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Visual Traffic  

5.0 
 

 

eInvoicing Lesson 
Mapping Stations to the Exchange 
 
NOTE – Prior to mapping your stations, you will need Administrative rights in Visual Traffic, and 
you will need your Exchange Credentials. If you are not sure of your credentials, contact support 
at help@marketron.com 

1. On the Visual Traffic Server, on the desktop, double click the MBS Common Server 
Manager icon. 

 

2. If User Account Control is turned on, you may see this message box. Click “Yes” to proceed. 
 

 
 

3. When the MBS Common Server opens, click the “+” underneath “Common 
Servers”. The “Common Server” is your VT server name. This will expand your 
view. 
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Sample MBS Server Manager Screen 
 

4. Click the “+” next to “DataSources”. 

Sample MBS Server Manager Screen 
 

5. Click on your DataSource. This will usually be VT. 
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Sample DataSource Login Screen 
 

6. Log into the database – with your VT Username and Password. You must have VT administrator 
rights in order to map your stations. 

7. Once you are logged in, click the “+” next to Modules. 
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8. Click on “Exchange Base”. Your stations will be listed to the right and they will likely show as “Not 
Mapped.” 

 

 
 

9. To map the stations, you must first enter your Exchange Credentials. Click the Edit User 
Credentials, which is located above the station list. 

 
 

10. Enter your Exchange Username and Password, and then click “Save”. If your credentials are not 
valid, you will need to re-enter the username and password. 

11. After your credentials have been validated, double-click the station you wish to map first. 
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12. Click the drop-down arrow and select your station. In most cases, the call letters will match. 
Continue doing this until all stations using eInvoicing have been mapped. 
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13. After mapping your stations, click the “Verify” button that is to the right of the station. 

 
 
 

14. Once all of the mapped stations are valid, you have completed the mapping of your stations. 
Close your MBS Server Manager. 

 
 
Setting up Notaries and Station Officials 
With eInvoicing in VT 5 and above, you have the ability to send notarized affidavits and Co-op Scripts. 

You will need a .jpg or .png of your notary stamp. This image must have a width of 190 pixels. You may 
resize your image using Windows Paint. When resizing, you will want to use the default height so that the 
image ratio is correct. If you will be uploading an image of your notary signature, this will also need to have 
a width of 190 pixels. 

Setting Up Notaries 
1. To set up your Notary and Station Official, you must log on to the Advertising Portal. The website 

is: advertisingportal.emarketron.com. 

2. Click on “Station”. 

3. Log on to the Traffic Portal with your MyMarketron User name and Password. 

4. Click on “eInvoices” near the top left of the screen. 

5. Click on “eInvoice Notary Setup”. 
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6. Click “Add Notary”. 

7. Type in the Notary Name and their email address. Once the notary is set up, a password will be 
emailed to this address. 

8. Enter the date the Notary Commission expires. You can click in the box – which brings up a 
calendar, or just key in the date. 

9. Notary Signature (Text) – You have the option to type in the notary name, and it will appear in a 
script font on the eInvoices. 

Or – 

10. Notary Signature (Image) – You have the option of uploading a .jpg or .png image of the notary 
signature. Remember, this image should be 190 pixels wide. Click “Choose File” if you wish to 
upload an image. Navigate to the file and select it, then click “Open”. 

11. Notary Message - If your state requires specific verbiage in the Notary Message, be sure to make 
the changes in this box. To the right of the box, there is a Date Format Legend. This is so that 
you can change the appearance of your date in the Notary Message. 

12. Notary Disclaimer – If your state requires specific verbiage in the Notary Disclaimer, be sure to 
make the changes in this box. 

13. Notary Stamp Image – Click “Choose File” and navigate to the location of your notary stamp 
image. Select the image and then click “Open”. 

14. Notary Date Source – This is the date that appears on the eInvoice. Do you want the date to be 
the Invoice date? Or the Transmission date? 

15. Click “Save”. This processes your request, and uploads any images. It also sends an email to 
your notary, with a password that they will need to use to authorize any eInvoices that need 
notarization. Then click “OK”. 

16. Click “Back to List”. 
 
 

Setting Up Station Officials 
1. Click “Add Company Official”. 

2. Company Official Name – Type in the name of your company official. 

3. Company Official Signature (Text) – You have the option to type in the company official name 
and it will appear in a script font on the eInvoices. 

