Marketron Visual Traffic

Trusted Leaders in Enterprise Software 5.0

elnvoicing 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

MBS
Comm...

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

Do you want to allow this app from an unknown
publisher to make changes to your PC?

Program name:  MBSServerManager.exe
Publisher: Unknown
File origin: Hard drive on this computer

Show details Yes

Change when these notifications appear

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.

Marketron 1(800) 476-7226 | help@marketron.com | marketron.com n m -
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Sample MBS Server Manager Screen

Visual Traffic — elnvoicing Lesson

File View Help
< Common Server..... REM-MCHASE10
=@ Common Servers
#-§§ REM-MCHASE10 (Running)
Server Name: 'REM-MCHASE10 Edit
Host Machine: REM-MCHAS
Port: 48750
Test Connection.... ' g @ Stop @ Remove (V]
Ready
4. Click the “+” next to “DataSources”.
Sample MBS Server Manager Screen
File View Help
=l Common Server..... REM-MCHASE10
=@ Common Servers
=& REM-MCHASE10 (Running)
-] DataSources
@ DEMO_VT
Server Name: REM-MCHASE10 Edit
Host Machine:  REM-MCHASE10
Port: 48750
Test Connection... 2 @ Stop @ Remove (V)
Ready

5. Click on your DataSource. This will usually be VT.
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Visual Traffic — elnvoicing Lesson

Sample DataSource Login Screen

File View Help
=8 Common Servers Server Name Host Machine Port# Status
=@ REM-MCHASE10 (Running) )
&%) DataSources REM-MCHASE10 REM-MCHASE10 48750 (Running)

[d DEMO_VT

Marketron

Data Source |[DEMO_VT
User Nme
Pt [ |

==

Ready

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.

i

File View Help

@

=@ Common Servers
=@ REM-MCHASE10 (Running)

=-{Z] DataSources
\EAj DEMO_VT

Datasource: DEMO_VT

#-¢2] Modules Datasource Name: DEMO_VT Edit
ﬁ Security ) - —
-] Cument Users SQL Instance: | REM-MCHASE10\WT

Database Name: DEMO_VT

@ Remove (V)

Ready

v 1(800) 476-7226 = help@marketron.com | marketron.com
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Visual Traffic — elnvoicing Lesson

8. Click on “Exchange Base
Mapped.”

. Your stations will be listed to the right and they will likely show as “Not

€D MBS Server Manage - O

File View Help

r@ Exchange Server Settings

=@ Common Servers General
=& REM-MCHASE10 (Running)
=1-{Z] DataSources
=~ DEMO_VT
=2 Modules
Lock Manager
Email
Reports Market Name: ‘
Exchange Automation
Exchange Base
Exchange Orders
Visual Traffic
Exchange Data Server Module
Exchange Invoices
Exchange Proof of Perfformance Module
VT Scheduler
VT System Processor
Exchange Payments
8 Securty
(-] Cument Users

& Edit User Credentials

Customer#: 303279

User ID:  tuserl

Traffic Station Name ~ Exchange Station Name 2 Veriy

VYVVVVVVVVVVVY

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

J€
Usemame: |tuser1 | [
Password: | | :E

Verify

T T

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.

marketron.com

Marketron

1 (800) 476-7226

help@marketron.com
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Visual Traffic — elnvoicing Lesson

n
Traffic Station: TRN1-AM

Exchange Station: v

4 g Cancel

12. Click the drop-down arrow and select your station. In most cases, the call letters willmatch.
Continue doing this until all stations using elnvoicing have been mapped.

Exchange Server Settings

General

& Edit User Credentials

Customer#: 303279

User ID:  tuserl

Market Name: |
Traffic Station Name ~ Exchange Station Name 2 Verfy
TRN1-AM TRN1-AM
TRN1-F TRN1-F
TRN1-WB ! apped
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Visual Traffic — elnvoicing Lesson

13. After mapping your stations, click the “Verify” button that is to the right of the station.

Exchange Server Settings

General

& Edit User Credentials

Customer#: 303279

User ID:  tuserl

Market Name: }

[

% hange Station Name 22 Verfy
1-AM

1-FM

Station Mapping

Mapped

| = All mapped stations are valid.

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

Setting up Notaries and Station Officials
With elnvoicing 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. Thewebsite
is: advertisingportal.emarketron.com.

Click on “Station”.
Log on to the Traffic Portal with your MyMarketron User name and Password.

Click on “elnvoices” near the top left of the screen.

o &~ D

Click on “elnvoice Notary Setup”.
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Visual Traffic — elnvoicing Lesson
6. Click “Add Notary”.

7. Type in the Notary Name and their email address. Once the notary is set up, a password willbe
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 ina
script font on the elnvoices.

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 tomake
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 sureto
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 elnvoice. 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 elnvoices 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 officialname
and it will appear in a script font on the elnvoices.

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 mayadjust
it to meet your needs.

6. Co-op Script Message — This is the message that will appear on all co-op scripts. You mayadjust
it to meet your needs.
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Visual Traffic — elnvoicing Lesson

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> elnvoices> elnvoice
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 elnvoices.

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.

Marketron 1(800) 476-7226 | help@marketron.com | marketron.com n m -



Visual Traffic — elnvoicing Lesson

My Account

Manage your company and personal accounts from a single,
easy to use website. Customize your settings for a Marketron
experience tailored to your needs. From here, you can update
your account settings, review your company profile and logo, log
support requests and more.

Profile
Company

Support Request
— Station Logos

Sample MyMarketron Station Logos

Station Logos

Use this page to upload company and station specific logos that can be used with MediaScape Proof of Performance and Electronic Orders and Invoice services.

Company Marcia Chase - Trainer Vv _

Company Logo

No
Logo
Uploaded

© The Company logo will appear by default when a station logo has not been uploaded and for multi-station elnvoices.

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

4. If you upload a logo to the “Company Logo”, the logo is then placed under the CompanyLogo
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.

6%3 Marketron 1 (800) 476-7226 | help@marketron.com | marketron.com n m o
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Visual Traffic — elnvoicing Lesson
Sample MyMarketron Logo Upload Tab

Home / Station Logos

Station Logos

Upload logo for TRN1-AM

Logo should be a .png file with an aspect ratio of 3:2. Example 300px wide and 200px high.

Click on the 'Browse..." button to locate the logo you wish to upload. Once you've located your logo file, click the 'Submit' button to upload it.

Browse...

016 Marketron Broadcast Solutions

6. Choose your logo file and click on the Submit button.
Home / Station Logos

Station Logos

Upload logo for TRN1-AM

Logo should be a .png file with an aspect ratio of 3:2. Example 300px wide and 200px high.

Click on the 'Browse..." button to locate the logo you wish to upload. Once you've located your logo file, click the 'Submit' button to upload it.

'D:\Documents\1 Symposium\AM Invoicing Logo.png Browse...

