoices and payments to which ad families do not apply.

Include Options — Check the box next to each item to include in the report.
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339

() ()
™ 2512 tay E] ™ Unattached
™ 340c Russellville Contract ) Admin System Administrator
™ 340n Russellville Niche Products 4 AlD4 Bill Murphy
4] 3400 Russellville Commercial ) Al05 Amber Encorcia
™ 340r Russellville Retail ) AlD6 Ame Smith
™ 340t Russellville Transient ) Al07 Sharon Laudakis
4 340w Russellville Web (54 AlO8 Sandy Graham
v 341c Leitchfield Contract 4 AID9 Frances Fojut
™ 3410 Leitchfield Commercial ) Baseview Baseview
2 341r Leitchfield Retail . Bob Bob Manager
™ 341t Leitchfield Transient oM™ CONV CONV
() (- N(-)
o Unattached T4 340 Russellville
™ AEAE1 AE Test Codel ™ 3410 Leitchfield
4 BUS1 Business Stimulus Plan 1 ™ 370 Gallipolis
m Account Type — The account types to include in the report.
m Ad Taker — The ad takers to include in the report.
m Ad Type — The ad types to include in the report.
B Business Unit — The business units to include in the report.
© o © o
4 Unattached Q™ Unattached
™ 002 Test ™ 0000 House Advertising Class
™ 0100 Legals ™ 0001 House Advertising Class
™ 0200 ANNOUCEMENTS ™ 0002 House Advertising ROP
™ 0205 Birthday / Anniversary (ANNOU) 4 0003 New Code for Docs
™ 0210 Happy Ads ™ 1005 Cash - Bank of America
™ 0215 Lost & Found (ANNOUNCE ™ 1006 Loans - Bank of America
4 0220 Memory / Thank You (ANNOUNCE) 4 1020 Location Operating Accoy
™ 0225 Notices (ANNOUNCE) 4 1021 Debit to Location Oper. A
4 0230 Personals (ANNOUNCE) . ™ 1115 Chris's Birthday
24 (1235 Wanted (ANNOUNCEY M| 1173 Chris's Birthwvear
G G0
4 Unattached Q™ Unattached
™ 1000 News Democrat & Leader ™ 00 $1 - Not UD
™ 1002 News Democrat Special Sections ™ 01 Gallipolis Commercial Print|

m Classification — The classifications to include in the report.
B GL Code — The GL codes to include in the report.
m Publication — The publications to include in the report.

B Inventory Item — The inventory items to include in the report.
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| Salesperson | & &

il e @ EREERZ

:
|

Unattached m
Admin System Administrator
AlDS Bill Murphy

AlQS Amber Encorcia

A6 Ame Smith

AlO7 Sharon Laudakis

AlDB Sandy Graham

Al09 Frances Fojut

Basaview Baseview

Bob Boh Manager

CONV NU

id

Sort 1| Account Type & [ Standard

Sort 2| Business Unit &l
Sort 3| Publication T
Sort 4 MNone Ea

Saved Sets | Custom Output Layouts |
Saved Set Descriotion | Lavout Descriotion

m  Salesperson — The salespersons to include in the report.

B Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort, and so on. You must choose at least one sorting method (Sort 1).

m  Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Period-to-Date Revenue Report is on the next page.)

m  Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Period-to-Date Revenue Report
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PERIOD-TO-DATE SUMMARY REPORT

This report shows accounting totals for invoices, adjustments, payments, credits, and debits.

How to Run a Period-to-Date (PTD) Summary Report:

1. From the main menu bar, choose Reports > Money > Period to Date Summary.
2. On the Period to Date Summary screen, configure the information described below.

Perlod To Date Summary

{Run Now || Run OFF Peak | " [ Add 1o Queue 1| View Queue
Description PTD 09/2010 Acct. Period Run On 13712710
EMall Dutput To At/ 6 W : (oo B [Pm
Purge ¥ After 3 Days Recurs | Once 2
Apply Saved Set: i
S
WA
Period  Current + o 0 i 140 Russellville
e 3410 Lestchiield
= 370 Gallipolis
W = x
Classified Liners |...q Mo Family . A 371 Pomeray
CIRERAC Diepiny o DN Batches - = 372 Point Pleasant
ROP | Exported AR :
i 380 Logan
Unit Based Non-Exported AR :
W 382 Madison
. C] 480 Durant
; s
Sum Invelce Totals By | Publication : W 505 Altus
Sum Adjustment Totals By Adjustment # A 506 Fredarick
Sum PCD Totals By Transaction Cade b3 - =33 Harlan
Sort By None + Standard -+
AT T Wy, 3 "
{ Save As Saved Set | Upload

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.

Period — The accounting period on which to base the report.

“Include” Options — Check the box next to each item to include in the report.

Summary Options — The method by which to summarize report totals.

Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort, and so on. You must choose at least one sorting method (Sort 1).

B  Layout — The report layout. See the Appendix for information on common output layouts.
(A sample PTD Summary Report is on the next page.)

m  Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

m  Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Period-to-Date Summary Report

MediaSpan Publications
Period To Date Summary
Report For : OBP One big period
Description Amount
Invoices
1000 News Democrat & Leader $ 447,894.54
1002 News Democrat Special Sections $10,552.00
1003 News Democrat Website $8,424.43
1100 Grayson County News Gazette $ 32,356.62
1102 Grayson Special Sections $932.50
1103 Grayson Website $1,514.00
1200 Gallipolis Daily Tribune $ 64,959.53
1201 The Tri-County Marketplace TMC $10,822.62
1202 Gaillipolis Special Sections $ 4,870.00
1203 Gallipolis Website $ 4,440.00
1205 Sunday Times - Sentinel $ 36,634.46
1300 The Daily Sentinel $ 31,865.50
1302 Daily Sentinel Special Section $1,505.00
1303 Daily Sentinel Website $ 1,936.50
1400 Point Pleasant Register $ 53,409.27
1402 Point Pleasant Special Section $ 3,845.00
1403 Point Pleasant Website $ 1,870.00
1500 Logan Banner $117,147.46
1501 Coalfield Connection TMC $17,059.77
1503 Logan Website $892.00
1505 Logan Coalfield Connection TMC $228.00
1600 Coal Valley News $ 34,204.17
1700 Durant Daily Democrat $ 148,486.96
1701 The Country Style TMC $17,446.25
1702 Durant Special Sections $ 27,832.81
1703 Durant Website $ 20,071.00
1705 Homes Plus $5,350.00
1707 Home Buyers Guide $ 3,089.00
1800 Altus Times $69,071.47
1801 Southwest Shopper TMC $9,609.33
1802 Altus Special Sections $1,070.05
1803 Altus Website $2,549.00
1805 Freedom Flyer $9,735.77
1900 Frederick Leader $ 23,036.25
2000 Harlan Daily Enterprise $55,614.17
2002 Harlan Special Sections $ 3,003.00
2004 Harlan Website $ 5,280.00
2100 Hazard Herald $ 40,656.65
2101 Hazard Shopper Stopper TMC $ 26,231.87
2103 Hazard Website $1,025.00
2200 Middlesboro Daily News $ 75,593.61
2201 Cumberland Trading Post TMC $19,621.79
2203 Middlesboro Website $1,080.00
2300 Claiborne Progress $56,512.73
2301 Union County Times $ 68.80
2303 Claiborne Website $2,161.00
9/27/10 12:08 PM Period To Date Summary Page 1 of 3
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PREPAYMENT REPORT

This report shows prepayments/credits entered during a specified time frame.

How to Run a Prepayment Report:

1. From the main menu bar, choose Reports > Money > Prepayments.

2. On the Prepayments screen, configure the information described below.

[ Run New § Run OFF Peak ) . [ Add te Quese T Yiew Queue )
Description Posted April 2011 Run @n 5/34/11
EMail Output To arl 6 W [ 00 B | PN
Purgs ¥ After 1 Days Rircurs  Once £
Time Now S/24/11 12:23:54 PM POT
Apply Saved Set: #
Payrments Betwenrn 8] Ad Taker Who Ertered Payr <8
Trareaction Coda %
Bagin | Fved H M4 D1 | viz01 Batch Date | Fiod M D ¥
End | Fixed #l %4 D320 ¥ 2011
Perioa| 1104 Apri 201t Bateh Numbar
With Credet Card o8
— e - AT
{ Tave A Saved Set Uplpad

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.

Search Method — The method by which to search for payments, based on Payments
Between dates.

Payments Between — The date range when payments were posted.
Batches Dated — Include batch dates based on the date options specified here.

See Entering Dates (Introduction) for more information on date-based options.

Posted in Period — Run the report for prepayments posted in this accounting period.
Posted in Batch — Run the report for prepayments posted in this batch. Leave this field
blank to include all prepayments, regardless of batch.

Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Prepayment Report is on the next page.)

Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Prepayment Report (With Credit Card)
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QUICK AGING REPORT

This report summarizes accounts’ aged information for all aging buckets for a specified accounting period.

How to Run a Quick Aging Report:

1. From the main menu bar, choose Reports > Money > Quick Aging.

2. On the Quick Aging screen, configure the information described below.

{Run Now | Run OF Peak | {"add to Quewe 1 View Quewe |

Description Open Item — Days Run On 117127510
EMail Dutput To P e P T |
Purge ¥ After 3 Days Recurs  Once z
Apply Saved Set: -
—r—y
@ @
Period | Fixed el oap & 166 Quality Assurance
Aging Type Open ltem - Days = =] 223
L 340 Russellvilie
™ 3410 Leitchfield
Credit Balances & = <
1 370 Gallipolis
Zero Balances = e e
371 Pame
Debit Balances # bl
W 372 Paint Pleasant
e 380 Logan
Over Credit Limit ol 382 Madison
Past Due
Sort 1 Amaunt + Standard |
Sort 2 Mone -+
Sort 3| MNone #H
[ Save As Saved Set | { Uptoad

Schedule & Deferred Process — See the Appendix for information on these settings.
Period — The accounting period on which the report is based.

Aging Type — The aging (setup) method to use for aged amounts on the report.

Business Unit — The business units to include on the report.

Include Options — The types of balances to include on the report.

Over Credit Limit — Check this box to include aged amounts over their credit limits.
Past Due — Check this box to include aged amounts that are past due.

Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort, and so on. You must choose at least one sorting method (Sort 1).

Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Quick Aging Report is on the next page.)

Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Quick Aging Report
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RECONCILIATION REPORT

This report provides a “snapshot” of the accounting for a specified period.

How to Run a Reconciliation Report:

1. From the main menu bar, choose Reports > Money > Reconciliation.

2. On the Reconciliation screen, configure the information described below.

[ Reun nicw I Rusn O Pk ) furred Proc {"adex 1o Qrsus T View Queus |
Description Sacss Thes 6.24.11 Rum O 7/13/11
EMail Dutput To P N
Purge ® After 3 Days Recurs | Ooce _ |

Thett Mow Tr13/11 11:30016 AM EDT

Appty Saved Set: &

110 Packacah Sun

Period | Ficed 3 1106 L
i 1120 Hatrapalis Mlaret
= i 1121 Harshall Co. Tribune Courier
Include totals for ads not nvoiced ’
= e i o 1122 Cadiz Record
Rapart Threugh
2o = = o 1123 Lyon Co. Herald Ledger
e 8 ™ o8 D 20 Y 2011
W DEFAULT Paxtan Media Groun
Sort Oy | Business Unn =¥ Sennaad EY
— — — ; S——
[ Save A3 Suved Set | Ci uts | (TR
Saved Set Description Layout Description
Uplzad a Local File e

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.

Period — The accounting period on which to base the report.

Business Units — The business units to include in the report.

Include Totals For Ads Not Invoiced — Check this box to include totals for ads that have
not been invoiced during the specified period. The report takes longer to run if this box is

checked.

Report Through — Check this box to run the report based on the options selected/entered
here.

See Entering Dates (Introduction) for more information on date-based options.

Sort By — How the report will be sorted.

Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Reconciliation Report is on the next page.)

Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

Custom Output Layouts — The custom layout to use for the report. See the Appendix for

information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Reconciliation Report

Paxton Media Group

A/R End of Period Reconciliation
Report For : 1106 Period 6 2011 2011-05-30 - 2011-06-26

Business Unit: 110 Paducah Sun Non-Tax Tax Non-Tax + Tax
Beginning Balance $1,295,451.20
Invoice
Manual Invoice $1,300.00 $0.00 $1,300.00
Total Invoice $1,300.00 $0.00 $1,300.00
Payment
Class Display -$ 1,223.36 $0.00 -$1,223.36
Class Liner -$ 4,676.83 $0.00 -$ 4,676.83
Manual Invoice -$2,782.90 $0.00 -$2,782.90
No Family -$1,542.03 $0.00 -$ 1,542.03
ROP -$11,986.47 $0.00 -$11,986.47
Unit Based -$ 49,513.36 $0.00 -$49,513.36
Total Payment -$71,724.95 $0.00 -$71,724.95
Ending Balance $1,225,026.25

As Of: 07/13/2011

Ads Not Invoiced But Scheduled $ 284,702.61

Ads Not Invoiced But Published $ 24,430.21

Through: 06/24/2011

Ads Not Invoiced But Scheduled $ 218,220.55

Ads Not Invoiced But Published $ 24,430.21

7113/11 11:31 AM A/R End of Period Reconciliation Page 1 of 5
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SALES TAX REPORT

This report breaks out and totals any taxes charged to customers during a specified accounting period.

How to Run a Sales Tax Report:

1. From the main menu bar, choose Reports > Money > Sales Tax.

2. On the Sales Tax screen, configure the information described below.

[ dd to Gueve Ji View Queue ]

{Run Now || Run OFf Peak |

b

Description Sales Tax Run On 11/12/10

EMall Qutput To ar[6 B - [o0 W [PM A
Purge ¥ After 3 Days Recurs Once i)
Apply Saved Sot: e
Begin Period  Fixed ¢ ose Include Export AR accounts &
End Perind | Fixed & omp
o e

[~ lmen::ac.l-.r::: CI i 240 F‘.u:’.:.ﬂi.;llm —
" AEAE1 AE Test Codel = 3410 Leitchrisid
ol BUS1 Business Stimulus Man 1 = #70 Gallipalic
o BUS2 Business Stimulus Plan 2 = 371 Pomeray
= Chelad3! Tester Codes + 372 Paint Pleasant
# CLO1 Classified Liner 01 - = 380 Logan
™ CLOZ Classified Liner 02 7| B 382 Madison

Sort By | Ad Type # Detail 22

[ Suve As Saved Set /.L."p|w.dh\'

B Schedule & Deferred Process — See the Appendix for information on these settings.
m  Apply Saved Set — The saved set, if any, to use for this configuration.
B Period — The range of accounting periods on which to base the report.
B Include Export AR Accounts — Include in the report all accounts marked as Export AR.
B Ad Type — The ad types to include in the report.
B Business Unit — The business units to include in the report.
m  Sort By — How the report will be sorted.
m  Layout — The report layout. See the Appendix for information on common output layouts.