Or – 

4. Company Official Signature (Image) – You have the option of uploading a .jpg or .png image of 
the company official signature. This image should be 190pixels wide. Click “Choose File” if you 
wish to upload an image. Navigate to the file and select it, then click “Open”. 

5. Invoice Message – This is the message that will appear on all notarized Invoices. You may adjust 
it to meet your needs. 

6. Co-op Script Message – This is the message that will appear on all co-op scripts. You may adjust 
it to meet your needs. 
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7. Click “Save”. 

8. Click “Back to List”. 

NOTE: You may add more than one notary or station official name to your company, and select 
which name you wish to use at the time of invoicing. 

NOTE: If your notary forgets their password, and you are set up as the Company Administrator for 
MyMarketron, you can reset their password. Come back into the Traffic Portal> eInvoices> eInvoice 
Notary Setup. Click on the Notary Name and the click “Reset Password”. The new password will be 
emailed to your notary. 

NOTE: If you are attached to more than one company, at the top of the Traffic Portal screen, make 
sure to select your other companies and set up notaries and station officials for those companies as 
well. 

 
 
 
 

Adding Logos to PDF Invoices 
You can add your corporate and/or station-specific logos through your MyMarketron account. Use the 
Logos page to upload company and station specific logos to be used with eInvoices. 

Your logos should be in a .png format, and have an aspect ratio of 3:2. In other words, 300 pixels wide by 
200 pixels high. 

To add your logo in MyMarketron, complete the following instructions: 

1. Go to www.mymarketron.com and enter your logon credentials. 

2. On the opening page, under My Account, click Station Logos. 
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Sample MyMarketron Station Logos 

 

3. Make sure that you have selected the correct company if your user is attached to more than one 
company. 

4. If you upload a logo to the “Company Logo”, the logo is then placed under the Company Logo 
heading and will propagate to all of your stations as a default. 

5. In Station Logos, click on the Update button and browse to your logo file. 
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Sample MyMarketron Logo Upload Tab 
 

6. Choose your logo file and click on the Submit button. 
 

Sample MyMarketron Logos Tab 
 

7. Your station logo is then placed under your call letters in Station Logos. 

8. Continue to update Station Logos for each station at your site, and then if you are attached to 
other companies, complete those logos as well. 

9. With this MyMarketron feature, you have the ability to change your logos at any time. You can 
update or delete a station logo, at which time the company/market logo will be used as default. 
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10. Because the company/market logo is used as the default in the absence of a station logo, you 
cannot delete the company/market logo from the station. To remove a company/market logo, you 
must delete it under the Company logo in the upper left portion of the page. 

 
Visual Traffic Setup 
You have the ability to electronically send spot rate invoices in a PDF format through the Marketron 
Exchange to your agencies and direct clients automatically. 

Setting Up Agencies for eInvoicing 
Agencies That Already Receive eInvoices 

1. Go to VT Main Menu>Setup Menu>Edit Agency and select Agency from the list. 

Sample Agency Setup Screen 
 

2. Click on the ellipsis button next to the Electronic ID Field. 
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3. This opens up the Marketron Client Search screen. 

Sample Marketron Client Search Screen 
 

 
 

4. Because you clicked on the ellipsis button while on an existing agency, the search will look for the 
selected agency. If the agency is not found, widen the search by removing a portion of the 
agency name. 

5. Once the agency is found, check the details by clicking the magnifying glass. When you are 
certain that this is the correct agency, click on the Select link. 
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Sample Completed Agency Setup Screen 
 

6. On the Agency Setup screen, select the Electronic Invoicing option by clicking the check box 
and then click on the Save button. 

 
 

Adding New Agencies to the Exchange Client List for eInvoicing 
1. If your agency does not display in the Marketron Client Search screen, click Add Client. 
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Sample Marketron Client Search Screen 
 

 
 

Sample Add New Client Selection Screen 
 

13. Select Create a new agency and then click Finish. 
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14. All of the red boxes must contain information. You will need to make sure that the First Name 
box only has the first name of the contact, and the Last Name box will have the last name of the 
contact. Type in the email address of the contact in the ContactEmail box and then type it again 
in the ContactConfirmEmail box. 

