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Introduction

Although this is a lengthy guide, it is not comprehensive. We have tried to cover those tasks most common
to all Research Directors or those fulfilling the duties of that title. So, at your station, there will most likely
be “something else” you need to accomplish in WO Media Sales. For instance, if you handle inventory over
multiple markets and properties, there are some tremendous shortcuts in the system to prevent entering
the same information multiple times. Or, you may need to create research reports or handle book
breakout. For those instances, please check the Quick Tips (at the bottom of the menu in the far left
Navigation Pane in WO Media Sales opening page, in the Sales/CRM bar), and email or call Sales Support
(sales-support@wideorbit.com, 415.675.6775 Option 2, 1).

More options will be available soon, so please ask!



mailto:sales-support@wideorbit.com

Create a New User in WO Media Sales

To access System Setup and Users, you must have certain administrative rights. These are set in your own User
information. As a Research Director, you should have full rights to add and edit users within WO Media Sales.

If you need to also understand User Roles and/or Entrustments, please contact WO Media Sales support.

1. Click on System Setup and select Users.
To create a new user, click Add User.
On the Add New User screen, type in the following Login Information:
Display Name should be the formal name of the user: John Smith
User’s Initials will be first initial and last initial: js
Set the user’s Commission percentage, if applicable
If you set the Logon Name to be the same as the computer user name, login to WO Media Sales
is bypassed.
4. Create the Password of your choice.

Tip: This naming convention makes things very easy when a user loses their password.
But we can tell you how to find a user’s password, no matter what it is.
IMPORTANT: Passwords are CASE sensitive.

5. Check Notify Me on Data Delivery if you want the user to get data updates (usually on a need-to-know
basis). The user will get an email when data is added.

6. Click the Add button when active. Or, you can click the Cancel button to go to the previous screen and
not add in the user.

7. Once you click the Add button, you will notice additional options will appear on the left-hand side of
the screen.

8. Click the User Access option. This is where you assign permissions within WO Media Sales. You can
assign a User Role from the menu at the top of this screen. You can define new User Roles in System
Setup > User Roles.

9. Click the Market/Station Access option.

10. Choose the Market(s) and the Station(s) access for this user. In some cases, more than one market and
one station are available. You can choose multiples if needed.

11. Click the Traffic Links and Manage Traffic Links to view a list of users read from your traffic system.

AEs, you may want to check Can View All Posts in their list of user permissions. This

o Tip: If this user is a manager or a sales assistant who will be handling posts for many
will make Traffic Links unnecessary.
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12. Choose the matching user from the list on the right and click the left facing blue arrow to add a user to
the list on the left. Sometimes users will have multiple accounts in traffic and you will need to add all of
those.

Traffic Links for jmarie

ccounts Traffic Users
bit User Traffic User
_ Abbey Miler Traffic User ~||sle # []|Antid
A Lenox {5D53E596
#aron Inman {119FA96
L 4aron Inman {119FA36
“aron Inman {119FA96
Aaron Inman {119FA96
L Aaron Inman {119FA96
Abbey Miller {1D204C7
coacr
Abbey Miller {1D204C7
Abbey Miller {1D204C7
Abbey Miller {1D204C7

ABC Network {0CBBOCE

\unting Dent rTNSABCA

13. Click the OK button when finished.

14. Click Emails and click the Add... button to enter in the user’s email Information. There is no need to
enter in the contact name here.

15. Click Mailing Addresses and click the Add... button to enter in the user’s address information.

16. Click the OK button.

17. Click Phones and click the Add... button to enter in the user’s phone information. There is no need to
enter in the contact name here.

18. Click the OK button.

OPTIONAL: Enter in the Server Information only if the user will be synching their email information into
their CRM system. Click Use Owner Server Addresses or manually type in the IP addresses for each of the
server fields. Logon Information should be similar to the login name used to sign on the computer. Click
the Test Connection... button if you want to confirm the connectivity.

19. If you enter the server info, click OK again.
20. Click Websites and click the Add... button to enter in the station’s Web URL. There is no need to enter a

description here.

OPTIONAL: Once the user is set up, you can click the Send Install Email button in the lower-left hand
corner of the screen if the system has not yet been installed on the new user’s machine.

21. Click the OK button to add the new user.
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Dayparts

Manage Inventory/Daypart Codes

There are two (or three) ways to which Dayparts are referred in WO Media Sales, and it can be confusing.
Daypart Codes assigned in Manage Inventory are important for the Research Reports and Campaigns that are
pulled using Inventory Dayparts (as they appear when creating new reports). But these Daypart
assignments do NOT transfer into Posting, or Research reports that extract all information from Nielsen
Data. They DO, however, also affect research reports that pull from INVENTORY (like ComparaTrend).
These include Sports, Specials and others that aren’t time related.

New Campaign

Programming

Select how you would like the system to pull the progr| 0 Inventory Dayparts v

(0 of 16 Dayparts Selected)

Dayparts Name
O & c Early Morning
I D Daytime
| E Early Fringe
O 1 Early News
O A Access
I P Prime
O 2 Late News
O N News
O L Late Fringe
I w Weekend
| S Sports
[_ X Specials
I K Kids

- Select All
Clear All |
< Back Next

29

Cancel

Daypart assignment is very important to many functions in WO Media Sales: Early Fringe, Early News, Access,

Prime, Sports, etc. In Manage Inventory, you will assign Daypart Codes, and often more than one per program.

The first (far left) code is the most important one. For example, your Morning News which airs on Saturday

should be “C” for Morning News but can also be “W” for weekend since Research and Campaigns may be pulled

as Weekend.

anage Invent

>roducts
Mt KoB+NBC 4

3 DAYTIME

3 EARLY FRINGE
N EARLY NEWS
& ACCESS

&3 PRIME

& LATE NEWS

3 LATE FRINGE
&3 OVERNIGHT

3 WEEKEND

3 SPECIALS

3 SPORTS BY DATE
& NFL

3 PRIME - TIME PERIOD

Manage
o ey

PAV Books  Selling Books

Rep Books

Drag a column header here to group by that column

Program Schedule

i (A Add Program... [ Edit Program... (f Delete Program... ¢ Assign Traffic Codes... | &

Product

Coarmmante

Export To Excel... | [5] Create Back

Tag |SortCode |Name | Times © |Start Date |End Date | Dayparts
O | 1010 EYEWIT NW TDY M-F 5A |Mo-Fr 5:00a-5:30a 12/2/2011 |12/31/2036 |C
O 1020 EYEWIT NW TDY M-F 530A |Mo-Fr 5:30a-6:00a 12/2/2011 |12/31/2036 |C
O 1030 EYEWIT NW TDY2 M-F 6A Mo-Fr 6:00a-7:00a 12/2/2011 |12/31/2036 |C
O | 1040 TODAY SHW M-F Mo-Fr 7:00a-9:00a |12/2/2011 |12/31/2036 |C
O | 1050 GOODDAY-NEW MEXICO - |Fri 4:00a-4:30a |12/2/2011 |12/31/2036 |C
O 1060/ 1ST LOOK |Fri 4:30a-5:00a 10/23/2013 |12/31/2036 |C
O 1070 EYEWITNESS NEWS 4 SAT AM Sat 5:00a-6:00a 12/13/2011 |12/31/2036 |CW
O 1080 NBC SATURDAY TODAY 5-7A Sat 5:00a-7:00a 12/13/2011 |12/31/2036 |CW
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System Setup/Inventory Dayparts

Have you ever heard one of your AEs say, “How come my post is showing Prime at 10:05 instead of Late News?”
Therefore it is important to properly define your System Setup/Inventory Dayparts. Each station in your market
needs to have these dayparts defined correctly here so that Research Reports pulled from raw Nielsen data will
be labeled correctly. Inventory Daypart assignments also push to posting — so be sure to define these dayparts in
the way you wish programs to be defined in a post.

To define your System Setup/Inventory Dayparts: O Inventory Davparts
i Station M% KOB+ |
1. Under the System Setup Module, go to Inventory Setup Daypart Name T
then select Inventory Dayparts. * & Early Morning Mo-Sa 5:00a-9:00a
<. Daytime Mo-Fr 9:003-3:00p
2. Select the station you wish to edit from the 34 Early Fringe Mo-Fr 3:00p-5:00p
drop—down menu. + <~ Early News Mo-Fr 5:00p-7:00p
< Access Mo-Fr 6:00p-7:00p
3. Click on the Daypart you wish to edit, then Edit Daypart... || “ Prime Ho-52 7:00p-10:00p
< - Late News Mo-Fr 10:00p-10:35p
- News Mo-Fr 12:00p-1:00p
4. Late Fringe Mo-Fr 10:35p-4:003
4 Weekend Sa3-Su 5:0034:59
4. OverNight Mo-Fr 2:003-4:003

Tip: Do not overlap time periods. You may define Daytime as M-F 9a-4p, but you do
not need to define noon news as M-F 12-1p as it falls into the Daytime range. You

0 cannot edit the names of Inventory Dayparts because they are meant to work for any
station in the market.

For your own station, you can enter the exact break times for programs, and it will be helpful when importing
Posted spots. For instance, if your news airs 1058p-1136p, then your news spots that air between 1130 and
1136p will be labeled correctly as Late News. This way, program times which clients see (like 11-1130p for Late
News) remain in campaigns yet come into posting with proper spot times.

You’'ll see that each station in the market can be accessed at the top of Inventory Dayparts. For all your
competitive stations, set the dayparts to the best of your knowledge. For instance, since Fox usually runs Late
News differently, it might be set as 10-1130p. This way, any stations information (programs, times, ratings) can
be accessed directly from any Nielsen or Rentrak data.

Weekend can be defined as Sa-Su 5a-5a as listed. It will populate all programs in the preceding Inventory
Dayparts first, and whatever doesn’t fit into any of the other Dayparts, will fall into the Weekend.

© 2018 WideOrbit Inc. All Rights Reserved.



If your station does not carry a Daypart, like Early News or Late News, you can inactivate that Daypart by placing
it into a “phantom” time such as M-F 3a-301a.

System Setup/Time Blocks

This is one of the most important ways to accurately design how you want your research reports and campaigns
to pull information (usually including competitive stations) that comes directly from the raw Nielsen data. It is
through this careful assignment that you can pull all dayparts and programs correctly - even though each station
may have different start and end times for its programming.

The AEs can each define their own Time Blocks (My Time Blocks) but the RD at each station needs to take the
time to define the station’s Time Blocks (called Shared Time Blocks) for everyone’s use.

You can edit these Time Blocks as you wish. Have your individual Time Blocks “default” to PAV Program data, or,
if you want to see an Averaged Time Block (such as Cable sells), you can create other Time Blocks for that
purpose.

0 Tip: If you set up Time Blocks correctly, you may find AEs happy to run their own
reports!

Make sure you know how your station and market define Daytime to Early Fringe, Late News, Prime, and Late
Fringe.

Tip: Time Blocks come with Default Load Settings of Time Period, an 8:00 PM start time

0 for Prime, and an 11:00 pm start time for Late News. These will need to be edited to
your time zone, and you need to replace the Time Period with PAV, Exact Days for
earlier (and Late Fringe) M-F programs. Prime shows each individual day. You can
change this or add another block that creates a time period for 7 days of Prime.

© 2018 WideOrbit Inc. All Rights Reserved.



e In the System Setup area, click Time Blocks (it’s in the top section).
e Select your Primary Station from the station drop down menu.
e Here you can add new time blocks — or edit or delete existing blocks.

