WO MEDIA SALES WIDEORBIT

for Radio

Guide for Avails and Schedules

Before you begin...

Always follow rules and guidelines set by management at your station pertaining to your workstation or
laptop, and software systems FIRST. Be sure the tips below fall within those guides.

Since WO Media Sales is a powerful system, manipulating an enormous amount of data, it uses a client-

server, or distributed application, architecture. This means that when you are working at your desk, you

are making requests of the server and the server is sending data to you through your network. For those
reasons and others, there are a few steps you can take to ensure your work goes smoothly.

You and your WO Media Sales workstation need a break. You should power down at night, or at least
reboot several times a week. This helps keep lines of communication clear between your machine and your
server. NOTE: An accidental break is another matter altogether. If you lose power, or lose connection to the
server- even for a second- STOP! Even if it appears WO Media Sales is up and running, stop, save your work,
and reconnect. Temporary loss of connectivity can cause problems for any application running from

a server.

Save your work. WO Media Sales saves your work automatically, and the interval is up to you, but
saving manually is a good habit. “Save As” and you can give your campaign or report a different name,
then edit it for another advertiser or project.

Can’t print from WO Media Sales? See if you can print from another program. If not, check (yourself, or
with your IT contact) and be sure your workstation is pointed to the printer. Also, the default printer for
WO Media Sales is the default printer for your machine. This is set up properly at the time of installation,
but if something changes, you might run into problems. Check your Printers folder and make sure no
changes have been made.

Last, please take time to experiment with WO Media Sales. There are many options and choices for
helping you make the sale when you’re NOT under the gun to get an avail out to a buyer!

Please contact WideOrbit Media Sales Support with any questions or concerns - 415.675.6775 Option
2, 1.
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Steps to Create a New Avail or Schedule

Click on Sales/CRM and select Campaigns.

[5] wo Media Sales 6.53q (172512013 5:10:

! File Tools Window Help Exit

3‘9‘ New - |a[.at5t Features... |E

| Sales/CRM v Click on New. You will see 2 options: New Radio Quick Campaign
i - and New Radio Campaign.

4 CRM Accounts
| ERMadesales Inbox
|5 Campaigns

: The New Radio Quick Campaign option will display one screen with
8 70 Meda sles multiple selections. You can add in an Advertiser and Agency once the

= 3 cRM
o schedule loads to screen.
8] CRM Contacts
<% CRM Pending Buys
] CRM Calendar
[+ CRM Tasks

[=7] CRM Emails '::] Cﬂmﬂail:] ns
i | CRM Documents R s | i B

3l Media Sales Inbox :. 'j M_',-J e "}I""" ] _'HI Ralsie... . | ‘I__]uﬁ'dnad
T (| Z= Mew Radio Quick Campaign... l Yiev

uj Internet Inventory M i
) 50X Reports MNew Radio Campaign...
& Quick Tips ————

@ video Tutorials

New Radio Campaign will display an Advanced Wizard, which takes you through a series of screens.
Each screen allows you to select a report specification. The main difference between the 2 ways to create
a campaign is you can select an Advertiser and Agency through the Advanced Wizard (or New Radio
Campaign option). Creating a campaign this way starts with selecting an Advertiser.

o] wo Media Sales

Radio Quick Campaign

Please select the information you want to use for this campaign

Markets
Gotham selected,

= Stations
38 Stations selectad,

Rates
No rates sslacted,

® Books
FALL 2010 ARBITRON selected,
#

-

Dayparts
Mo-Fr 6A-10A selected,

Spot Lengths
160 selected,

B=== Dates
1/7/2013 through 2/3/2013

k Demos
9 MS5APersons 12+ Rating selecied,

Advanced Wizard... Create Campaign Cancel




Tip: If you are utilizing the CRM portion of the WO Media Sales system for your day-to-
o day business, it is HIGHLY recommended to create campaigns within CRM Accounts or
CRM Pending Buys.

Click Markets to select Radio Market(s) you want in your schedule by clicking the Select All button or by
clicking the box to the left of the market name. Click the Finished button.

Radio Markets
Select the radio market(s) vou would like induded in the report.
(0 of 2 Selected)

Market Name Mkt Code Type Select all
I~ € cotham 301 Arbitron _
LCleacall
I~ @) Memopols 300 Arbitron ;]

o Tip: You are only limited by the number of markets available to you.

Click Books to select Radio Survey(s). You also have the option to click the Create Average button if
you would like to use an average book that does not appear in the current list. Or, you can click
Select All to choose all available surveys. Click the Finished button.

o] W0 Media Sales =
Quick Campaign 4:‘
Radio Surveys

Select the radio survey(s) you wouid ke induded in the repart,
(1of 45elected)

| Metro | T5A [DMA | | Select All
¥

Avallzble Surveys
[¥ FALL 2010 ARBITRGN Yooy
[ SPRING 2010 AREITRON Y
[ WINTER 2010 ARBITRON ¥ NN
[ FAL0/SP10/WI10 ARB AVG Yooroy

Clear Al

Create Average

‘ <Back Finished Cancel




Click Stations to select Radio Station(s). The system selects all by default. You can Clear All stations and
cherry pick the stations you would like to include in your schedule by clicking the checkboxes to the left
of each station. Or, you can Clear All and use the All MSA, All TSA or All DMA Stations buttons to select
those designated stations. Click the Next button.

(5] wo Media Sales [ =]

Quick Campaign Af

Radio Stations

Please select the radio stations you would ke induded in the report,

(33 of 38 Selected)

Radio Station Call Letters Metro | TSA | DMA i Select Al |
v @ casa-am ¥ —
v @ cass-am
¥ @ GAAC-AM
¥ @ GaADFM
¥ @ GrAEFM
v @ GrAFFM
v @ GrAGFM
v @ caaH-aM
“ & caarem

m

Clear all

All MsA Stations

¥
¥

¥

¥

¥ All TSA Stations
¥ All DMA Stations
¥

¥

¥

= = = = =< = = =

Affiliation |Click here to select by station affiation b

Next: Cancel

If you have any Rate Cards created for any of the selected stations, the Station Rate Cards screen will
appear. Choose any rate card(s) you need and click the Finished button.

[o] WO Media Sales =]

Quick Campaign A

Station Rate Cards

Select the rate cards you want to use for this report
Station
GAAP-FM - 1 Rate Card(s)
(" Do notuse a rate card
% 52 GAAP 1st Qi Rate Card

< Back Finished Cancel




Click Dayparts to select Daypart(s). The system loads up all the standard dayparts by default. You can
cherry pick the dayparts you would like to include in your schedule by clicking the checkboxes to the left of
each daypart. If there are certain dayparts you will use consistently, select them and click on Save Daypart.
This allows you to save this list to use later by clicking on Load Daypart.