Sample Add Client Screen 
 

 
 

15. Once the top boxes are filled in, fill in Your Name and your Company Name or Call Letters. Click 
the Add Client on the bottom right. This will add the Agency to the Exchange Client list. The 
agency will receive an email notification from the Exchange Administration Manager, giving 
them their login and password to the Marketron Advertising Portal. Agencies will be notified when 
they have Electronic Invoices available and they will be able to view/download them from the 
email notification as well as from the Advertising Portal. They will also be able to make changes 
to their invoice delivery options by logging in to the Advertising Portal. 

 
16. If the email you have entered is a duplicate email, you will see the following screen: 
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Sample Duplicate Email Addresses Screen 
 

 
 

17. You will be asked if you wish to select one of the listed advertisers. You would say yes, for 
instance, if you were adding a Trade advertiser for an advertiser that already is listed. 

 
18. If you answer no, you will see the New Account Request screen. You would enter your email 

address so that you will be notified when the account has been created. 
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Sample New Account Request Screen 
 

19. Once you click Submit, the Duplicate Contact Request Sent screen displays. Click OK 

Sample Duplicate Contact Request Screen 
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Importing a New Agency from the Exchange Client List 
1. To set up a new Agency, from the main Visual Traffic menu, select Setup>Edit Agencies. Click 

on the Import button. 

Sample Agency Setup Screen 
 

2. The Marketron Exchange Client Search screen opens. 

Sample Marketron Exchange Client Search Screen 
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3. Make sure that the Agency option is selected in the Search by area and type in the name or a 
portion of the name of the new agency you wish to add to Visual Traffic. Click the green Search 
button. 

 

 
 

4. If you see more than one agency listed, click the magnifying glass in the Details column to verify 
the agency you wish to import. Click on the Select link. 

5. On the Agency Setup screen, all of the fields have been filled in, including the Electronic ID. 
Select the Electronic Invoicing option by clicking the check box, and then click on the Save 
button. 
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Setting Up Advertisers for eInvoicing 
Existing Advertisers that have an Agency Attached 

1. Print the Agency List Summary report from Report Center>List>Agency List Summary. Set 
your Filter for Electronic Invoicing to be “Equals: Send Electronically. 

Sample Agency List (Summary) Options Screen 
 

2. Print the Advertiser List Summary Report from Report Center>List>Advertiser List Summary. 
Filter by the Agencies on the Agency List Summary report you just printed. These are the non- 
direct Advertisers you will need to edit for Electronic Invoicing. 

Sample Advertiser List (Summary) Options Screen 
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3. Go to VT Main Menu>Advertiser>Edit Advertisers and select the Advertiser from list. Click 
Edit. 

4. Select the Electronic Invoicing option and click in the box. Because this is an agency client, you 
do not enter an Electronic ID number. 

Sample Advertiser Entry Screen 
 

 
 

5. In A/R Settings, if you do not wish to print an invoice for this client because it is being sent 
electronically, uncheck “Print Invoice”. 

 
6. If the invoice requires notarization, make sure to check the “Notary Required” box. 
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Sample A/R Settings Screen 
 

 
7. Click “OK” and then “OK” again to save the changes you have made to the advertiser. 

 

NOTE: If you choose not to print your invoices for advertisers using eInvoicing, you are able to print a 
paper copy manually. 

You will need to edit the invoice in Billing> Edit/Create Invoices. Display the advertiser, choose whether 
the invoice is Current or in History, single-click the invoice to select it and Edit (current) or View (History). 
Click “Edit Invoice” (current) or “View Invoice” (history) in the lower left corner. 

At the Invoice Options portion of the invoice, near the bottom, you will need to check “Print Invoice” and 
then “Print Detail” in order to print dates and times on the invoice. 

Sample View Invoice History Definition Screen 
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If you do not check “Print Detail”, the invoice will print in a summary, as shown below. 
 

 
 

Editing an Existing Direct Advertiser for eInvoicing 
1. Go to VT Main Menu>Advertiser>Edit Advertisers and select Advertiser from list. Click Edit. 

2. Click on the Ellipses button between Electronic ID and Electronic Invoicing. This will take you to 
the Exchange Client Search. 