(A sample Sales Tax Report is on the next page.)
B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved

sets.
B Custom Output Layouts — The custom layout to use for the report. See the Appendix for

information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Sales Tax Report
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ORDER-BASED REPORTS

These reports provide information about ad orders.

ADJUSTMENTS REPORT

This report shows all adjustments (including discounts) made to ads during a specified time frame. The
report includes all adjustment levels, along with the type and amount of each adjustment. This report also
includes the number of insertions and the name of the ad taker who made the adjustment.

If the report is being run for ads published or scheduled, the ad-level adjustments are included only if an
ad’s start date falls within the specified date range; publication-level adjustments are included only if the
publication start date falls within the specified date range. On the adjustment report, the type of level
adjustment in indicated by an A (for ad level), P (for publication level), and/or I (for insertion level).

NOTE: Ads that include adjustments that have been invoiced are shown on the

Adjustments Invoiced Report.

How to Run an Adjustments Report:

1.
2.

From the main menu bar, choose Reports > Orders > Adjustments.

On the Adjustments screen, configure the information described below.

{ Run Now | Run OFF Peak |

Description Ads Sched 11/1-11/6/10

EMail Qutput To
Purge # After 100 Days

Apply Saved Set:

Report For  Ads Scheduled .

Begin  Fixed B M1 o1 | yizowo
End | Fixed B m11 D& | ¥i2010
. -
'l.l.l-’. S
i Admin System Administrator
o AlD4 Bill Murphy

Date Range — The dates for the report.

D w

™

{ Add 1o Quoue | View Quewe |

Run On 11/15/10
At B : (o0 B [Pm

Recurs  Once :l

Class Liner ™ Class Display =
rop unit Based #
Sct Asides ¥
r. N e
o
BUS1 Business Stimulus Plan 1

BUSZ Business Stimulus Plan 2

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.

Report For — Run the report for ads scheduled or ads taken.

See Entering Dates (Introduction) for more information on date-based options.

Include Options — Check the box next to each item to include in the report.
Ad Taker — The ad takers to include in the report.
m  AdType — The ad types to include in the report.
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Adjustment Description | € & BusinessUnit | {$ &
# 0000 Custom Calor D™ 340 Russeliville
~ 0001 Custom Color - TMC ] 3410 Leitchfield
~ 0010 1 color lal o 370 Gallipolis
P R 5 o L4 [= | [ LT [ T
= 0100 Legals D™ 340c Russellville Contract
o 0200 ANNOUCEMENTS L L 3400 Russellville Commearcial
o 0205 Birthday / Anniversary [ANNOU) 3 i 340r Russellville Retail
i A L B e e
™ 0000 House Advertising Class Liner D= 1000 News Demacrat & Leader
# 0001 House Advertising Class Disp # 1002 News Democrat Spedial Sections
m  Adjustment Description — The adjustments to include in the report.
m  Business Unit — The business units to include in the report.
m  Classification — The classifications to include in the report.
B Account Type — The account types to include in the report.
B  GL Code — The GL codes to include in the report.
B Publication — The publications to include in the report.

Salesperson |'"' Sort By

= [

™ AIO4 Bill Murphy 1] Sort 1 : Date 2]

) AIOS Amber Encorcia L Sort 2 | Pubiication lﬂ

L Al06 Ame Smith : Sort 3 Ad Family 3
Sort 4 | Classification e

Report Type Detal %]
CEVEIE PR I Save As Saved Set | Custom Output Layouts | (TITT)
saved Set Description Layout Description

Salesperson — The salespersons to include in the report.
Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort, and so on. You must choose at least one sorting method (Sort 1).

m  Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Adjustments Report is on the next page.)

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Adjustments Report

MediaSpan Publications
Adjustments for Ads Scheduled Between 11/01/10 and 11/08/10
Sorted By Date,Publication,Ad Family,Classification

Ads Insertions Units Amount
2010-11-01
1003 News Democrat Website
Class Liner
0210 Happy Ads 6 6 25.00 12.50
0220 Memory / Thank You (ANNOUNCE) 1 1 5.00 2.50
0306 Building Materials (SERV) 1 0 1.00 3.25
Class Liner Total 7 31.00 18.25
1003 News Democrat Website Total 8 7 31.00 18.25
1300 The Daily Sentinel
Class Display
0308 Business (SERV) 1 1 45.00 11.25
Class Display Total 1 1 45.00 11.25
1300 The Daily Sentinel Total 1 1 45.00 11.25
2010-11-01 Total 9 8 76.00 29.50
2010-11-02
1000 News Democrat & Leader
Class Display
0225 Notices (ANNOUNCE) 1 1 1.00 1.00
0318 Domestics / Janitorial (SERV) 1 1 8.00 2.00
Class Display Total 2 2 9.00 3.00
Class Liner
0100 Legals 1 1 1.00 0.13
0210 Happy Ads 7 14 35.00 26.00
0220 Memory / Thank You (ANNOUNCE) 1 2 6.00 4.30
0304 Automotive (SERV) 1 1 1.00 0.68
0306 Building Materials (SERV) 1 1 1.00 0.65
Class Liner Total 11 19 44.00 31.76
1000 News Democrat & Leader Total 13 21 53.00 34.76
1003 News Democrat Website
Class Liner
0210 Happy Ads 1 1 3.00 1.50
Class Liner Total 1 1 3.00 1.50
1003 News Democrat Website Total 1 1 3.00 1.50
1300 The Daily Sentinel
Class Display
Adjustments for Ads Scheduled Between 11/01/10 and 11/08/10 11/04/10 Page 1

Proprietary Information of MediaSpan Group, Inc.




AdManagerPro 5.2 — Reports & Forms 355

ADJUSTMENTS INVOICED REPORT

This report shows all adjustments (including discounts) that have been invoiced during a specified time
frame.

For a comparison report that includes adjustments invoiced during a specified range of dates or
accounting periods, run the Adjustments Invoiced Comparison Report.

How to Run an Adjustments Invoiced Report:

1. From the main menu bar, choose Reports > Orders > Adjustments Invoiced.

2. On the Adjustments Invoiced screen, configure the information described below.

{‘_Run Nuw:- f:_Rurl off Pr.uh.:l Cﬁudd 14 ﬂ,urur:: i".l'irw Qurur:l
Description Adjustments Involced 8/1-9/15/10 Run On 11/15/10
EMail Output To At/ 6 B : (oo B em i
Purge ¥ After 3 Days Recurs  Once |

Apply Saved Set: H

Begin | Fixed #lme D1 Y zowo Classified Liners ¥ rop @
End | Fiwed 8l Mg D15 ¥ 2010 Classified Display ] Unit Based

Date Range
Period Range

Begin Fixed
End Fixed

¥

o
A

Order level adjustments ¥ e 340 Russellville
Publication level adjustments ¥/ =] 3410 Leitchficld
=]

Insertion level adjustments = I70 Gallipolis

B Schedule & Deferred Process — See the Appendix for information on these settings.
m  Apply Saved Set — The saved set, if any, to use for this configuration.
B Report For — Base the report on a range of accounting periods or dates:

e Period Range — Mark this button to base the report on the beginning and ending
accounting-period range specified in the Begin and End fields located above this
button.

e Date Range — Mark this button to base the report on the beginning and ending
date range specified in the Begin and End fields located below this button.

See Entering Dates (Introduction) for more information on date-based options.

B Ad Families — The ad families to include in the report.
m  Include Options — Check the box next to each item to include in the report.

B Business Unit — The business units to include in the report.
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Sort 1 Dame

Sort 2 Adjustment
Sort 3 Publication
Sort 4 GL Code

A AR A=

._::j

Eanrm Aw Eaxcmel Car ]
{"Save As Saved Set |
Saved Set Description

Standard v

'rl.rpluud !

Layout Description

Upload a Local File Browse

m  Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort, and so on. You must choose at least one sorting method (Sort 1).

B  Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Adjustments Invoiced Report is on the next page.)

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved

sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for

information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear

in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Adjustments Invoiced Report
MediaSpan Publications
Adjustments Invoiced
Sort By : Date, Adjustment, Publication, GL Code
Report For : 9/1/10 - 9/15/10
Adjustment Invoices Units Amount
2010-09-02
1100 center
1100 Grayson County News Gazette
0001 House Advertising Class Disp
1100 center 3 3.00 $0.75
0001 House Advertising Class Disp 3 3.00 $0.75
1100 Grayson County News Gazette 3 3.00 $0.75
1100 center Total 3 3.00 $0.75
9100 10% surcharge
1000 News Democrat & Leader
3220 Miscellaneous Revenue
9100 10% surcharge 17 17.00 $ 36.00
3220 Miscellaneous Revenue Total 17 17.00 $ 36.00
1000 News Democrat & Leader Total 17 17.00 $ 36.00
9100 10% surcharge Total 17 17.00 $ 36.00
2010-09-02 Total 20 20.00 $36.75
2010-09-03
0001 Custom Color - TMC
1000 News Democrat & Leader
3015 All Color - TMC/Shopper
0001 Custom Color - TMC 2 2.00 $2.00
3015 All Color - TMC/Shopper Total 2 2.00 $2.00
1000 News Democrat & Leader Total 2 2.00 $2.00
0001 Custom Color - TMC Total 2 2.00 $2.00
1200 blind box - mail
1201 The Tri-County Marketplace TMC
3220 Miscellaneous Revenue
1200 blind box - mail 2 2.00 $2.00
3220 Miscellaneous Revenue Total 2 2.00 $2.00
1201 The Tri-County Marketplace TMC 2 2.00 $2.00
1200 blind box - mail Total 2 2.00 $2.00
1450 Online $5 Photo Premium WEB
1100 Grayson County News Gazette
3215 Internet
1450 Online $5 Photo Premium WEB ON 1 1.00 $5.00
3215 Internet Total 1 1.00 $5.00
1100 Grayson County News Gazette 1 1.00 $5.00
Unattached
3215 Internet
1450 Online $5 Photo Premium WEB ON 3 4.00 $20.00
3215 Internet Total 3 4.00 $20.00
Unattached Total 3 4.00 $20.00
1450 Online $5 Photo Premium WEB 4 5.00 $ 25.00
1700 New Today InDesign
1201 The Tri-County Marketplace TMC
3220 Miscellaneous Revenue
1700 New Today InDesign 2 2.00 $5.00
3220 Miscellaneous Revenue Total 2 2.00 $5.00
1201 The Tri-County Marketplace TMC 2 2.00 $5.00
1700 New Today InDesign Total 2 2.00 $5.00
11/4/10 10:49 Adjustments Invoiced Page 1 of 4
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ADJUSTMENTS INVOICED COMPARISON REPORT

This report compares adjustments invoiced during two specified date or accounting period ranges.

How to Run an Adjustments Invoiced Comparison Report:

1. From the main menu bar, choose Reports > Orders > Adjustments Invoiced Comparison.

2. On the Adjustments Invoiced Comparison screen, configure the information described below.

Adjustments Invoiced Comparison

{H.l.rn HI:IW-:I I:_-RUII off Pruk-\l r.l"urJrJ 114} ﬂururj (“u’irw {!urur-:l
Description Adj Imvaiced Comparison 8859/1-889/15/10 Run On 11715710
EMail Output To At'6 B : (oo B [eM S
Purge ¥ After 3 Days Recurs  Once =

Apply Saved Set: B

Begin | Fixed #lme D1 Y 2010 Classified Liners rop ¥
End | Fiwed il M a | D15 ¥ 2010 Classified Display ] Unit Based

Date Range
Period Range [ Order level adjustments ¥
Begin Peried = Flued Publication level adjustments &
End Period | Fixed Insertion level adjustments

FlE:

F.o W _1
LA
Begin | Fixed W Mo D1 v 2010 2] 340 Russellville
End | Fixed Wl M9 | D15 ¥ 2010 2] 3410 Leitchfield
] 370 Gallipolis
Date Range = .
Period Range = 371 Pomeroy
= 372 Paint Pleasant
Begin | Fioed .]‘ b
= 4 380 Logan
End | Fived CF]
o 382 Madison

B Schedule & Deferred Process — See the Appendix for information on these settings.
m  Apply Saved Set — The saved set, if any, to use for this configuration.
m  Date Range — Base the report on a range of accounting periods or dates:

e Date Range — Mark this button to base the report on the beginning and ending
date range specified in the Begin and End fields located above this button.

e Period Range — Mark this button to base the report on the beginning and ending
accounting-period range specified in the Begin and End fields located below this
button.

See Entering Dates (Introduction) for more information on date-based options.

B  Compare To — Compare the Date Range dates/accounting periods (above) to the dates/
accounting periods specified here.

Ad Families — The ad families to include in the report.
“Include” Options — Check the box next to each item to include in the report.

Business Unit — The business units to include in the report.
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Sort 1| Date 2 “Standard =
Sort 2| Adjustment ¥
Sort 3| Fublication ]

|

Sort 4 GL Code

{ Save As Saved Set | us | FUpload |
Saved Set Description Layout Daescription
Upload a Local File Bromwse,

B Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort, and so on. You must choose at least one sorting method (Sort 1).

B  Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Adjustments Invoiced Comparison Report is on the next page.)