W YU Viedia 2ales 0./.b.45500

File Tools Window Help Exit

3?‘ New ~ | ELatest Features... |8/ Contact Support ~

ystem Setup
O es
=1 ) System Setup
| Primary Station(s)
|0 Station Mappings
I Users
|0) User Roles
|2 User Entrustments
I Agendes

|2 Spot Lengths
=1 [ Traffic Interface
| Post Breaks
|2 Post Rules
) Sell-out Levels

|C2) Commerdial Spot Types

= A Trventary Sahin

> Time Blg

Name

4

MULTIMARKETS| (@ KION (Shared)
MULTIMARKETLS (@ KCOY (Shared)

MULTI MARKET 5, ;‘ ", KSL (Shared) ‘Wo-Fr 5:00a-2:00a

MULTI MARKET S| mm
MULTI MARKET L -
Early Morning -
Daytime N

: "
Early Fringe v

WXTV (Shared)
e WNBC (Shared)

KUTH (Shared)
KSMS (Shared)

dd... (D7Edit... (7f Delete... | Save | 4 |
Description |
\Mo-Su 6:00a-2:00a

|Mo-Fr 5:00a-11:30p

~Mo-Fr 9:00a-11:30p
Mo-Su 6:00a-2:00a
Mo-Fr 5:00a-9:00a
Mo-Fr 9:00a-4:00p
~ Mo-Fr 4:00p-5:00p

Early News
Prime Access
Prime

Late News
Late Fringe
Sports Only

Mo-Fr 5:00p-7:00p
Mo-Fr 6:30p-7:00p
Mo-Su 7:00p-10:00p+
vMo-Fr 9:00p-10:30p
Mo-Fr 10:30p-12:00a
Mo-Su 6:00a-2:00a

1. Click Add and enter the time range and select days. Click OK.

2. Name the time block in the field at the top. (where you see SPORTS Sa-Su 6:00a-2:00a)

3. To create a simple time block — such as M-F 5a-6a — leave the Time Definitions as Load All Programs for
All Stations. Under the Default Load Options tab, choose Local PAV Programming and Exact Days
(meaning M-F) for days to load.

WU Iviedia >ales

@ Time Editor

Mo-Fr 6:00a-2:00a

TG Elogk

Start Time . v f; Monday
6:00a { | ) > Tuesday
v % Wednesday
v % Thursday
End Time |, > % Friday
2:008 r % Saturday

& WO Media Sales

Time Block

4 WO Media Sales

Time Block

Enter the name of the time block. | SPORTS Sa-Su 6:00a-2:00a

Time Definitions | efault Load Optior

Times Fiters

Sa-Su
6:002-2:002

Load Al Programs for Al Stations

Time Block
Enter the name of the time block. |M-F 5a-6a

Time Definitions efault Load Optior

Load Options

[¥] Load PAV Programming

["] Load Time Period Programming TP Block Size: ¥
Days to Load
Al Days Individual Days ©) Exact Days

Exact Days Example:

15 that run Monday through Friday ONLY

Jon-Fri 7p-10p will Io
that S onl n M

ok | [ cance

© 2018 WideOrbit Inc. All Rights Reserved.



& WO Media Sales L2

Program Filters

Filters

Select the fiter type. y Filter Program By Source v

(3L, Fiter Program By Title

obc  ABC Network By Cod News

@ cosnewok [?)  Filter Program By Type === sports
E3 Foxnenmor LRSI = News Use Program Filters to define special purpose time blocks
Q Local Programming
B tocaivoves (<<Cears | such as all news or sports)
Q, Local News
@ ‘Locaisports
A% NBC Network
P X PAX Television
o Public Broadcasting
| EJ Syndicated Programming

AA

OK Cancel

Standard Daypart Time Blocks:

Early Morning: M-F 5a-9a, can also ADD M-TH, and Su 430-459a Default Load: PAV, Exact Days

Daytime: M-F 9a-3p Default Load: PAV, Exact Days

Early Fringe:  M-F 3p-5p: Default Load: PAV, Exact Days, Exact Days

Early News: M-F 5p-630p or M-F 4p-730p Program Source Local News Default: PAV Exact

Access: M-F 630-7p or 730-8p

Prime: M-Su 7-10p, Add Su 6-7p Stations: ABC, CBS, NBC (or M-Su 8-11p, Add Su 7-8p)
PAV, Individual Days
M-Su 7-9p, Add Su 6-7p Stations: FOX, CW (or M-Su 8-10p, Add Su 7-8p)
PAV Individual Days

Late News: M-F 9p-1030p or M-F 10-1130p: Program: Source/Local News/PAV/Exact Days
Sa-Su 9-1030p or Sa-Su 10-1130p; Program: Source/Local News/PAV/Individual Days

Late Fringe: M-F 1030-2a, PAV Exact Days or M-F 1130-2a (or match with your station/market preference for
Late Fringe

Weekend: You may want to break out weekend into Weekend Sports, Weekend News, Weekend Access,
etc. Whatever you decide, make sure you add them as PAV, Individual Days

Program Type Specific Time Blocks:

All Local Early News M-F 4p-7 or 8p Programs: Source: Local News/PAV/Exact Days
All Local Early News WKND Sa-Su 4p-7 or 8 p Programs: Source: Local News/PAV/Individual Days
All Local News M-F M-F 5a-1030 or 1130p Programs: Source: Local News/PAV/Exact Days

(if you want to add 4a news to this you need to Add M-Th, then Add Su 4a-459a, Programs: Source: Local
News/PAV, Exact Days) (All Local News Weekend is the same, but Default Load is Individual Days)

Sports Only M-Su 6a-2a (or you may want to do M-Su 6a-559a) Programs: Local Sports, Sporting Events, PAV,
Individual Days (or All Days if you need to capture any Th-F or M-F programming).

© 2018 WideOrbit Inc. All Rights Reserved.
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0 Tip: All Default Load options should be PAV unless you have defined some broad Time
Period Time Block Averages.

Nielsen’s Start-End of Day will change to 3a-3a beginning with the December book, but until then you will need

to setup Morning News as follows:

) Time Blocks

Time Blocks: X KPTV (Shared ~ |(® Add.. ©’Edit... (f Delete..|  Save | 4 Move Up & Move Down | Show Definitions O
Name Desaription
Early Morning Local News M+ | Mo-Fr 5:002-9:00a+
Early Morning Sa-Su |sat 5:00a-6:00a+
Daytime M+ |Mo-Fr 5:00a-400p
Early Fringe No News M+ Mo-Fr 4:00p-7:00p
Early Fringe No News Sa-Su Sa-Su 5:00p-7:00p
Early News MF Mo-Fr 4:00p-7:00p
Early News Sa-Su |sun 5:00p-7:00p+ w0 voae s e
Prime Access M+ |Mo-Fr 7:00p-8:000 i
Prime Access Sa-Su Sat 7:00p-8:00p+ g .
Prime M-Sun Mo-Su 8:00p-11:00p+ Tl me BlOC k
Late News M+ MoFr 8:00p-11:30p
Late News Sa-Su Sa-5u 10:00p-11:30p
Late Fringe No News Sa-Su |sa-5u 10:30p-1:00a Time Block
Late Fringe No News M+ Mo-Fr 10:30p-1:00a J—_—, ’m
Overnight No News M+ Mo-Fr 1:00a-5:00a
Overnight No News Sa-Su S3-Su 1:002-5:008 Tine Defritons | DefauitLoad Options |
AllLocal News MF Sa-5a Mo-Fr 5:002-4:5%a+
All Local News Sa-Su |sa-5u 5:00a-4:552 Times. | Filters | d Add Time...
Sports M-S 5a-53 Mo-Su 5:008-4:59 Mo-Th 4:30a-5:00a  Load Ld News for All Stations

Sun4:30a-5:00a  Load Ld News for All Stations L’

() | |

If you do it as M-F 5-9a and Su-Thu 4:30-5a it does not pull in the Sunday number. Since 430a is still considered
in the “overnight” daypart, M-F with a 430a start time would pull Tuesday through Saturday!

Broad Time Period Averages:
You may also want to add some TP Average Blocks. Here are a few that you may find useful:
Daytime TP Block: M-F 9a-3p Default Load Option: TP, Time Period Block

SO/SO TP Block: M-Su 5a-559a, or M-Su 5a-12a Default Load Option: TP, Time Period Block
Early Fringe TP Block: M-F 3p-5p or 3p-6p Default Load Option: TP, Time Period Block

These time blocks yield reports with one line per station, and ratings for an average of all the quarter hours in the
time you have defined. Just create the blocks that best suit your station/market.

© 2018 WideOrbit Inc. All Rights Reserved.
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Cable Time Blocks:

This section refers to pulling in programming for Cable. Cable is defined separately in the Nielsen electronic file.
There are a few rules here that are different. You must also include your Primary station when selecting cable
reports, or the report won’t load. | usually set up Cable two ways, one to show individual shows (PAV) and one to
show Time Period Blocks. Here are two examples of cable:

Cable PAV Prime: M-Su 5p-12a All Stations Click on the tab that says Affiliates, scroll to the end and select
Cable, Default Load: PAV: All Days This way gives you all the Cable Networks with every way the programs are
sold, like M-F averages, plus individual days.

Cable TP Block: M-Su 5p-12a (or your own time definition) All Stations click on the tab that says Affiliates, scroll
to the end and check Cable, Default Load: Time Period: Time Period Block. This way, you get one line per Cable
Network with an average rating.

Introduction to Inventory

Keeping your programming current and accurate

Inventory in WO Media Sales refers to the programming your station’s sales staff uses for their presentations to
buyers. You will enter changes by deleting, moving, editing, or adding new programs. You may have been asked
to “update the books” or even “estimate the new programs”, but in almost every case, you’ll need to update the
programming first, and that’s in the Manage Inventory tab.

Open the system and look at your inventory while you work through this guide. It will be different than the

screen shots here but should be comparable. If you have trouble understanding anything, please call or email!
We will be happy to help.

Do you have access to Inventory?

If you do, you'll see TV Inventory on the left in your navigation pane. Click on it, and you’ll see the stations which
have been setup with Inventory.

If you don’t see TV Inventory in the list of selections on the left, find a manager who can assign user permissions.
(If that manager needs help, please ask her/him to call our support line: 415.675.6775 Option 2, 1.)

12



WO Media Sales 6.56d (61142013 10:54:50 AM)
File Tools Window Help Exit
ikNew' |m Latest Features... ‘a’ Contact Support -

Sa\es_,:‘CRM = TV Inventory
Favorites 4\ ;%Refrach Grid ‘ I Open... ; Mew Station... _;l Delete... | Restore From Backups...
“J Media Sales Inbox [ | station | Market |Last Modified Last
—) Campaigns dle  wovm Central Gity 6/24/2013 3:31:47 FM ADN
) Posts | B WOMS5, 2 Central City 5/13/2013 4:09:34 PM ADIV
~olders Al
o T In most cases, you’ll see your station and sister stations
. ‘ . . . .
R if they exist. Occasionally, you’ll see a long list of
4% CRM Pending B . . . .
B M Chr stations, including all your competitors and even cable
& CRM Tasks . . . . AnR ; ;
=t stations. Time to maintain competitive stations is
[i-] CRM Documents .
£ Media Saks Inbox usually non-existent and are not actually needed. All the
[ Campaigns 0m0 . . H
© Post= competitive information anyone needs can be found in
=) Airtimes Delivery . . )
research reports. See the preceding section of this
{e5) TV Rate Cards
5 Rado Rates guide, and/or Competitive Avails and Time Blocks
[j Internet Inventory
v‘—;lzo_’:jm under Quick Tips, and please contact us for any help
uick Tips
you may need in finding competitive information.