2016 Marketron Broadcast Solutions

Sample MyMarketron Logos Tab

TRN1-AM TRN1-FM

Mus;a
,‘?‘\J\

7 JnO‘):&O

- R
v ¥

’
to.-
> ?

¥

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.

Q)E\Zé Marketron 1(800) 476-7226 = help@marketron.com | marketron.com ooy
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Visual Traffic — elnvoicing Lesson
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 elnvoicing

Agencies That Already Receive elnvoices
1. Go to VT Main Menu>Setup Menu>Edit Agency and select Agency from the list.
Sample Agency Setup Screen

Agencies

MEDIAEDGE:CIA / NY - [9)
Mediatfest Direct - (44)

Morach Partners - (55

MEDIAVEST NEW YORK - (16) Hel
MINDSHARE USA, INC. / NY - (12 _pl

Print...
Motivated Marketing - (9]
NAPA, - (29) Notes...
OMD / NY -[14)
ONLINE CLASS AGENCY-(28) . v
New | Import Save Cancel | Delete |
Added on:
Agency Name: IMoroch Partners |02/1 242013
Legal Entity: I Business Number: l
Reference Id: |55 Default Commission: IAgenc_-,- Discount - 15% LI _l
Electronic Id: | .| T Electronic Invoicing 72525{:’23;? Agency Data
' Addresses: ' Phone Numbers: IEI
|_D efault J |_D efault j _I I it
Line 1: |3625 N. Hall St. Suite 1100 Number: |214-520-9700 Manager
Line 2: I ‘
[inek: | Contacts: i’veb Site
Line 4: | |_Default j _|
City: |Dallas Name: IK'iSIin Arthur I” Disable for use on new orders
State/Prov: ITX ™ Legal action for nonpayment
Credit Policy .
Zip/Postal: |7521 3 I << Nors 55 Ll J I Order approval required
Country: I ™ Purchase order number required
Run Credit Policy Check

2. Click on the ellipsis button next to the Electronic ID Field.

Marketron 1(800) 476-7226 | help@marketron.com | marketron.com n m -
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Visual Traffic — elnvoicing Lesson

3. This opens up the Marketron Client Search screen.

Sample Marketron Client Search Screen

O
Marketron
Add Client

Search by

O Advertiser Name IMoroch Partners @

@® Agency Name

O Other [J within |50 | V| miles of zip code |75219

Name El Code  Address City State  Zip Details
AGY  Moroch Partners 123153 3625 N. Hall St. Suite 1100 Dallas TX 75219 @ Select
< >
-

4. Because you clicked on the ellipsis button while on an existing agency, the search will look forthe
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 youare
certain that this is the correct agency, click on the Select link.

Marketron 1(800) 476-7226 | help@marketron.com | marketron.com n m -
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Sample Completed Agency Setup Screen

Visual Traffic — elnvoicing Lesson

Agency Setup

Agencies

MEDIAEDGE:CIA / NY - (9]
MediaVest Direct - (44)
MEDIAVEST NEW YORK - (16)
MINDSHARE USA, INC. / NY - (1
Moroch Partners - (5

Motivated Marketing - (69)

NA&PA, - [29)

OMD /NY - (14)

ONLINE CLASS AGENCY -(28)
New |

Import Cancel

| Delete I

Added on:

Agency Name: IMotoch Partners

|02/1 2/2013

Legal Entity: I Business Number: I

Reference |d: |55

Electronic Id; |123153 J IV Electronic Invoicing

Default Commission: IAgency Discount - 15%

=1L

- Miscellaneous Agency Data
E-Mail Address

l

Owner

!

M anager

‘Web Site

I

™ Disable for use on new orders

Addresses: Phone Numbers:
I_Defau" j J |_Default j J
Line 1: |3625 N. Hall St. Suite 1100 Number. |214-520-9700
Line 2: I
Line 3: I Contacts:
Line 4 | | Defaul EE]
City: ID allas Name: IKlistin Arthur
State/Prov: |TX o
Credit Policy
Zip/Postat: |75219 I << None >>

Country: |

Run Credit Policy Check

3.

™ Legal action for nonpayment
™ Order approval required

™ Purchase order number required

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 elnvoicing

@:@ Marketron

1. If your agency does not display in the Marketron Client Search screen, click Add Client.

1(800) 476-7226 = help@marketron.com | marketron.com
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Visual Traffic — elnvoicing Lesson

Sample Marketron Client Search Screen

- O
é:@ Marketron
Add Client
Search by
O Advertiser Name IMarcia's Agency for Results ﬁ
@® Agency Name
O Other
[ Within [50 [%] miles of zip code [555665
No items found for - Marcia's Agency for Results
< >
|

Sample Add New Client Selection Screen

What would you like to do?

O Create a new advertiser

O Create a new agency

Important: Do not create a new advertiser or agency account if you simply need to add a
new contact to an account. If multiple contacts are required for an advertiser or agency
submit a request to eirequest@Marketron.com. Be sure to include all of the required
information for each contact.

Back

13. Select Create a new agency and then click Finish.

@:@ Marketron 1(800) 476-7226 = help@marketron.com | marketron.com ooy
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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 ofthe
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

Marketron
Back To List

Advertiser Name |Marcia's Agency for Results

A
Address Advertiser Contact Info
Line 1 123 Any Lane * First Name *
Line2 — Last Name 1
Line 3 ContactEmail .
City Your Town ContactConfirmEmait [ ]
State us Title
Postal Code 555655 . Phone 555-555-5555
Country [USA Z] *
Please complete the following information for the Advertising Portal notification that will be emailed to your dient.
| ’ Add Client
Your Name Company Name or Call Letters v
< >

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:

Marketron 1(800) 476-7226 | help@marketron.com | marketron.com ﬁ m -
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Sample Duplicate Email Addresses Screen

Exchange Client Search - [m] X

Duplicate Client Contacts A
Name Address-1 City State> Postal Code

ALABAMA FOOT CARE CENTER, P.C. 2304-B GATEWAY DR OPELIKA AL 36804

EXAMPLE BLUEBERRY 123 ANYWHERE LANE ANYPLACE AL 36801

Example Agency 3 510 Agency Place Our Town AL 12345

BALDWIN HOME CENTER 3736 S Phillips Dr Lanett AL 36863

AROMATHERAPY AND MASSAGE CENTER 1147-A OPELIKA RD AUBURN AL 36830

JIM BOB'S CHICKEN FINGERS 1006 1ST AVE OPELIKA AL 36801

LAMBERT TRANSFER & STORAGE 1102 FOX TRAIL OPELIKA AL 36801

ALLSTATE - DEE JONES 601 FIRST AVE OPELIKA AL 36801

AUBURN EYE CARE 1955 OPELIKA RD AUBURN AL 36830

DAVID' S HOUSE OF HORROR 456 SCARY LANE SCARY TOWN AL 12345

WAREHOQUSE BISTRO 105 ROCKET AVE OPELIKA AL 36801

THOMAS PHARMACY 1713 PEPPERELL PKWY OPELIKA AL 36801

*** EXAMPLE NEW ADVERTISER 508 South 7th Street Opelika AL 36830

***EXAMPLE OF NEW ADVERTISER 2 123 ANYPLACE LANE ANYWHERE us 21351

H & W MOTORS 601 COLUMBUS PKWY OPELIKA AL 36801

VICTORY DESIGNS (TR) 817 S RAILROAD AVE OPELIKA AL 36801

CARE CENTER OF OPELIKA 1908 1/2 PEPPERELL PKWY OPELIKA AL 36801

PLANT WORLD NURSERY 7509 LEE RD 146 OPELIKA AL 36801

Sample Advertiser 1234 ABC Street My Town AL 32156

DAIRY QUEEN* Auburn AL

There are 20 advertisers with this same email address. Would you like to select one of these Advertisers?
v
A

Marketron

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.