[5] Wo Media Sales =&

Quick Campaign 4;"

Radio Dayparts
Select the dayparts you would like induded in this report,
{Lof 17 Selected)

Daypart Definitions |~ Zelect All
[~ {5 Mosu 6AMD
[~ (% Mor6a-vm
[~ {7} se5u6avD
™ 1T Morea7m
™ {7J sasueam
[ {5 MoFr 6A-108
™ {5 MoFr 108-3
r @ Mo-Fr 3p-7P
[~ TS moFr 7PvD -

Clear all

m

Load Daypart <-Back | Finished Cancel

If you need a daypart that does not appear in the standard list, click on Custom Dayparts. Type
in the Start and End Times in the left-hand side and select the Days in the right-hand side of the
screen and click the OK button.

[2] wo Media sales
Ny : |
..~/ Time Editor

. [M,W,F 8:00a-9:00a

Start Time —_— 17 - Monday Clear all
[g:00a kip) [ "a Tuesday

v % Wednesday Set Mon-Eri

(.
End Time T B Set Mon-5un
5:00a J v ‘:a Friday
B P Set Sat-Sun
= [ % saturday
[~ ¥ sunday

OK Cancel




Back on the Radio Dayparts screen, you will now see the custom daypart we created (M, W, F8a-9a) at
the top of the list. Click the Finished button.

[ =] Wo Media Sales (=] [
Quick Campaign 4?
Radio Dayparts

Select the dayparts you would like induded in this report.
{2 of 18 Selected)
Daypart Definitions - Select All

™ 53 mwFsasan
™ {5 MosusAMD l=
(m @ Mo-Fr A-MID Custom Daypars
™ %) sasusam =
I 5 moFream [ s
I &) sasuam .
¥ {5 MoFr6a-10a

™ 5 Mofr 1083

[ 7 moFr 2

Clear All

Load Daypart Save Daypart Finished Cancel

The system adds in a tilde (~) at the end of the custom dayparts because this is not a standard Arbitron
daypart. It will be flagged on the report with a Summary Note stating: (~) Indicates this audience esti-
mate is derived by WideOrbit, Inc. based on Arbitron’s copyrighted and proprietary audience estimates.
It is not an estimate produced by Arbitron.

Arbitron standard days are: Monday — Sunday, Monday — Friday, Saturday — Sunday, Saturday, Sunday

Arbitron standard times are: 6A-MID, 6A-10A, 10A-3P, 3P-7P, 7P-MID

Any selection other than the standard days and times above will be flagged with the tilde (~).
Caution: Arbitron only allows reporting on hourly information. If you try to create a

daypart with a Start or End Time on a quarter hour or any time other than :00, the
system will display a warning message.

[o] wio Media Sales [(=-] 3]

Arbitron only allows reporting on hourly information.
Flease correct your daypart definition to proceed.

0K




Click Spot Lengths to select Spot Length(s). There is a system default for radio station spot lengths. If you
have specific spot lengths you would like to enter for your primary station(s), you can add those in System
Setup > Spot Lengths. If those have been set up in System Setup, you will see them when you select Spot
Lengths. Click the Finished button.

[=] WO Media Sales (=] =
Quick Campaign 4}‘

Spot Lengths

Select the spotlengths to be induded in the report.

(1 of 10 Spot Lengths Selected)
Spot Lengths Description - Select all
[~ 05
o

m

Sl

<-Back FEinished Cancel

o Tip:If you have multiple stations included in your schedule, then Spot Lengths screen
will show the FIRST station’s selections.

Click Dates to select the run dates for your schedule. You can click and drag weeks on the right hand side of
this screen or you can type in the Start Date and End Date in the Dates section. You can also add in Hiatus
Dates on this screen. Hiatus Dates will appear in gray. Click the OK button when your dates are set.

- Campaign Dates ‘

StartDate [01/14/13 = |

End Date

Valid Days
Mon-Fri ﬁ_ﬁ Monday

|[v [ Tuesday

| [ e

: | ] Thursday
[ 78 Friday
¥ T sty

| ¥ [ sunday

Add Hiatus Dates..l ‘Altemate Weeks... I |




Click Demos to select Demo(s). You need to select Gender, Start and End Age, Estimate(s), and click
Add Metro, Add TSA or Add DMA when ready.

[2] wo Media Sales [E=R ==
Select Demographic
Gender | StartAge | EndAge | Estimate e | Selected Demographic Population | Sample
_ > MSA Persons 2554 Rating 437,900 1,007
Males 12- Frg =
8 Lmdes g Hoe; | e
@ Persons 7 21- -24 [Floume AddTsA |
@ 25- -34 | Add DMA |
35- -4
74 - -4 =
50- @ -59 —
Clear All |
55 -64
85 - +
| || saveDamos oK Cancel

When using Arbitron data, you cannot select 18-20 or 21-24 age breaks. You will get the system message
below if you try to select those demos, and cannot move forward with those demos.

[=] wo Media Sales

@

(=] ==

Arbitron does not allow reporting on 18-20 or 21-24 age cells.
Please expand your demographic selection.

Depending on the Arbitron survey you have selected will determine if Add TSA and/or Add DMA options
are available to you. If there are multiple demos you will use consistently, you can add them all to the
right hand side of the screen and click on Save Demos. Give the demo group a name and click the OK
button. Click Load Demos to retrieve the list at a later time. Click the Create Campaign button to pull up
your Radio schedule. Or, click the Cancel button to return to the Sales/CRM menu.

=] wo Media Sales

Radio Quick Campaign

Please select the information you want to use for this campaign

&

Markets
Gotham selected,

hr | &

L

3

Advanced Wizard...

Books
FALL 2010 AREITRON selacted,

Stations
GAMG FM, GASH-AN and GAALFM sslected,

Rates
Rate ard for GALFM sslected,

Dayparts

Mo-Fr 64104 slected,

Spot Lengths

160 selecred,

Dates
1/7/2013 thiough 232013

Demos
M54 Parsons 12+ Rating sslscied,

Create Campaign

Cancel

ECR| )




the Advanced Wizard... button above when you first come to this screen. But you can

o Tip:If you want to add in an Advertiser and Agency to your schedule, you can click on
always add in this information once you load your schedule to screen.