Double-click to open your station. You’ll see something similar to the shot below. Notice you are in the Manage
Inventory tab:

' | Manage WOMN Inventory
Manage Inventory
Products | Publishing Queue Manage Inventory | PAVBooks SellingBooks RepBooks Program Schedule Product Comments
offle woMN neEC 5 [ﬁx}\dd Mew Program... Ezvﬂ\ssign Traffic Codes... | Export To Excel... |B}Create Backup File...
2 AMNEWS _—
= Drag a column header here to group by that column
EARLY FRINGE
g EARLY NEWS Tag Sort Cade|Name | Times 7 |TrafficCode |Traffic Descripion | StartDate / |End Date | Active|Dayparts =
23 Access [E] 2010 |NBC TODAY II 9AM Mao-Fr 9:00a-10:00a 1/1/2007 12/31/2038 D
£3  PRIME O | 2020 |NBC TODAY IIT 10AM _|Mo-Fr 10:00a-11:00a | ) _lflf_ZUDIf _12\1"3 1/2036 D
9 LATENEWS O/  2030/WOMN TODAY11AM Mo-Fr 11:00a-11:30a | [1/2007  |12/31/20%| & |p
£3 LATEFRINGE | B 2040 \WHO WANTS TO BE MILLIONAIRE Mo-Fr 11:30a-12:00p SN EEEE
£ WEEKEND O 2050 JEFF PROBST Mo-Fr 12:00p-1:00p ':'D Copy ltem Ctrl+C | 12/31/2036 D
23 SPECIALS 4|0 2060 |DAYS OF OUR LIVES Mo-Fr 1:00p-2:00p Pt 12/31/2036 D
24 WAL ] 2070 | STEVE HARVEY Mo-Fr 2:00p-3:00p | | Faste ltem [12/31/20%6 | D
23 SPORTS BY DATE ] Clonelem
o e n[j Move ltem »
¥ Deleteltem  Ctrl+Del
E Delete Single Days...

Tag All kems

Reset GUID  Ctrl+G

Hide Traffic Columns

You can edit almost anything you see in this Manage Inventory tab. You can “sort by” any of the columns in the
main grid. Sorting is simply clicking the column header to make the line items line up the way you want them to.
And, you can change the location of the columns. Just drag the column header any way that works best for you.
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Notice all the tabs across the top of the screen (Manage Inventory, PAV Books, etc.). Those tabs are all part of
Inventory, but Manage Inventory is crucial for your sales staff, and is the focus of this section.

In the left panel you'll see a list of what we call Product Folders. Click on these folders (the names will probably
loosely correspond to Dayparts) and you’ll see the programming inside that folder displayed on the right side of
the screen. Those folders and programming are exactly what an AE sees and uses to create an Avail or
Proposal/Package, but it is transferred (Published) from Inventory to another area of WO Media Sales designed
for the purpose. So, if Inventory is not correct, a sales person needing to create a presentation can spend a lot of
time manually editing. Not good! Good Inventory will always save a great deal of time and trouble for your AEs.

This is the window your sales staff works with in creating their proposals:

General Info Campaign Actions
‘ ™ | Radio | Internet | NTR | Multi-Media ‘
Avails | Planner  Planner Charts  Order
R A :
E @’Ed't Demos.. l’ | Zl sorting... Inventory | Deleted
Program Info DMA P25-54 = @ %% E | -._;"Add Station...
Tag | ‘Smﬁon |Program Name Time ‘Book Rate SL Rig‘ Shrl
O ‘. WOMN |GET OUT ALIVE BEAR GRYLL|Mon 8:00p-2:00j 4th Qir Estimates §0.00:30 4.4 9.3 r Erpdct oo Lo =
. {100,550 ! it : i Mult-Station OTO Pr... |
O | sif womn |TBa Mon 9:00p-10:00p  4th Qir Estimates $0.00:30 1.9 42| | # sy WoMN - AMNEWS =
O | sl womn [TBA |Tue 8:00p-9:00p | 4th Qtr Estimates £0.00:30 28 6.3 | % alle WOMN -DAYTIME £
O ‘! WOMN |AMERICA'S GOT TLNT Tue 8:00p-10:00p 4th Qir Estimates §0.00:30 p2.8 6.2 |3 ] ‘k WOMM - EARLY FRI...
O | A% woMN |WHITMEY /GUYS WMKIDS  Wed 7:00p-8:00p | 4th Qir Estimates | $3,500.00 [:30 2.2 58| 51| % sl WOMN -EARLY NEWS
ity : : 3 : 1 3 | “ .
O | s¥%|woMn |LAw AND ORDER SVU Wed 8:00p-2:00p  4th Qir Estimates | $3,500.00 |:30 p3.2 7.2| 1 3 :E WO e
~ 1 ] WOMM - PRIME
O ‘. WOMN  |CHICAGO FIRE Wed 9:00p-10:00p | 4th Qtr Estimates | $3,500.00(:30 p3.3 71.6| 81 GE}E OTO Program
: : i i |
[0 | sffy WOMN |COMMUNITY/PARKS AND RE|Thu 7:00p-8:00p  4th Qir Estimates | $3,500.00 <30 p3.5 8.9| $1— ® THEVOICESpr... Mon 7:00
O Q. WOMN  |FASHIOM STAR Fri 7:00p-8:00p 4th Qir Estimates | §3,500.00:30 2.1 6.7 %1 & AMERICAN NIMJA Mon 7:00
O ‘. WOMN  |GRIMM FRI 3P Fri §:00p-9:00p 4th Qtr Estimates | $3,500.00:30 2.7 7.3 51 @ TBA Mon 7:00
[ | % womn |DATELINE FRI 9P Fri9:00p-10:00p  4th Qir Estimates | $3,500,00 |:30 pL.3 3.8| §2 @ THEVOICE Mon 7:0(
1| et womn InECERTION - G2t 7-M(n-RNfin | 4th Nir Fetimates | &1 9500030 | i 4 14l & @ CACRICANTINIA Mo 70t
A i} + @ GET OUT ALIVE ... Mon 8:0C
- = @ THEVOICE Mon 8:0C
Grid Options | RTF Comments LogicFlow TV Demo Profile Flighting @ THEWINMNERIS... Mon 9:00
= @ TBA Mon 2:0(
i isi fe i .
@ REVOLUTIONM Mon 9:00
[ 3Line Avail Format [] show Dayparts Rate Rounding: @ REVOLUTIONFin  Mon 9:0C
[ Show Rationale [¥] Show Baoks ERCE: = i @  AMERICA'S GOT ... Tue 7:00
i R B F | [Ed Round to Neares
Show Disabled Programs [F] Show Rate Level - e & TBA Tue 7:00
Show Spot Length ~ = i ® THEVOICETUE- Tue 7:00
Show Cable Zones w U :30 £ @ THEVOICE TUE ... Tue 7:00
7| Show RatingsMo0's = - & AMERICA'S GOT ... Tue 8:00

All the programming, the time and day it runs, and even the 4" Quarter Estimate book you see- all of this is
created by you in the Inventory section. Anything that is not correct and up to date will result either in the AE

manually editing, or worse, in the wrong information going to a client.

0 Note: After you understand a bit more about how programming is entered and edited,

it might help you to consult with a senior AE concerning their “likes” and “dislikes”
about working in Campaigns. Some things will likely be within your power to change!

© 2018 WideOrbit Inc. All Rights Reserved.
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For most stations, programming- especially Prime programming- changes quite often. And, inventory is quite
customizable. Put those two things together and it’s very easy to understand how Inventory can get “out of
shape” in a fairly short time. You may be starting with Inventory which wasn’t maintained during your station’s
search to find and hire you!

You do NOT have to complete all the steps below in one session! Inventory saves automatically as you work! Do
what you can in a given session, close out of Inventory, and when you go back in, you can pick up where you left
off. No one on the sales staff will see what you’ve done until you Publish.

It is important to note that publishing makes ALL the latest and greatest changes available to the sales staff in
campaigns at once and it should not be necessary to publish multiple times a day. “Overpublishing” may inflate
the database making working in inventory and campaigns slower than it needs to be for all users.

It is also important that End Task in Windows Task Manager not be used with a publishing job. This could cause
a hung transaction and potentially corrupt the database. If publish jobs are taking too long, find out if some of
the defined PAV books in the system can be deleted.

Follow the steps to create clean, current inventory for your sales staff

Never worry about deleting and adding Inventory items. This is not your station’s historical data and is seldom
used for research. This is just for sales, so consulting with a sales manager or senior AE can be a good idea.

1. Gather all the current programming information. You want what’s on the air right now, and what will
be on the air as far into the future as possible. You need the title, day, time, start date (the first day it
will run if it is currently not on the air, OR, if it is on the air, the first day it will run at a different time
and/or day) and end date.

Sometimes this is easy, sometimes not so much. If you have a programming department, “program
grids” might come from there. Or from your traffic department. Or, emails with weekly “grids” may
come directly from your network. Sometimes, an affiliate website will have all the info you need in one
place. You may also need a rate card to reference. Sometimes two comedies are combined in one hour
with one cost, or one two-hour program is split into single hours with different rates. This will have to be
reflected in your Inventory. Ask your manager for the best way to get this information.

2. Delete the program lines which are now off the air and (to your knowledge) never coming back. There
may be a few of these in other folders/dayparts, but most you will find in Prime.

If you expect they will be back on the air or you don’t know, and can’t find out, don’t delete them. (We
will move them out of your way shortly.)
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EARLY FRINGE
EARLY NEWS
ACCESS

Tag|Sort Code | Name | Times |startDate  |EndDat / |Active
6470 | SUNDAY NIGHT FTEL Sun 6:15p-9:30p  |9/8/2012 —1/1/2013
6320 OFFICE/PARKSSREC- THU 8P | Thu 8:00p-9:00p |af20f2012  |1/3/2013

u] ]

| |

o 5. s sipois_siois
sl O\ s270p 1Y Copyltem Ctrle € Ju1fa013  [1/29/2013 |
— b | | 6360|DO NO HARM PR| e 31/2013  [1/31/2013 |
Vi H - T -1 L asie ltem = I z T -
e «|0O| | 6230/OFFROCKERS/Q 12/2013  |2/12/2013 |
- a 6490 | CELEBRITY APPR @ Clone kem f3/2013 :_3;2412013 _
0| | &340 ROCK CENTER Tt 7j2012 3/28/2013 |

SPORTS BY DATE | =t 5 : e +—
NACTIVE O/ | s3s0[ponoHaRM | [ Moveltem f31/2013  |4/11/2013 |
Od 6500|CELEBRITY APPR| T vl 312013 |4/28/2013 |

2 = S Slete e deDel L | b

=) 6480 |READY FOR LOVE J31/2013  |4/29/2013 |

M || 6330 THE OFFICE/150 IE Delete Single Days.. 10/2013  |5/16/2013 |

0O/  6170|THE VOICE Tue § J14/2013  |5/21/2013 |

5| 6240|GRIMM _ Tag All ltems J30/2013  |5/21/2013 |

a 6250|GRIMM Fin J21/2013  |5/21/2013 |

O 6180 | THE VOICE Tue & UnTag All Items 28/2013  |5/28/2013 |

0|  6260[TBA ED Cony Tanaed It J28/2013  |5/28/2013 |

O 5080/ REVOLUTION Fin| G /32013 |6/3/2013 |

.D. 110 |REVOLUTION Move Tagged ltems 4 _11f20_13_ 6_“'3’{2013 |

00| 6040 THE VOICE Spr M 25/2013  |6/3/2013 |

0|  &120|BLACKLIST = invert lags 112013 |§/3/2013 |

| 6130 | THE VOICETUE 4 5, (142013 |6/4/2013 |

[m] 6210 AMERICA'S.GOT | ?§ e aneden= (42013 |6/4/2013 |

0| 6140 THE VOICE TUET E Dalete Lntacaed ettt 11/2013  |6/11/2013 |

O| s010THEVOICE | J10/2013  6/17/2013 |

] 6060 [THE VOICE et I e of013 l6/17/2013 | &

Here, | have sorted Prime by End Date (Click on the words End Date in the column header so that the
oldest dates are at the top of the screen). | “Tagged” the programs | want to delete and chose Delete
Tagged Items from the right-click menu.

Theoretically, | could delete every item with an End Date up to yesterday. But I've only tagged three
items here. That’s because the inventory I’'m working with is so o/d that many of the programs | see
(some with dates many months in the past), are starting again soon. If | know when they will start and
end, | can just edit the dates and time rather than deleting them and needing to enter the same program
again. Remember, your scenario may be quite different.