1 (800) 476-7226

help@marketron.com

© Marketron Broadcast Solutions. Trusted Leaders in Enterprise Software.

marketron.com

fHink 4



Visual Traffic — elnvoicing Lesson

Sample New Account Request Screen

Marketron

New Account Request

Request New
Account for
Email
Address:

mchase@marketron.com

To submit a request to use this email address on another advertiser,
please enter your email address. You will be notified when the account
has been created.

Enter
your
email
address:

Iggallaway@marketron.com

Confirm
your

email Iggallaway@marketron.com Submit Cancel

address:

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

Sample Duplicate Contact Request Screen

Marketron

Duplicate Contact Request Sent

New Account Request Sent.

éZ@ Marketron 1(800) 476-7226 | help@marketron.com | marketron.com
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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

Agency Setup

Agencies
22 squared -Tampa - [70)

oK
ACKERMAN MCQUEEN - (1)

Active International - (95)

4d Results, Inc. - (79)
AD-SUCCESS MARKETING - (7 Print...
ALABAMA MEDIA INVESTMENTER(90)

ALLSCOPE MEDIA - (98) Notes...
American Sighature Inc. - (47)

dnderson Advertising - (66)

Help

ilds

New | Import Save Cancel | Delete |

Added on:
Agency Name: | |0910912u1 3

Legal Entity: I Business Number: I

Reference |d: I Default Commission: IAgency Discount - 15% L] J
o . - — Miscellaneous Agency Data
Electronic Id: I J ™ Electronic Invoicing E-Mail Address
Addresses: Phone Numbers: I

I_Default j J I_Defaull j J IU et

Line 1: | Number: |
Line 2: I
Line 3: | Contacts: ‘Web Site

Line 4 | I_Default LIJ I

City: I Name: I

M anager

™ Disable for use on new orders

State/Prov: | ™ Legal action for nonpayment
Credit Policy

: b ™ Order approval required
Zip/Postat: | I << None >> j _| o ?
Country: I

™ Purchase order number required

Run Credit Policy Check

2. The Marketron Exchange Client Search screen opens.

Sample Marketron Exchange Client Search Screen

C%@Marketron

Add Client
Search by

O Advertiser Name I E
@® Agency Name
O Other

[J Within |50 . miles of zip code

@:@ Marketron 1(800) 476-7226 = help@marketron.com | marketron.com ooy
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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.
A
Marketron
Add Client
Search by
O Advertiser Name |mam" E
@® Agency Name
O Other
[ Within |50 || miles of zip code

Name El Code Address City State Zip Details

AGY Barber Martin Advertising 1325 ;gnn Beaufont Springs Dr, # i hmond VA 23225 [2 Select
. : 23219-

AGY Martin Agency, The 121310  One Shockoe Plaza Richmond VA 4132 Select
AGY Martin Retail Group 138714 2801 University Blvd. #200 Birmingham AL 35233 @ Select
AGY Martin Schleifer 157604 4470 NW 9th Street Ef::;“t FL 33066 IE Select
gy Martin Wiliams 146812 60 South Sixth St. Ste. 2800  Minneapolis ~ MN 55402 [E Select

Advertising —
AGY Martino Flynn LLC 124464 175 Sully's Trail Pittsford NY 14534 E Select

v
< >
% |

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.

Agencies
KATZ GROUP SALES - (31) A 0K
KATZ MEDIA GROUP - (32) 4‘
Kelly, Scott and Madison, Inc. - (92) Help
KOLAR - (19)
Marcia's Agency for Results - (102) Print...
Marketing & Media Resources - (89)
Mars Advertising - (36) Notes...
MARTIN AGENCY, THE - (5

v

Martin Williams Advertising - (35)

New | mpor Save Cancel | Delete |
Added on:
Agency Name: IManin Willams Advertising ]08/1 4/2012
Legal Entity: I Business Number:

Reference Id: |35 Default Commission: IAgency Discount - 15% j J

Electronic 1d: | 146812 J IV Electronic Invoicing [ éd agﬁkdng;‘;z't\genw Data
Addresses: Phone Numbers: o
I_Delaull j _| I_Delaull j J lvsmer_
Line 1: [60 South Sisth St. Ste. 2800 Number. [612-3429717

Manager
Line 2:

Line 3: l— Contacts: Web Site

Line 4: l— _Default - J
City: lMinneapoIis— Name: ,CindM)hY\S— I” Disable for use on new orders

State/Prov: [MN I Legal action for nonpayment

Credit Policy .
Zip/Postal: |55402 ,m J ™ Order approval required
Cownty: [ I™ Purchase order number required
Run Crediit Policy Check |

Marketron 1(800) 476-7226 | help@marketron.com | marketron.com n m -
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Setting Up Advertisers for elnvoicing

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

Report Title

|Agency List (Summary]

ngmaryl Grouping  Eilters

=5 Default Phone

=] Discount Method
Electronic Invoicing

Y ="Send Electronically"
=3 Extemal Id

23] Legal Action Taken

=3 Zip Code

LCondition

FlemoveAIII

I Equals

T

@ Help

Save as...

&
@ Preview...

(-1 Email

(s}

fint

Reports\List\AgencySummaryList.rpt

x \_-
I

13834
—

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

Marketron

Report Title

IAdvertiser List [Summary]

Summary I Grouping  Filters

5] Add Date

=5] Advertiser

5] Advertiser ID

Agency

Y ="22 squared -Tampa"

e

A Remove |
Remave All |

¥ ="ACKERMAN MCQUEEN"
Y ="adResults, Inc."
¥ ="ARNOLD WORLDWIDE - BOSTON"
Y ="Casey's Advertising" & Piint
¥ ="GroupM Matrix" .
=53] Agency ID @ Preview...
=2 Credit Policy
=] Default Salesperson w {1 Email
Condition
IEquaIs Ll |GroupM Matrix Ll
Update | X Cance I
Reports\List\AdvertiserSummaryList.rpt Modified | 13835 |
1(800) 476-7226 = help@marketron.com | marketron.com
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Visual Traffic — elnvoicing Lesson

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

Advertiser Name: Default Statement Group: oK |
|ACE HARDWARE

|THN1-FM/DEMD-WB (Statement Group) v |

Legal Entity: Business Number: Cancel |
| I l Help |

Reference Id: Electronic |d:

|1 5 I J [ Electronic Invoicing

Default Agency: @
IACKEHMAN MCQUEEN - (1) LI J !