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Adjustments Invoiced Comparison Report

9 4o | abed uostiedwog padioAu| sjuswisnipy LEZL OL/SHLL
G.09% 00'c € G.09% 00'¢ € 0009% 000 0 anezen) smaN Aluno) uosAeio) 0ol L
G/.0$ 00'e 0 G/.0$ 00'e 0 0009% 000 0 sse|) BuisiieApy 8snoH 1000
G.L0$ 00'€ € G.09% 00e € 0009% 000 O 19)u80 001 |
sse|n bBuisiieApy 8snoH 1000
apazen smaN Ajuno) uosAein 01 |
181U82 00 |
2¢0-60-0102
00°G $- 00°L- }- 000$ 000 0 00S$ 00’ I [e101 €1-80-0+0¢
00°G $- 00'}- - 000$ 000 0 00G$ 00t s g3M wniwald oloyd §$ suljuQ 0S5y
00'G $- 00'}- L- 000$ 000 0 00G$ 00'L L anazen) smaN Auno) uosAels) 0ol |
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00'SG $- 00'L- 1- 0009% 000 0 00S$ 00’ L wnjwald 01oyd §$ auluQ 0S|
Jsuwislu| GLge
apazen smaN Ajuno) uosAeln 0L |
g3M wniwald ojoyd G$ suljuQ 0S5y L
€1-80-0102
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GL'9$- 00'e- e 000$ 000 0 G/.99% 00'e € JspesT g jeloowsaq sSmeN 000+
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aNuUBAaY SNOBUR||99SIN 022E
JopeaT % 1eioowag SMeN 0001
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00°G $- 00'L- L 000$ 000 0 00S $ 00t g3M wniwald 0loyd §$ suluO 0G|
00'S $- 00'L- 1- 0009 000 0 00S$ 00'L 1 anezer) smaN Aluno) uosAeln) 00| |
000$ 00'L- 0 000$ 000 L 006 $ 00t [ejo1 Jousalu| G12g
NO d3aM
00'G $- 00'L- [ 000$ 000 0 005 $ 00'tL L wnjwald 01oyd G$ auluQ oSy 1
Jsuisu| Glge
alezer) smeN Auno) uosAe.is) 0| |
g3M wniwalid oloyd G$ suluQ 0S5y
€0-80-0102
unowy suun S82I10AU| unowy suun S8010AU| unowy SIUN  S82I0AU| wawisnlpy
douaJsslig OL/SL/6-0L/L/6 OL/SL/8-0L/L/8

0L/S1/6 - OL/1/6 O} pasedwod O1/S1/8 - OL/1/8 : 104 Hoday
8poY 19 ‘uoneolgnd ‘uswisnipy ‘ejeq : Ag 1os
uosuedwo) padloAu| sjuswisnipy
suonealgnd uedseipain

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Reports & Forms

361

ADS TAKEN —CLASSIFIED REPORT

This report shows classified ads taken during a specified time frame.

How to Run an Ads Taken-Classified Report:

1. From the main menu bar, choose Reports > Orders > Ads Taken-Classified.

2. On the Ads Taken-Classified screen, configure the information described below.

Description Jan-May 2011

EMail Output To

Purge ™ After 3 Days
Apply Saved Set: |
| Ads Taken 2]
Begin | Fixed FlmM1 b1 vo2011
End | Fixed FlMs5 D15 v 2011

Specific Account Number

- @
BEL Bel
BEM Brian McNish
Baseview Baseview
C2 Chris two

CG Carla Green

- -
Unattached
000 Cards of Thanks

1A=

= =

0

1EEE®=

®E =

Ads Taken - Classified

(Run Now) (Run Off Peak)

(Add to Queue ) (View Queue )

Run On 5/24/11
at(6 1+ : (00 F) [(PMm 3]
Recurs | Once _ﬂ
Time Now 5/24/11 11:08:46 AM PDOT

Classified Liners E Set Asides |
Classified Display ¥

- W

Unattached

cd Classified Display

cl Classified Liners

csd Classified Service Directory

A P P

-0 M,

\-L' A4
Unattached

bu Business

Schedule & Deferred Process — See the Appendix for information on these settings.

m  Apply Saved Set — The saved set, if any, to use for this configuration.

Report For — Base the report on a range of dates when ads were taken.

See Entering Dates (Introduction) for more information on date-based options.

Ad Families— The ad families to include in the report.
Ad Taker — The ad takers to include in the report.
Ad Type — The ad types to include in the report.

Classification — The classifications to include in the report.

Account Type — The account types to include in the report.
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o e
- -
4] Unattached m Sort 1| Classification |
™ Admin System Administrator Sort 2| Publication 71
] BEL Bel sort 3| None -+
™ BEM Brian McNish B
A Flmmme s BT 1
[ AdPlacement [ Email = Report Type| Summary -+
Save As Saved Set Upload
Saved Set Description Layout Description
Upload a Local File  Browse... )

Salesperson— The salespersons to include in the report.

Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort, and so on. You must choose at least one sorting method (Sort 1).

Ad Attribute Filters — Any configured attributes will be available for selection in this area of
the screen. If no attributes are configured, attributes are not shown on this screen.

Layout — The report layout. See the Appendix for information on common output layouts.
(A sample summary Ads Taken-Classified Report is on the next page.)

Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Ads Taken-Classified Report (Summary)

MediaSpan Group
Ads Taken - Classified
Sort By Classification, Publication
For Ads Taken Between 01/01/11 and 05/15/11
# Ads Inserts Cost Inches Words  Lines

000 Cards of Thanks

01 Pioneer 6 7 89.75 9.417 396 76

02 TriCounty 1 1 16.40 1.111 33 9

51 Manistee News Advocate 1 1 18.30 0.819 46

53 Benzie County Record Patriot 1 1 12.85 1.486 39 12

null null 2 0 10.50 0.000 0
Total for 000 Cards of Thanks 8 10 147.80 12.833 514 104
002 Obituary

01 Pioneer 39 39 2260.04 134.695 148 1085

03 River Valley 3 3 51.83 0.458 9 4

04 Lake County Star 5 126.93 28.500 19 228

08 Pioneer Osceola Edition 7 7 262.10 58.000 34 465
Total for 002 Obituary 54 54 2700.90 221.653 210 1782
010 In Memoriams

01 Pioneer 1 1 24.75 3.236 76 26

03 River Valley 1 1 10.45 0.486 16 4

08 Pioneer Osceola Edition 1 1 38.25 4.833 132 39

51 Manistee News Advocate 2 2 46.00 6.000 6 48

null null 1 0 7.50 0.000 0 0
Total for 010 In Memoriams 5 5 126.95 14.556 230 117
020 Personals

01 Pioneer 3 7 160.90 11.936 41 96

null null 1 0 5.50 0.000 0 0
Total for 020 Personals 3 7 166.40 11.936 41 96
030 Special Notices

01 Pioneer 5 48 37.50 224.208 126 1794

02 TriCounty 3 11 0.00 59.000 11 472

03 River Valley 4 129.20 16.889 288 136

04 Lake County Star 2 4 7.65 14.111 21 113

05 Pioneer East 3 11 0.00 59.000 11 472

08 Pioneer Osceola Edition 4 7 20.25 18.542 39 149

51 Manistee News Advocate 40 197 2987.30 538.847 6072 4333

52 West Shore Shopper 4 5 81.97 14.847 54 119

53 Benzie County Record Patriot 2 2 0.00 7.736 33 62
Ads Taken - Classified 05/24/11 Page 1
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ADS TAKEN—ROP REPORT

This report shows ROP ads taken during a specified time frame.

How to Run an Ads Taken-ROP Report:
1. From the main menu bar, choose Reports > Orders > Ads Taken - ROP.

2. On the Ads Taken-ROP screen, configure the information described below.

.

Description Jan-May 2011
EMail Qutput To

Ads Taken - ROP

T e
i { Run Now [ Run Off Peak |

. e A L
L Add to Quewse B View Oueue b

Run On 5/24/11
PN oo : PM 2

Recurs | Onda

Purge ' After 3 Days
T Mowe 5724711 11234234 AM POT
Apply Saved Sat:
Degin | Fued o1 | ¥ a0 Excluda Gang Frames Include Setasides ¥
End | Foed fiMs (D15 ¥ 2011 Exclude Gang Pleces
Specilic Account Number
) o =
L S N L NI
Ll Adrmin System Administrater L M1 Miscelianeaus
o BEL Bal V b Bange directary
il BEM Brian Mchsh L ch church directory
Y .(-T\ "T‘_- : e o
L CONY CONY o fui Buginess
C4 FOUR Four eolor + o Commencial
o GREN Green : ¥ e Legals
Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.
Report For — Base the report on a range of dates when ads were taken.
See Entering Dates (Introduction) for more information on date-based options.
B Include/Exclude — Mark the checkbox next to each item to include in the report.
B  Ad Taker — The ad takers to include in the report.
B Ad Type — The ad types to include in the report.
B Color — The colors to include in the report.
B Account Type — The account types to include in the report.
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s 5
LIRS N

Admin System Administrator
BEL Bel
BEM Brian McNish

IEE R

- . . _,.
S -
ABC Merchant ABC's
AFTE After the Fair

ALL All Around the Home

Il E R

Dt Bt
00 Balance Sheet
01 Pioneer
02 TriCounty

1EE R

O

Ad Placement | Email

Save As Saved Set

Saved Set Description

-_
- -
g OContract Start Date3 BANNER NMS SEQUENCE
g OContract Start Date4 BANNER NMS SEQUENCE
IE 10Contract Start Datel BANMNER NMS SEQUENCE
=] = . n_aks T Y S S e —
- e
- -
™ BANNER NA-Banner Product
g COMP Computers
™ CONV CONV
= ————
Sort 1/ Ad Number 3]
Sort 2| None =
Sort 3| None =
Report Type | Detail =
Upload
Layout Description
Upload a Local File ( Browse... )

Salesperson — The salespersons to include in the report.
Kind/Market/Product — The Kind/Market/Product codes to include in the report.

Publication — The publications to include in the report.

sort, and so on. You must choose at least one sorting method (Sort 1).

Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary

m  Ad Attribute Filters — Any configured attributes will be available for selection in this area of
the screen. If no attributes are configured, attributes are not shown on this screen.

B Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Ads Taken-ROP Report is on the next page.)

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved

sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for

information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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ADS TAKEN—UNIT REPORT

This report shows unit-based ads taken during a specified time frame.

How to Run an Ads Taken-Unit Report:

1. From the main menu bar, choose Reports > Orders > Ads Taken - Unit.

2. On the Ads Taken-Unit screen, configure the information described below.

Description |Unit-Based Ads Taken 5/1-10/31/10
EMail Qutput Ta
Purga ¥ After 3 Days

Apply Saved Set:

Begin | Fied @l Ms D1 ¥y 2010
End  Fised Ml mie oa1 oy zmo
- o
b
e 340c Russellville Contract
[ 3400 Russaihville Commercial
L 340r Russellvile Retall
. e e
- -
B
o Admin Sysbam Administrator
= A4 Bl Murghy
|
|
|

0

im

ﬁl
Bl

Ads Takon - Unit
- ~ . : — e

md to {!E:‘I [:VIE\:QH'EUE

F |

Run On 11/15/10

atl & W : (o0 B [PM B

Recurs  Once A

Sot Aside ¥

© o
hsin House Insert
in Inserts
Unattached

- o

DE00 Bulletin Board
0750 18usiness Directory

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.
Ads Taken (Date Range) — Base the report on a range of dates when ads were taken.

See Entering Dates (Introduction) for more information on date-based options.

Ad Type — The ad types to include in the report.
Ad Taker — The ad takers to include in the report.
Kind — The Kind codes to include in the report.

“Include” Options — Mark the checkbox next to each item to include in the report.

Account Type — The account types to include in the report.
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as F+ - )
- - - -
™ Admin System Administrator ™ 0027 Appliances
™ Al04 Bill Murphy ™ 0100 Automotive : New
" AlO5 Amber Encorcia i 0200 Automotive : Used
A nine A - et Il N?8N Antn Servires
(- -) )
-w - -w -
™ 1000 News Democrat & Leader Wi 0001 4-H
™ 1002 News Democrat Special Sections i 0033 4th Of July
T4 1003 News Democrat Website ™ 0065 9/11 Sponsor
—k - s R ~ o -~ = AAAT R —~
Sort 1| Publication | Report Type | Detail |
sort 2 Date B
Sort 3 Customer F}
Save As Saved Set  Upload |
baved Set Description Layout Description

Salesperson — The salespersons to include in the report.
Market — The Market codes to include in the report.
Publication — The publications to include in the report.

Product — The Product codes to include in the report.

Sorts — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary

sort, and so on. You must choose at least one sorting method (Sort 1).

m  Layout — The report layout. See the Appendix for information on common output layouts.

(A sample Ads Taken-Unit Report is on the next page.)

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved

sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for

information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear

in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Ads Taken-Unit Report
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BLIND BOX REPORT

This report lists ads that use blind boxes for mail and/or pickup. The report includes the box number,
number of box replies, customer information, ad schedule, and any ad notes.

How to Run a Blind Box Report:

1. From the main menu bar, choose Reports > Orders > Blind Box.

2. On the Blind Box screen, configure the information described below.

[ Run wow $0 Run OFF Peak | H I Add to Cueue §{ View Queue §
Description Blind Bux Ads 11/15-11/30/2010 Run On 11/15/10
EMail Qutput To arle B : (oo B (Pm 9
Purge ¥ After 2 Days Recurs Once ¢
Apply Saved Sck: _=‘-
Begin | Fixed # »11] o 15 v 2010 Mail ¥
End | Fixed B M1t D30 ¥ 2010 Pickup
Ads Started =
Sort By | Box Number 5 Standard =
[ Save As Saved Set | utpu { Upload |
Saved Set Description Layout Description
m  Schedule & Deferred Process — See the Appendix for information on these settings.
m  Apply Saved Set — The saved set, if any, to use for this configuration.
m  Date Range — Base the report on a range of dates when ads were taken.

See Entering Dates (Introduction) for more information on date-based options.

B Ads Taken/Started/Stopped — Choose to report on ads taken/started/stopped during the
specified date range.

B  Include — Mark the checkbox next to each item to include in the report.
B Sorts — How the report will be sorted.
m  Layout — The report layout. See the Appendix for information on common output layouts.

(A sample Blind Box Report is on the next page.)

B Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Blind Box Report

MediaSpan Publications
Blind Box Ads Started 11/15/10 - 11/30/10
Sort By: Box Number

Replies:0
Taken:11/15/2010

123 Boulder Lane
Bedrock MD 12345
(734) 555-1212

Box # Cust # Customer Ad # Slug line
145
145 00044918 Fred Flintstone 60002563  Babysitter Wanted &nbsp;Weekda
Super 8 Motel Start:11/15/2010 Stop:11/30/2010
Replies:0 321 Upper River Rd Notes:
Taken:11/09/2010 Gallipolis AL 45631
(313) 555-1212
Total : 1
146
146 00138681 Barney Rubble 60002592  Reward for lost pet! Pet dinos

Start:11/16/2010
Notes:

Stop:12/06/2010

Total : 1

November 15, 2010

Blind Box

Page 1 of1
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SALES REPORT
The Sales Report lists ads taken, scheduled, or published between a specified date range.

If the report is being run for ads published or scheduled, the ad-level adjustment are included only if the
ad’s start date falls within the specified date range. Publication-level adjustments are included only if the
publication start date falls within the specified date range.

How to Run a Sales Report:

1. From the main menu bar, choose Reports > Orders > Sales.

2. On the Sales screen, configure the information described below.

Sales
{'Run Now | { Run Off Peak ) (" Add to Queue | { View Queue )
Description Ads Scheduled 9/20-11/10 Run On 11/16/10
Purge ¥ After 3 Days at[6 ) : (o0 ¥ (PmEE)
Recurs | Once =
Apply Saved Set: | ]
Report For |_Insertions Schedule B Classified Liners ¥ Unit Based
Begin '_ Fixed ? M9 D20 Y 2010 Classified Display g Set Aside [
p— p— m/
End [ Fixed 5 M 11| b 10| v 2010 rRop ¥ ] =
Order Level [ Insertion Level Eﬂ Gang Frame O Do Not Publish [
Pub Level ™ Gang Piece |
+ - + -
@ 01BR User 01 BigRapids m @ 01BR User 01 BigRapids
E" 02BR User 02 BigRapids E" 02BR User 02 BigRapids
E" 03BR User 03 BigRapids 4 E" 03BR User 03 BigRapids
v
(=] 1 MAIA Crne Ad =] 1 MAIA Crns Ad
+ = + -
™ DEFAULT The Pioneer Group g 01BR User 01 BigRapids
™ 02BR User 02 BigRapids
B Schedule & Deferred Process — See the Appendix for information on these settings.
m  Apply Saved Set — The saved set, if any, to use for this configuration.
B Report For — Run the report for ads published, scheduled, ads taken.
m  Date Range — The dates for the report.

See Entering Dates (Introduction) for more information on date-based options.

Include Options — Check the box next to each item to include in the report.
Exclude Options — Check the box next to each item to exclude from the report.

Order & Default Salesperson — The order and default salespersons to include in the
report.

Business Unit — The business units to include in the report.

Ad Taker — The ad takers to include in the report.
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AdType | @ @ Classification | @@ @

(4 Unattached 0 4 Unattached

™ CONV CONY _ ™ 000 Cards of Thanks

E CO_1 Classifed ROP i g 002 Obituary

— am e e . :' —d - o .. .

Publication | & AccountType | @ @

™ Unattached o [C4 CONV CONV

™ 00 Balance Sheet _ ™ NO DO NOT USE

4 01 Pioneer L™ bu Business

— | ae e - ..Y — . - s

Report Group | @D Sort By

4 Unattached Sort 1| Ad Family 2

) Ad Entry Report Group Sort 2| None A

] Sales Report Group Sort 3 [ MNone l-i-l
Based On |_Ad Taker 3] Sort 4 None _

Report Type | Detail B

Saved Sets | Custom Output Layouts |
Saved Set Description Layout Description

Upload a Local File

Ad Type — The ad types to include in the report.
Classification — The classifications to include in the report.
Publication — The publications to include in the report.
Account Type — The account types to include in the report.

Report Group — The report groups to include in the report.

Sort By — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort. You must choose at least one sorting method (Sort 1).

B Layout — The report layout. See the Appendix for information on common output layouts.
(A sample Sales Report is on the next page.)

m  Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

m  Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample Sales Report
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CUSTOM SALES REPORT

The Custom Sales Report function contains the same report-selection criteria as the Sales Report function,
but with additional restriction options for Product, Market, Kind, Color, Rate Code, and GL Code.

Setup
To make the Custom Sales Report available, follow these procedures:

m Copy Customsales.jar file (provided by MediaSpan) to the following path on the AMP application

server machine:

OnaMac: [Hard Drive]:\Library\MediaSpan\[Database_Instance_Name]\Reports\Customs
OnaPC: [Hard Drive]:\MediaSpan\[Database_Instance_Name]\Reports\Customs

m Restart the AMP server.

How to Run a Custom Sales Report:

From the main menu bar, choose Reports > Customs > Custom Sales.

2. On the Custom Sales screen, configure the report-selection criteria.

NOTE: The report criteria on the Custom Sales screen is the same as the criteria on
the standard Sales Report screen; however, the Custom Sales screen contains Product,
Market, Kind, Color, Rate Code, and GL Code restriction options.

- '.- 1 I +
L] Unatteched :‘. W Unattached c
! ARCH Archary i 4000 Local Display
e AUTO Autometive = o 4005 Major e
= N
= e -
L4 Unattachad C, L4 Urastached E
o BACK Back Page o MIX Mist
w HEFY Hutineti/Frnansd A | PREN Procets -
N .
s : K,
= = .
L4 1301 13 Consecutive wke 95+ I,: L Q000 All Othar :
e L30T 13 Consecutive whks 63 (o 94 e 1030 Corp Cash Clearing
=] 1303 13 Consstutive whs 19 to B4 T H 2025 Bales Tau -
N .

3. Schedule the report to run.
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Sample Custom Sales Report (Summary)
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TFN REPORT

This report lists ads marked as TFN ads. The report shows the account and ad numbers, customer
information, publication, start and stop dates, and cost per day for the ad.

How to Run a TFN Report:

1. From the main menu bar, choose Reports > Orders > TFN Report.

2. On the TEN Report screen, configure the information described below.

TFN Report

(Run Now) (Run Off Peak) (Add to Queue} (View Queue)
Description TFN ads October 2010 Run On 11/16/10
Purge ¥ After 3 Days at[6 & : (o0 ¥ (PM S
Recurs | Once =
Apply Saved Set: | =
Begin | Fixed Hlmi10 b1 | v 2010 Classified Liners ¥ rop ¥
End [ Fixed [#) M 10 D31 v 2010 Classified Display ¥
Stopped E
Set Aside ¥
Sort By |_Ad Family ﬂ | Standard _ﬂ

Schedule & Deferred Process — See the Appendix for information on these settings.
Apply Saved Set — The saved set, if any, to use for this configuration.
Report For — Run the report for ads published, scheduled, or taken.

If the report is for ads published or scheduled, ad- and pub-level adjustments are
included only if the ad’s start date falls within the specified date range.

m  Date Range — The dates for the report.

See Entering Dates (Introduction) for more information on date-based options.

m  Ad Families — The ad families to include in the report.

“Include” Options — Check the box next to each item to include in the report.
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Sort By | Ad Family 71 | Standard 71

| Save As Saved Set | Upload

B Sort By — How the report will be sorted. Sort 1 is the primary sort; Sort 2 is the secondary
sort. You must choose at least one sorting method (Sort 1).

B Layout — The report layout. See the Appendix for information on common output layouts.

(A sample TFN report is on the next page.)

m  Saved Sets — Save the selection criteria as a set. See the Appendix for information on saved
sets.

B Custom Output Layouts — The custom layout to use for the report. See the Appendix for
information on custom output layouts.

NOTE: If using custom layouts, you must load them on this screen so that they appear
in the Layout pop-up list and are available for selection.

3. Schedule the report to run.
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Sample TFN Report

The Pioneer Group
TFN Report 10/01/2010 - 10/31/2010
Sort By : Ad Family
Ad # Slug line Publication Start Date Stop Date Cost per day
Class Display
00029941 ABOUNTY BOY (231)592-9895
00342001 MNA BOUNTY BOY 51 Manistee News Advocate 09/12/2009 $0.00
00029561 A PIONEER CLASSIFIEDS MISC. (231)592-8348
00265443  DONT FORGET TO 01 Pioneer 03/08/2008 $0.00
02 TriCounty 03/17/2008 $0.00
03 River Valley 03/17/2008 $0.00
04 Lake County Star 03/13/2008 $0.00
05 Pioneer East 03/17/2008 $0.00
08 Pioneer Osceola Edition  03/12/2008 $0.00
00374497  Animal Shelter PIO 01 Pioneer 05/21/2010 $0.00
00374505  TC Deadline 02 TriCounty 05/24/2010 $0.00
00374506  PE Deadline 05 Pioneer East 05/24/2010 $0.00
00033605 A YVONNE'S MISC ACCOUNT (231)832-5566
00380199  Class: Shelter Ad 08 Pioneer Osceola Edition  07/07/2010 $0.00
43100795  ~~ STAPLETON REALTY (231)326-4000
00360258  STAPLETON 2X2.5 53 Benzie County Record 02/10/2010 $26.25
41102108  CENTURY 21 SLEEPING BEAR REALTY* (231)352-7123
00360513  C21 SLEEPING BEAR 53 Benzie County Record 02/17/2010 $0.00
43100277  CONINE DONATIONS - MANISTEE
00146229  shelter ad/change pix 51 Manistee News Advocate 12/02/2005 $0.00
00029520 DURANGO HOMES, ABBY EXCAVATION (231)352-7463
00351310  durango 2x4 53 Benzie County Record 11/18/2009 $0.00
80100112 HANCHOSKY, KIM (231)325-4650
80501131 Dont forget garage sale 53 Benzie County Record 08/29/2001 $0.00
41101331 MANISTEE COUNTY HUMANE SOCIETY (231)723-7387
00362842  Pets Available for 51 Manistee News Advocate 02/24/2010 $0.00
52 West Shore Shopper 02/28/2010 $0.00
00031107  MNA CLASSIFIEDS (231)398-9119
00267944  DONT FORGET 51 Manistee News Advocate 04/01/2008 $0.00
46100022 NEWS ADVOCATE CLASSIFIEDS (231)398-3119
00125966  good buys column 51 Manistee News Advocate 07/21/2005 $0.00
00125969  astrology goes here 51 Manistee News Advocate 07/21/2005 $0.00
00125971 dont forget michcan 51 Manistee News Advocate 07/25/2005 $0.00
00159977  sudoku 51 Manistee News Advocate 03/17/2006 $0.00
00209777  SD REMINDER 51 Manistee News Advocate 02/22/2007 $0.00
52 West Shore Shopper 02/25/2007 $0.00
00209943  Deadline promo 52 West Shore Shopper 02/25/2007 $0.00
00274788  WSSG GS REMINDER 52 West Shore Shopper 05/18/2008 $0.00
00287417  ONLINE PROMO 51 Manistee News Advocate 08/04/2008 $0.00
00287418  ONLINE PROMO color 51 Manistee News Advocate 08/02/2008 $0.00
11/16/10 2:21 PM Page 1 of 6

Proprietary Information of MediaSpan Group, Inc.



This page is intentionally left blank.



AdManagerPro 5.2 — Tasks 381

TASKS

AMP tasks include reports, forms, invoices, audit trails, and other forms of output that are directed to
the task queue for processing. After tasks have been processed, they move from the task queue to the task
archive, where these items can be rerun, viewed, downloaded, and, if desired, sent to a printer for output.

TASK QUEUE

The task queue contains tasks currently being processed. You can search the task queue and restrict
searches by the type of task, the task description, and/or the user who created the task.

How to Use the Task Queue:

From the main menu, choose Tasks > Queue.

2. By default, the Task Queue screen’s search criteria is set to show all tasks created by the name of the
logged-in user. These are the tasks that display when this screen is first opened.

You can restrict the search criteria by choosing the desired options from the pop-up lists:

CYTrrE—
fSearch} (Clear} | View Archive
Find Tasks For | All 52,

Description Contains Publication Management

Created By  Admin System Administrator B

Find Tasks For — Search for either specified tasks or all tasks in the queue.

Description Contains — The tasks’s description. If you do not know the full name of the
description, enter the first few characters of the description. AMP will search for tasks that
begin with the characters entered in this field.

B Created By — The name of the AMP user who created and scheduled the task. To search for
tasks created by any user, choose the blank space at the top of the items in the pop-up list.

Search — Starts the search.
Clear — Clears the current search criteria so you can enter new criteria for another search.

View Archive — Opens the Task Archive screen.
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VIEWING SCHEDULED TASKS FOUND

Items in the task queue are displayed in the Scheduled Tasks list, with information for each task displayed
in the columns described below.

Task Queue

Fee. .t OO s o
{ Search } { Clear | | { View Archive |

Description Containg Publication Management

Running t Cancel Scheduled Time Hame Description  Frequency Send Email  Scheduled By
Running[High] X 11/4/10 02:42 PM  Publication Management 1200-1 Once Admin System &

Find Tasks Far Al =

Created By _Admin System Administrator )

Running [Priority] — Indicates the task is running at the designated priority level. Each task is
assigned one of these hard-coded, system-defined priorities:

e High — These tasks are processed first because processing higher-priority tasks are more
important than lower-priority tasks. Examples of high-priority tasks are invoices and statements.

e Normal — These tasks are processed after high-priority tasks and before low-priority tasks.
Examples of normal-priority tasks are solicitation reports and tearsheet reports.

e Low — These tasks are processed after higher-priority tasks because processing lower-priority
tasks are less important and typically consume more system resources than higher-priority tasks.
Examples of low-priority tasks are customer ledgers and period-comparison reports.

NOTE: For tasks whose progress can be tracked, you may see a percentage displayed
in this column. For example, a 45% indicates that the task is 45% complete.

Cancel — Click this button to remove the task from the active task queue.

Scheduled Time — The time the task is scheduled to begin. This is set on the screen from which the
task is scheduled.

Name — The name of the AMP process (the name of the screen) from which the task was

created. For example, if you ran a task from the Publication Management screen, then Publication
Management appears in the Name column for that task (as shown above). If you ran a task from the
Proof Publish screen, then Proof Publish appears in the Name column for that task.

Description — The tasks’ description (from the Description column on the screen where the task
was created). For example, if on the Publication Management screen you entered the description as
1200-1, then 1200-1 appears in the Description column for the task (as shown above). Click on the
link in the Description column to see the criteria used for the task.

Frequency — How often the task should run (from the Recurs setting on the screen where the task
was created). For example, if on the Publication Management screen you set the Recurs option to
Once, then Once appears in the Frequency column for the task (as shown above).