4 '; Warning: This may not apply to Sports. In many cases, the same games or events run
b next year around the same time. No reason to delete those; just change the dates as
you learn them. Or change them to the following year after they occur and correct

them (exact date and time) when you receive the new information for that game.

Don’t worry about deleting a program and finding out later that you need it. You can always re-add it.

3. Itis perfectly okay to have several lines with the same program name. In fact, you may have lines with
the same program name AND the same time; just different dates (more on that later).

4. But there may be programs for which there is no definite information. It’s not on the air now, and “It
might come back”, or “It will come back, but who knows when?” You probably want to store these
programs for later use.
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Make a New Product Folder

Right-click in the Product Folder column. When you click New Product, the system will ask you for a name for
your new folder.

vianage entory

Products | Publishing Queue
il woMNNBC 5

Manage Inventory | PAVBooks SellingBooks RepBooks Prograr

Eﬁkﬁ\dd MNew Program... Q&Assign Traffic Codes... | . Export To £

3 AMNEWS
=3 DAYTIME Drag a column header here to group by that column
EARLY FRINGE
g St Tag | Sort Code | Mame |Tm1es |Ste
& access O] c0SADAYNGHTAIEL sl o
= 0|  6320|OFFICE/PARKSEREC- THUSP  [Thu&:00p-8:00p  |9/2
e || O] emopiceesT LoseR Fri [t
poD | 31

=5 LATE FRINGE Move Up {keiiaieis ot 5 L
£3  WEEKEND RMPREM  [Thu 9:00p-10:00p
& secrALs 4 MoveDown RS/OFF ROCKERS  |Tue 9:00p-10:00p
23 NRL HTHONIIE _|Sun 8:00p-10:00p
23 SPORTS BY DAT i:' New Product... TER TH SP Thu 9:00p-10:00p
S5 INACTIVE | = ™ fm”.s’_qopim Op

Rename Product... F2 APPRENTICE |5un 9:00p-10:00p

LOVE |5un 7:00p-2:00)
%3  Delete Product.. S| AR e D
L Ef: 1600 PENN

T —

“Inactive” is the most common name for the folder of programs you want out of your way and out of the AEs
way, but you can name the folder anything you’d like. Find those programs you’d like to move out of the way,
but keep for possible later use, and select their “tag” box. Then you can right-click and Move Tagged Items.

Manage Inventory | PAV Books Selling Books RepBooks ProgramSchedule  Product Comments
H~1 ; = a
:Gj#dd Mew Program.., L{g4ssign Traffic Codes.., Expcurt To Excal.. B}Create Backup File. ..

1 LATE FRINGE

Tag | Sort Code que Times Start Date| End Date -Daypqrts Active Source ID S
] 6040 | THE YOICE Prem Mon 7:00p-2100p  |9/23/2013[9/23/2013 [P [
] 6040 | THE YOICE Fal Mon 7:00p-9100p  |9/23/2013 [ 12/16/2013 [P :
[m] 0THE BLACKLIST Mon 9:00p-10:00p  |9/23/2013 [ 12/30/2013 P o
[m] 6150|784 Tue 7:00p-Bi00p  |6/25/2013|7/23/2013 [P
HOLLYWOOD GAME ML~

O 0|BIGGEST LOSER ¥ Copy Iem CrHC f5m2003 )P o
m] 120 THE VOICE TUE B paste fem Cirley pjEms e o
6160 |UP-NIGHT-HBC . 2/31/2036 |4 |1
6170 |UP-NIGHT 11/23 .| Clone Item 2{31(2036 | & (1
m] 6080 REVOLITION P2l =43 Moy Ttmm v [jjzoe e [ne
m] 6190 |UP-NT-63011/23 2/31/2036 [ [w
[m] 5200 HARRYS Law-nec ) Delete Item CrhDel (25120 P [
O 6210[BIGEST-NOW-HEC  15] Delate Single Days... 2/31/2036 [P [m
H] 6220 |LAWBQISYU-NBC 2/31/2036 [P 1
] 6230 | ALLINWS@10P H Tag all Ttems 2/31/2036 [P b
O 6250 [PARK & REC-NBC 2/31/2036 |4 |
0|  e260|oFFICE-HEC LriTag Al Ttemms 2j311203 [P |1
] 6300 [GRIMM-NBC ED Copy Taooed Thems 2/31/2036 [P :
] £310 |DATELNE FR-NEC . I
O]  s3z0/cRmM-10/23 =N g ) AM NEWS |
[m] 6330 |PRIME-SAT-NBC g_; frvart Tans 1 DEYTIME [
O 6340 |L&0 SWLI-58-NBC 1
n A MR RS 1R g Delete Tagged Items... [ EARLY FRINGE
Comments [EETEe g Delete Untagged Items.. ] EARLY MEWS
‘ Er Add Standard Comment.., 55 Reset GUID Cirl+G ) AgEsS

v Hide Traffic Columns ) LTS RES -
4

‘ Conditian | Stark Date: |

[ WEEKEND
(1 MFL

[ CIE R
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As soon as you know when a program is coming back, you can move it back to the Prime folder and edit the
dates and time.

Add a New Program

With the old and useless, along with the “might be useful later” gone, you can begin to add any new programs.
Since you can edit any line, you may wonder why you can’t just type in the new title in the spot where the
program is going to air and change the dates. Usually, you’ll be working far into the future. The “old” program
may have several weeks, or even months, yet to run. Also, if you completed work for that line in the PAV or
Selling Book sections, you'll be giving that new program the ratings which belong to the old one! In short, there
are very few instances in which you’d be able to take that shortcut.

Note: We’'re working in, and so emphasizing, the Prime folder only because it usually
w changes the most. But there may have been changes in any of your station’s

programming. Be sure to go through each folder and check for accuracy.

Look for the Add New Program button at the top left of the page.

Manage Jnueaterp——RfEBooks Selling Books RepBooks Program Scl

E‘Kﬂdd Mew Prograrm... |62‘(Q55|qn Traffic Codes... | B Export To
r

Program Title

Check the current inventory items for style. If they are ALL CAPS, your new items should be, too.

HE YOICE Prem |Man 7:00p-9:00p |9/23/2013 |9f23/2013 P | |NSI-Pav |ALL |Lakest | L |Mone |

HE WOICE Fal I | ) Lictyrtmman e 1| = [ | | PR [ o lu 1

MERICAn| 2] WO Media Sales ==
FEBACKY Program Details y

=

iIGGEST Enter the desired program information For the new program.

'HE WOICE
‘evoLuTrg | General | Multi-Market

IP-NT-530
IGEST-NO)

A5 tame | PogemTpe | o @ sports
L13NwS] e [Mo-Fr 6:00-5:00a =] o @ Movies
ARKS 8RR .\.
Fe— Start Date 10112013 = | EndDate [12/31/20%6 - = - o @ e
@ ﬂ Children's Programming
JFFICE-NE Dayparts [coE1AP2NLWSNKOTY -]
ISTWMICH
;RIMI\:-NB Sl |ALL = | [] Live Telecast
JATELME Fi
SRIMM-10}

TME-SAT)
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Air Time

Click the Elipsis (...) on the right of the Time line, and you’ll be able to Edit Time. Clicking the Edit Time button

will fetch the Time Editor.

Mame ‘NEW PROGRAM 7 | Program Type O @ Sports

Time ‘Mo-Fr £:00a-%:00a | (@] @ Movies

Start Date 10/11/2013 - End Date EI WO Media Sales @
Dayparts (CDELAPZNLWSHKCLY

& Program Times

Spot Lengths (AL

Edit Times
Add/Edit the times for this programm.

Add Time, ., |

Edit Time. ... |

Delete Time. ..

Ok | Cancel |

No need to uncheck each day you don’t need or check days one at a time. In this case, since we are in Prime and
only need one day, I'll click Clear All, check just the day | need, and click OK, and OK again back at the Program

Times dialog.

nter the {15 wo Media Sales ==
al | My l", . .
=
. / Time Editor
“lame tts
. [Mo-Fr 600222004
Time ies
Dayparts Start Time . ¥ ¥ Monday Clear All | |
Spok Leng W w |7 Tuesday B —
e [ % Wednesday Set Man-Fri
End Time 1 ™ % Thursday Set Mon-5un
9:00a ki’) ICd Friday
Set Sat-Sun
O Saturday
dd Time. .. |
.l Sunday
it Time.... |
ete Time. .. |
OK Cancel
Fan
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First Date Aired (Start Date or First Telecast) and Last Aired Date (End Date or Last Telecast)

You need a Start Date. The Elipsis (...) will give you a calendar, or you can just type the date in. The End Date
defaults to 12/31/2036, Nielsen’s “End of Time”. You can leave the default, and in many cases you should. Most
programs other than Prime and Sports are intended to “run forever”; some Prime and Sports are, too! But please
don’t leave all Prime this way. For most programs you will know what the End Date is. Notices from the network
will say, “Please book through 4/6/2014”, or “Please book 8 weeks.” One example of an exception is a brand-
new program- the network doesn’t know when it might end, so neither do you. Some stations use an “end of the
Quarter” or an approximate date for Prime programs with no end date.

Dayparts

In what daypart does your new program run? Click the Elipsis (...) on the right of the Dayparts bar. The second
dialog lists all possible dayparts. This will help if you are new to TV. As you can see, some of these are not part of
the day, and some of the codes are not intuitive.

Oiip-5: 00p |FiFf2015 5j1si20ld P | |WslPav AU | Afesk | | Ivl hnne

I:E?E R A WO Media Sales B

10p- Program Details
10p- Enker the desired program information For the new program,
10p-

09 General | Multi-Market Dayparts
0

@ Select Dayparts

= Select the desired dayparts for this program,
nc Hame [NEw PROGRAM | Pro Code | Name ] Selact Al J
0o ¥ &c Early Marning e
Daytime Carall |
Early Fringe .
Early Hews

Access

Time: ‘FriQ:DDp'lDIDDD

ooy
i Stark Date [sizziz014 ~| Endbate [12/31j2036 -
00F
0oy

(1Y

Dayparts [CDE1APZNLWSSKOTY

Spot Lengths (AL Prime

Late Mews
ews

Late Fringe
Weekend
Sports
Specials
Kids
CrhitsjRotation
Late Might
Overflight
All

ARRRRAAIARRN AR
COOQOOCROOROODO00
o

ML -G mE KL E 2T R ~m

Cancel

0p-9:00p |7/7j2015  |s[18/z014[PW | |MSI-Pav AL Latest | O | ™

|wo Vediasales
Click the Clear All button and re-check Prime. = Program Details

For now, let’s say the program is in Prime.

25 Enter the desired program information for the new program.

Later, when you’re familiar with all the =
General | Multi-Market
daypart codes, you can highlight all the o
. o Hame [MEw PROGRAM | Program Type @ soorts
dayparts and just type the one you need. 0 e o = & @
(You can also edit existing sort codes in the Y D CEETE | ST EDECEN - :: %:ﬁ:’d o
I ildren's Programming
. . o Dayparts |P |
main prOgram Ilne') Spot Lengths AL - [ Live Telecast
Icd
. P G
Spot Lengths? Program Type? Live Telecast? P G s
M @ 20
¥ & 30
Leave them all alone. You don’t need to touch b G
. V¥ &=
them. You’re done with the New Program. i
=

Just click OK.
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Sort Codes

What makes the new program different from the others? A big zero, when all the others have numbers, probably
in the first column. A sort code will help you out in the other sections of inventory, in your station’s rate card,
and will help AEs with their avails- it’s important that each program line have its own sort code. But don’t just

type one in!