Addresses: Phone Numbers: . Advertiser Codes... |
|_Default Ll _I |_Default Ll_l Order Settings... |
Line 1: l Number: I A/R Settings... |
Line 2: | Notes... |
o | Contacts:
ine 3:
I_Default LI _I Purchase Goals
Line 4: | | and History...
) Name: —
City: l Current Balance
State/Prov: I and Statistics...
Added on:
Zip/Postal: |
|11/29/20El7
Country: I

5. In AIR Settings, if you do not wish to print an invoice for this client because it is beingsent
electronically, uncheck “Print Invoice”.

6. If the invoice requires notarization, make sure to check the “Notary Required” box.

Marketron 1(800) 476-7226 | help@marketron.com | marketron.com n m -
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Sample A/R Settings Screen

Visual Traffic — elnvoicing Lesson

i~ Invoice Frequency Options
" Weekly
" Media Month

Receivables Group:

INationaI

Credit Policy:

| << None >>

Run Credit Policy Check

OK

| Cancel |

' Media Month or EOS
" Calendar Month or EOS
" Calendar Month ¢ EOS [ End Of Schedule )

=

j J ™ Tax Exempt Taxes...

Invoice Settings
-
[V Notary Required

Invoice Copies: |1

Simulcast Slave-Spot Invoice Flags

™ Print Invoice

" Suppress Al
% Show as Simulcast

" Show as Simulcast w/ Call Signs

Tax 1D: I
™ Finance Charges Allowed

[V Statement Required

Help |

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 elnvoicing, 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

éZ@ Marketron

Invoice Number: 130-00003-0001 i —— T oK
Order Number: 130-00003 es: [09/01/2014 03/07/2014 = ;
Status: History @ Invoice Date: |09/07/2014 anee
Invoice Type: Per Spot Notes...
Invoice Created On: 02/16/2016 System Created T
Statement Group: TRN1-FM/DEMO-WB (Statement Group) e
) i . Help
[a7R Cash - TRNT-FM | [National | [<<None>> |
[1408 AUG/SEPT LOCAL ITRN1«FM =
r
Optional Billing Information Sales. Discounts, Commissions and Bulk
j I j |<< None >> ;| |<< None >> j
C icha «
Cs C INaliunal, Denver ;| ISlandavd - National Accounts j
At o Moroch Partners v Agency Discount - 15% v
o e - | =l g
Invoice Options |~ PiintInvoice [~ ™ Notary Required v
o) ol CN [ @) (o
9] @] o] [0} (o]
@) (@] (@) (@]
1(800) 476-7226 = help@marketron.com | marketron.com
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Visual Traffic — elnvoicing Lesson

If you do not check “Print Detail”, the invoice will print in a summary, as shown below.

9/1/2014[Mon 1:00
9/1/2014 [Mon 1:00
9/2/2014| Tue 1:00
9/2/2014| Tue 1:00
9/3/2014 [Wed 1:00
9/3/2014 [Wed 1:00
9/4/2014| Thu 1:00]
9/4/2014( Thu 1:00
9/4/2014 Thu 1:00
9/5/2014( Fri 1:00
9/5/2014| Fri 1:00,
9/5/2014| Fri 1:00
9/7/2014( Sun 1:00

TRN1-FM
TRN1-FM
TRN1-FM
TRN1-FM
TRN1-FM
TRN1-FM
TRN1-FM
TRN1-FM
TRN1-FM
TRN1-FM
TRN1-FM
TRN1-FM
TRN1-FM

ISCI Code: MCLIZ94314R/MCLI162314R
Copy: CHEDDAR MELT/DOLLAR BEV
Copy: CHEDDAR MELT/DOLLAR BEV
Copy: CHEDDAR MELT/DOLLAR BEV
Copy: CHEDDAR MELT/DOLLAR BEV
Copy: CHEDDAR MELT/DOLLAR BEV
Copy: CHEDDAR MELT/DOLLAR BEV
Copy: CHEDDAR MELT/DOLLAR BEV
Copy: CHEDDAR MELT/DOLLAR BEV
Copy: CHEDDAR MELT/DOLLAR BEV
Copy: CHEDDAR MELT/DOLLAR BEV
Copy: CHEDDAR MELT/DOLLAR BEV
Copy: CHEDDAR MELT/DOLLAR BEV
Copy: CHEDDAR MELT/DOLLAR BEV

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

$20.00
$30.00
$20.00
$30.00

$20.00
$30.00
$20.00
$60.00
$20.00 $20.00
$30.00 $30.00

$5.00 $5.00
$20.00 $20.00
$30.00 $30.00

$5.00 $5.00
$20.00 $40.00
$30.00 $30.00

$8.00 $64.00

[ S N T T T | JERS SN

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

REX'S INNKEEPER

Advertiser Name:

Default Statement Group:

oK I

IHEX'S INNKEEPER
Legal Entity:

ITHN1-FM/DEMD-WB (Statement Group) LI

Business Number,

Cancel I

Reference Id:

!

Electronic Id:

Help I

|1 92 l J ™ Electronic Invoicing
Default Agency:

I << None >> Ll J
Addresses: Phone Numbers:

I_Default LI J I_Default j J

Line 1: I3U1 N CENTURY AVE

Advertiser Codes... |
Order Settings... |

Number. |608-843-5011

Line 2: |

A/R Settings... |

Contacts:

Line 3: I

Line 4: |

I_D efault

=]

Notes... |

Purchase Goals
and History...

Name: |REX ENDRES

City: IWAUNAKEE

State/Prov: |W|

Zip/Postal |53597

Added on:

I 09412/2016

Country: |

Current Balance
and Statistics...

3. If a match or matches are found, they are listed. If nothing is listed, you will need to “Add Client”.

@:@ Marketron

1 (800) 476-7226

help@marketron.com
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Visual Traffic — elnvoicing Lesson

Exchange Client Search

— O

€>Z§Marketron 5

Add Client
Search by

@® Advertiser Name
O Agency Name
O Other

IREX‘S INNKEEPER

[J Within |50 . miles of zip code |53597
No items found for - REX'S INNKEEPER

Exchange Client Search

6%3 Marketron

What would you like to do?

O Create a new advertiser

O Create a new agency

Important: Do not create a new advertiser or agency account if you simply need to add a
new contact to an account. If multiple contacts are required for an advertiser or agency

submit a request to eirequest@Marketron.com. Be sure to include all of the required
information for each contact.