Send Email — The email address to which the task’s final output should be sent. This field is filled
in only if there is an email address in the Email Output To field on the screen where the task was
created.

Scheduled By — The name of the AMP user who created and scheduled the task.

Proprietary Information of MediaSpan Group, Inc.



AdManagerPro 5.2 — Tasks 383

TASK ARCHIVE

The task archive contains tasks that have been run or that have been cancelled from the Task Queue.

How to Use the Task Archive:

1. From the main menu, choose Tasks > Archive.

2. By default, the Task Archive screen’s search criteria is set to show all tasks that have been run
or otherwise removed from the Task Queue. The default search criteria shows all archived tasks
created and scheduled by the logged-in AMP user. These are the tasks that display when this screen
is first opened.

You can restrict the search criteria by choosing the desired options from the pop-up lists:

Task Archive

H
(Search | (Clear) | (View Queue
Find Tasks For Commissions 4
Task Created | On s 10/22/2010 and

Description Contains

Created By Admin System Administrator B ]

Find Previously Unviewed Tasks Only ™

m  Find Tasks For — Search for all tasks in the queue or search for the specified task. For
example, to search only for tasks created from the Commissions screen, choose Commissions
from the pop-up list (as shown above).

B Task Created — The date the task was created. You can set this date to be on/before/after/
between the specified date range.

B Description Contains — The tasks’s description. If you do not know the full name of the
description, enter the first few characters of the description. AMP will search for tasks that
begin with the characters entered in this field.

Created By — The name of the AMP user who created and scheduled the task.

Find Previously Unviewed Tasks Only — Check this box to view only tasks that have not
been previously viewed on this screen. Activating this option is useful when, for instance,
there are hundreds of tasks in the queue and you only want to see tasks you have not viewed
before.

Search — Click this button to start the search.
Clear — Clears the current search criteria so you can enter new criteria for another search.

View Archive — Opens the Task Queue screen.
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VIEWING ARCHIVED TASKS FOUND

Items in the task archive queue are displayed in the Tasks Found list, with information for each task
displayed in the columns described below.

o @ D
Find Tasks For Commissions el
Task Created On ™ 102272010 and
Description Contains
Created !I‘- Adrmin System Administrator #

Find Previously Unviewed Tasks Only &

Delete  Creation Date | Hame Rescription Content Typg Srepted By Download
X 1022710 10:01:54 AM Commissions VAT POF Adimin System Administrator .
K Ly 10 10:01:41 AM Commissions sl ard POF Admin System Admanistrator

B Delete — Removes the task from the archive queue.

B Creation Date — The date the task was created.

m Name — The name of the AMP process (the name of the screen) from which the task was created. For
example, if you ran a task from the Commissions screen, then Commissions would appear in the Name
column for that task (as shown above). If you ran a task from the Proof Publish screen, then Proof
Publish would appear in the Name column for that task.

m Description — The tasks’ description (from the Description column on the screen where the task
was created). For example, if on the Commissions screen you entered the description summary, then
summary appears in the Description column for the task (as shown above). Click on the link in the
Description column to view the criteria used for the task.

m Content Type — The format of the task’s final output (PDE HTML, or text).

B Created By — The name of the AMP user who created and scheduled the task.

m Download — Download the information exported by this task for viewing and/or printing. AMP

downloads the PDF to the operating system’s default download location.

The PDF filename is based on the contents of the Description field on the screen from which the
task was generated. (See the Reports & Forms chapter for information on generating reports and
forms.)

TASK SUMMARY

The Task Summary screen provides administrative users with a master list of all available AMP tasks.

The task summary is available from the Administration menu. See the Administration chapter for more
information.
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REMINDERS

The Reminders screen’s calendar lets you choose the date to view reminders that are specified when
creating comments. (Comments can be entered for ads, accounts, or customers, and can be created on the
respective ad, account, or customer screen.)

B Prerequisites — AMPConfig.xml. Configure the desired parameters in the <SendCalendarTasks>
section of the AMPConfig.xml file.

VIEWING REMINDERS

When a reminder is due on a given day, a red % (asterisk) appears on the toolbar next to Reminders.

Find New Ad Receivables Publishing Reports Tasks Administrator Reminders

Example:
If today is Wednesday, June 30, and reminders are scheduled to be due today, the red asterisk displays.
This indicates to the user that there are reminders (due today) to be viewed.

How to View Reminders:

1. From the main menu, click Reminders.

2. 'The illustration below depicts the functions on the Reminders screen.

W up |The current date has a light blue buckground.l
Show comment “remind” or “due
dates by dlicking the desired button.
The selected date has a dark blue background.

Reminders for System Administrator

Use Remind Dates @

Use Due Dates __

Click on a calendar day to
show remind dates or due
dates for that day.

In this example, the user
5 dlicked on the 30th, and
Click the Today the list af the bottom of the
button o show 20) (2 (22)((23) ;E\ screen shows comments

The number beneath the
calendar date shows the
number of reminders for
that day. Here, there is one
reminder for the 27th.

all reminders L AT
with “remind” dates on or
scheduled for today. xmdaﬂ before the 30th.

xe Oers = d Dates o * Derore S J S U

Name Company Phone Email Remind | ue Type Comment Dismiss

Courtesy
call about
overdue
John Doe (734)555-1212 JohnDoe@MyEmail.com 9/27/09 9/30/09 Call payment
before late

charges
apply

X
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EMAILING CALENDAR TASKS

When a reminder is added or changed, a calendar task email can be sent to the user specified in the
Remind User field in the Contact screen’s Comment section.

The email includes an attachment for a to-do item, which is added to the email program’s calendar if the
email program supports iCal® tasks.
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EXITING THE AMP SYSTEM

Exiting the AMP system requires logging out of the AMP database before closing the browser window.

LOGGING OUT OF AMP

Logging out of AMP disconnects the logged-in user’s system ID from the AMP system. AMP users can
log out voluntarily or have their AMP web sessions terminated either automatically or when the system
administrator clears a lock on the web session.

VOLUNTARY LOGOUT

Voluntary logout occurs when a user activates the logout function.

How to Log Out of AMP:

1. Save any unsaved changes. Attempts to log out or AMP without saving changes prompts the
system to produce a message to save or cancel the pending changes.

2. Close/exit all open AMP screens and return to the main toolbar.
3. Click Logout at the top-right corner of the main toolbar.

4. You are returned to the login screen, where you can log in again or terminate the web session.

FORCED TIMEOUT

AMP web sessions have default time-out values specified in the AMPConfig.xml file. The time-out value
determines how long AMP waits for activity in the current web session before timing out and terminating
the session.

Default Timeout Values

The default timeout value is set to 3600000 milliseconds (one hour) if AMP does not have a lock on a
customer or ad (ie., if the user does not have a customer or ad open during period of inactivity). This
means that AMP will time out after one hour in this scenario.

The default timeout value is set to 600000 milliseconds (ten minutes) if AMP has a lock on a customer
or ad (i.e., if the user has a customer or ad open during the period of inactivity). This means that AMP
will time out after ten minutes in this scenario.

NOTE: Unsaved changes are lost when AMP times out and terminates the web session.

After a forced timeout has occurred, any activity in AMP — such as clicking a button on an AMP screen
— produces an unexpected error:

Unexpected Error

Your session has expired.

Log back in

m Click the Log back in link to log back in to AMP.
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CLOSING THE BROWSER WINDOW

After the user has logged out of AMP, the user can, if desired, close the browser window in which the
AMP session was running.
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AMP CUSTOMER SERVICE PORTAL

The AMP Customer Service Portal allows advertisers to use a web browser to view their accounts, enter
ads, and enter payments online. Account and ad information entered via the customer service portal is

stored in the AMP database.
This chapter contains the following information regarding the customer service portal:

n Configuring the customer service portal for use by advertisers. The portal’s end user is a customer
(advertiser) who has an account in the AMP system. The publication (site) staff grants access to the
portal by configuring user IDs and passwords for the advertisers using the portal.

m Using the portal from an end-user (advertiser) perspective. Advertisers can log in to the portal using
their assigned user IDs and their passwords. When logged in to the portal, advertisers can access their
accounts, enter ads, and/or enter ad payments online.

INSTALLATION

Run the AMP installer program to install the components for the customer service portal.

NOTE: This installation is typically done by MediaSpan personnel.

PREREQUISITES
m In AMPConfig.xml, configure the appropriate parameters in the <AMPWeb> section.

m Each AMP user who can create a user for the customer portal (i.e., a login ID for the advertiser who
will use the portal) must have the appropriate web-order security privileges. These privileges are
assigned by an AMP administrator on the Users setup screen.

» The publication staff must provide the end user (advertiser) with the following information:
e The AMPWebCS URL

e 'The login ID and password for accessing the customer service portal
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Granting Access to the Customer Service Portal

A user ID and password must be created for each end user (advertiser) who will access the portal.

Select User ID Account User ID WilmaF
® WilmaF 00045804 Acct #00045804 E-Mail Address WilmaF@Bedrock.com
™ Show Al Restrict to a single Account | 00045804 Acct #00045804 |+
Active ™

(" New Web Access )( Reset Password )

( Delete Web Access ) ( Email Password )

How to Grant Access to the Customer Service Portal:

1. Login to AMP.

2. Open the Customer screen for the advertiser who will access to the portal.
3. On the Web tab, click the New Web Access button.

4. Configure the information described below.

m User ID — The login ID the advertiser will use to access the portal. This user ID defaults to
the email address specified on the Customer screen, but the user ID can be changed here.

m E-Mail Address — The address that receives notification of the login ID and system-assigned
password for access to the portal. This address defaults to the email address specified on the
Customer screen.

m Restrict to a Single Account — Choosing an account from this list allows the advertiser
to view only information for the selected account. If this field is blank, the user can view
information for all accounts for that AMP customer.

m Active — This box is checked by default so that the advertiser’s web-access account is active by
default. Removing the check mark from this box prevents the advertiser from logging in to the
portal.

5. To email the password to the user, click the Email Password button. AMP assigns a random
password and emails the user ID and password to the address specified in the E-Mail Address field.

6. Click the Save button.

Resetting the Password for Access to the Customer Service Portal

Follow the procedures outlined below to reset the password for access to the customer service portal.

How to Reset the Password for Access to the Customer Service Portal:

Log in to AMP.
Open the Customer screen for the advertiser whose password to the portal will be reset.
On the Web tab, select the user ID.

Click the Reset Password button.

hAEESEN

To email the new password to the user, click the Email Password button. AMP assigns a random
password and emails the user ID and password to the address specified in the E-Mail Address field.

6. Click the Save button.
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Deleting Access to the Customer Service Portal

Deleting access to the customer service portal prevents advertisers from accessing their accounts online.

How to Delete Access to the Customer Service Portal:

Log in to AMP.
Open the Customer screen for the customer for whom to delete access to AMPWebCS.
On the Web tab, select the user ID to delete.

Click the Delete Web Access button. The web-access defaults are removed from the screen.

MBI .

Click the Save button.
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Using the Customer Service Portal

This section contains information for the advertiser (end user) using the portal

CUSTOMER SERVICE PORTAL SCREENS

This chapter contains samples of the various screens available in the customer service portal. These
samples illustrate the functions available on each screen but do not include step-by-step procedures for
entering the information on the screens. This is due to the fact that AMPWebCS and AMPWeb (AMP)
screens contain functions that work in the same manner in both interfaces. (For example, fields on

the Payment screen in the portal are the same fields on the Payment screen in AMP,) For this reason,

it may be necessary to consult other sections of this manual for details on procedures in the portal —
such as step-by-step procedures for scheduling an ad or entering a credit-card payment — that are not
documented in this chapter.

LOGIN

Logging in to the customer service portal provides access to an advertiser’s account and ad information.

How to Log in to the Customer Service Portal:

1. On the web browser’s command line, enter the URL to the portal.

2. On the login screen, enter the information described below.

N

MEDIASPAN

Welcome to AdManagerPro 5
v5.2.0.11

User ID WilmaF

Password sssssssssss
(" Login )

Forgot Password

Copyright @ 2011 MediaSpan Group. All rights reserved.

m User ID — The user ID assigned by the publication when granting the advertiser access to the
portal.

m Password — The password assigned to the user ID. If the password has been forgotten,
proceed to the Forgot Password section on the next page.

3. Click the Login button.
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Forgot Password

If the advertiser using the portal forgot his/her password, the Forgot Password link (on the Login screen)
allows for sending a password request.

How to Request a Password:
On the Login screen (previous page), click the Forgot Password link.
2. When prompted for a user ID, enter the user ID (login name) in the User ID field.
Click the Send Password button.

AMP sends the password to the email address associated with the user ID. (This is the address that
has been entered in the Email field on the main customer (Primary Contact) screen in AMP)

Enter your User ID, and an email with
your login information will be sent to you.

User ID WilmaF

£ crod Do )\
[ Send Password |

4. When prompted that the password has been sent, the password can be entered in the Password
field on the Login screen (after the advertiser has confirmed email receipt of the password).

5. Upon successful login to the customer service portal, the main menu bar and the Ads screen are

displayed.

Proprietary Information of MediaSpan Group, Inc.



394

AdManagerPro 5.2 — AMP Customer Service Portal

MAIN MENU BAR

Following successful login to the customer service portal, the main menu bar and Ads screen are
displayed. The main menu bar contains Ads, Accounts, Change Password, and Logout options.

Ads Accounts Change Password

Ads Screen

Logout

The Ads screen, which displays by default after logging in to the portal, lets the advertiser view ad
information, create new ads, copy ads, and — if applicable — log in to the ProductionManagerPro
(PMP) web portal for production information on the ad.

The illustration below depicts the functions on the Ads screen.

Show

Filter By Account

Show ads for all accounts or
show ads for a specific account.

Show all ads or show only
current or expired ads.

Welcome to AdManagerPro 3

Ad List
New ® Select the ad to view
® Schedule o new dossified its information in the
liner, clussified display, Ad Inspector area.
or ROP ad, or ... o Clicking the Order #
o .. Copy the selected ad. link opens the ad's
Order screen.