&

MGE

e Tag |Sort Code |Mame Times Start Date End Date Dayparts
] 020 | ALMOST HUMEN Man 7:00p-&:00p 1/6{z014 12j3tfz056  |P
O 6030 |24 PREMIERE MMon 7:00p-9:00p Si5/2014 Si9/2014 F
O 060 | MEW GIRLIMINDY PROI Man &:00p-9:00p ciz7izoie |12/31/2036 P

) O 040 | SLEEPY HOLLOW Man &:00p-%:00p 10/3{2013  |1/14/2014 p

;E ] 050 | THE FOLLOWING Man &:00p-%:00p 1j27{2014  |4j20/2014 P

e 4 O G070 |DADS EROCKLYI Tue 7:00p-G:00p 9/30/2013 501212014 F
] 080 | SYTYCD Tue 7:00p-9:00p ciz7iz0ie |11/17/2014 P
O 6085 | GANG RELATED Tue &:00p-9:00p ciz0fz014  |12/31/2036 P
O 090 | AMERICAN IDOL wed 7,00p-9;00p 1/15{2014  |Sj21/2014 p

. ] £100 |MASTERCHEF Wed 7,00p-9;00p Siz7izote |12/3102036 [P

IT6 RACTNE ] 6120 | AMERICAN [DOL RESLULTS Thu 7:00p-3:00p 1/16/2014 Sizzizo14 P

o [m] 5130 |RAKE Thu &:00p-9:00p 1/23(2014  |Sjz2j2014 p
] 5160 |BONES - FRI Fti 7:00p-5:00p cizafzole |12/31/2036 P

i [m] 150 |MASTERCHEF IR, Fti 7:00p-:00p 3fz4jz014  [12/31/2036 P
O 6150 |RAISING HOPE/EMLISTED Fri §:00p-9;00p 1/10/2014 1213112036 F
[m] 170 | SLEEPY HOLLOW Fti :00p-9:00p 10j/3(2013  |1/3/2014 p
m] 01| MEW PROGRAM Fri 9:00p-10:00p 3fz7iz014  |12/31/2036 P
[m] 5190 |RAKE Sat 7:00p-5: 00p 1j23(2014  |Sjzej2014 P
] 200 | THE FOLLOWING Sak & 00p-:00p 2ia{z014 3jz9/2014 P
O 5210 |BOBS BURGER S/ CLEVELAND Sun 6:00p-7:00p 1/12fz014 5i18/z014 P
Ol
[m] 240 |FAMILY GLYAMERICAN DAD Sun §:00p-9:00p 7172013 5i18/2014

For Monday-Friday (“strip”) programming, and for Prime (all folders except for Specials and any Sports folders),
sort the programs by the Times column. In the Prime folder, you’ll have the earliest Monday program at the top,
and the latest Sunday program at the bottom.

Now go to the top/first Sort Code cell and right-click in it. The first item will be Set Sort Code Defaults. Do this,
and Sort Codes will be attached to the correct program. When is this done? How do you know it’s right? It will
be right if you follow these rules, and you can do it as often as you like. After adding a few programs, or only
one- doesn’t matter.

Tag | SortCode |Mame
i~

Mon 7:00p-9:1

D A ¥ ork L

& Mon 8:00p-9:1

g & ) Copyliem Ctrl+C g Mon B:DD:;-Q:I

a & s Paste Jtem Bt Mon 5:00p-3:1

4 O 5 Tue 7:00p-8:0
(] ¢ 8 Hlene ltem Tue 7:00p-5:C
O 5 l:.ﬁ Move ltem 3 Tue &:00p-9:C

O g wed 7:00p-9:

] d K Delete ltem Ctrl+Del wed 7:000-3:
ACING O g E Delete Single Days... Thu 7:00p-8:C
O 3 Thu &:00p-9:0

O & Pemiliiens Fri 7:00p-6:00

O [ Fri 7:00p-:00

O o Feset GUID Ctil+G i B:00p-3:00

O B w Hide Traffic Columns Fri §:00p-3:0C

O T Fri 9:00p-10:T

O 6190 |RAKE Sat 7:00p-8:0

O £200|THE FOLLOWING Sal 8:00p-9:0
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Sort Codes are set differently for your Sports and Specials folders: For these folders,
sort by the Start Date. Sports and Specials run only one day, and all through the year.
It’s far more helpful to sort them by date. Oldest date first/top, most future date
last/bottom.

What do the numbers mean? Nothing. They are simply arbitrary numbers, starting with 1010 in your first folder,
2010 in the next, etc. Did you add just one program and want to type the number in? You can. If it's between
2040 and 2050, just make it 2045.

Program Schedule

Now all your programs are in Inventory, and correct... or are they? We’ve got a tab for that.

Program Schedule makes it easy to see and correct any trouble spots. And we seem to have a great deal of
trouble on Monday night! This happens for many reasons. The most common is that programming is never
static. There’s always a Special being added to air at the same time as regular programming, Premieres and
Finales might run at different times than the rest of the airings of a program, or the network might give you
three sets of tentative dates before a program ever begins to air!

anage Inventory e | pube

Products | Publishing Queue Manage Inventory  PAVBooks SellingBooks Rep Bodks | Program Schedule | Prpduct Comments
T vFoxFox s 3 Multi-day View ~ | [ Single-praduct View S T8 Funort To Pl @ Frint
—
3 EARLY MORNING
S DAYTIME i
S9  EARLY FRINGE Monday, May 05 Tuesday, May 08 ‘Wednesday, May 07 Thursday, May 05 Friday, May 09 Saturday, May 10 Sunday, May 11
S EARLY NEWS
£y ACCESS
S PRIME a0
4 OFF SEASONPRIME |4 45
S LATE MEWS 6 BOES
3 LATE FRINGE E BURGERS/CLEVELAMD
3 WKEND NEWS =
2] WEEKEMD 2
51 FOXME it
S FOMNFL 7o e ALMOST svTvcD | foADS(ER| l AMERICAN IDOL AMERICAM IDOL MASTERCHEF IR RAKE THE SIMPSOMS/BOE'S
—— QrrRer| fHUMAN RESULTS BURGERS
{21 COLLEGE FB 15
21 NASCARJALTO RACING 0
{31 SPORTS MISC =
{21 SPECIALS
g THE |l 24 RAKE RAISING FAMILY
) OWERNIGHT == FOLL HOPEJENLISTED GLIYAMERICAN DAD
23 INACTIVE o)
30
45
gm
15
L 30
45
4 March 2014 April 2014 May 2014 June 2014 July 2014 August 2014 »
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When you see a mess like our Monday night, you can either go back to Manage Inventory and reference the
program to check the start and end dates — or in 6.7 versions and later, you can right-click on the program to
view flight dates. It may be that you know Almost Human continues to run after the 24 Premiere. If that’s the
case, you can Hiatus Almost Human for that one date, and you can do it in the Program Schedule screen. (Those
of you who have version 6.8 of the system can also Add or Edit a program with a right-click in Program
Schedule.)

AMERT
RESUL

SYTYCD | IDF\DS,I'BR AMERICAN IDOL

@ Hiatus for this day..
Hiatus for this week..

Display Flight Dates

RAKE

Not so for the Following. "24" will be taking that slot. We won't see it in the program schedule unless we click
one of the last three weeks in April, but there is more than one problem with The Following. Do you see it?

If you click the Date or the Time on a program line, the three editing dots will appear.

g 6050 | THE FOLLOWING Mon &:00p-9:00p 1j27/2014  |4j25/2014 P
m 6060 | THE FOLLOWING Mon &:00p-9:00p 4{7(2014 9/15/2014 P
H 6070 |24 Mon &:00p-9:00p 5(5/2014 5jz3iz014 P
O 6080 |DADS/EROCKLYN Tue 7:00p-8:00p 9fa0f2013  |S{12/2014 P
| e Lo - L I i T a I [ P Eo YA 44 lam A g -

=]

040 | SLEEPY HOLLCy

Mon §:00p-9:00p 1032013

Mon 8:00p-9:00p

1142014

552014

Sizsie014
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Click those three dots, and you can edit the dates of the program. This could have been handled in several ways,

but in this case, | deleted one of the lines showing The Following. Then | edited the dates, and extending the end

date. At this point, it would still be on the schedule during the eight week run of "24". So, for those 8 weeks, |

added Hiatus Dates.

Program... & szign Tiaffic Codes... Export To Excel.. Cieate Backup File.
el s B _e = = . Program Dates
e Mame Times Start Date End Date Mon Tue  ‘Wed Thu Fri Sat Sun| j
0110|ALMOST HUMAN Mon 7:00p-8:00p 1j6)2014 121312036 T S R —
12024 PREMIERE Man 7:00p-3:00p SiSz014 (S/5/2014 StartDate (012714 w | Wesks Jan 2014 P | s 3 4 c
030 |NEW GIRL/MINDY PRO] Mon §:00p-9:00p Siz7/z0l4 1203102036 | Erd Date & 7 8 3 10 1 12
[140 | SLEEPY HOLLOW Mon &:00p-3:00p 10/3/2013  |1/14/2014 4 15 18 17 18 19
150 THE FOLLOWING Mon 8:00p-0:00p  |1/27/2014  |9/15/2014 o b3 B3 Bg o= B
070 |24 Fon §:00p-2:00p 5j5/2014 5/23/2014 Feb 2014 s 23 30 31 1 2
(150 | DADS{EROGKLYN Tue 7:00p-5:00p 9j30/2015  |5/12/2014 Start Date End Date 4 5 5 7 5 g
090 | SYTYED Tue 7:00p-5:00p 562014 11772014 | |gpsjz014 lej232014 | o1z 13 14 15 18
100 | GANG RELATED Tue 5:00p-2:00p cjz0j2014  |12(31/2036 18 1@ 2 21 2 23
110 AMERICAN IDOL Wed 7:00p-9:00p 1j15/2014  |5/21/2014 Mar 2014 5 oz 27 2 1 2
120 | MASTERCHEF Wed Fi00p-3i00p  |5/27/2014 | 12f31/2036 4 c 5 5 3 s ||
130 AMERICAN IDOL RESULTS | Thu 7:00p-8:00p 1/16/2014  |5)22j2014 11 12 13 14 15 I
140 | RAKE Thu 8:00p-5:00p 1j23/2014  |5/22/2014 T ]
150 |BONES - FRI Fri 7:00p-8: 000 SZBIZON 12 | e e
160 |MASTERCHEF JR. Fri 7:00p-8:00p 3j24/2014 1231/2036 Apr 2014 1 z 3 4 5 &
170 |RAISING HOPE/ENLISTED Fri §:00p-9:00p 1/10/2014 121312036 ] g 10 1 12 15
15 16 i/ 18 19 20
2z 3 24 zZ5 26 27
Dates May 2014 29 30 1 2 3 4
ndard Comment. ?_;i-r #Add Shared Comment... Edit, . Deleben & i & g 25 &
13 b is 18 17 15
] 19 20 21 I 2 24 25
] Start Date | End Date Preview T - - = = i = : ;i
E | OK | Cancel ‘

Another solution would be to leave the two lines for "The Following" and edit the dates for both, so that one ran
before "24" (with an end date of 4/28) and one ran after (with a start date of June 30).

So, now we’re down to "24" and "24". Sometimes, if they are exactly the same, you will have a Premiere or

Finale “doubled up” with the regular air time of the program- and that’s okay. AEs sometimes want to have the

option to change the rates for such airings. (Check with your managers as to the preference of your sales staff on

this point.) But in this case, the Premiere is two hours, and the regular program only one hour. So, we need only

change the start date of the regular run of "24".

30

45
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45
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What else happened here? | also went back to Manage Inventory and changed the end date of Dads/Brooklyn to
4/29, making room for SYTYCD to start on 5/6.

s

7 00 W24 PREMIERE SYTYCD AMERICAM IDOL AMERICAN IDOL
o RESULTS

15
30
45

} aa RAKE

15

30

45

yoo || | |

If you’re satisfied with your changes in Inventory, it’s time to Publish. That Publish button is at the top right of
Manage Inventory. Click Yes.

- i Pubﬁh

[, |

ooks  Program Schedule  Product Comments

Export To Excel... EC[B&[B Backup File...