Back

4. Select “Create a new advertiser”.

6%3 Marketron 1 (800) 476-7226 | help@marketron.com | marketron.com n m >
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Visual Traffic — elnvoicing Lesson

Sample Add Client Screen

Marketron
Back To List

Advertiser Name [REXS INNKEEPER

Address Advertiser Contact Info

Line 1 301 N CENTURY AVE | * First Name REX ENDRES *
Line 2 I Last Name —
Line 3 ContactEmail [:, *
City \WAUNAKEE ContactConfirmEmail :I*
State fwi Title

Postal Code 53597 . Phone 608-849-5011

Country USA v

Please complete the following information for the Advertising Portal notification that will be emailed to your dient.

| | ]

Your Name Company Name or Call Letters
<

Add Client |

>

Z]

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.

Marketron

Marketron
Back To List
Advertiser Name [REXS INNKEEPER A
Address Advertiser Contact Info
Line 1 301 N CENTURY AVE _ |* First Name REX
Line 2 Last Name ENDRES
Line 3 ContactEmail mchase@marketron.com
City WAUNAKEE ContactConfirmEmail |mchase@marketron.com
State Wi Title
Postal Code 53597 ’ Phone 608-849-5011
Country USA v
Please complete the following information for the Advertising Portal notification that will be emailed to your dient.
[Marcia Chase TRN1-FM Add Client | ,
Your Name Company Name or Call Letters
< >
1(800) 476-7226 = help@marketron.com | marketron.com
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Visual Traffic — elnvoicing Lesson

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 willbe
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

Exchange Client Search - a X

Duplicate Client Contacts

Name Address-1 City State> Postal Code

ALABAMA FOOT CARE CENTER, P.C. 2304-B GATEWAY DR OPELIKA AL 36804

EXAMPLE BLUEBERRY 123 ANYWHERE LANE ANYPLACE AL 36801

Example Agency 3 510 Agency Place Our Town AL 12345

BALDWIN HOME CENTER 3736 S Phillips Dr Lanett AL 36863

AROMATHERAPY AND MASSAGE CENTER 1147-A OPELIKA RD AUBURN AL 36830

JIM BOB'S CHICKEN FINGERS 1006 1ST AVE OPELIKA AL 36801

LAMBERT TRANSFER & STORAGE 1102 FOX TRAIL OPELIKA AL 36801

ALLSTATE - DEE JONES 601 FIRST AVE OPELIKA AL 36801

AUBURN EYE CARE 1955 OPELIKA RD AUBURN AL 36830

DAVID' S HOUSE OF HORROR 456 SCARY LANE SCARY TOWN AL 12345

WAREHOUSE BISTRO 105 ROCKET AVE OPELIKA AL 36801

THOMAS PHARMACY 1713 PEPPERELL PKWY OPELIKA AL 36801

*** EXAMPLE NEW ADVERTISER 508 South 7th Street Opelika AL 36830

**EXAMPLE OF NEW ADVERTISER 2 123 ANYPLACE LANE ANYWHERE us 21351

H & W MOTORS 601 COLUMBUS PKWY OPELIKA AL 36801

VICTORY DESIGNS (TR) 817 S RAILROAD AVE OPELIKA AL 36801

CARE CENTER OF OPELIKA 1908 1/2 PEPPERELL PKWY OPELIKA AL 36801

PLANT WORLD NURSERY 7509 LEE RD 146 OPELIKA AL 36801

Sample Advertiser 1234 ABC Street My Town AL 32156

DAIRY QUEEN* Auburn AL

There are 20 advertisers with this same email address. Would you like to select one of these Advertisers?
v
A

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.

1(800) 476-7226 = help@marketron.com | marketron.com
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Visual Traffic — elnvoicing Lesson

Sample New Account Request Screen

Marketron

New Account Request

Request New
Account for
Email
Address:

mchase@marketron.com

To submit a request to use this email address on another advertiser,
please enter your email address. You will be notified when the account
has been created.

Enter
your
email
address:

Iggallaway@marketron.com

Confirm
your

email Iggallaway@marketron.com Submit Cancel

address:

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

Sample Duplicate Contact Request Screen

Marketron

Duplicate Contact Request Sent

New Account Request Sent.

éZ@ Marketron 1(800) 476-7226 | help@marketron.com | marketron.com
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Visual Traffic — elnvoicing Lesson

Adding a New Advertiser for Electronic Invoicing

1. When adding a new advertiser to Visual Traffic that requires an Electronic ID (El) code, go to
Advertiser>Edit Advertisers>New. On the New Advertiser screen, click on the Import button.

Sample New Advertiser Setup Screen

Advertiser Name: Default Statement Group: oK I
| | =]

Legal Entity: Business Number: &I
| | Help |
Reference Id: Electronic Id:

| | _| I Elecltonw &l
Default Agency:

I << None >> j _| m
Addresses: Phone Numbers: Advertiser Codes... |
|_D efault j J |-D efault Ll J Order Settings...

Line 1: | Number: | A/R Settings... |

ez l Contacts: Notes...
Line 3: .
" I I—DEfaUIt j J Purchase Goals
Line 4: | | and History...
Name: —
City:
W I Current Balance
State/Prov: I and Statistics...
Added on: -
Zip/Postal: I
|09/1 2/2016
Country: |

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. Clickon
green Search button to search.

Sample Marketron Exchange Client Search Screen

Exchange Client Search - a X

Marketron .

Add Client
Search by
@® Advertiser Name Ifarm E
O Agency Name

O Other

[J Within |50 || miles of zip code

Marketron 1(800) 476-7226 | help@marketron.com | marketron.com n m -
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Visual Traffic — elnvoicing Lesson

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.

AD'

<

AD

<

ADV

ADV

AD'

<

AD

<

AD'

<

AD

<

@® Advertiser Name
Agency Name
© Other

Exchange Client Search

Search by

Add Client

|farm

[ Within |50 | V] miles of zip code

Name

Brookdale Farms

Cascadian Farms - SDG West

Faith Farm - Anthony Advertising

State Farm (Marshall) - Marshall
Advertising

STATE FARM - BILL WHITE

STATE FARM - PHILLIP CLOWDUS

STATE FARM - SCOTT HOLLEY

STATE FARM - TOM BYRAN

El
Code

160759

157186

152398

155248

160763

160762

160768

160736

Address

10 Mercer Road

10978 East Crestridge
Cirde

4213 SE Rainbow's End

341 South Plant Avenue

4015 8th ST

1141 OPELIKA RD

440 N DEAN RD

1819 PEPPERELL PKWY

City

Natick

Englewood

Stuart

Tampa

OPELIKA

AUBURN

AUBURN

OPELIKA

]

State
MA
co

FL

FL
AL
AL
AL

AL

Zip

01760

80111

34997-

2471

33606

36801

36830

36830

36801

Details

A setect
(A setect
select
(A setect
select
(A setect
select
(A setect

A

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

From: Exchange Administration Manager

Sent: May 27, 2015 3:38 PM

To: mchasemarketron@earthlink.net
Subject: TRN1-FM Welcomes MCHASE MARKETRON

Dear MCHASE MARKETRON:

Marcia Chase at TRN1-FM has signed you up to join the Marketron Advertising Portal.

https:/advertisingportal .emarketron.com
Advertising Portal Login Credentials
User Name: mchasemarketron(@earthlink net

Password: kEdq?726

Electronic ID Code: 169855

The Advertising Portal gives you the ability to:

The Advertising Portal is a service made available to you free of charge by Marketron Broadcast Solutions.