Shaw Al t U NEwW: | Schedule Hewaa 2 | /

Filter By Account: | A
Salect Order @ § Sug Clasaification Srart/Srop Asenunt
* Found: Black-snd-white kitten, Lost and Fownd A7 Acct 00045804
Sample reverse ad for classfi Garge Sales 6A20/11-772111 Acct #0004 5804
Order Number (0405753 [] D FOUND: BLACK-AND-WHITE
Job Humbar Sun Mo Tue Wed Thu e Sat KITTEN, approx. 6-8 mos., near
Columns 1.00 TE Destor and Main, Call 555-1212
Inches 0,40 SNy P A g Sl if thig kitten belongs o you
Ad Type Cless Liner 10 11 17 13 14 1516
Slug Found: Black-and-white kitien, 17 18 19 20 21 231 Ad Inspedor Area
3 S el e Shows the ad's order
1 . .
information, calendar,
Publication Runs  Start Dote £nd Date Insertion Cont and WYSIWYG preview.
W Pianesr 2 MU 7211 20.50
PMP Legin Production Graphics
Mo Ind far this Ad. \
- Schedule
Production Status

® Shows the ad's status in the PMP system (if applicable).
® The PMP Login link opens the login screen to the PMP web portal (if applicable).

Shows the ad’s schedule information,
including the ad's per-inserfion cost.
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Home Screen

The Home screen functions as the “home base” during ad entry. This screen is used to enter various ad
information and to download a receipt.

Functions on the Home screen are described in the illustration below.

NOTE: The default Home screen is configured in the AMPConfig.xml file. Because the
configuration file contains site-specific parameters for the Home screen, the contents
of the Home screen may vary.

Order Info

Specify the order information
and (optionally) enter any
notes about this ad order.

Screen Navigation
® Use the Previous and Next huttons o navigate screens, or ...
o .. From the pop-up list, choose the screen to view.

® Use the Home hutton to move directly to the Home screen.

Email & Receipt Options

* Enter the email information
and dlick Send Email to
email the ad information.

* Use Download Receipt fo
download an ad receipt.

{ Save ": | Cancel § | { Previows | | Home _:I 'L Hewt I Home "j
| o
Cantent |
Account | 00045804 Acct #0004 ‘P"'-'l' o Motes Email To Wilma Flintstane
- Ly mends
Section _ ':'DUWI""I’_ Address Wilmar@Bedrack. com
Page Reverse " Send Email |
Dipwnlogd Receipt
pub | 01 Pianeer =] Celumns 1.00 FOUMND: BLACK-AND-WHITE
KITTEN, apprax 6-8 mos  naar
o o Inches |0.49 Deder and Main. Call 5551212
dun Mon Tiee Wed Thy Fr a8 Fixad if this kitten belongs to you
Lz \
=--'J- E L §3 " Show Calendar Kw'
11 1d 12 149 lalb H
16 20 12 a1 22 . Schedule & Size
B 6 27 2 2930 o (hoose the publication and use the calendar to schedule run days.
L * Specify columns and inches and indicate if the ad depth is fixed.
Puhblication Run= Start End Ins Cost
@01 Pianeer 2 11 713011 20.50 X \

Insertion Summary
Shows information about the ad insertion.
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Content Screen

The Content screen contains links to Text, Graphics, and Frame screens used to enter ad text and to add a

graphic and/or frame to an ad.

Text

The Text screen, used to specify ad-text settings, is accessed from the ad’s Content screen. Functions on

the Text screen are described in the illustration below.

Paste Special

Paste special information directly
into the ad text at the cursor point.

Content

Text Paste Special

Previous Content

040 Lost and Found

Update the ad preview as changes
are made. (The WYSIWYG ad preview
displays at the hottom of the screen.)

Update Preview

Download PDF

Download a PDF
version of the ad.

Animals

Found: Black-and-white kitten, approx. -8 moas., near
Dexter and Main. Call 555-1212 if this kitten belongs to you.

B J U= |x x* E=S==
Font family ~ Fontsize = | 2
im 8 A

KI'I'I'EN: approx. 6-8 mos., nea
Dexter and Main. Call 555-1212
if this kitten belongs to you

Classification Prompt Prompts

Ad Size Info

Specify columns and inches, lines and words (if
applicable), and indicate if the ad depth is fixed.

Ad Preview

AWYSIWYG preview of the ad. Update this
preview with the Update Preview button (above).

-0 Update Preview

Clussification & Text Settings

Specify ad classification(s) and
optional page colors and preset styles.

Text Entry &
Formatting

o Enter ad text
in the field
provided.

o Use siyling
opfions as
desired.

Upsell Info

Prompts, phrases, and items to remember
(for including in the ad text) may be
available to assist the user in building the ad.
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Graphics

The Graphics screen, used to add and remove graphics to/from an ad, is accessed from the ad’s Content

screen. Functions on the Graphics screen are described in the illustration below.

' Center Horizontally \

' Center Vertically \

Runaround Top 1.00
Left 1.00
Bottom 1.00

Right 1.00

Show Advanced [

* For the selected graphic, specify

o Perform desired actions on the ad.

{ Save B Cancel } | | Previous } | Content a { Next B Home }
Text Frame Download PDF
Select Name Thumbnail Hide Positioner ™
®  BWKityjeg Graphic &
" 4 / Picture Box
( Add Graphic ) | ( Add Picture Box ) [ Top Let 14 Opiions
Add and position
raphic an
Maintain Aspect Ratio ¥ @ g.u‘p (l;l d(ldd(l ‘
Crop 0 O [ Piclure box. FOUND: BLACK-AND-WHITE
~ KITTEN, approx. 6-8 mos., near
(undo ) Dexter and Main. Call 555-1212
rm—— 0 if this kitten belongs to you

Frame Options & Actions

position, size, and frame settings.

(" Fit To Box )
(FitToAd )

’ Choose Craphic File ‘

Frame

The Frame screen, used to add and remove a frame to/from an ad, is accessed from the ad’s Content

screen. Functions on the Frame screen are described in the illustration below.

{ Save I Cancel } | | Previous }

| Content 3 { Next JN Home }

Text Graphics

11109

Frame Width 1
Text Inset 1

Frame Options

(Choose a frame style and
specify the frame width
and text inset values.

Update Preview | Download PDF

P\ 4
FOUND: BLACK-AND-WHITE
KITTEN, approx. 6-8 mos., near
Dexter and Main. Cal 1212
fthis kitten belongstoy
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Style Screen

The Style screen, used to select an ad style and email style samples, can be accessed from the screen pop-
up list. Functions on the Style screen are described in the illustration below.

{ Save T Canced SO Previous §

_2} Nest 3

Stvle

Email To wilma Flintstane

Emall Select

=

Styles

Select the
style for
the ad and
(optionally)
the styles to
be included

in an email.

Payments Screen

Address WimaF@fsdrnck. com

Chack all |

o Enter the email information and click
Send Email to email the styles that have
the Email box checked in the Styles list.

crect nane ) "o Check All / Check None huttons select

all or none of the available styles.

Email Options

Style Total Amount
Basi 243,50
Gl £23.50

Preview

0 fF |
FOUND: BLACK-AND-WHTE
KITTEN, spprox &-8 mos., near
Demter and hWan, Call 5551212
it this krten Balonags o Yo

appros

and Ma

‘The Payments screen, used to enter check or credit-card payment information, can be accessed from the
screen pop-up list or from the Accounts screen’s Enter Payment button. Functions on the Payments screen
are described in the illustrations below.

Payments
Enter the check or credit-

Armount Date
-23.50 771711
1339456 FES0
b
Aug ] 2013 +

Card Holder Name wWima Fantsione

E "1.;.1r'|:rl-:j | Previows | | Paym|
=Ty payment | C0rd payment information.
- ee Credit Card
Amaunt -23.50 Card Typa
Check # o .
Check Hams et
Bank 1D Expiration
Bank Aot @
oL & Addross
State

City

Quick Stata
State

Country
Zip
Reply

133 Ry Or

Ann Arbor

i)

Ml
uEs

48103
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ACCOUNT INFORMATION

The Accounts screen, used to view account information and to access the Enter Payment screen, is
accessed by clicking Accounts on the main menu bar. Functions on the Accounts screen are described in
the illustration below.

Filters
® Account — Show information for all accounts or for a specific account.
* Date Range — Show account information for all dates (inclusive) or for a given date range.

Enter Payment Button

Go o the Enter Payment
screen (shown below).

Filter By Account: | 5] DatePange: | 7/1/11- 7311 6] @ | Enter Payment |
Date Tvpe Teans & Dascription Amount Dua Date Racaipt
Beginning Balance ot RO
Ending Balance 54,00

Enter Payment Screen

Enter and save the credit-
card payment information.

¥ 5
{ save Payment | [ Cancel |

Account | 10045804 Acct #0DDASEDG ] Card Typa Vi58
Card Holder Nama Wilma Flintstone Card # JO0O00INCXKLL11
Address 123 Rocky Dr. Expiration | Nov = =
CIV 1111
Clll.'y.P.r"] Arbor Amaunt 4,00
Quick State &
State .f"lli

Zip .'15'.|J.$
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CHANGE PASSWORD

The Change Password screen, used by the advertiser to change his/her password for access to the portal, is
accessed by clicking Change Password on the main menu bar. Functions on the Change Password screen
are described in the illustration below.

Passwords

[ rreey-ysmear i Enter the current and new passwords. Passwords are

Fsave B Cancer ) case-sensitive and must contain af least eight characters.
S

et
User ID WilmaF@bedrock.com /

Current Password ssssssss

New Password ssssssss

Confirm New Password ssssssssssss

LOGOUT

Logging out of the customer service portal disconnects the advertiser from the portal. Logging out of the
portal does not close any browser tabs/windows or the browser itself.

How to Log Out of the Customer Service Portal:

1. From the main menu bar, click Logout.

2. When returned to the login screen, log back in to the customer service portal, close the browser
tab/window, or quit the browser completely.
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AMPOnlinePayment

The AMPOnlinePayments interface allow customers to apply credit-card payments to their accounts or to
specific invoices via a web browser.

INSTALLATION

Run the AMP installer program to install the AMPWebOnlinePayment component.

NOTE: Installing AMPWebCS is typically done by MediaSpan personnel.

PREREQUISITES

» In AMPConfig.xml, configure the desired parameters in the <AMPOnlinePayment> section.
» The customer making the payment must have the AMPOnlinePayment URL.

» The customer making the payment must have either the invoice number or the account number to

which the payment is being applied.

Accessing AMPOnlinePayment

To make a payment online, the customer making the payment must provide a phone number and the
invoice or account number.

How to Access AMPOnlinePayment:

1. On the web browser’s command line, enter the URL to AMPOnlinePayment.

2. On the Make Online Payment screen, enter the information described below.

Make Online Payment

Phone Number: (734)5585-1212

") Invoice Number:

% Account Number: 00039589

Continue

n Phone Number — The customer’s phone number.

» Invoice/Account Number — Click the appropriate radio button and enter either the invoice
number or the account number in the designated field.

3. C(lick the Continue button.

4. 'The Enter Secure Online Payment screen appears.
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Entering an Online Payment

After specifying the invoice number or account number to which the payment should be applied, the user
enters the online payment on the Enter Secure Online Payment screen.

How to Enter an Online Payment:

1. On the Enter Secure Online Payment screen, enter the payment information.

Enter Secure Online Payment

John Doe

123 Main St.

Ann Arbor, MI 48108
(734)555-1212

Account #: 00039589
Amount Due: -52.85

EMail Address: JohnDoe@MyEmail.com

Card Holder Name: John Doe
Address Line 1:
Address Line 2:
City: Ann Arbor
State: | MI Michigan ﬁ
Zip: 48108

Card Number: | 1111111111111111

4] [ 2009

123 Main St.

Expiration Date: | Sep ﬁ
CIV: 000

-52.85

Payment Amount:

@D o]

m EMail Address — The customer’s email address if it differs from the default. (The default email
address is specified in AMP on the main customer screen. This email address is used to send

confirmation after the payment has been received.)

n Card Holder Name — The name on the card used for the payment.

m Address Line 1/2 — The customer’s address.

m City — The customer’s city.

m State — The customer’s state.

s Card Number — The customer’s credit-card number.

» Expiration Date — The credit-card expiration date.

m CIV — The security code on the back of the credit card.

n Payment Amount — The amount of the payment.

Online Payment Confirmation

2. Click the Submit
button.

John Doe

123 Main St.

Ann Arbor, MI 48108
(734)555-1212

3. 'The Online Payment
Confirmation screen
notifies the user that
payment has been
received.

Account #: 00039589

Your payment of $-52.85 has been received.
You will receive an e-mall confirmation shortly.

Thank you for your patronage.
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APPENDIX

AMP GLOSSARY OF TERMS

- V) 3 S Accounts Receivable (or AR).

ACCOUNL...erernneeerreeneenenes A subset of a customer. A customer can have more than one account. See
the Customers and Accounts section in this manual for descriptions and
examples of customers and accounts.

Accounting Period........ A subset of a fiscal year.

Accounts Receivable..... Money owed for merchandise/services bought on open account. Also called

A/R or Receivables.

.V R An order for placement of an advertisement in a publication. An ad can be
comprised of one or more insertions. An ad is also known as an “ad order.”

Ad Family.........ccceuuuee. A system-defined ad category to which an ad belongs. An ad belongs to
either the Classified Liner, Classified Display, ROP, or Unit-Based family.

Ad families cannot be modified.

Ad Taker....cceeeueeueennnnee. An AMP user configured to enter ads. An AMP user configured as an ad

taker user can also be configured as a salesperson.

Ad Type..ceversresnennnnnnes A site-defined category to which an ad belongs. Example ad types might
include Contract Liner, Transient Liner, Commercial Liner, Contract
Classified Display, Commercial Class Display, House Ad, National Display,

Non-Profit, Legal, and Inserts, among others.

Adjustment..........ceuueee. An additional amount that can be applied to an ad manually or
automatically.
Aging......ueerueriueesnnnnnen. Account balances are collected into defined time segments to show how

much time has elapsed since an invoice was due or was posted.

Alternate Account......... Displayed in AMP as Alt #, this is typically used in conjunction with an
account number used by an external, third-party billing system.

Attributes ....ccoeeeeeennnnnee. Used at a site’s discretion to describe characteristics — associated with an
ad, account, or contact — that are not already accounted for in the database

fields defined by MediaSpan.

Bad Debt....uuueueeeeeennennns An amount due that cannot be collected on an account. Bad-debt accounts
are usually written off after a period of time. See also Write Off.