Radio Schedule: Avails Tab

The system will load the schedule and default to the Avails tab. This is where you can enter in rates and
see how the rates affect your CPP. Any current rate cards applied when building this schedule, will pull in
rates automatically into the Avails and Planner tabs. Avails tab is not where you add in spots. You add in
spots on the Planner tab.
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The WO Media Sales ‘ribbon’
Save Options

File | Edit View TaggedItems

H Mk o g @ C'B Copy Ling B Delete Line I .%‘ befault SortCodas ‘ ﬂ Clone Program
0 - == 2
P = o
Save Print Impart Excel Send I @: PasieLine " M -beleiaasius ‘ [\E) Add One-Time-Only bj Daypart Details
rile Operations Expaorts Avail Actions Programming Achons

The Save button allows you to save your schedule to retrieve at a later time but it also has 3 extended
options when you click the down arrow to the right of the button. The schedule will load as ‘New Campaign’
by default when creating it through the Radio Quick Campaign screen.

e Save As allows you to save your schedule under a different name

e Save As Proposal XML allows you to save your schedule in an XML format

e Save As SBX allows you to save your schedule in SBX format



Tip: When you choose the Save As option, you can save the schedule as a Private (only
o you will see it) or a Public (other users with access to the system can see the file as
well) File.

Print Options

File| Edit WView TaggedItems

ﬁ \_;j - g m DD Copy Line % pelete Line | Bl cofsultsatcodss m CloneProgram
0 - = - t
z = =) .
Save Print Import = Send | " :';_ DeleteFrodust J Qa Add One-Time-Only Q‘i Daypart Details
File Operations Exports Avail Actions Programming Actions

The Print button allows you to print your Avail to an Adobe PDF file format or as a hard copy to a local or
network printer. There are 3 different types of Avail Reports.

e Contemporary Avail Format

e (Classic Avail Format

e Tiered Avail Format

Report Header information will appear at the top of every page of the printed report. The Cover Page will
include any comments you want to share with your client and will print on the first page of the report.
Report Options such as station, books, and estimates will be selected to appear on the report. Comments
that are added in such as rich text format (RTF) comments and Daypart Comments will appear on the
report, if selected.

o Tip: You will see a preview of the Avail before you click the OK button.

Import Option

File | Edit WView TaggedItems

) v Copy Line K Delete Line B Dofauisasicadas 3| Clone Pragram
= B £ % g
{ - =
™ = =)
Save Print Import Excel Send &,:.- Pasicbine " T~ G sleta Prarduct | &J Add One-Time-Only t.j Daypart Details
File Operations Exports Avail Actions Programming Actons

The Import button allows you to add in another schedule to the current schedule you have on-screen.
This feature will walk you through combining schedules and will show you the ‘Importing From” and ‘Im-
porting Into’ and the ‘New Campaign’ information before you click the Accept button.
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Excel Options

File| Edit WView TaggedItems

I = v =1 (e =I¥] CopyLine KO Delete Line || o fll0f sodss| | CloneProgram
R - = =7 it
i, - = | 2
Save Print Import Excel Send | fiia-Pastebine I = | Q%,. Add One-Time-Cnly li[ Daypart Details
File Operations Exports Avail Actions Programming Actions

The Excel button allows you to export the current schedule into an Excel format. You have 2 options on
the Avails tab.

e Avail Export will show what is displayed on screen with the header information
¢ Export Single Line Grid will show what is displayed on screen but will not show the header information

Send Options

File| Edit View TaggedItems

H ' 23 w E’ ,/_f‘\} ‘-‘B Capy Line XK Delete Line | GefaultSorttodas | | Qj Clone Program

[} - i - _— — o -

Save Print Import Excel Send | tihs-Pasis Lifie clekep = | LJE Add One-Time-Only Q‘i Daypart Details
Filz Cperations Exports Avail Actions Programming Actions

The eSend button allows you to electronically send the Avail to your trading partner using WO Central
Express. When sending a Radio Avail to WO Central Express, it is sent as an XML file by default.

| 2| Wo Media Sales =]

WO CENTRAL | We ePort.

Say something to your trading partner using WO Central Express

Send this avail using the following options.

Fiecipiant Mame I

Recipient Email Addiess |

Subject |New Campaign

Thwe Sl Btk s ooyt ool WY ot T Expeiias
Expires Oh 12/14/2013 -
[¥] Notify me when recipient views report.

|| Notify me when recipient downloads report.

Your dient will be sent an XML file by default.

i Ok ; Cancel

1. Fillin the fields, select the desired options and click the OK button, the Print Preview screen will
appear and if the report options are acceptable, you will click the Send button.

2. A preview of what will be sent will appear and if everything looks good, click the Send button
again.

3. On the WO Media Sales side, you will get a confirmation that the file was successfully sent.

4. Once opened in WO Central Express, the client will have the option to create a Proposal XML or
Excel file.

5. WO Central Express is a great way to electronically send Avails and Schedules to users who do not
have access to the WO Media Sales system.
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o Tip: To learn more or to sign up for WO Central Express, visit www.emediaoffice.com.

Copy Line and Delete Line Options

File| Edit View TaggedItems

H ' z?l b 4 5 m QB Copy Line XK pelete Line l M EcfauliSoriCadas | @ Clone Program

1 - i b i 4 — n L

Save Print Import Excel Send | fiits-Pasts Lie I| i -Delete Produs | Qz Add One-Time-Only ﬁ Daypart Details
File Cperations Exports Avail Actions Programming Actions

Once a line in the Avail grid is selected or highlighted, you can Copy or Delete that line. Once you click Copy
Line, the Paste Line option will become active. This just makes one copy of the original line you had highlighted.

There are other options within the system to allow for copying and deleting lines, such as cloning and
tagging. Cloning can be found when you right-click the Avail grid and tagging is available throughout the
system and can be used by clicking on the box to the left of the station under the Tag column.

Add One-Time Only Option

File| Edit View TaggedItems

g : é - 5 (T) :'D Copy Line X Delete Line | Sefaui Ser Sodes ‘ @ Clone Program

! b - _— o iy - = |

Save Print Import Bxcel Send | fhitar Fapie e " (i - D etebe Frodud | t% Add One-Time-Only '31 Daypart Details
File Operations Exports Avall Actons Programmirg Actions

This option allows you to add in an OTO to your schedule. Fill in the blanks by adding in a Daypart Name and
selecting a daypart by clicking the Add Time button. Click the OK button when the information is complete.