« View and download current and historical elnvoices from stations using Marketron services.
o When elnvoices are available, an email notification will be sent to you from: ‘Marketron Advertising Portal’.
« Additionally, you may have the ability to process secure electronic payments to the stations on which you advertise, if those stations subscribe to the Marketron PayNow service.
o When needed, you may request changes to your account such as: address, contacts and invoice delivery options.

Thank you for taking part in our efforts to make the broadcast industry's environmental impact greener.

This ID can also be given to any other broadcast companies on which you advertise if they use Marketron services.

If you have any additional questions, please contact TRN1-FM directly or you can reach out to Marketron at eirequest@marketron.com

éz@ Marketron

1 (800) 476-7226

© Marketron Broadcast Solutions. Trusted Leaders in Enterprise Software.
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Visual Traffic — elnvoicing Lesson

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

[Advertiser List (Summary)] Options
Report Title

| dvertiser List [Summar

Summary Igroupingl Filters I
Report Options Summary

Report: Advertiser List (Summary]
Date Range: <Not Available>
Grouping: <None>
Filtering: Electronic Invoicing = ""Send Electronically”

Options: <Not Available> &b Print

@ Preview...

(-1 Email

G |
B Prvin.
-ECH

& pint | SEmai || % cancel |

Reports\List\AdvertiserSummaryList.rpt [ \ 13846 |

1. VT Main Menu>Orders>Create Edit Orders>Select Advertiser from drop-down list. Highlightthe

order you wish to edit and click Edit.

2. Click on the Invoicing button.

Marketron 1(800) 476-7226 = help@marketron.com | marketron.com
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Visual Traffic — elnvoicing Lesson

Sample Order Screen

@ Accepted Order #: 151-00008 [AMERICAN FAMILY - KATZ] - X

Order Number: |151-00008 Date: |p1 1972016 Order Type :
% Per Spot
Cust. P.O.: |29289372-EI12 Order Rev.: I o S Cancel

|MarketronElA [29289372-012] Rev 0 [~ Save as template i IF
Statement Group: | TRN1-FM/DEMO-WB (Statement Group] | r s
AR Account Receivables Group: i ; i ¢

, T Pl
|&/R Cash - TRN1-FM | |National ~| - , '
Description: - - ‘ Help
[GENERAL I nvoice [

Agency:

KATZ MEDIA GROUP -

Sales Commissio
Standard -

Salesperson:

New York National

GO CENERE | Optional Billing: Order Discount:

Media month or EOS Invoice Invoic ot be printed

MNone

Renewable Status... | Optional Biling... | Commissions and Discounts.4.| Taxes... | Invoicing... | Notes...l View Calendar... |

13 Current Detail ltems [ 2 )
MNum | Station Start Date End Date
13 TRN1-FM 03/14/2016 03/27/2016 00:00:00-06:00:00
12 TRN1-FM 01/04/2016 02/28/2016 06:00:00-24:00:00 Ruap |l

11 TRN1-FM 03/14/2016 03/27/2016 15:00:00-13:00:00 00:01:00
10 TRN1-FM 01/04/2016 02/28/2016 15:00:00-15:00:00 00:01:00
9 TRN1-FM 03/14/2016 03/27/2016 10:00:00-15:00:00 00:01:00

Spot &bs 8 TAN1-FM 01/04/2016 02/28/2016 10:00:00-15:00:00 00:01:00 32 . 1760.00 +
< >
Spot Patterns... Non-Spot Billing.... | ‘Wheel Plan Definitions... | Top and Tails... I Filler... | Statistics...

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

v 1(800) 476-7226 = help@marketron.com | marketron.com
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Visual Traffic — elnvoicing Lesson

Sample Invoice Information Screen

Order [151-00008] - X

Invoice Information ]

7 Printlnvoice |~ Frnt Detal | Notary Required

Invoice Copies: I1 !

Invoice Frequency Options
" Weekly * Media Month or EOS
" Media Month " Calendar Month or EOS f
" CalendarMonth ¢ EOS [ End Of Schedule )

Invoice Sorting Options
" MNone { Da
" Date @,
o

=

Simulcast Slave Spot Invoice Flags

' Electronic Invoice fltings
[V Electronic Invoicing

Agency Product Code: |GEN

-

Agency Client Code: |AYE

Agency Estimate Code: |1 97

0K | Cancel | Help | L

¢ 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.

éZ@ Marketron 1(800) 476-7226 = help@marketron.com | marketron.com ooy
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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

& Copy Maintenance - AMERICAN FAMILY - KATZ:KATZ MEDIA GRO... — X
Copy Name: DHEAMS EVOLVED - AUTO [V Keep after expired
—Cart Range Type——
Tape No.: | Length: & Commercial Cancel |
* Lommercia
Hel
Start Date: [01/04/2016 End Date: [09/25/2016 € PSA Ll
€ Promo
Co-op: | << None >> LIJ  Live gg
ISCI Code: [YALM5050000 O iz
Talent: Irritation:
I I [~ Notary Required
Product Code: Log Description:
Ilnsurance j _I IAMEHICAN FAMILY - KATZ Agssign to Orders...
— Restrictions

Delete

New...
Edit I
_Deete |

— Cart Assignment Information

Available Stations Assigned Stations [* = produced) Cart #:
TRN1-4M - 01084 I
TRN1-FM - 0108 A
TRN1-wWE - 1003LA Select Al
Unassigned
Assign Autos
Assign
Optionals
Produced |
Add << Remove I

e% Marketron 1(800) 476-7226 = help@marketron.com | marketron.com ooy
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Sending elnvoices

Before sending elnvoices using the elnvoice Wizard some configuration is required. This will ensure your
invoices will meet your station’s requirements before transmitting.

To launch the elnvoicing Wizard, go to Billing> Send elnvoices. Once you have launched the elnvoicing
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 elnvoice settings.

The Statement Group Selection screen is the first step of the elnvoicing 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 elnvoice. If necessary, you can change the Current/Month Year to elnvoice. 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 elnvoice Wizard will default in the Month/Year to elnvoice date to the earliest Month/Year to
elnvoice.

The elnvoicing Wizard is a flexible tool designed to electronically deliver all invoices,
saving you time and postage costs. You now have the ability to electronically deliver
all invoices including scripts, electronically notarized co-op scripts and invoices.