=
Start Date End Date Dayparts Source 1D | Source Spot Lengths PawSkewBor
I-8:00p sfzote [1zanfeoze [P | MslPav ALl Latest
10-9:00p siSiz014  |sisfza14 p | lopt-mo ALl Latest
CCTCRE W0 HediaSales E/m Lates:
o |1 aLL Latest
I-9:00p 1 @ ‘fou are about ko publish inventory for MFOX, Continue? AL Latest
900 |5 aLL Latest
p-3:00p 9 Yes, Publish ancel ALL Latest
s E 20— =0 e
p-9:00p E T . T - ALL Latest
Op-9:00p 1i5/zot4  [sjztjeoie [P | msrPav ALl Latest
Tpe0ip  |Sjz7iz0te |12fatjzae P [ lootmo lanL Latest

And enjoy all the thanks and compliments from the sales staff!
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Backup Your Inventory!

There is one more important button in this section. It’s true that Inventory saves itself. You publish and that
version of it is saved in everyone’s system, too. We also backup your entire station database once a week. But
wouldn’t you like your own backup of Inventory, frozen in time where you want it?

Just click Create Backup File. If you access the system directly, that backup will be on your machine. So, the
server dies, and IT has to rebuild the entire thing? All you must do is restore your own copy of Inventory. Even if

you access the system through a remote connection, a backup file can still be a lifesaver.

=ntory | P&V Books  SellingBooks RepBooks  Program Schedule  Product Comments

=1y Progran... E:V&ssign Traffic Codes. .. Export To Excel... EEreate Backup FiIeI\J

L&)
ode  |Mame Times Start Date End Date Dayparts
BOL0 [ALMOST HUMAN Man 7:00p-5:00p 162014 125102096 |P
6020 |24 PREMIERE Man 7:00p-2:00p 5/5i2014 gjc /2014 p
8030 | MEW GIRL/MINDY PRO] Man §:00p-2:00p Si27iz014 1205102036 |P
6040 | SLEEFY HOLLOW Mon §:00p-2:00p 104312013 1/14f2014 P

When should you backup? Before you make a lot of changes. After you make a lot of changes. Really, there is
no rule. When you click the button, the system will bring up a dialog box. Let it create the backup in this default
directory. Don’t change the name because you want it to “Overwrite” the old backup file. This way, you aren’t

creating many large files on your machine or the server.

If you ever need to restore your Inventory, please call us, and we’ll walk you through the process.
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PAV Books — Adding, Editing and Defining

Not sure if the new book is in your system? Create a new Report Builder and look at the “Target Book”

list in Quick Num, or create a new Avail and look in the Ratings Book column in the Surveys screen.

In Inventory, be sure all the programming is up to date in the Manage Inventory section; this will save you
from unnecessary work in PAV and Selling books. Now you can click on the PAV Books tab, then Manage
PAV Books..., and Add Book...

i File Tools Window Help Exit

EikNeW' |a"J Contact Support~ | Work On Behalf Of: s Administrator -3
Sales/CRM o TV Inventory
Favorites 1| |: BB, Refresh Grid | ) Open... - New Station... 3] Delete... | ¢ Publish Inventory... [=] Restore Fram &
1) Campaigns | station | Market |Last Modified |Last Us=
IC0 Posts e = —
4 Media Sales Inbox e Jb RS E_KOB i JE————— L
e Manage Inventory
s ) e
El s = || | Products Manage Inventory  PAVBooks SellingBooks RepBooks Program Schedule
CRM Tax - | =
] CRM Documents St KoBMNEC 4 §[[2 Manage PAV Books...| [ Edit PAV Selections... | B Export... | ] Create Ma
#) Dashboard g
9 Media Sales Inbox DAYTIME WO Media Sales
12 Campaigns L 3 EARLY FRINGE e B
) Posts r {2 EARLYNEWS " || Manage PAV Books
g Airtimes Delivery g ACCESS ol Define the PAV books for this inventory.
LATE NEWS
O
I TV Rate Cards 2 LATE FRINGE O |:[[& Add Book...| [ Delete Book...
I Internet Inventory ad 4 PRIME
= 59 WEEKEND g " | Defined PAY Boaks | Survey Name | survey Date © |Delivery
4 ML O NE_
S4  SPECIALS i Hov/2012L5 Nov 125 10/28/2012  |LiveSD
] OFF SEASOM PRIME O Mov/2012L3 Nov12L3 10/29/2012  |LivePlus3
)  OVERNIGHT | Mov/2012LP Nov12LP 10/29/2012  |LivePlus
Julf2012LP Julizp 6/25/2012 LiveFlus
@ |Mayra012p May12Lp 4/30/2012 LivePlus
(=] ) 4

Look below the list of books, findand check Default to Time Period if not exact PAV Match. This will go a
long way in helping you to spot which definitions will need to be edited. Now look in your list of new
books— you'll find your new book at the top. There may be several datastreams; stations usually define the
LivePlus books as they will be used for sales. Some stations define others, so check with a sales manager if
you are unsure. With a book selected, you can click OK.

= ™
WO Media Sales I s s S . ==
=
Add PAV Book /\/3‘
Select the survey from which you would like your PAY built,

Add PAVBook | Multi-Market

I -

Drag a column header here to group by that column

I -

Survey Name |Deivery ‘St.rveyType |S|.rvey Date ﬁ
i

May 145 LivesSD Standard 428/2014

o May 143 LivePlus3 Standard 4/28/2014

" May 14LP LivePlus Standard 4/28/2014

I HISMay 14LP LivePlus Hispanic 4/28/2014

| |[Feb1as LiveSD Standard 1/27/2014

I [Feb143 LivePlus3 Standard 1/27/2014

|| [Febi4p LivePlus Standard 1/27/2014

I |HISFeb14lP LivePlus Hispanic 1/27/2014

I8/ [Mov13Ls LiveSD Standard 10f28/2013

B/ |Mov13L3 LivePlus3 Standard 10f28/2013

N N I e

"
Default to Time Period if not exact PAV Match OK Cancel

,
s
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WO Media Sales will attempt to match a Program Average definition from the Nielsen book you’re working with
to each one of your inventory items. It cannot succeed in allcases!

The Defined Book list will appear again and you can click OK. Filter to just the book you are defining.Sort by
time, and check Show FTC/LTC at the bottom left. Right-click in a column header to choose BestFit (all
columns).

N ||
Manage Inventory m

v |
29l Products | Manage Inventory | PAVBooks | SellingBocks RepBooks ProgramSchedule  Product Comments
- Mk xosnecs i [F1 Manage PAV Books... [% Edit PAV Selections... | (€] Export... | 7] Create Master Planner...
£ AMNEWS -
5 DAYTIME group by that column WIDEOREBIT
I EARLY FRINGE Program Info Average Info
4 EARLYNEWS
]  ACCESS Frogram 2] Sort Ascendi am ) I =
S LaTenews O EYEWIT N TDY MF 4304 Mg 2% ~Ort Ascending N 4 TODAY;EWN 4TODAY TC | 3|MTWR,U 4:30a-5:1
B LaTEFNGE m] EVEWIT W/ TDY M 4:30A (M. 2] Sort Descending N 4 TODAY 1 Mon 4:30a-5:00a
S e [m] EYEWIT NV TDY M-F 4:30A |M N 4 TODAY 1 Mon 4:30a-5:00a
& wmen O EVEWIT N TDY M-F 4:30A MO =, Group By This Field N 4 TODAY (2) 2|MTWR, U 4:308-5:1
g, =] EYEWIT NV TDY M-F 4:30A |M N 4 TODAY 1|Mon 4:30a-5:00a
..... & secns [m] EYEWIT NW TDY M-F 4:30A | M Alignment » N 4TODAY (2) 2|MTWR,U 4:30a-5:
m] EYEWIT N TDY MF 4:30A . 1 4 TODAY TC;EWN 4 TODAY ,
£ OFF SEASON PRIVE S BestFit -
S oveRNGT ] RLY TDAY-NBC (2) 2 MTWR, U 4
m] RLY TDAY-NEC (2) 2|MTWR,U 4:302-501 ™
3 SPORTS BY DATE 1 Best Fit (all columns) s
£ 2012 OLYMPICS = x|
£ ARCHIVE-NBC | Grid options | PAV Breakdown  Demo Profile
&4 M-5un Prime Inventory In . .
3 Sports Archive 4 gﬂ Grid Settings
&3 TEST PRODUCT [ Display Rationale Comments
[ Hide Disabled Ttems
Show FTCATC

It's easy to see which items need help. Edit definitions with a right-click, or a double-click on the definition
(Average Info on the right side of screen) in question, or by clicking Edit PAV Selections at the top of the screen.

Manage Inventary PAVBooksl SellingBooks RepBooks  Program Schedule  Product Comments

E Manage PAV Books Eﬁ’ Edit PAY Selections... |@ Export... | .| Create Master Planner...
Draq a column header here to group by that column
Program Info ﬁ‘@ Edit PAV Selections...
Sort Code | Book Mam " |Pr MName N
| == 2o EQ Update Selling Books... pem
O EYEWIT NW TDY2 W-F 6A EWIT IV
O TODAY SHW M-+ DAY SH
] TODAY SHW W-F & CopyTo Al Books DAY SH
a SUN TODAY-NBC - ] _ ) N TODS
_D CHRIS MATTHEWS Use Tirne Pericd For This Book RIS M2
MEET PRESS-SUN Use Time Period For All Books .
O MEC SATURDAY TODAY 5-7, TURDA
o EVEWITNESS NEWS 4SAT £ X, Disable This Item For This Book /"""
DI’ EYEWIT NW TDY M-F 5A EWIT I
J Ll = [ Disable This Item For All Books

Enahble This Item For All Books
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The system will have most of your long-running strip programming exactly as it should be. But if changes have been
made since the end of the sweep period, you’ll have to make a change in PAV definitions as well. Why? Because AEs
have access to these books and will use them. The book may allow inventory items in an avail to default to a
Program Average number in error if those items ran in theselected book. If you don’t edit the definitions, your AE
might accidentally try to sell a weekend footballgame (inventory item— left side) with numbers for an afternoon
movie (PAV from the book- right side). And, if you intend to update your estimate books (selling books) to reflect
your latest share in the market, using a correctly defined PAV book will save a LOT of time and trouble!

gl bediasales o . o ——

Inventory Program

=
~@ Select Program Averages EVEWITNW TDT2 I 68

Mo-Fr 6:00a-7:00a

: s KoB+ ~ | Filter Time Range: Mo-Su 5:002-4:59a = Limit | Search Programs: DMAHH @Q
Program Info Ratings Info Relevance
Book v Station v | Program | Time * v Nor |v|Wks~v/| Ty...v|Sic v Ratingv Share v/ HUT v #v
Juv2012LP KOB+ TODAY SHW2-NBC Mon 9:00a-10:00a 1234 NA NBC 23 6.8 337 28
Juv2012LP KOB+ NBC-7/23 SPRP Mon 9:30a-9:45a —4 NA NBC 26 75 340 26
Juv2012LP KOB+ TODAY SHW3-NBC Mon 10:00a-11:00a 1234 NA NBC 18 51 343 28
Juv2012LP KOB+ GOODDAY NM Mon 11:00a-11:30a 1234 NA Local 1.0 28 35.1 28
Juv2012LP KOB+ MILLIONAIRE Mon 11:30a-12:00p 1234 NA Synd 17 46 372 28
Juv2012LP KOB+ EYEWIT-4 MDDY  Mon 12:00p-1:00p ] 1238 NA LciNews 42 103 405 33
Juv2012LP KOB+ DAYS-OURLIVES  Mon 1:00p-2:00p 1234 NA NBC 27 65 411 28
Juv2012LP KOB+ RACHAEL RAY Mon 2:00p-3:00p 1234 NA Synd 25 6.1 404 28
Jul2012LP KOB+ INSIDER Mon 3:00p-3:30p 1234 NA Synd 32 78 415 28 Y
& Add Program H 4 Remove Program ” A& Remove Al ] [~] Show Local Monthly Detailed PAVs TP: 4.6 /17.8/25.8
I22012LP KOB+ EYEWIT NW TDY2  Mo-Fr 6:00a-7:00a W 1234 NA LclNews 47 17.9 26.0 93

47 17.9 26.0 | AVG=93.00

DoNotshow AtAl | [ UseTimeperiod | [ Ok | [ concel

You can see there’s quite a mix of assignments. This is due, in part, to the book being a July book, and Inventory with
a mix of summer programming, standard fall programming, and new fall programs...and, it’s Prime — which is forever
changing! Always check lines defined as None (Time Period). There may be a PAV program you can use instead.