[=] wo Media Sales (=]

® Add OTO

Radio Stations

Daypart Mame: Add Time
Start Date End Date |
17013 (= [12/31/203 [+ | Dalats Tima,
Markets
‘Goiham - Arbitron > |

Station
wij GAAGFM -

O, Cancel
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Clone Program Option

File | Edit View Tagged ltems

ﬁ . ‘\é 3 g . @ DB CopyLine ¥ Delete Line ‘ Default SortCodes E_ Clone Program

Save Print Ir;port Excel cend I & Paste Line ]I ﬁ Delete Product l % Add One-Time-Only ﬁm Daypart Details
File Operations Exports Avail Actions Programming Actions

Copy Line allows you to make one copy of a line. The Clone Program option allows you to generate
multiple lines of a daypart. You can also copy any scheduled spots.

[=] wo Media Sales

@ Clone Program

Select Program Count

Enter the number of programs you would like to generate.

g =

Also Copy Scheduled Spots

Daypart Details Option

File | Edit View Tagged ltems

ﬁ . _\é 3_ S £ DBCcpyLine X Delete Line [ ‘ Default SortCodes @ Clone Pragram

Save Erint Import Excel Send I & Paste Line ll h Delete Product l % Add One-Time-Only && Daypart Details
File Operations Exports Avail Actions Programming Actions

This option allows you to compare your station against others in the market (not just the stations you have
scheduled) when you have a rate applied. You can change the view by selecting a different demo, selecting
Ratings or 000s, and you can look at Rate or CPP as your goal. You can also export and print this information.

[ W0 Media Saies [En] e
% Details View
i [36] Export To Excel... (@ PrintGrid | MSAPL2+ &) | Ratingsvs. (000)s | [ Rate 7 $95.00
| [owho o Ivlsiesss  [~]DawatName  [ZiDaspst [~ Raial~] Steei=]CPP__ [«
B Line Type - P
i | FALL 10 ARB Mo-Fr Morning Drive Mo-Fr 6A-104 22 18 $431
~|Line Type - Station Listing
= GAAT-FM FALL 10 ARB Mo-Fr Morning Drive Mo-Fr 6A-104 05 24 $190.0
O GAAS-FM FALL 10 ARB Mo-Fr Morning Drive Mo-Fr 6A-104A 11 57 $86.3
1 GAAR-FM FALL 10 ARB Mo-Fr Morning Drive Mo-Fr 6A-104 01 04 $950.0
| GAAQ-FM FALL 10 ARB Mo-Fr Morning Drive Mo-Fr 6A-104 03 14 $316.6
]| GAAP-FM FALL 10 ARB Mo-Fr Momning Drive  Mo-Fr 6A-104 23 122 5413 _
O GAAO-FI FALL 10 ARB Mo-Fr Morning Drive  Mo-Fr 6A-10A 04 23 §2375
1 GAAN-FM FALL 10 ARB Mo-Fr Morning Drive Mo-Fr 6A-104 13 69 $73.0
| GAAM-FM FALL 10 ARB Mo-Fr Morning Drive Mo-Fr 6A-104 07 39 $135.7
O GAAL-FW FALL 10 ARB Mo-Fr Morning Drive Mo-Fr 6A-104 09 48 $1055
| GAAK-FM FALL 10 ARB Mo-Fr Morning Drive Mo-Fr 6A-104 06 33 $1583
1 GAAJ-FM FALL 10 ARB Mo-Fr Morning Drive Mo-Fr 6A-104 11 57 $86.3
| GAAH-AM FALL 10 ARB Mo-Fr Morning Drive  Mo-Fr GA-104 04 24 §2375
O GAAG-FM FALL 10 ARB Mo-Fr Morning Drive Mo-Fr 6A-104 12 62 §79.1
T GAAF-FM FALL 10 ARB Mo-Fr Morning Drive Mo-Fr 6A-10A 0.1 0.5 59500
1 GAAE- FALL 10 Mo-Fr 6A-104 06 33 $158.3
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Edit Tab

The Edit menu allows for various modifications you can apply to your schedule.

Edit Header Option

File | Edit| Wiew Tagged Items

I == S = G_c__jjSpot Lengths |
2 | @ | 2 | Y g - N [ LB~ N
| EditHeader EditBooks | EditDates ReportFilters  Daypart CPPs Aum-:’-(hsdule'l HH-RaseLevel Namas I Reload
General Info Campaign Actions

This option allows you to view the current header details of your schedule — see below. You can edit any
of this information as needed.

=] wo Media Saies =] )
Campaign Header |
Enter the campaign header information. |
e
Campaign No. r!n}: sa}/e:}
Date Created /2202013 9:16:54 s |
RepartTitle New Campaign
Adverticer L | [Nom2 -
Product S
Agency L | |None
Buyer
Estmate No, ]
Reprt
Date Due 12/5f2013 B
AE Owner € Administrator -
Traffic System | € Unnown =] ‘
oK Cancel

Edit Books Option

File | Edit | View Tagoged tems

= - woa =7
& € i Y 2
Edit Header EditBooks = EditDates  ReportFilters = Daypart CPPs |
General Info Campaign Actions

Q

Alto-Scheduls

ﬂ Spotlengths . [E

|
HEHRateLavel Namas J Reload

This allows you to change the books you have applied to the schedule. You will see the same book selec-
tion screen as you did when you set up the schedule.

Edit Dates Option

File | Edit| Wiew Tagged Iltems

[ == 557 e | &= spotiengths r '
= | @ = |V O B S :
Edit Header | EditBooks  EditDates  ReportFilters | Daypart CPPs | Auto-Schedule I izl RoteLovellvares | Reload
Gereral Info Campaign Actionis

This allows you to change the dates you have applied to the schedule. You will see the same Select Dates
selection screen as you did when you set up the schedule.
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Report Filters Option

File | Edit| View Tagged liems

| = = i spotlengths || E
] .; 3 2 " 3 spoTLeng |
2 g AY ¥ ] o e emar sl | 7
Edit Header EditBooks = EditDatss ReportFilters | Daypart CPPs Autc--_:ch.e:;ule.[ ?;%%?-Rﬁfetﬁvf-"-'ﬁméiJl Reload
General Info Campaign Actions

Whenever you have multiple specs in your schedule (Stations, Surveys, Dayparts, etc.), this option allows
you to filter out any of those specs you have applied to the schedule and see how filtering those out
affects the schedule. When you click the Report Filters button, you will see this screen. The tabs across
the top will show you what specs you can filter out of your schedule.

As items are filtered out (in this example above, | unchecked the last 2 stations), the tab shows a green
checkmark next to it. Once you click the OK button, the system will remind you of these filters in the
lower right-hand corner of your screen in the Inventory Panel.