The elnvoicing Wizard will walk you through screen-by-screen where you can select
your electronic invoice options

Month/Year To elnvoice

December 2015 -+

Choose Statement Groups to elnvoice

[~ SelectAll

Statement Group Name l Curent Month | Last Accepted Log Date
Huntsville Stations December 2015 12/31/2015

M Opeika Stations December 2015 12/31/2015

elnvoice Addr figurati
Invoice Not figuration

elnvoice Settings Configuration

= Next r@] 3 Close I

elnvoice 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.

:

Enter the addresses to be displayed on elnvoices. Only the statement group address will be
used if station addresses are not configured and when transmitting multi-station invoices. ‘

Enter station addresses if there are different remittance addresses for each station.

' Bl Hunisvile Stations | Add (7 Edit () Delete
VBBT-FM
VCKY-FM
VIC1-FM Statement Group: Huntsville Stations
WIT-FM

Opelika Stations

Address-1: I1536 Commerce Drive

Address-2: ISu'ne 300

Address-3: I

City: IAL

Sute: [arsdle

Postal Code: W
Company Phone: m
Company Fax: ﬁ

Company Email: [

elnvoice Notes Configuration

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

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 elnvoice Note Configuration.
Advertiser/Agency or invoice specific address, contact and notes can be controlled as normal using the
new _elnvoice (Adv/Agy) Document Group. The upgrade will automatically copy the contents of the
_Invoice Document Group to the new _elnvoice Document Group
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@ Add 7 Edit @ Delete

Statement Group l Station l Assignment l Position l Position Sequence l Note

Huntsville Stations Any Agency Only Top 1 Payments considered past due S0 days after invoice.

Huntsville Stations Any Direct Only Bottom 1 ¥ you have any questions or concems contact your Salesperson

Huntsville Stations Any Agency & Direct Bottom 2 Advertising contracts with Johnson and Best Broadcasting do not discriminate on the ba:
Huntsville Stations VBBT-FM Agency & Direct Top 2 VAT Invoice

Add/Edit elnvoice Note
Click Add to enter a new elnvoice 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 printon
elnvoices 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.
« elnvoice 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 elnvoice:
= 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.

Marketron 1(800) 476-7226 | help@marketron.com | marketron.com n m -

© Marketron Broadcast Solutions. Trusted Leaders in Enterprise Software.



Visual Traffic — elnvoicing Lesson

Statement Group Station
Huntsville Stations ~| |< Any > =~
Sequence: I 1 33
—elnvoice Note For Note Position on Invoice
" Direct Only & Top
& Agency Only " Middle
" Agency & Direct € Botiom

Note Text:
Payments considered past due 90 days after invoice.

t i save | 4§ Cancel |

elnvoice 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.

r - 3
Elnvoicing Settings Configuration o [‘LJ

™ Include Non Co-op Script with elnvoices

B see | 4 Cancel |
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elnvoice Wizard — Sending Electronic Invoices

Visual Traffic — elnvoicing Lesson

The elnvoicing Wizard is a flexible tool designed to electronically deliver all invoices,
saving you time and postage costs. You now have the ability to electronically deliver
all invoices including scripts, electronically notarized co-op scripts and invoices.

The elnvoicing Wizard will walk you through screen-by-screen where you can select
your electronic invoice options.

Month/Year To elnvoice

December 2015 =

Choose Statement Groups to elnvoice
I~ SelectAll
Statement Group Name
Huntsville Stations
Opelika Stations

| Current Morth [ Last Accepted Log Date
December 2015 12/31/2015
December 2015 12/31/2015

Invo figurati

v figur

= | Next -bl 4§ Close |

The elnvoicing Dates page will automatically default in the correct dates for each Billing Frequency and
will default to elnvoice 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.

@:@ Marketron
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6:3 elnvoicing Wizard - elnvoicing Dates X

Calendar Month: December, 2015 ( 12/01/2015 - 12/31/2015)
Media Month: December, 2015 ( 11/30/2015 - 12/27/2015)

Logs Accepted Through: 12/31/2015
Billing Freguency

[V All Frequencies

WV Weekly 12/27/2015 2
M Media 12/27/2015 2
V' Calendar 12/31/2015 2

V' End Of Schedule 12/27/2015 2

4a Previous | Next ﬁ)l §j Close ‘

On the elnvoicing Option page you can select the clients and criteria for elnvoicing.

+ Include elnvoices 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 elnvoices 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 elnvoices — Checking this option means that any electronicinvoices
that had already been sent for this date range will be retransmitted.

« Select A/R Accounts to elnvoice — Like the Invoice Print Wizard you can pick and choose the
A/R Accounts you wish to elnvoice. The default is to check all A/R Accounts.

« elnvoice Billing Frequency Summary will display, based on Billing Frequency information about
the electronic invoices you will send based on your elnvoice 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.

Visual Traffic — elnvoicing Lesson

e:a elnvoicing Wizard - elnvoicing Options

Include elnvoices For:
" Direct Only
" Agencies Only
¢ Both Direct and Agencies

Send elnvoices For:
" Notary Required Only
" No Notary Only
' Both Notary Required and No Notary

[V Include previously sent elnvoices
Select AIR Accounts to elnvoice:

[V Select All

Account Name ~
A/R Cash Auction VIC1-FM
A/R Cash VBBT-FM

A/R Cash VCKY-FM

A/R Cash VICT-FM

A/R Cash VIC1-FM Streaming
A/R Cash WIT-FM

A/R PSA/PROMO VIC1-FM
A/R Trade Auction VIC1-FM
V1 A/R Trade VRRT-FM

v

elnvoice Billing Freguency Summary

Invoice Amounts | _Invoice Counts | Notary Courts |

Biling Frequency |

Weekly $0.00 0 0
Media $2.210.00 4 1
Calendar $0.00 3 0
End of Schedule $0.00 0 0
Totals $2.81000 7 1

4a Previous

Next &p| jClose |

On the next screen, the elnvoice 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 exportthe

report. It will be filtered to the invoices you’ve chosen to transmit.

+ Send elnvoices — When you are ready to send the electronic invoices, click on the Send
elnvoices button. This will launch the elnvoicing Notary screen or immediately send the invoicesif

no notary is necessary.
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9 elnvoicing Wizard - elnvoice List X
List of elnvoices to Send
Invoice # | Advertiser | Agency | Last Sent Date |
& 54-00005-0029 Ramps Chevy

17-00112-0067 Adams Air Conditioning 02/10/2016

23-00006-0025 Opelika Chamber of Commerce

34-00011-0025 Mudpuddles

2-00021-0025 King Ford

17-00112-0068 Adams Air Conditioning 02/10/2016

41-00039-0000 Brookdale Farms
& = Notary Required

Total Invoice Amount Total Invoice Count Total Notary Count
$8.810.00 | 7 | 1
£ WARNING: elnvoices will be set to Printed and Official status when sent.
[] Pre-Commit Invoice Report | Wy  Send elnvoices I
<4a Previous | ext wp | §j Close |

If there are notarized invoices and/or cop-op script affidavits are to be transmitted, you will be directed
to the elnvoicing Notary page. Here you will select from the dropdown boxes the Station Official and
Notary who will eSign the electronic invoices.