 

3. If a match or matches are found, they are listed. If nothing is listed, you will need to “Add Client”. 
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4. Select “Create a new advertiser”. 
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Sample Add Client Screen 
 

5. Information is imported from Visual Traffic into the “Add Client” boxes. You will need to edit some 
of the boxes. All boxes in red will need to have data entered in them. 

6. Edit the name fields so that the First Name and Last Name are in separate boxes. 

7. Fill in the “ContactEmail” and “ConfirmContactEmail” boxes. 

8. Fill in the “Your Name” and “Company Name or Call Letters” boxes. 
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9. Click Add Client. The advertiser will receive an email notification from the Exchange 
Administration Manager, giving them their login and password to the Marketron Advertising 
Portal. Agencies will be notified when they have Electronic Invoices available and they will be 
able to view/download them from the email notification as well as from the Advertising Portal. 
They will also be able to make changes to their invoice delivery options by logging in to the 
Advertising Portal. 

 

10. If the email you have entered is a duplicate email, you will see the following screen: 

Sample Duplicate Email Addresses Screen 
 

 
 

11. You will be asked if you wish to select one of the listed advertisers. You would say yes, for 
instance, if you were adding a Trade advertiser for an advertiser that already is listed. 

 
12. If you answer no, you will see the New Account Request screen. You would enter your email 

address so that you will be notified when the account has been created. 
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Sample New Account Request Screen 
 

13. Once you click Submit, the Duplicate Contact Request Sent screen displays. Click OK 

Sample Duplicate Contact Request Screen 
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Adding a New Advertiser for Electronic Invoicing 
1. When adding a new advertiser to Visual Traffic that requires an Electronic ID (EI) code, go to 

Advertiser>Edit Advertisers>New. On the New Advertiser screen, click on the Import button. 

Sample New Advertiser Setup Screen 
 

2. On the Marketron Exchange Client Search screen, make sure that the Advertiser option is 
selected, and type in the advertiser’s name or a portion of their name in the search box. Click on 
green Search button to search. 

Sample Marketron Exchange Client Search Screen 
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3. If a match or matches are found, they are listed. To confirm that this is the correct Advertiser, 
click on the magnifying glass for more information. Click on the Select link to add the Advertiser 
to Visual Traffic. 

 

4. Once the Advertiser is added to Visual Traffic, select Electronic Invoicing and complete your 
setup by clicking on Advertiser Codes>Order Settings>A/R Settings and entering in any 
required information. 

5. If the Advertiser you wish to add to Visual Traffic is not listed in the Marketron Exchange Client 
Search, you can add the Advertiser to Marketron Exchange. 

Sample E-mail to a New Agency or Advertiser 
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Order Setup for Electronic Invoicing 
To select the orders that will need to be edited for electronic invoicing, print the Advertiser List (Summary) 
report from Report Center>List>Advertiser List Summary. Under Filters, Filter by Electronic Invoicing 
and set the filter to equal Send Electronically. 

Sample Advertiser List (Summary) Screen 
 

1. VT Main Menu>Orders>Create Edit Orders>Select Advertiser from drop-down list. Highlight the 
order you wish to edit and click Edit. 

2. Click on the Invoicing button. 
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Sample Order Screen 
 

9. Make sure that the Electronic Invoicing option is selected. For direct clients, no further action is 
necessary. 

10. For agency clients, in the Agency Product Code, Agency Client Code and Agency Estimate Code, 
you will enter the codes that are found on the Agency Insertion Order. 
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Sample Invoice Information Screen 
 

 

 
 

 

 
NOTE – Not all Agencies require this information. 
 
NOTE – If you do not wish your electronic invoices to print, uncheck Print Invoice in the 
top of the screen. 
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Copy Setup for Agency Electronic Invoicing 
1. Go to VT Main Menu>Advertiser>Edit Copy & Script>Select Advertiser from the drop-down 

list. Select Copy Record from the list and select the Edit option. 

2. In the ISCI field enter the ISCI code. You may also choose to use NA or Live Read for pieces of 
copy that do not have an ISCI code. This is usually required by agencies. The agency includes 
the ISCI code on their traffic instructions sent to the station. 

Sample Copy Maintenance Screen 
 
 

 

 

NOTE – The ISCI code field will allow up to 24 characters. 
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Sending eInvoices 
Before sending eInvoices using the eInvoice Wizard some configuration is required. This will ensure your 
invoices will meet your station’s requirements before transmitting. 