[5] WO Media Sales (= s
Campaign Filters - ;( |
Select the filters for this campaign.
Stations | ‘Surveys Inventory | Deleted
i 2+ add station [T Custom Dayparts
Unichedk the stations you would like filtered OUT of the campaign. Stations | -

= GAAGFM

¥ B caALFM
¥ B casH-am
v @ cascFm

Mo-5u BA-MID
Mo-Fr 6AMID
Sa-5u 6A-MID
MoFr 6A-7P
Sa-5uBA-7P
Mo-Fr 64-104
Mo-Fr 10A-3P
Mo-Fr 370
Mo-Fr °-MID
Sat 6A-104
Sat 10A-3
Sat PP
Sat P-MID
Sun BA-104
Sun 10A-3P
Sun 3P-7P
Sun 7B-MID

Clear All

F.....g.........'l'.."l

Mo-Su BA-MID
Mo-Fr 6A-MID
Sa-Su BA-MID
MoFr 6A-7P
Sa-5u6A-7P

oK Cancel

7
Fiters
The following filters are currently on:

Stations: Gotham: GAAH-AM,GAAGFM

@) stations| Surveys

Uncheck the stations you wauld like filtered OUT of the campaign.

Call Letters I
¥ & caaFm s B
F GAAH-AM
- 3‘ Sipnay Clear All

the report specs you had filtered out. If there are no filters applied, the Filters section

0 Tip: Simply turn the filters off by clicking the Report Filters button again and selecting
in the Inventory Panel will disappear.
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Daypart CPPs Option

File | Edit| Yiew Taggedliems

e =2 | TV %

EditHeader | EditBooks = EditDates ReportFilters | DaypartCPPe Aulo Schedule

General Info

Use this option to set a CPP goal for your daypart(s).
You also have the option to only apply the goal to
your Need Rate, which is on the Avails tab only.

Spot Lengths Option

[ |

“

ﬂ:ﬂ Spotlengths ’-E

[ -fi-Rate Level Hames

| Reload

Campaign Actions

[2] wo media Sales B =]
Set Daypart CPP w e
Entter the desired Daypart CPP for MSA P12+ ').E
Daypart | oude | cep |
Ma-Fr 64-104 | =] | 000
oK Caneel

This option allows you to enter the Rate Multipliers for each spot length and set the rounding, if desired,

for the stations’ rates.

_J 5]:: atlengths ’-B

l i Rate Level Names I Reload

Sehedile
Campaign Actions

[2] wo Media Sales =
Spot Lengths Setup a@)

Enter the multipiers for each spot length. LY
Spotlength | Rate Multiplier

105 0%

10 20%

15 30%

20 0%

30 50%

45 80%

100]

90 150% |

120 200%!

ROT 25%

(2 No Rounding @ Round to Nearest $5

(2 Round to Nearest $1 ) Round to Nearest $10

oK Cancel
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Reload Options

File | Edit| View Tagged ftems

| 1.5 ; el 57 | L,{J | &:ﬂSpot Lengths |%
= p % 1f _3 ,} N AR S AR R -
Edit Header EditBooks  EditDates ReportFilters | Daypart CPPs | e|Jtc--:'-r_|';eqn|e_l | i ate Laval hames | Reload
General Info Campaign Actions i
- = @j\ Reload Rates... -
TV | Radio | Internet | NTR | Multi-Media ‘

Q\E Reload Ratings...

Avails | Planner  PlannerCharts  Order

These options allow you to reload stations’ rates and/or stations’ ratings. If you have overwritten rate
card rates or edited ratings, you can bring them back to their original values by selecting these options.

Caution: When using Arbitron data, you cannot edit station ratings in WO Media Sales.

View Tab
File Edit | View| Tagged Items
{ @ Internet vn MNewspaper i [ G Aviils ~][ @ order - Trender Graphical Ranker Book Comparison
[ 9 NTR vl[ 0 Multi-Media -] l o Planner v] Tegr dar | Daypart Ranker
Media Avails | Packages Research

The View menu allows you to change what media and what reports you see in your schedule.
Media Options

The Media options can be turned off and on. You can add in Television, Internet, and NTR (Non- Traditional
Revenue) to your schedule.

When you click on the TV tab to add a TV schedule to your current Radio schedule, you will see this
dialog:

[o] wo mMedia Sales [-=1] @)

You have not added any TV data to this campaign. Weuld you like to add some naw?
NOTE: When creating a Mult-Media campaign only persons demos will be allowed.

Yes - Add TV . No, Cancel

Click the Yes — Add TV button to continue. You will go through the Campaign Wizard and select your

TV report specs. When you click on the Internet tab to add in Internet to your Radio schedule, you will
choose Internet Inventory you have added in the Sales/CRM section. If you have already set this up, the
inventory will appear in the panel on the right.
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When you click on the NTR tab to add in non-traditional revenue to your Radio schedule, you will click
on the Add NTR button. This dialog will appear:

151 wo media saies FeRl
Add Non-Traditional Revenue < B
Enter the information for this NTR line. = ‘;3:”

Description ‘

Impressionable?

Gross Impressions
Cost [s0.00
Start Date [1/7f:

End Date \2/3f2013 = |

Comment

QK Cancel

Fill in the details and click the OK button to add in NTR.

To add in Cable, Newspaper, Magazine or Outdoor information, click on the Multi-Media tab.

tab and you can also see information in the Summaries section of Planner tab, under

0 Tip: To see any of the Multi-Media totals you can find information on the Multi-Media
Multi-Media totals. You can also print this information in various reports.

Avail/Packages Options

File Edit | View | Tagged Items

[ @ Intemet '“ Nevspaper l l @ avails '” @ order v] Trender Graphical Ranker Book Comparison
[ 0 NTR v” Q Multi-Media v] [ o Planner vl TrendBuilder Daypart Ranker
Media Avails [ Packages Research

The tabs below the Media can also be turned off and on. You can show Avails, Planner or Order, or not
show them on the screen by unchecking the option(s).

Research Options

File Edit | View Tagged tems

|. 0 Internet '7“ Ievwspaper | | 9 Avails v_| 9 Order - Trender Graphical Ranker BookComparisoﬁ
| 9 NTR. ~” 9 Multi-Media vl [ a Flanner v‘ TrandSuildas | Daypart Ranker
Media Avails | Packages Research

These research reports can be run side by side within your radio schedule. Please note that the Research
reports found in Research > Radio Research are the most updated reports and will be tied into the
Campaign Research in a future version.

18



Tagged Items Tab

The menu will appear when you click on an item in the Tag Items column below within your schedule.
These options allow a quick way to clean up your schedule. You may want to see all stations at first in
your schedule, but only schedule a few of them. Once you’ve selected the stations you want to keep, tag
them and then click on the Delete Untagged button.