Balance Forward........... The ending balance on an account at the end of the accounting period.
The balance is carried forward and is the beginning balance for the current
month (similar to a credit-card statement). See also Open Item.
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Bucket

Color Code...............

[@IVT1707111= OSSR

......................

«...A virtual container or collection of transactions. A batch is either open or

closed. Transactions in an open batch can be added, modified or deleted;
open batches can be deleted. Transactions in a closed batch cannot be
added, modified or deleted from the batch; closed batches cannot be
modified or deleted.

«...A period of time defined on an aging report. A bucket usually reflects either

a number of days invoices are past due or the accounting periods for past-
due invoices. For example, invoices that are 45 days past due will appear in
the 31-60 day past-due “bucket.”

.... Typically a bordered classified liner that can include graphics and is usually

priced by the line, inch, or agate. Classified display ads are often placed in
the classified section.

... Typically a short ad priced by the word, line, or agate. Classified liner ads

are placed in the classified section and often include legal ads and graphics.

....A transaction that clears all or part of a customer’s account balance due. A

credit can be a payment, bad-debt writeoff, or any transaction that decreases
the amount the customer owes.

Example 1: A customer’s ad did not run in the paper, so the paper issues
that invoice a credit to make up for the missing day.

Example 2: A customer sends a check for an ad, and the check is entered as
a credit (payment).

«... Used to define ad colors (black, spot blue, full color, etc.) used in ads.

....A person or business purchasing a service or product (e.g., an advertisement,

end roll, or print job) that is recorded in the AMP system. A customer can
have more than one account. See the Customers and Accounts section in
this manual for descriptions and examples of customers and accounts.

..... For an ad scheduled as part of a group buy, a cycle is the number of times

an ad runs in a given publication.

..... A transaction that increases the amount the customer owes.

Example: A customer’s check bounces. A debit is then required for the
amount of the check, and another debit may be required to fine the
customer for a non-sufficient-funds charge.

«... Ads with this box checked will not publish until the box is unchecked and

the ad is then saved.

..... Day Of Week. Refers to DOW surcharges that can be applied to an ad.
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Export AR.........cceeeeeee. When this option is activated for a customer account, AMP accounting is
not used because the information is exported to an external, third-party
accounting system.

Fiscal Year...........cceucue... A site-defined accounting period. A fiscal year does not have to — although
it may — coincide with the calendar year. Fiscal years can also be defined as
greater than or less than a calendar year.

Gang Ad .......cocueeueennenee A unique type of ROP ad that belongs to a site-defined gang frame. Gang
ads are typically used in special sections such as a business directory or
church directory.

Gang Frame.................. A unique type of ROP ad that is used as a placeholder for all gang ads
assigned to the frame. Usually used to collect ads of a similar theme, a gang
frame’s schedule determines the dates that the ads assigned to the frame are
scheduled to run. Gang Frames are typically used in special sections such as
a business directory or church directory.

General Ledger............. Also known as GL, this is a collection of all balance sheets, income, and
expenses used to keep accounting records. This typically includes payroll,
utility bills, and other income sources such as circulation. In short, the GL
is used to account for money the company uses. The GL is divided into
accounts represented by a code or a name. AdManagerPro is not a general
ledger system, although GL codes are used in AMP.

GL Code.........cceeeueruee.. General Ledger Code. A GL code is an account or sub-account on the
general ledger. Linking GL codes to certain items in an A/R system helps to
categorizing monies. See also General Ledger.

Invoice.....ceeueereeneenences. Typically known as a bill, an AMP invoice is a record of a single business
transaction that increases the amount owed to the company and increases
the amount owed from the customer. An example of an invoice is a bill sent
to the customer for an advertising charge. See also Manual Invoice.

Insertion........ceceeruennenns A day for which an ad is scheduled (inserted) into a single publication. An

ad can contain one or more insertions.

Job Ticket.....ccccereruereens A printed or digital order form used for record keeping. A job ticket lists an

ad’s information and instructions.

Join i AMP creates a join when applying transactions to one another. For
example, when AMP applies a payment to an invoice, the “join” tracks the
association between the payment and invoice records in the database.
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Kind Code.......ccceeueuuenee Typically used in conjunction with Color, Market, and Product codes,
these site-defined codes allow for grouping items by kind (e.g., special ad
attributes.) Kind Codes are often used to denote a retail ad’s position on a
page. Examples of Kind Code descriptions are Front Page, Back Page, and
Spread.

Manual Invoice ............ An invoice for a transaction that is not associated with an ad. Manual
invoices are often used for insert charges or outside printing jobs, but can

also be used to transfer receivables from a third-party accounting system
into AMP.

Market Code................ Typically used in conjunction with Product, Color, and Kind codes, these
site-defined codes allow for grouping items by market. Examples of Market
Code descriptions include Appliances, Medical, and Real Estate.

Open Item.......cccceeueeeee Lists all transactions that have not been balanced. For invoices, lists all
unpaid invoices. For payments, lists all un-attached credits. See also Balance
Forward.

(07 1 A single ad that can have more than one insertion in more than one

publication. AMP assigns each ad a unique order number.

Output Program........... An extension or plug-in used to present information. Output programs
are used to export receipts, invoices, statements, runsheets, reports, ads for
publishing, and other information to a file.

Payment........ccceceeuenee A type of credit that reflects money remitted for outstanding balances on
accounts after invoicing. In AMP, payments are applied to an ad and can
also be applied “on account.” Payments, credits, and debits are made on the
Quick Entry or Display Accounts screens. See also Prepayments.

| 01 D I Refers to Payments, Credits, and Debits.

Pop-Up (List) .ccveeerneenee A list of options that appears when a user activates the 4 at the end of a
field.

Prepayment .................. A type of credit that reflects money remitted before invoicing. Prepayments

on an ad are usually made during the ad-entry process, and prepayments to
manual invoices are usually made when the manual invoice is being created
See also Payments.

Product Code............... Typically used in conjunction with Color, Kind, and Market codes, these
site-defined codes allow for grouping items by product. Product codes are
usually a list of special publications or categories of advertising in which an
ad my run. Examples of Product Code descriptions are Baseball, Earth Day,
and Rodeo.
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Published ..................

Salesperson.........ceuee.

Scheduled......cceeeeeene..

Service Charge...........

Set Aside.....................

Statement .....cceeeueeeenne

Style Set...ccvrerenruenenns

«..AMP considers an ad “published” if the publication(s) in which the ad ran

has been closed for the given date(s). Published ads do not include ads on
Set Aside and ads marked Do Not Publish. All other “published” ads appear

in a publication’s publish-output file for a given date.

... The total money invoiced through sales of ads, print jobs, etc. Sales become

revenue through the creation of invoices.

... Run-of-Press ad that can be placed anywhere in the publication but usually

runs in the retail section. An ROP ad is usually a commercial ad that comes
with requests for a specific size, color, and placement.

... The value of products and/or services sold to a given customer. Due to

discounts and how sales are represented in a given report, sales are not an
accurate reflection of revenue and are not counted as such.

«.. A user to get credit (and/or commission) for the ad sold. This may or may

not be an ad taker.

«.. Scheduled ads - even if the ads are on Set Aside - are scheduled to run on
the specified dates.
...A debit applied to accounts with unpaid balances. Service charges are

typically assessed at the end of an accounting period and are directly related
to the terms or due dates of the invoices on an account.

... Ads with an assigned Set Aside code are placed on hold to be reviewed or

completed later. Set Aside ads will not publish.

«.. A report of a customer’s business transactions within a specified period of

time.

... A set of paragraph attributes that determine text alignment and specify the

unit of measure AMP uses when formatting ads.

... Ads taken were originally entered and saved on the given dates.

... Define when an invoice is due. When an invoice is generated, the due date

is usually calculated or pre-determined. Terms affect service changes on past-
due invoices and the manner by which accounts “age.”

Fixed-Interval Due Date — With due dates for all invoices set to a fixed
number of days (30 days from the invoice date), aging reports will look
different from one month to the next as invoices have a variety of due dates.
This means that an aging report run on the 5th will look different from one
run on the 15th.

Fixed-Point Due Date— With due dates for invoices set at a fixed point in
time (e.g., the 27th of the next month), aging progresses in “chunks.” This
keeps aged invoices in their own “buckets.”
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Transaction...................A record of a single invoice, payment, credit, or debit. Transactions are
either posted or un-posted. A posted transaction is contained in a closed
batch. An un-posted transaction is contained in an open batch. Records of
transactions are attached to customer accounts (viewable on the Display
Account screen) and are listed in various audit trails.

TEFN ...coceeveeversecsnensennness “Til Further Notice. If an ad’s TEN box is marked, AMP automatically
schedules that ad to run for six weeks until the ad is manually stopped. See
TFN Ads (later in this section) for more information on TFN ads.

Unit Based....................An ad (e.g,, an insert) charged by the unit.

Upsell.......cccceeeueeuuenneees A technique or tool used to enhance an ad’s value by offering advertisers
options to purchase upgrades or to add graphics, color, or other items to an

ad.

URL ..ooovviiieeeeeeeen, Uniform (or Universal) Resource Locator. The address of a resource (e.g., a
document or web site) on the Internet.

Write Off..........cccove... To clear in whole or in part (via the Auto Writeroff routine) the amount
of money a customer account owes the company. Writing off an account is
done when the money owed by that account cannot be collected. This bad
debt (the amount written off) is stored on the customer’s account. See also

Bad Deb:t.
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AMP CONFIGURATION FILES

Several configuration files contain parameters for various AMP configurations. These configuration files
are:

B AMPConfig.xml — Contains parameters for AMP, AMPCCVerifyServer, AMPBackupServer,
AMPLinersOnline, AMPOnlinePayment, and AMPWebCS. Information on this configuration file
can be found in the AMPConfig.doc file, available from MediaSpan.

m AMPExternalPaths.xml — Contains parameters for setting various file paths on the server.
Information on this configuration file can be found in the AMPExternalPathsConfig.doc file, available
from MediaSpan.

B AMPServerConfig.xml — Contains parameters for configuring the AMP application server.

B AMPTaskServerConfig.xml — Contains parameters for configuring the task server(s).

EDITING THE CONFIGURATION FILES

Configuration files are initially configured by MediaSpan during installation of the AMP system. From
time to time, however, it may be necessary to edit the configuration files.

NOTE: Do not edit AMP configuration files unless directed to do so by MediaSpan.

m Before editing any of the configuration files, perform the following tasks:
+ Stop AMPServer.

« Stop TomcatLauncher. This stops all running instances of AMP, AMPLinersOnline,
AMPOnlinePayments, and AMPWebCS.

« Make a backup copy of the existing configuration file(s). When editing a new
configuration file, you may wish to copy IP addresses, port numbers, and other settings
from the original file into the new one.

® Multiple Graphics Paths for AMP & Liners Online — If using AMP and Liners Online, you
may wish to set up two graphics folders: one for AMP and one for Liners Online. To set up an
additional graphics path, insert a <GraphicsPath1> line beneath the <GraphicsPath> line into the
<AMPFramework> section in the AMPConfig.xml file .

By default, Liners Online uses the path defined in the <GraphicsPath> section. A second graphics path
uses the path defined in the <GraphicsPath1> section.

After Editing AMPConfig.xml
m After editing AMPConfig.xml, perform the following tasks:

> Save and close the configuration file(s).
> Start AMPServer.

> Start TomcatLauncher. This starts all instances of AMP, AMPLinersOnline,
AMPOnlinePayments, and AMPWebCS.
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CUSTOMER TIME ZONE

The Customer Time Zone function allows for specifying a default time zone in order to accommodate

different time zones between the location of the AMP host application server and the location of the
AMP users.

Procedures for setting a default time zone vary based on whether the AMP application server runs in a
Macintosh or a Windows environment.

Macintosh Procedures

Follow these procedures to set the default time zone if the AMP application server runs in a Macintosh
environment.

How to Set a Default Time Zone on a Macintosh Computer:
1. Stop Tomecat.
2. Edit the catalina.sh file:
A. From the Tomcat\bin folder, open the catalina.sh file.

B. On the line where the JAVA_OPTS is set to specify the memory allocation, add an
argument to specify the time zone (see Time Zone Specifiers on the next page).

C. Save the file.

3.  Restart Tomcat.

Windows Procedures

Follow these procedures to set the default time zone if the AMP application server runs on a Windows
computer.

How to Set a Default Time Zone on a Windows Computer:
1.  Stop the Tomcat service.
2. Uninstall the Tomcat service.
3.  Edit the wrapper.conf file:

On a Macintosh computer, this file is in the [Hard Drive]:\Library\Mediaspan\AMP5\
Tomcat\servicewrapper\conf folder.

On a Windows computer, this file is in the [Hard Drive]:\Mediaspan\AMP5\Tomcat\
servicewrapper\conf folder.

A. At the bottom of the file, add a wrapper.java.additional parameter to specify the time zone
(see Time Zone Specifiers on the next page).

B. Save the file.

4.  Reinstall the Tomcat service; then restart the service.
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Time Zone Specifiers
Specify the time zone using the following format:

-Duser.timezone=X/x  (...where X represents the country and x represents the city)

Common values for time zones: America/New_York (Eastern with DST support)
America/Los_Angeles (Pacific with DST support)

Example:

To specify Pacific time, use the following syntax:

-Duser.timezone=America/Los_Angeles

Using the syntax from the example above, the catalina.sh file’s JAVA_OPTS specifier might look like this:

export JAVA_OPTS="-server -Xms2048M -Xmx2048M -XX:MaxPermSize=128M -Duser.
timezone=America/Los_Angeles”
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LAYOUTS (FORMS)

When you generate various AMP items (e.g., reports, invoices, publish files), you must choose a layout
form that determines how the final output will look. AMP provides several standard (most commonly
used) layout options in addition to offering custom output layouts that can be designed to meet your
specific needs.

STANDARD LAYOUTS

AMP screens that include a Layout section (shown below) have a pop-up list from which to choose the
layout type. In the illustration below, the Report Type pop-up provides four standard layout options.

Report Type Detail =

Summary
Proof
Export Detail To File

When layout options are available, choose one from the pop-up list. Choose from the following layout
options wherever they appear:

m  Detail — Provides detailed output, which varies based on the information being output.