Program Info Average Info HH | HH
| Sort Code | Book Mame | Program Mame | Times T |FTC lTc Program Mame(s) | |Times | weeks|D.RTG |D.5HR
P O 6030 RN h SIRER THE BACHELORETTE Mon 7:00p 2:00p :5,-’30,."2011 8f1/2011 BACHLRTTE ABC | léle 7:00p 9:00p 231 p'J.].é pi3.g8

Mon 7:00p-%:00p |8/8/2011 |%/12/2011 [Mone (Time Period) | @ [None (Time Period)
Mon 9:00p-10:00p |3/3/2008  |12/31/2036 [N/
|Mon 9:00p-10:00p |5/30/2011 Bf1/2011 |[m
[Tue 7:00p-8:00p _[614/2011 [10/4/2011 [WIPEOUT-TU-ABC
Tue 7:00p-8:00p  [10/11/2011|12/31/2036 |Mone (Time Period)
sTRs [ruesoopsoon [z [zpyzossfiva
TAKE MOMEY & RUN Tue 3:00p-5:00p  [8/2/2011  |2/13/2011 |Mone (Time Period)
_101 WAYS-GM SHW "_I'L.E B:Eﬂp_-g:ﬂgp_ _61'2 !._.|"_2Dll ) ?,_2@_213 11 5 _l[J 1-GM SHW-ABC

Ed M (Book Name = Jul/20111F)

| o[none (ime Period) [1234 | 45|
| 1[Tue8:00p-8:00p _[1234 | p4.5]

Grid Options | PAV Breakdown Demo Profile

T Grid Settings
c/

4[] Display Rationale Comments |
[ Hide Disabled Ttems
[#] show FTCATC |

Defining your Program Average tracks correctly can be very important, especially in a diary market. Many calls
that come into support about “incorrect numbers” actually stem from the incorrect definition of Program
Average.
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Here are a few suggestions on how you might define your PAV’s under a variety of circumstances:

10.

11.

Assign the program that aired in the time period when possible
Choose a program that dominated the time period as the PAV track (2+ weeks or more)

If a program did not dominate the time period, take all of the pure programs (exclude any special
reports or special events)

If all of the programming aired for 1 week, then choose all of those 4 programs to get your PAV# or
default to Time Period

If you are combining two half hour programs together, such as "The Middle/Modern Family", select
both half hour programs that aired

When new programming airs in a time period (for example, new Fall line-up), use the best match of the
time period to create your PAV for all past books. For example, for the change in your Monday night
lineup, use the best match of the time period from last May. This is not estimating. This is definition of
historical tracks. Use the Selling Books for estimating.

If your regularly scheduled program only aired one week in the book, select it

If your program moved from Tuesday to Wednesday select the program from Tuesday as the history.
Do NOT do this if the program is moving to or from a Friday or Saturday night, or if one night’s
programs are encores and the other nights are new!

The general rule for Sports or Specials is to Disable the historical track for all books unless it actually
aired in a book. Itis important to train the sales staff to always use the Sports or Specials Selling book
when selling Sports or Specials

If a variety of programs aired in the time period, but one of them was a Special that increased (or
decreased) the time period, select the other 3 weeks of programming and eliminate the special

If your program is a block of time, such as Overnight ROS M-Su 2a-5a, select Use Time Period for All
Books (right-click option)

0 Note: These are just suggestions. Use your best judgment and defer to any standard
practice for your station. Instances are often unique to one program or time period in
one book.
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Basic Estimating

Before We Begin

e We will be presenting this in the Selling Book section of Inventory. If your station does not have someone
designated to maintain inventory and enter estimates for everyone, most of what'’s presented can also be
done in Avails/Packages. But that would apply only to one Avail/Package.

e Most of this guide is presented with Metered Markets in mind. There are far more options in LPM markets
and fewer in Diary markets.

Please keep in mind that these are not the only ways of creating Selling book Estimates but are the ways we feel are
most efficient. Also, many more markets will be receiving 12 books a year now, and this should help with more
accurate estimates, especially when skewing demos for HouseHold Overnights. If you have any questions or
concerns, feel free to contact WO Media Sales Support: 415.675.6775 Option 2, 1.

Let’s Get Started

Probably the most helpful and time saving contribution to the bottom line that you can make is to create a Selling
Book (or six) for your sales staff. These books are used in avails/packages and can contain estimates and rationales
for every program in your station’s Inventory. Teach the staff to use these books whenever possible, and they’ll

never go out to sell with “wrong numbers”.

Selling books begin as simple PJs, and some stations stop there. (We’ll explain below why it’s best to check each
program when you do this.) The first step for making fast work of this is to 1. Make sure all your programming is up
to date and correct, then 2. Define the PAV Book, or Books, you will be using for the Share in the PJ you create as

your base selling book.

Click the Selling Books tab. You may get a blank screen, or you may get old selling books someone created long ago.
Now click the Manage Selling Books button.

Manage |nventory

Products | Publishirg Qeeu Mansge Ineertory | PAY Books || Seling Baoks | RepBosds  Progeam
Fox T amuﬂ,p,ﬁm WJ‘F‘T"“‘M ERlr v, .
ol B8 EHE L M Manage Imventory
A4 DavTIME Dorag & oobumn o aroun by that o
:: :z::z::t -TW o Produds P\.I.ll-:"-"ci,‘l.-t.t Manage Inverkory  PAYBooks | SelingBooks | RepBooks  Progesm
] 100 G000 DY FL 8A [ wroxFore =111 mansge sebing k... |y import rom Py Bock... ) £t
. 1D 1020 GOOK) DAY-5304 AP LA
3 FAME = ) T T 3 CunTIME
a3 EARLY FRINGE
Cd EARLYHEWS Frogra
E9 MOCESS F SortCode | Book [Program Marmes
§ PADE ] 1010|%1 EST GO0 DAY FL 54

The screen may be completely blank, if a selling book has never been created for your station.
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Or, it may look something like the screen below. If you see “old” books (before
the past year or two), there probably isn’t much to salvage, and you can
delete them. (Old Avail files using these books will be preserved unless the AE
edits the books. The avail will be okay in any case, but they’d have to update
the books once they hit Edit Books.)

/O Media Sales S
Manage Selling Books !

Define the Seling books for this inventory. M
|2l Add Book... [ Edit Book... [l Delete Book.. i} Copy Book... | &l Move Up 5l Move Down

]  |sPorTS Nov/2012LS

O SPECIALES Nov/2014LP (PAV)

[] |FesesT Feb/2015LP (PAV) Feb/2015.P 5/27/2013 12/31/2036 None

] |mavest May/2014LP (PAV) May/2014LP 5/27/2013 12/31/2036 NSI

[0 [ouest 1ul/2014LP (PAV) Jul/2014LP 5/27/2013 12/31/2036 NSI

] |Novest Feb/2015LP Feb/2015LP 5/27/2013 12/31/2036 None

[ |1q2016 Nov/2014LP (PAV) Nov/2014LP 8/5/2015 12/31/2036 None

If there’s a reason not to delete the books, you can edit what you have.
Highlight the book you wish to edit and click on Edit Book. Here you can edit
the book name, edit your start and end dates for the book and edit your
share and HUT books. Typically, you would want to update your Selling Books
when the latest Nielsen PAV books become available as your Share book.

NO Media Sales

Edit Selling Book

Select the properties of your selling book.

%‘\ ‘3

Seling Boak | UPdatS Tn i

Book Properties
Book Type
Book Name [102016
sertoote
End Date 12/31/2036 -
Book Source
Delivery |LivePlus v
Survey Type ‘standard ¥ ]
(®) PAVBooks () Time Period Books.
Share Book [Nov/2014P (PAV) ~|
HUT Book [Nov/2014p =il
|v| Update Rationale oK Cancel
Y T T
WO Media Sales L X
S \
>\ Select Dayparts
Dayparts
Select the desired dayparts to update for 1Q2016
Code | Name || selectan
V&c Early Morning
G0 Daytme
vV GE Early Fringe
V&1 Early News
VA Access
Ve Prime
V2 Late News
V&N News
VL Late Fringe
Vv &&wW  Weekend
&S Sports
[ &x Specials
vV K Kids
vV &o Orbits/Rotation
V&I Late Night
[V Qv Overlight
gz A
o ][ cod |

@ When you update your Share book to the latest Nielsen PAV book, then click OK, you will receive a
prompt detailing which Dayparts you want to auto update with the new Share information. You will see
that Sports and Specials default to NOT being checked — so that the system won’t override special

estimates that you may have created for them. The PRIME box IS checked, however. So make sure to
uncheck that Prime box if you do not want your custom Prime estimates overridden with the new default

Share/HUT information.
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When you click Add a Book, within the Edit Selling Book window, you can either choose to either build a new
Custom Book or a Standard Book. When you click New Standard Book, you get a list to choose from, limited to
what’s possible in your market, and what has NOT already been created. Click New Custom Book and you can name
the book what you’d like.

Easiest way to use these two book types, in our opinion: Create your Quarterly books as Custom, and your Sports
and Specials books as Standard. When creating Custom books, you can specify which dayparts you want to update
when you are changing to more recent books (you’ll do this every time you receive a new book from Nielsen). For
instance, you may not want to update all of prime, overwriting existing estimates. You’ll see that the Sports and
Specials dayparts are unchecked (won’t be overwritten by a “new book” update) by default.

e Standard books do not allow you to choose which dayparts to update- all active programs, enabled in a
given Standard Selling Book will update.
e Combined with Sports and Specials programming, Standard books perform a few “automagical” functions
which you and your AEs will find helpful.
e You would never want to update Sports or Specials programs as a group with a new book, so using a
Standard book for those programs works well.
Note that you can specify Start and End Dates for each book in Manage Selling Books. This isn’t required for the
book to function, but there is an option in Campaigns which allows the selection of station programming based on

the dates of the Selling Book used.

When you go back to the main selling book screen, be sure to filter to the book you’ll be working with. (Just a
general rule—there will be times when you’ll want to see more than one book at a time)

W il A g S0

ﬂ@w&w Books... l%[rrpﬂt From Bi

In this shot, you can see the “ideal” outcome... a carefully defined Program Average book has been used as the Share
in our 1st Qtr Selling/Estimate book. The result is that your work is done for many programs. If you could look

below the “bubbles” in Logic Flow, you’'d see

Program Info

Program Marme

that even the Rationale is in place.

AMERICAN IDOL Man 7:00p-2:00p
TERRA NOYA Mon §:00p-9:00p

5/5/2012
1j14j2012

5/5iz014
1/14/2014

Sometimes you may need to “write” your

own Rationale. To do this, right click in the ‘
blank area next to the PAV Ave rage bubble. Display Options for HOUSE [~ Do not include in this estimate. [~ Disable Share Display. [T Disable HUTs Display.
In that menu you’ll see Auto Create LogicFlow [EEIEREE A
e = —F - : G =
Rationale Comment. Click this and the D%Esl\mate. ¥ dll Starting Point... %F’A\/ Average... @ HUT Adjustment... \&%emu Overides... %%TI Adjustments ¥ Overn
i o T PAV e [ Fragana]
system will write it based on what’s LEW%U&&LE 4 %} EIFeb/2011LP MFO HDUSE-FOX Mor 7:00p-8:00p
e e Y

presented in your logic flow.
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It may be that after the run of this program begins, you’ll want to check Overnights to be sure your numbers from
last Feb are holding up, and you may want to add some of those overnights to your estimate. Click on the
Overnights button (far right in the selection bar in Logic Flow). You’ll only have to add in the dates you want and
choose your delivery type; the Day and Time will default to that of the program. You would probably Add All for
Title, then maybe remove that 4.6 HH on January 3 (football game on competition? Likely).