File Edit: Wiew | Tagged Items

I "f:% Tagd DateAange ‘ Bj Untag all i E Delete Tagged I -
g: Tag All % Invert Tags E E Delete Untagged [
Actions

‘ ™ | Radio | Internet | NTR | Multi-M edia |

| Avails | Flanner Planner Charts  Order

P @ EditDemos., & | £ Sorting..
' Daypart information MSA P12+

Tag |Station | Daypart Mame | Daypart | Survey |Rate |sL Rig © | Shr| CPP
|| O |GAATFM  |Mo-Fr Morning Drive |Mo-Fr 6:00a-10:00a |FALL 10 ARE | £55.00):60 2.2 116  $43.18

: GAAGFM  MoFr Morning Drive Mo-Fr §:00a-10:00
[ |GAAH-AM  [MoFrMorningDrive Mo 6:00a-10:002 |FALL 10 ARB

63  §0.00
04 24 son0f

Tip: If you delete an item by accident, don’t worry! You can always click on the Delet-
o ed tab in the Inventory Panel on the right-hand side of the screen to restore recently
deleted items..

Avails

Edit Demos, Blue Arrow, and Sorting Options appear below the Avails tab and above the Avails grid.

™ Radio Internet NTR Multi-Media

Avails | Planner  Planner Charts  Order

@Edht Demos.. & | £/ Sorting...
[

Edit Demos Option

This option allows you to change your demo. You can edit the current demo and/or add in new demos
that are available to you.

Blue Arrow Option

When you are typing in the Avails grid, this arrow tells you the direction the cursor will move to next
after you hit the Tab or Enter key. Currently, if you type in a Rate and hit the Enter key, the cursor will
move to the next Rate field down below it.
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Sorting Option

This option allows you to change the way your stations and dayparts are viewed on the grid. You can sort
them by Station, Day, Time or you can sort them by an estimate column by choosing the Interactive (Click

Column Headers) option.

Right-Click Menu

Set Default Sort Codes...

The menu will appear when you right-click on the Add OTO..

Avails grid. You will see the same options you have Pl R T S g

d B

available to you through the WO Media Sales ribbon. Hide Rate
This option allows to quickly access some of the Copy Line .
same features. S
aste Line
% Delete Line Ctrl+Del

Delete Product

@ Clene Program...

& Daypart Details

m— 129 Allltems

ac

Q= Untag Allltems

Oum nvert Tags
g Delete UnTagged Lines...

Enable Rate Multiplication...

Inventory Panel [ vventory | ot

i 7 add seation 1) Custom Dayparts
The panel appears on the right-hand side of the Epvers :
screen and allows you to add in other stations and/or € Mo aamiamn
dayparts into your schedule. . 221?222222?52?

e If you click on the Add Station button, a dialog 1 ® Mo éﬂ ,:;‘;mmpa‘gn
will appear and show you all the other available - T
stations in the market. o el colspen

e If you click on the Custom Dayparts button, o i
you can add in a custom daypart and it will be .
added to the top of the list below, underneath o
each station. gy T

* The Delete tab allows you to restore any items A
you have deleted. [t

* To add in additional dayparts for the station(s), e

you can double-click on the daypart below or
you can right-click and choose the Add to Campaign option.
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o Tip: You can also hide this panel by clicking on the arrow bar to the left, highlighted
above, if you need more real estate on your screen.

Grid Options

This tab appears at the bottom of the screen on the Avails tab.

e When the Daypart Comments option is selected, the system will add in an additional space in
between each line in the grid so you can feel free to type in any comments you wish.

e Columns: You can show or hide estimates and options shown on the grid.

e Spot Lengths: This allows you to remove or add available spot lengths to your schedule.

e Calculations: You can select what type of Rate Rounding, if any, you would like to apply to your
schedule.

e Delivery: By selecting Show Need Rate, it adds in additional columns to the Avails grid. You can
add in different rates on the same each line to see how each affects the CPP or CPM.

= =]

Grid Options || RTF Comments  Radio Demo Profile  Flighting

= = fle | ®
[¥] Show Spot Length Rate Raunding: [ show Need Rate
|~ paypart Comments [] show Ratings/000's r ) <05 '._ ' No R .d' 7
S 1 d Mo Roundin -
|| Show Shares rr: b iEEJ R a4 -
[7] Show CPRjCPM - - o
[7] show Books @ : 30 =
[ ) 45
¥ & 60
M@0
[ © o
[ 4 :pom ki

0 Tip: Show Need Rate option is only available on the Avails tab.

e Again, you can click on the bar with arrows (highlighted above) to hide this section once you are
familiar with the application.

RTF Comments Tab
If you need to add in a RTF (Rich Text Format) comments and/or picture into your schedule, you can do
that by clicking on this tab and the Edit RTF Comment.

Radio Demo Profile Tab
Gives you a graphical view of other demos and their estimate.

Flighting Tab

If you need to Enable Flighting for Avail or edit the current flight in your Avail, you can click here. The
schedule defaults to one flight.
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Radio Schedule

Planner Tab

You add in spots on weeks you have scheduled on the Planner tab. You will notice that the WO Media
Sales ribbon is still available and the screen layout is basically the same as on the Avails tab. If you see an
option that is the same between the two tabs, the functionality is the same. Since we’ve already covered
each of the options in the Avails Tab section, let’s just go over what’s different on the Planner tab.

Print Option
The Print button allows you to print your Planner to an Adobe PDF file format or as a hard copy to a local
or network printer. There are 8 different types of Planner Reports.

e Standard Planner

e Standard Scheduler

e C(Calendar

e Monthly Calendar

e Tiered Avalil

¢ Single-Demo Tiered Avail

¢ Single-Demo Multi-Book Tiered Avail

e Current Grid View
Campaign Summaries are the ‘Totals’ views of your schedule. It is an option on the Planner tab > Print
button and allows you to select any of the available Summaries to print out on your report.

Import Option

The Import button allows you to combine your current schedule with another saved schedule. The
system will walk you through a wizard each step of the way, showing your current (Importing Into)

and saved schedule (Importing From) specifications side by side and show your result campaign (New
Campaign). You click the Accept button to move forward. Be sure to save your current schedule before
choosing this option so you can always go back to your original campaign.

File| Edit WView Taggedltems

Q |y v 5 fj\ {_ Default Sorcacas ‘ m Clone Program ‘ o

Save Print Import = send &}, Addone-Time-only & oavpartpetals | |5 g
File Operations Exports Programming Actions Planner Actions

| V Edit SpotLengths

i ah | Clone Weeks

Tip: If you need more help, click on the Import Tutorial button on the Import
o Campaign screen. D’ Import Tutorial
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Excel Options
The Excel button allows you to export the current schedule into an Excel format. You have 2 options on
the Planner tab.
¢ Planner will show all information on screen with the header information, in a Landscape format
e Tiered Avail will show what is displayed on screen with header information but in a Portrait lay-
out instead

Send Option

The eSend button allows you to electronically send the schedule to your trading partner using WO
Central Express. When sending a Radio Planner to WO Central Express, it is sent as an XML, a SBX (Spot
Broadcast XML), and a MediaBank file by default.