To launch the eInvoicing Wizard, go to Billing> Send eInvoices. Once you have launched the eInvoicing 
Wizard from the Billing menu you will notice three configuration links at the bottom of the Statement Group 
Selection screen. Here is where remittance addresses and invoice notes will be entered as well as 
determining other eInvoice settings. 

The Statement Group Selection screen is the first step of the eInvoicing Wizard. The Wizard will be aware of 
your Current Month and Last Accepted Log Date so it will automatically default to the correct Month/Year 
to eInvoice. If necessary, you can change the Current/Month Year to eInvoice. Click Next when you are 
ready to proceed. 

Note: Should you have multiple Statement groups and your Current Month and Last Accepted Log Date do 
not match, the eInvoice Wizard will default in the Month/Year to eInvoice date to the earliest Month/Year to 
eInvoice. 
 
 

eInvoice Address Configuration 
This screen is where you will define the remittance address you want displayed in the header of the 
electronic invoice. 

If one address fits all stations, then you simply need to enter an address for the Statement Group. 
Highlight the Statement Group name in the tree on the left. Click Edit and enter the Statement Group 
address and other information in the fields provided. 
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In those situations, where each station has its own remittance address you will highlight each station and 
add the correct remittance address for each station. If no station address is present for the station the 
system will revert to the Statement Group address for the electronic invoice remittance address. 

The Delete option simply removes the address from the station address fields. It does not remove the 
Statement Group or station from the list. 

 

 
 

eInvoice Notes Configuration 
Notes Configuration allows you to easily enter and edit global notes that will be used specifically on 
electronic invoices. The eInvoice Notes screen gives you a summarized view of all the global notes 
entered for eInvoicing. 

Note: When upgrading to VT 5.0 from earlier versions, any existing notes in AR/Statement 
Group/Statement and Invoice Notes will copy over to the eInvoice Note Configuration. 
Advertiser/Agency or invoice specific address, contact and notes can be controlled as normal using the 
new _eInvoice (Adv/Agy) Document Group. The upgrade will automatically copy the contents of the 
_Invoice Document Group to the new _eInvoice Document Group 
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Add/Edit eInvoice Note 

Click Add to enter a new eInvoice note. 

• Statement Group: This will determine to which Statement Group the note is to be assigned. 
• Station: Select the station to which this note is to be assigned. The note will only print on 

eInvoices for the selected station or you can choose <Any> station. 
• Sequence: This allows you to choose in which order you want the note to place. For instance, if 

you assign 2 as the sequence, this note will be the second note in the list of notes. 
• eInvoice Note For: Choose to which client type you want to see this note: Direct Only, Agency 

only or Agency and Direct 
• Note Position on Invoice: You can choose where you want the note displayed on the eInvoice: 

§ Top notes will place immediately below the header. 
§ Middle notes will print after the invoice summary, but before the invoice details. 
§ Bottom notes will print at the bottom of the invoice after the invoice detail. 

• Note Text: Key in or copy and paste in the text of the note. 
• Save: Be sure to save your note. 
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eInvoice Settings Configuration 
There is one setting under this configuration option. If during the transmission of sending electronic 
invoices you want to include scripts that are not co-op, you can select this option. 
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eInvoice Wizard – Sending Electronic Invoices 
 
 

 
 

The eInvoicing Dates page will automatically default in the correct dates for each Billing Frequency and 
will default to eInvoice all Billing Frequencies. You do have the option to select the Billing Frequencies 
you wish to invoice and if necessary change the dates. Click Next to continue. 
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On the eInvoicing Option page you can select the clients and criteria for eInvoicing. 

• Include eInvoices For: gives you the option to select the type of client to electronically invoice: 
o Direct Only 
o Agencies Only 
o Both Direct and Agencies. 

 
• Send eInvoices For: Choose if you which to send electronic invoice that are: 

o Notary Required Only 
o No Notary Only 
o Both Notary Required and Not Notary 

 
• Invoices previously sent eInvoices – Checking this option means that any electronic invoices 

that had already been sent for this date range will be retransmitted. 
 

• Select A/R Accounts to eInvoice – Like the Invoice Print Wizard you can pick and choose the 
A/R Accounts you wish to eInvoice. The default is to check all A/R Accounts. 