3 Inventory Program
A . . L
~  OverNight Adjustments HossE
Mon 7:00p-8:00p
I Quddim o w || Sistioes | || Mlatwads v | Pragiam || Episads - | Tk »| HH v| Shara  [w
. 0120772012 MFOX [ House-Fox 135
— L [o1mzenz RO 0 HunTREIE BF &7
bl "1 |oizez01z wrox [Fox il ious-Fox 12
Frogram Name DIAT201Z MFOX 3 House.Fox 121
g 01102012 MFOX (Fou T SURLLTS " i .
E pisode 01032012 MFOX I House-Fox Men 7 00p-3:008 46
e [V]
Man 7:000-3:000
Sweep To Date Eweeps
Starl Dale
014/03011 =
End Date
02/09f11 | s
L elrveny
T o || wadderogem | addsisoemie |

You can see that in this case, the HH number (and so all the demo numbers, too) goes down just a little. Is that
okay? Probably. What you’ve done is show what "House" is doing now, as close to predicting the future as possible.
(This is why TV sales teams monitor overnights) It may be, as time goes on in First Quarter, you’ll want to add more
overnights or change the overnights used in the estimate. For Metered Markets: When you add these overnights,
they are HH overnights only, no demos.

AMERICAN IDOL Mon 7:00p-8:30p 1/9/2012
TERRA NOVA Mon 8:00p-9:00p 9/6/2011
ALCATRAZ Mon 8:00p-9:00; 122012

= rre—yr ; 2013

e

oS
|

@ Display Options For HOLISE ™ Do not incude in this estimate, [ Disable Share Display, [~ Disable HUTs Disp

LogicFlow | Demo Profile

D&Em dlt Starting Point... %F‘AV Syerage... _;HUT Adjustrment... \ﬂ)emo Owverides... \ﬁﬂ Adpstments

P~ 3 @2 Pure HH Overraght Adpasiment [3 1
(R SHRHUT I PAY Average (1 Programs) i H ) “ECRe
Koy z011Lp PN T £ — ?-mn-&m:l;_ DA oS MED HOLSE FElc
i Mon7:0008:000 | 02/07 72012 MFOX HOUSE-FOX
IMATE IS BASEZD ON THE ACTUAL PERFORMANCE OF HOUSE-FOM Mon 7:00p—-2:00p IN Feb/2011LP ON MF

WO Media Sales creates demo numbers for you based on a formula using your HH Overnights and an NSI book. In
the case above, it’s able to use PAV from the NSI book: just those demos who were watching "House" on Mon 7-8p
in Feb11. So, when overnights are added, the role of the PAV you’ve added changes. It is no longer the program
average number you’re using to estimate the program. Now, it’s the PAV you use as an element in the formula
which creates demos from your HH Overnights. (This is good strategy for estimating a game which didn’t run in a
book: Get the game from Overnights, but ensure your demos are accurate by using PAV from a similar game in a
book.)
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And the Rationale is no longer accurate! When you add overnights, you must manually re-write your rationale. This
one might be: “Estimate is based on actual performance of "House" — MFOX Pure HH Overnights 1/17 through 2/7-
Demos in proportion to MFOX Feb11LP-PAV "House" Mon 7-8p”

]
=]
L)
C

.Qj mmmm&e&&ﬂogramﬁmﬁpetw-hemgpadehanged you'll have to make adjustments. The only way the
Logicron | mg;éﬁem can “do your work for you” is when the program has an exact match in the defined PAV book used

This example is totally different. In fact, in some
cases (some stations) it would have been disabled in the Feb11PAV book because "Al" just did not run on Monday 7-
830p in that book. The time period HH number you see is an average of "House" and "Chicago Code" (you would
view this by clicking the PAV Average button in Logic Flow). But wait. You say you KNOW "Al" ran in the Feb11 book?

And here it is. With my program highlighted, | clicked PAV Average in Logic Flow, but only saw "Chicago Code" and
"House". The program running in the time period is always the default. Where Limit is circled below, the default
button says Show All— | clicked it. That gave me every program in the Feb book. Then, | clicked on the word
Program to sort alphabetically.

= WD Media Sales 1S [= k3
~f Select Program Averages AvERICN 1DCL
R o 7:000-3: 300
| [ MRox - | @B Feb/2011LP = | Fied Tiews Raoge: Mo-Su 5:008-45% == Ui | | Sesrch Programs:
’ﬂ\jlnlrh "'_I'HBdiu:Irln Aekerrance
dock (> | Station| 1| Frogram T[] Fime: v Hot [~ Wke~] Ty = l|Sic |~ Fating ~| Shae[~]| HUT [~ #~)
SRRUNILP  MFOX WSRO 5 11 ’-’;:-d?t L] 1234 WA FOX 12 24 a5 F]
faw201ILP  MEOX  AYOUNG PRSNTS S 5:00p-8:00p 134 WA Lecal 14 2
SW201ILP MFOX AN DLTU-31 Tue T.00p-8:200 O —4 WA FOX 198 £2
y P AMDOLTHFOX  Th T:00-5:003 1234 WA FOX 195 55 78 )
AM DOL-TH-FOX  Thu L4 1234 WA FOX 200 282 Fi-% ] 43
W - 1234 WA FOX 192 26.1 735 &
RO P MEOY 2% WS EOX 1] %
J.Mdmam | fnmhwm | ‘l-n.«m Al ™ Show Local Monthiy Detaded Pavs ™ 0.3/ 134/ 768
«/201ILP  MFOX  AMDOL-THFOX  Thu T:00p-9.00p 1234 WA FOX 156 55 7.8 [E]
sm20MLP  MFOX  AMDOL-THFOX  Thu 7:00p-5:00p V| 1234 WA FOX 200 262 6.4 4

B2OTILP  MFOX AN DOLAVE-FOX  Wed 7.00p-9.00p 1234 WA FOX

195| 259 7oA AVG=2300

¥ Pure Pav verege] Do Hot Show Ak Al Use Tine Period | | ok Cancel
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Note: After you understand a bit more about how programming is entered and edited,
it might help you to consult with a senior AE concerning their “likes” and “dislikes”
about working in Campaigns. Some things will likely be within your power to change!

| double-clicked on the "Idols" | wanted to select them, deciding against the odd one week run on 3/1. | checked
Pure PAV Average because | want the HUTS/PUTS to come from the programs I've chosen rather than the time
period across the book.

When | click OK, the system is going to double-check that decision:

A HUT Times

Select HUT Times

Please select what you would ke to do with thie HUT times for this program,

@) Usge Program HUT Times  [Mon T:00p-8:30p
Use Pure Pav | Tha Z:00p-2:000 +Thy 700031000 #Ved 7:000-9:00p

It will default to the time period of the program you’re estimating. Change that to Use Pure PAV as you need to.

In this case, the choice to use Pure PAV in this estimate is more than valid: the program is in the base hut book for
the quarter. Often you have different Share and Hut books—for instance, if you are estimating for 1st Quarter and
the May book was your most recent book containing "lIdol", you may be using May for your share, and pull your PAV
from the May book. If so, you might also use the HUT from the Feb book, because that’s the time of year the
program will be running... the HUT levels are likely to be more accurate.

“Likely to be”... You'll need to look, check, decide: Which numbers do | want to use? The highest numbers? Not if
you don’t think they’ll be accurate when the program runs. Yes, this would help the AE sell, but what happens if they
also have to post? Usually, what you want is to predict the future as accurately as possible. Also, there is still some
measure of “industry standard”. You're “expected” to use your most recent Nielsen book (share) adjusted to the
book for the applicable “time of year” (HUTs), or to use “last year/same time” (actual). If you vary from this, and the
pitch is to an agency, you could be questioned. So, those estimates should have good rationale!

Click OK again, and you have one more thing to do to this estimate:
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Just right-click beside one of the Logic Flow bubbles, and choose the last option, Auto-Create Rationale Comment.

a e} FERAA MRl A Mer § e dane L bl [0
a ) ACATRAL g B ieile Hram e R ol
dor -0 =AFLAYTY |23 ey

Q?mmmanm I~ Do not inchads in Hhis estimate, [~ Disable Shace Disglay, [~ 0é

LogicFlow | Dema Prafile

W_Q:ammm ﬁifmmw-- " HUT Adustent §Demo Dverides 4PN

E_\IM Aveiage |J Pragami] - Pue Avsege

|f-_514R15E.|| Fab 20 TP MO0 Ak ID0L TH #02 1w 7 00-2100s
- from Pure PE Averags B FebSaiiLP |
r.u.rz:u:m'ﬂ Copy Logis To Al Bocks
CTUAS Fea/ 2Cl1LP Ma=m T:00p-0:30p :'.Z"C'.. WWTUHEM H.ITIWI ]
) Copy Logic 1o Cigbod
% Copy a5 Image To Cipbosd

T, €} fic Cisss Aspersis Conerert

o Could we have pre-selected these programs in the Feb PAV book so that the system
would have “automatically” created the estimate for us, as in the first example
("House" near the beginning of this section)? YES. In fact, if you think that AEs will be
using PAV books for selling, this may be better than any other option! You do not have
to have PAV books to reflect history, as that can always be pulled from the PAV side of
your Nielsen books as a projection.

What you do to estimate first airings isn’t as clear as our last two examples. How to estimate programs, like
"Alcatraz" for instance, which have no track record? Here are some thoughts and suggestions.

e Remember Time Period still counts for something. (Especially when you don’t have much else!) Not as
much as other factors, and certainly not as much as it used to, and much more so for older demos than
younger ones. But a “CBS Tuesday Night at 8pm” habit still exists out there.

e Gather all the info you can on the program: Affiliate websites, maybe Rep estimates, and Google it.
Somewhere in all that you may see something which tells you either directly or indirectly, “This program
is expected to command an audience like that of Scandal”.

e Asyou see, you can change the station as well as the book. It often takes a bit of “hunting” to find an
older program on another station, but you have the tools to do it. Here, for instance, | changed the time
to all of prime, and clicked the Program column header to sort alphabetically, because | didn’t know
when or if "Lost" ran in the MarchQ09 book. Then I'd make sure that the HUTS came from Mon 8-9p on
MFOX. (The system will ask you to confirm whether that is what you want.)
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Procram Info HH Riatrg: Info " Releva
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e What is the lead-in program? Will that have a strong influence? You can start with the lead-in number
(adjusted to the time period HUTS), if there is good rationale for that.

e Ask the opinions of sales managers or senior AEs; they may have just the info you need.

Remember, every program is different, and it often comes down to your judgment and expertise.

Rentrak Inventory and Estimating

Creating and maintaining Rentrak inventory follows almost the same procedures as creating and maintaining Nielsen
inventory. The big differences exist in creating Selling Books and estimating — since Nielsen estimates are in book

form, and Rentrak is strictly overnight data.

For instructions on how to set up your Rentrak data and inventory, please see the Quick Tip for Rentrak Setup. For
estimating, see the Quick Tip “Rentrak Data in WO Media Sales”. And please get in touch- we will be happy to help.

If you have any questions or concerns, please call or email.

WO Media Sales Support:
415.675.6775 Option 2, 1
Sales-support@wideorbit.com
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	 As you see, you can change the station as well as the book.  It often takes a bit of “hunting” to find an older program on another station, but you have the tools to do it. Here, for instance, I changed the time to all of prime, and clicked the Prog...
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