Note — The elnvoicing Notary and Notary Preview pages will be skipped if there are no notarized
elnvoices or electronic co-op affidavits to be transmitted.

© Marketron Broadcast Solutions. Trusted Leaders in Enterprise Software.
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€ elnvoicing - Notary X
2 invoices require notarization before being transmitted
Select a Station Official
Richard Brantley |
Select a Notary
2
Log into the Traffic Portal to add new station officials and notaries or to edit and make corrections.
& Refresh (€] | Next © | =§j Cancel |

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.

Log into the Traffic Portal to add new station officials and notaries or to edit and make corrections.

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 elnvoicing 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 elnvoices. The Authorize button will not be enabled until the image(s) have been approved and
the Notary password is entered.
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elnvoicing Notary (Preview) X
9 y

Invoice Notary Preview | Copy Notary Preview I

The undersigned station official warrants the actual broadcast information
on this invoice was taken directly from the program log by station in
accordance with the attached invoice.
(-_/r,.,,u p: ‘”“""bh\
Z

Richard Brantley

A notary public or other sworn office completing this certificate verifies
only the identity of the individual whoigned the document to which
this certificate is attached, and not to the truthfulness, accuracy or
validity of that document.

Subscribed and sworn to (or affirmed):before me on this 15th day of July,
the above signed proved ta'me on the basis of satisfactory evidence to the
person(s) who appeared before me

2 bt

¥ Invoice Notary Approved

The notary preview image(s) that will appear on eDocuments requiring notary is displayed above.
Verify all of the notary information is correct and select the Notary Approved checkbox for each

Notary Preview Tab above.

Log into the Traffic Portal to add new station officials and notaries or to edit and make corrections.

& Refresh cPre'viousl O‘ §j Cancel I

The elnvoices will then begin to transmit.

Invoices Transmitting..... n

NENNENEEN

Transmitted 2 of 7

Once the invoices have been transmitted, the elnvoice 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.

© Marketron Broadcast Solutions. Trusted Leaders in Enterprise Software.
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€D elnvoice Transmission Details

Transmission Information

Created: [3/14/2016 3:27:33 PM

User: [Admin

[ Seq | Traffic Invoice #

[einvoice # | Cont/Order # | ElCode | Advettiser

[ Agency | Station |

Status

| Emor Message

2-00021-0025

17-00112-0068
17-00112-0067
23-00006-0025
34-00011-0025
41-00033-0000
54-00005-0029

GD o e wN =

(%] x[CTALTAL

&

Double click on an invoice to view XML.

22125
1711268
1711267
23625
341125
41330
54529

2-00021 169750
1700112 159928
1700112 159928
23-00006
3400011
41-00039
54-00005

King Ford

169748 Mudpuddles
Brookdale Fams

176502 Ramps Chevy

Adams Air Conditioning
Adams Air Conditoning
Opelika Chamber of Commerce

VIC1-FM
VIC1-FM
VIC1-FM
VIC1-FM
VIC1-FM
VIC1-FM:WIT-FM
VIC1-FM

Success
Success
Success
Success
Success
Fail

Fail

Invalid Marketron Code
Missing co-op script for copy record Chevy Trucks 2.

4j Close

elnvoice Transmission Viewer

The elnvoice Transmission Viewer, which is located under the Billing Menu, allows you to search for
elnvoices 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 elnvoices were delivered, the total number of invoices in the batch and if
there were any errors in the batch.

The filter options are:

were electronically transmitted.

The date options are:

(0]

O O O O O O

o

Today

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

Transmission Date — This allows the user to search for invoices based on the date theinvoices

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.
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 overto
the elnvoice Transmission Viewer.
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o Visual Traffic elnvoicing — Electronic invoicing in VT 5.0 no longer uses the Invoices
Express service for transmitting elnvoices. When searching for any invoices delivered
after the upgrade to VT 5.0 this option can be selected.

@ elnvoice Transmission Summary Listing - [m] X

Summary | Invoice Search |

Transmission Date -
User: [<Al > ~|
Source: [< Al > | < Search
Local Date/Time | User l Station Name | Total Invoices | Source I Ermor

Ay 3/14/2016 3:27:33 PM Admin Muttiple 7 Visual Traffic elnvoicing 2 Failed
' 3/14/2016 3:26:13 PM Admin Muttiple 5 Visual Traffic elnvoicing

« 3/14/2016 3:25:08 PM Admin Muttiple 7 Visual Traffic elnvoicing

«” 3/14/2016 3:08:52 PM Admin Muttiple 4 Visual Traffic elnvoicing

v 3/14/2016 1:23:56 PM Admin Muttiple 7 Visual Traffic elnvoicing

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

€3 elnvoice Transmission Details - o X
- )
Created: [3/14/2016 3:27:33 PM Success Fail Total
| 2 5 7
User: [Admin
Seq | Traffic Invoice # elnvoice # | Cont/Order# | EiCode | Advertiser [ Agency [ station [ Status Error Message |

@ 1 2000210025 22125 200021 169750 King Ford VICI-FM Success

Q2 17-00112-0068 17-112-68 1700112 159928 Adams Air Conditioning VIC1-FM Success

© 3 17001120067 1711267 1700112 159928 Adams Ar Condtioning VICI-FM Success

© 4 23000060025 23625 2300006 Opelika Chamber of Commerce VICI-FM Success

@ 5 34000110025 341125 3400011 169748 Mudpuddies VIC1-FM Success

B 6 41000330000 41330 4100039 Brookdale Fams VICHFMWITFM  Fai Invalid Marketron Code
&0 7 54000050029 54529 5400005 176502  Ramps Chevy VICI-FM Fail Missing co-0p script for copy record Chevy Trucks 2.

& = Notary Required <4 Close

Double click on an invoice to view XML.

The Invoice Search tab in the elnvoice 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

e End Date

e Traffic Invoice #
e elnvoice #

e Contract/Order #
e Advertiser

= Agency

e Client Code

Visual Traffic — elnvoicing Lesson

6%3 Marketron

€D elnvoice Transmission Summary Listing - a X
Summary Invoice Search I
Begin Date: | 3/14/2016 7
Traffic Invoice #: | Advertiser: |
elnvoice #  [17-11267 Agency: |
Contract / Order #: | Client Code: | < Search
Transmission Date S Treffic Invoice # elnvoice # Cont/Order # | ElCode | Advertiser [ Agency
v 3/14/2016 3:27:33 PM 3 17-00112-0067 1711267 1700112 159928  Adams Air Conditioning
< >
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