File| Edit View TaggedItems

ﬁ @ ¢ g D I @e, BafaultSatbadas m CloneProgram ', copy Spots Right @ Clear Spots For Week @7 EditspotLengths
T - il = L5
s Print Import Excal Send % Add One-Time-Only @Dﬂ Daypart Details =y Copy RatesRight: =9%| Hiatus DaypartFor Week @ Clone Weeks
File Operations Esports Programming Acfions Planner Actions
‘ v Radio | Internet | NTR | Multi-Media
Avails | Planner | Planner Charts  Order
i § @ MSAPI2-MSRTG - & | db FALL10ARE - | Copy Retes from Avail ~ £ Sorting...
| Station Information 0107 | 0114 | oy | oyes Totals
| station Daypart Name |Rating 5 Spots Spots Spots Spots | Spots |GRPs
| Daypart |Share Rate|  Rate Rate Rate | cost |cep
| | | } cPP CPP cPP cPp| AvgRate |
! "

i Marring Drive | 5 8 3|

|Mo-Fr 6:00a-10:00a | & 585 25

1 ER B e i =i
| 543‘185 $‘Ei.18: 18| | 4

Planner Actions Options
When you click on the Spots section below the weeks, the Planner Actions buttons will become active in
the ribbon.

o Tip: You can see these options when you right-click on the Planner grid as well.

¢ Copy Spots Right will take whatever number you typed in the week and copy that number to the
weeks to the right from that week forward. You can do this anywhere in the Spots field on the
grid.

e Clear Spots For Week will take that week’s spots back to 0.

e Hiatus Daypart For Week will put that week in gray with a hiatus label, and the option will change
to UnHiatus Daypart For Week so you can change it back.

e Edit Spot Lengths allows you to change the available spot lengths for that particular daypart.

¢ Clone Weeks allows you to copy rates and spots, copy spots or copy rates from a week to other
weeks in the schedule.

* You also have the option to Alternate rates and/or spots and you can also Clone Tagged Items
Only.

23



Edit Menu

Auto-Schedule Option

When you click on the Edit, Auto-Schedule, you will see this dialog. You have the option to goal your
campaign based on Dollars, GRPs/CPPs and/or Spots. You can also choose Stations and/or Weeks to
include in your goaling scheme.

[2] wo Media Sales

Auto Schedule
Please enter the specification for the schedule.

=R
" |

s

B

By Dallars: By GRPs/CFPs By Spots Goaling Filters ‘

Enter your schedule goals:

Dollars: |1

Enter the daypart breakdown for the schedule to be created.

Daypart |
Mo-Fr 6:00a-10:00a

%ofTotal | Amount |

T o

Cancel

Planner Book Drop-Down and Copy Rates from Avail

These options appear on the Planner tab.

Book Drop-Down Option

If you have multiple books applied to your schedule, you can easily switch between each by clicking on
the drop-down and selecting a different book to view. If you want to add in additional books to your
schedule, then click Edit and choose the Edit Books button at the top in the ribbon section.

Copy Rates from Avail Option

If you have spent the time ahead of time and entered in your approved rates on the Avails tab, you can
easily copy them over by choosing the Copy Rates from Avail button. You can choose to copy the rates to
All Flights or just the Flights you have set up.
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Right-Click Menu on Planner tab

Clone Weeks... Ctrl+W

¥ Show Unscheduled Programs

Viewing Options »

€’ Edit Available Spot Lengths...
Set Default Sort Codes

&) AddOTO..

Daypart Details

@I' Clone Program...

-

Delete Program Ctrl+Del

m— 129 Allltems

o= UYnTag Alllterns

o Invert Tags

g Delete Untagged Lines...

@ Edit Tagged Spot Lengths...

Goaling Spots, Rates, and CPP on the Planner tab

You can click on the corresponding column headers on the Planner tab to goal by Spots, Rates and/or
CPP. After clicking on the column headers highlighted here, the system will prompt you with a dialog
asking you the value you would like to goal by. You can goal by one, all or none. This is a nice feature
if you have a multi-station, multi-daypart buy and have the same numbers across each of the stations
and dayparts.

Avails | Planner | Planner Charts  Order

! § @ MSAPL2: MSRTG  ~ <&)| &b FALL10 ARB - | T Copy Rates from Avail- 4| Sorting...
Station Information | owor | o114 | o121 | oymm Totals
| station |Daypart Name |Rating T Spots  Spots|  Spois|  Spots|Spois |GRPs
| \Daypart Share | Rate  Rate  Rat=|  Rale|Cost \CRP
| | | | cPe cPP P cpp| AvoRate |

Caution: If you have multiple spot lengths applied to your schedule, the goaling feature
will only update one spot length at a time. Be sure to highlight the spot length you want
to update and then repeat the process if you are updating more than one spot length.

¥
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Summaries

This tab appears at the bottom of the screen on the Planner tab.

[= -
L 1

Summaries | Grid Options ~ Flighting RTF Comment Buyer Goals

: || General Summary ~ | Summarize Flight All ~ | EffectiveReach 3 2 | @Print Summaries...
Name (MSAP12+) Spots Cost Avg Rate Grps Impressions(000) Reach Freqg CPP CPM 3+Reach | NetReach | Population
12 $1,140.00 £95.00 26.4 237.6 8.8 3.0 §43.18 $4.80 4.4 79,301 901,400