 
• eInvoice Billing Frequency Summary will display, based on Billing Frequency information about 

the electronic invoices you will send based on your eInvoice Option selections. The information 
shown will invoice the total dollar value, invoice count and the number of invoices requiring notary 
for each Billing Frequency. 
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Click Next to continue. 

On the next screen, the eInvoice List will display a list of all the invoices to be transmitted based on your 
selections. Any invoices requiring Notary will display an icon to the left of the invoices. At the bottom of 
the screen is a total dollar value of the invoices to be delivered and a total invoice and notary count. 

• Pre-Commit Invoice Report – This button will give you the option to view/print or export the 
report. It will be filtered to the invoices you’ve chosen to transmit. 

• Send eInvoices – When you are ready to send the electronic invoices, click on the Send 
eInvoices button. This will launch the eInvoicing Notary screen or immediately send the invoices if 
no notary is necessary. 
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If there are notarized invoices and/or cop-op script affidavits are to be transmitted, you will be directed 
to the eInvoicing Notary page. Here you will select from the dropdown boxes the Station Official and 
Notary who will eSign the electronic invoices. 
 

Note – The eInvoicing Notary and Notary Preview pages will be skipped if there are no notarized 
eInvoices or electronic co-op affidavits to be transmitted. 
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The names available in the dropdown will be dependent on the names and setup information that was 
entered in the Traffic Portal. If the name or names you require are not listed, then you can click on the 
Traffic Portal link at the bottom of the page. 

 

 

This will take you directly to the Traffic Portal. Click Next to continue. 
 

If notarized electronic invoices and/or co-op script affidavits are being delivered, the eInvoicing Notary 
screen will display. Here a preview of the notary image(s) will display to show how the notary will 
appear. When both invoices and co-op documents must be notarized, there will be a tab for each 
preview. You must approve each image preview by selecting the tab and checking the box to 
approve. 

 
Once the image(s) is approved, the Notary can key in their password and Authorize the processing of 
the eInvoices. The Authorize button will not be enabled until the image(s) have been approved and 
the Notary password is entered. 
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The eInvoices will then begin to transmit. 
 
 
 

 
 

Once the invoices have been transmitted, the eInvoice Transmission Viewer will launch showing all 
invoices that were transmitted in the batch and the status of the invoice. 

 
If there were any errors that caused the transmission of any of the invoices to fail to transmit, they will 
be clearly identified and a reason for the failure will be noted in the error message column. The user 
can correct the issue and then transmit the invoices. 
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eInvoice Transmission Viewer 
The eInvoice Transmission Viewer, which is located under the Billing Menu, allows you to search for 
eInvoices that have been transmitted. 
 
Under the Summary tab you can search for a summarized list of all the invoice batches that have been 
delivered based on your search criteria. You can see the date and time the batch was delivered, the user 
name, the stations for which the eInvoices were delivered, the total number of invoices in the batch and if 
there were any errors in the batch. 
 
The filter options are: 
 

• Transmission Date – This allows the user to search for invoices based on the date the invoices 
were electronically transmitted. 

 
The date options are: 

o Today 
o Since Yesterday 
o Last 7 Days 
o Last 30 Days 
o Last 60 Days 
o Last 90 Days 
o <Custom> 

 

• User – This filter allows you to search for invoices based on the user who transmitted them. 
 

• Source – Aside from searching for “All” sources, there are two Source filters. 
o Invoice Express Conversion – This option would filter to any invoices that were 

transmitted prior to the upgrade to VT 5.0. Those invoices were delivered using Invoice 
Express. Any invoices delivered prior to the upgrade to VT 5.0 will be converted over to 
the eInvoice Transmission Viewer. 
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o Visual Traffic eInvoicing – Electronic invoicing in VT 5.0 no longer uses the Invoices 
Express service for transmitting eInvoices. When searching for any invoices delivered 
after the upgrade to VT 5.0 this option can be selected. 

 
 

 
Double clicking on a summary line will launch a screen that will list all of the invoices transmitted in the 
batch. 

 

The Invoice Search tab in the eInvoice Transmission Wizard allows you to conduct a search for specific 
electronic invoices using a number of filtering options, which include: 
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• Begin Date 
• End Date 
• Traffic Invoice # 
• eInvoice # 
• Contract/Order # 
• Advertiser 
• Agency 
• Client Code 

 
 
 