»  Export Detail to File — Exports detailed information to a flat file, which is written to the default
location specified in your operating system’s preferences. When this layout option is chosen, data is
exported in one of the following formats (based on the information being exported):

> HTML — Files in this format can be viewed in a web browser.

> Tab-Delimited — Files in this format can be viewed in a spreadsheet program such as
Microsoft® Excel®.

m  Labels — Tearsheets and the Customer List are examples of items that can be output to label format.
Label options (expressed in inches) include 1x2 5/8 and 2x4 formats.

m  Proof — Shows ad text (for proofing) on the Ads Taken - Classified report.

m  Standard — Provides output using a standard layout. While standard layout varies based on the
information being output, there is more than one standard layout option available for outputting
invoices. (See the Reports Menu - Forms section for samples of standard invoice layouts).

m  Summary — Provides summarized output, which varies based on the information being output.
While summarized layout varies based on the information being output, there is more than one
summary layout option available on the Output Invoices screen. ((See the Reports Menu - Forms
section for samples of summary invoice layouts).
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CUSTOM LAYOUTS

Optional custom output layouts let you customize how the final output will look. Custom layout forms
are available for purchase from MediaSpan. MediaSpan provides custom layout forms as compressed files.

CAUTION: DO NOT DECOMPRESS A FORM FILE. AMP decompresses it when
o loading the form.

How to Load a Custom Layout Form:

1. Locate the compressed form from MediaSpan. (You may wish to keep the original form file for
future use, even after loading the form into AMP. If a form is accidentally removed from AMP,
it can be reloaded using the original form file.)

N

Log in to AMP and open the appropriate screen. For example, open the Customer Ledger screen
to load a custom layout for the Customer Ledger report.

Under Custom Output Layouts, click the Browse button.
Navigate to the location of the form, select the file, and click the Open button.
The path and filename appear in the Upload a Local File field under Custom Output Layouts.

SRR

In the Layout Description field, enter a description that is consistent with the form’s filename.

Entering a description consistent with the form’s filename helps to differentiate between custom

forms if more than one custom form is used.

Example: If the custom layout filename is Bugle_StatSum_V2.zip, enter Bugle_StatSum in
the Layout Description field.

NOTE: Do not include the version number (e.g., V2) or the
.zip extension in the Layout Description field.

Upload

Layout Description Bugle_StatSum

Upload a Local File /Bugle_StatSum_V2.zip (Browse... )

7. Click the Upload button. When the red message line indicates that the file was uploaded, the
loaded form appears in the Layout pop-up list and in the Loaded Custom Layouts list.

NOTE: Some screens may require re-loading after a form has been loaded. If
loading a form on the Statements screen, for example, the newly loaded form may
not be available until the Statements screen has been closed and re-opened.

How to Remove a Custom Layout Form:

1. Under Loaded Custom Layouts, click the X button next to the layout form to remove.

2. When prompted to confirm removing the custom output layout, click the OK button.

NOTE: If replacing a form with a newer version of the same form, the

new form’s description should be the same as the old form’s description.

For example, if replacing a custom statement form whose description was
Bugle_StatSum, enter Bugle_StatSum as the description for the newer version
of the form. Using the same description for newer versions of the same form
prevents the need to modify any saved sets that use that form.
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OUTPUT-TO-FTP SETTINGS

Many AMP functions enable output to an FTP server. These settings, described below, are common to all
AMP screens that contain these functions.

The procedures below contain the options that are available for configuring output from AMP to your
FTP server.

B Prerequisites — Before configuring AMP settings to send output to an FTP server, you must have
your FTP server configured and operational. Your FTP server must also have a configured user ID
and, if desired, a password assigned to that user ID.

How to Configure Output-to-FTP Settings:

1. On the AMP screen that contains the settings for output to FTD, configure the information as

described below.
Send output to FTP server Username
Address Passwaord
Port| 21 Use S5L
Directory Test Connection
| Upload test file |
B Send Output to FTP Server — Check this box to send the output to the FTP server.
B Address — The FTP server’s IP address.
B Port — The FTP server’s port.
m  Directory —The location on the FTP server where the AMP exported data should be stored.
m  Username —The login ID for the FTP user.
B Password — The password, if any, for the FTP user.
B Use SSL —Check this box to use Secure Sockets Layer (SSL) protocol.
B Test Connection — Test the connection to the FTP server.
B Upload Test File — Upload a file to test the export to the FTP server.
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SAVED SETS

Saved sets are report templates that contain settings that can be re-used when running tasks such as
generating reports, invoices, or publish files. Using saved sets eliminates the need to re-enter all of the
selection criteria each time you run the same function.

Example: Assume that at the end of each day, you run a report for classified ads taken that day. You use
the same criteria each time you run the report, changing only the date the ads were taken. By saving the
report criteria as a set and applying that set each time you run the report, you would only have to change
the date the ads were taken. (In this example, you would change the date to the current day to get a report
for ads taken that day.)

NOTE: It is not necessary to run a report, generate invoices, etc., in order to create a
saved set. You can create and modify saved sets at any time.

How to Create a Save a Set:

1. Open the appropriate screen. For example, to create a saved set for the Ads Taken-Classified
report, open the Ads Taken-Classified report screen.

Enter the report’s selection criteria.

Under Saved Sets, enter a description for the set in the Saved Set Description field.

Save As Saved Set

Saved Set Description All Auto Classifications

4. Click the Save as Saved Set button. This adds the newly saved set to the Existing Saved Sets list.

How to Apply a Save a Set:

1. Open the appropriate screen. For example, to apply a saved set to the Ads Taken-Classified
report, open the Ads Taken-Classified report screen.

2. Click the Apply button that corresponds to the saved set you want to use.

The saved set’s criteria populates the fields on the screen.

How to Modify a Save a Set:

1. Open the appropriate screen. For example, if modifying a saved set for the Ads Taken-Classified
report, open the Ads Taken-Classified report screen.

Click the Edit button that corresponds to the saved set you want to modify.
When the saved set’s criteria populates the fields on the screen, make the desired changes.

Click the Update Template button.

¥ lirrdates Tormmlate
Update Template

Saved Set Description All Auto Classifications

@ You can clone saved sets by applying a saved set, modifying the saved set’s

criteria, and saving the modified criteria as a new set.
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SERVICE MANAGER

The Service Manager manages AMP background services, including the AMP server and backup server,
pagination servers, Tomcat server, and any optional task servers. Background services are installed as part
of the service manager when the AMP installer is run.

INSTALLING THE SERVICE MANAGER

The Service Manager can run in a Macintosh or Windows environment and is typically installed by
MediaSpan during initial AMP installation.

&0 Ad Manager Pro 5 Installer

Choose Components to Install

Install Service Manager )

Do not change the Install Location without

[»

direction and assistance from MediaSpan personnel

Install Location JLibrary/Mediaspan Select Folder

AMPS Instance Name AMPS

Database Upgrader ]

AMP Server ¥

Pagination Servers (Mac Only)

Apache Tomcat v —
AMPLinersOnline v 4

€ Cancel || <1 Back || B> Next

Service Manager File Locations

m  Application — By default, the Service Manager application is installed in one of these locations:

On a Macintosh computer:

[Hard Drive]:/Library/MediaSpan/Common/ServiceManager/MediaSpanServiceManager.app
On a PC:
[Hard Drive]:\MediaSpan\Common\ServiceManager\MediaSpanServiceManager.exe
m  Logs — By default, the MediaSpanServiceManager.log file is written to:
\MediaSpan\Common\ServiceManager\Logs
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Service Manager Installation Procedures
Installation procedures are based on whether or not a task server is being used:

m  Ifa task server is not being used, install the Service Manager on the AMP application server machine.

m  Ifa task server is being used, install two instance of the Service Manager: one on the AMP application
server machine and one on the task server machine.

How to Install the Service Manager on the AMP Application Server:

1. On the application server, run the AMP5 installer and choose the Install option.

NOTE: Do not use the Uninstall option without assistance from MediaSpan.

2. When prompted to choose components to install, check the Install Service Manager box.

3. Check the box for each background service to install. DO NOT check AMP Task Server.
You will choose this option when installing the Service Manager on the task server.

4. Follow the onscreen prompts to continue the installation.

5. Close the installer when the installation is complete.

How to Install the Service Manager on the Task Server:

1. On the task server, run the AMP5 installer and choose the Install option.

NOTE: Do not use the Uninstall option without assistance from MediaSpan.

2. When prompted to choose components to install, check the Install Service Manager box.

3. Check the AMP Task Server box. DO NOT select other background services on this screen.
4. Follow the onscreen prompts to continue the installation.
5

Close the installer when the installation is complete.
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Editing Background Service Parameters

The Service Manager uses a set of parameters to manage each background service. Under normal
circumstances, these parameters should not need to be modified after the initial AMP installation.

Caution: Do not edit background service parameters without the direction and
e assistance of MediaSpan personnel.

8.0 Edit Service

Service Name  AMPS_Tomcat

'(. Load From File... \ ':] ,r Load Template \'

<Service>
<AutoStart=true </AutoStart>
<User=JohnDoe</User=>

<WorkingDirectory=/Library /MediaSpan/AMPS [Tomcat < /WorkingDirectory=

<Start>"/Library /MediaSpan/AMPS,/Tomcat/bin/startup.sh"</Start>
<Stop="/Library/MediaSpan/AMPS /Tomcat/bin/shutdown.sh"</Stop>
<PidSearchString=/Library/MediaSpan/AMPS /Tomcat/bin</PidSearchString >
<PidSearchString=org.apache.catalina.startup.Bootstrap</PidSearchString >

</Service>
~ Cancel ~ Save
p

How to Edit Background Service Parameters:

NOTE: Editing these parameters may affect AMP users who are logged in and
performing AMP functions that may rely on one or more background services. All
AMP users should exit the system before background service parameters are modified.

Launch the Service Manager application.
On the MediaSpan Service Manager window, stop the service whose parameters will be modified.

From the menu bar, choose Service > Edit Service.

Sl

On the Edit Service window, modify the parameters as desired.

NOTE: Do not change the value in the Service Name field without the direction and
assistance of MediaSpan personnel.

Use the buttons on this window to perform various functions as needed:
B Load From File — Load the parameters from the specified file.
B Load Template — Load the template selected from the pop-up list.

m  Cancel — Cancel editing the background service parameters and return to the MediaSpan
Service Manager window.

B Save — Save the background service parameters and return to the MediaSpan Service
Manager window.

5. Restart the background service.
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Removing a Background Service

Removing a background service from the Service Manager does not remove the background service itself;
rather, it removes the background service from the Service Manager.

Under normal circumstances, it should not be necessary to remove a background service from the Service
Manager. If, for example, the task server background service was inadvertently installed on the AMP
application server, the task server background service should be removed from the service manager on the
application server.

Caution: Do not remove a background service without the direction and assistance
o of MediaSpan personnel.

How to Remove a Background Service:

NOTE: Removing a background service may affect AMP users who are logged in and
performing AMP functions that may rely on one or more background services. All
AMP users should exit the system before a background service is removed.

Launch the Service Manager application.
On the MediaSpan Service Manager window, stop the service that will be removed.

From the menu bar, choose Service > Remove Service.

L

When prompted to remove the service, choose Yes to remove the service or No to cancel
removing the service.
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SCHEDULING A TASK

Automated scheduling allows for scheduling tasks (reports, invoices, generated publish files, etc.) to run
immediately, during off-peak hours, or as a deferred process. All tasks are sent to the Task Queue for

processing.
How to Schedule a Task:
1. In the Schedule area, configure the information described below.
Run Mow [ Run Off Peak Add to Queue View Queue
Description Ads Taken 5/1 - 6/8 Run On 6/8/11
EMail Output To ClassManager@YourSite.com At B ? : | 00 ? [ PM T]
Purge ¥ After 2 Days Recurs | Once = |
Time Now 6/8/11 11:19:45 AM PDT

Description — A description of the task to be scheduled.

Email Output To — The email address where the output should be sent. Output is sent to
the Task Queue, regardless of whether or not output is sent to the specified email address.

NOTE: This option is available only if configured in the AMPConfig.xml file.

B Purge After “X” Days — If the scheduled task should automatically be purged, check the
Purge box and enter the desired number of days. For example, to purge the task 3 days after
the task was run, enter 3 in this field.

Run Now — Run the task immediately.
Run Off Peak — Run the task during off-peak hours (defined in the AMPConfig.xml file).

In the Deferred Process area, configure the information described below.
B Run On — Run the task on this date.
B At — Run the task at this time, based on the Run On date.

B Recurs — Run the task on a recurring schedule. Choose from the following options:

» Once — Run the task one time only.

» Every Day — Run the task every day, regardless of the Run On date.

> Every Weekday — Run the task every weekday.

> Every Week on Given Day — Run the task every week, based on the Run On
date. For example, if the Run On date is a Friday, the task will run every Friday.

» Every Month on Given Day — Run the task every month, based on the Run On
date. For example, if the Run On date is the 15t of the month, the task will run on
the 15t of every month.

» Last Day of Month — Run the task on the last day of the month, based on the
Run On date. For example, if the Run On date is a date within the current month,
the task will run on the last day of the current month. If the Run On date is a date
within a future month, the task will run on the last day of that month.

B  Time Now — The current system time. This information is for display only.
B Add to Queue — Add the task to the Task Queue.
B View Queue — Show the Task Queue screen.
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DOCUMENTATION SURVEY

Help improve MediaSpan documentation by completing a short online questionnaire. Your responses will

shape the tools MediaSpan provides to make the most out of your software.

Click the link below to be taken directly to the survey.

Online Documentation Survey|

a4

Documentation Survey

Firad Mama:™
Lowt Mame:®
Ervail®

Ciny:®

Daylima Phone:"

Evaning Phana:*

In yeur eplnien, plaans

|k'~f1 :_ D | .-""'.. ‘_'p P ;’.‘-L l\] Soarcn For

Online Documentation Survey

Fulnlicaticon
Pradust
AriBeramr 7
Documentation name and publish date: [found on ths tise page of your manual)
May we contact you about this survey?

rats aach sintemant as i ralates io your sxpariance with ol documantazion

Crganizaton; You were abile o OCEtE your BNEwss quickiy

If viewing a printed copy or experiencing trouble with the link above, enter the following URL in your

web browser:

http://www.mediaspansoftware.com/article.asp?id=226213
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