Summaries Tab
The Planner tab defaults to showing the Summaries at the bottom of the screen. This gives you a quick
view of your schedule’s totals based on the selection. You have many different options to view:
e General Summary — Shows Spots, Cost, Grps/Imps, Reach and Frequency, CPP/CPM, Net Reach
and Population.
e Daypart Summary — If you have multiple dayparts applied to your schedule, then this Summary
will show the percentage breakdown of each with appropriate estimates.
e  Week Summary - If you have multiple weeks applied to your schedule, then this Summary will
show the percentage breakdown of each with appropriate estimates.
e Station Summary — Shows the General Summary and the percentage breakdown across all sta-
tions.
e  Multi-Demo Summary — If you have multiple demos applied to your schedule, this shows the
General Summary for each demo.
e Spot Length Summary — If you have multiple spot lengths applied to your schedule, then this
Summary will show the percentage breakdown of each with appropriate estimates.
e Multi-Market Summary — If you have multiple markets applied to your schedule, then this Sum-
mary will show the percentage breakdown of each with appropriate estimates.
¢ Monthly Summary — If your schedule spans across months, then this Summary will show the
percentage breakdown of each month with appropriate estimates, and is based on the Broadcast
Calendar.
e  Flight Summary — If you have multiple flights applied to your schedule, then this Summary will
show the percentage breakdown of each with appropriate estimates.
¢ Frequency Distribution —This Summary shows the Reach and Net Reach of 1+ Listenership
through 11+ Listenership with a bar graph.
e Multi-Media Summary — If you have multiple media applied to your schedule, this will show the
Average Rate and Reach of each.
e Gregorian Summary — This Summary is similar to the Monthly Summary but based on the Stan-
dard Calendar.
You also have the option to Summarize All Flights or one Flight, choose an Effective Reach goal, and Print
just the Summaries in this section.

o Tip: You can also hide this panel by clicking on the arrow bar above the section, highlighted
in the red box in the screenshot, if you need more real estate on your screen.
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Grid Options

This tab appears at the bottom of the screen on the Planner tab.

Grid Settings allows you to hide sections of the Planner grid and Show Cents. Spot Lengths allows you

summaries || Grid Options
o

Show Column Headers
Show Rationale

Line By Line Totals
Line GRPs & CPP
Line Spots & Cost
Average Rate

Show Column Totals

[7] show cents

Flighting RTF Comment

le

o K o e e o o
CEEEEEAAE

m

Buyer Goals

Fl

to add in any additional spots lengths or remove spot lengths. You can add and/or remove from specific

dayparts as well.

Buyer Goals

This tab appears at the bottom of the screen on the Planner tab.

Summaries Grid Options  Flighting RTF Comment | Buyer Goals

i |7 Auto-Schedule By Dollars... = AutoSchedule By GRPs/CPPs...

Target Scheduled Goals
Station | Daypart =0 Cost |cPp |GRPs Cost |cpp | GRPs
[EEE 00 Mo-Fr Morring Drive 460 £0.00 £0.00 o £0.00 £0.00 0.0
GAAH-AM 60 $0.00 €0.00 o $0.00 €0.00 0.0
GAAIFM 60 $1,140.00)  $43.18 6.4 €1,140.00]  §43.18 6.4

You can also apply goals to your schedule by clicking on the Buyer Goals tab and input your desired goals

for Dollars or GRPs/CPPs.
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Radio Schedule: Planner Charts Tab

You have access to many different charts on this tab. You can print these out and easily copy these into a
PowerPoint presentation if you wish.

‘ ™ | Radio | Internet | NTR Multi-Media

Avails  Planner P!ar\ner Charts. qu:r
Chart [ Frequency Distribution ]
-
B GRPs per Daypart Frequency Distribution
[E% GRPs PerProgram
[B® GRPs Per Spot-Length
[E% Reach PerWeek
[E Accumulating Reach Per Week| |
[B® Reach Per station 5
[E% Reach Per Market

4+ Listenership 2.1
’ {3+ Listenership ¢
I 2+ Listenership 5.2

I/ 1+ Listenership 58]

Radio Schedule: Order Tab

This tab allows you to build an order to Send To Traffic. When you click the option, you will notice it
defaults to <No data to display>. That is because you must Import From Plan first.

‘ ™ | Radio | Internet | NTR | Multi-Media ‘

Avails  Planner  Planner Charts | Order

i mport From Plan~ | @ MSAP12- MSRTG - 3| @ FALL10 ARE - my GAALFM - (§pSend To Traffic £ Sorting...
| Broadcast Info Spots Broadcast Pattermn Rate &Ratings.
Comt| Rate |MalTue |Wed [Thu |Fi [sat [sun: LineComment.

tion

O 1142013 | |Mo-Fr Morning Drive |
2| 1 Defaut |MoFre:00a-10:00a | 80
O 1212013 | |Mo-Fr Morning Drive | 3
3 1 |Defauit Mo-Fr 6:00a-10:00a &0
| O |ympos | |MoFr Morning Drive | 3| TR ) T ]| |
a4 1|Default Mofr6:002-10:00a | 60 | |

. Caution: If you do not have any spots applied on the Planner tab, no lines will import into
A the Order tab.

1. Import From Plan: Compressed — choosing this option will collapse any consecutive weeks that
are identical. You can change the import layout by clicking the other button in the ribbon.

2. Import From Plan: Uncompressed — choosing this option will show every individual week. You can
change the import layout by clicking the other button in the ribbon.

3.

The system defaults to showing X’s for each spot. Click on the Spread button in the ribbon section
to see these options.
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Spread Option

This option appears in the ribbon on the Order tab.

File| Edit Wiew Tagoedliems

e = e

i ¥ | ﬂ #E  Compress

Save Print Import | Excel | Send _.._ij Decompress
File Cperatons Exports Wesk Manipulatig
™ Radia Internet NTR Multi-Mei

Avails  Planner  Planner Charts

H

1. Spread X's for scheduled days is the default

Order

.

=

Spread...

Spread X's for scheduled days
Spread 1's for scheduled days
Spread MAX for scheduled days
Spread Literal for absolute days

wom i ma—

Spread 1’s for scheduled days will place 1’s in place of the current X’s

3. Spread MAX for scheduled days will spread the actual spot number you entered in Planner across
EACH of the days (Example: You add in 3 spots for week 1 for a Mon-Fridaypart. The system will
add in 3 spots for Monday, Tuesday, Wednesday, Thursday and Friday).

4. Spread Literal for absolute days will place the spots you added in for the week and will place them
evenly across the week (Same example above: The system will place 1 spot in Monday, Wednes-
day, and Friday).

i

Tip: You can always manually enter spots in the Order grid and place them in the

available days.

Send Option

The eSend button allows you to electronically send the order to WO Central Express. When sending a
Radio Order to WO Central Express, it is sent as an RAB (Radio Advertising Bureau) by default.

Send to Traffic

Option

The Send To Traffic button allows you to send the order to your current traffic system. We currently
support the WideOrbit traffic system for sending WO Media Sales orders.

Summaries Tab at the bottom of the Order screen

The Summaries options are similar to the ones you see on the Planner tab. They allow you to view the

Order totals in the different layouts.

Comments Tab at the bottom of the Order screen

The Comments tab allows you to enter in External and Internal Comments and send a Note to Traffic.
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If you have questions or concerns, call or email support.

WO Media Sales Support:
415.675.6775 Option 2, 1
sales-support@wideorbit.com
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