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Exporting Avails and Proposals

Avails and Proposals are exported throughout the negotiation process. WO Sales offers several
options that allow you to decide how much detail to include in each export. The export screen is
divided into two sections: Format Options and Statistics Display. This will guide you through exporting
avails and proposals, explain Format Options and show examples of how the information is exported.

How to Export Avails and Proposals

1. From the Actions Menu of an Avail or Proposal, select Export to open the Export Options screen.

Avails and Proposals [[J 326 volkswagen/Action Media Inc. - Autobahn for All | Save | Close || , Actions - |
" . s
Header Add Inventory Avail Proposal Summary Versions ave
Close
} Filters Select Stations, Select Markets, EM,EN,PR, All Spots, 12/29/08-0 1;25;09| Filtered : 2 items Rate
Create Version
@ Programs ” % Rate Cards |[ E Rating Books ” E’) Spots. |[ \ Edit ||ﬁ Copy Cell(s) EI Excport

2. Choose the Format Options to include in the export. (Format Options are explained on page 4)
e Select the Avail or Proposal radio button.
e From the drop down menu, decide to Export to Excel (XLS) or PDF.

Export x
2 ‘ Format Options H
Statistics Display Export Format
() Avail ¥ | Export as XLS - Temp\at_e Page orientation:
o — (] Emall Exported File | Non-stacked Demos |+ | | Partrait ‘ |
|| Archive version
Layout Options
s faden: Flights ) Books Show Rates
| paypart Summary [¥] Lines with No Units | Show All x L] All Books Weekly Rates | -
| summary Workspace View || Submitted products  Stations Demos
] Budget / Goals | signature/Date Line ‘ShnwAll | v| |5hm Al |v|
Comment Display
|| sales comments || Research Comments || Program Comments
[ | Header Comments |¥] User Created Comments [ | system Comments
Header Comments 2000 characters
=N, ST
Note: Selections are persistent. The next time you Export, the same options will be selected.
3. Check the Statistics Display details to include in each layout.
x

Export

Format Options Custom Format  ~

‘ Statistics Display

[ Rate Details Demos
[¥] Rat= ¥ rTe [] crr
| cer [¥] sHR [ | cem
L] cpm ] HiP
[] 000
Line Summary _Day L Summary Summary __Monthly Summary

[lcpp []cpm

SN Y

4. Select Export then Open to preview and print or Save the document for future reference.

3
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Export / Format Options

The screen is comprised of three sections: Export Format, Layout Options and Comment Display.

Export x
Fi t Opti
| e [sovedsevis ||
Statistics Display Export Format
() Avail V| | Exportasxis |~ Template Page orientation:
- [ Email Exparted File | Non-stacked Demas ‘v | | portrai |v |
[ Archive version
Layout Options
Include: Flights Books Show Rates
[] paypart sSummary [¥] Lines vith No Units | Show All v | All Books Weekly Rates | =
| summary Workspsca View  [V] Submitted products  stations Demos
| Budg=t/ Geals || signaturs/Dst= Line |S||mnrA|| ‘Shnw All ‘ - ‘
Comment Display
I_I Sales Comments I_I Research Comments I_I Program Comments
|| Hesder comments [¥] Usar Created Comments | System Comments
Header Comments 2000 characters
| Export || Exit |
Figure 1

Export Format
Export the Avail or Proposal

e The export defaults to Avail or Proposal, depending on the screen you chose to export from.
¢ Certain options may vary depending on the type of export selected.

Export to XLS (Excel) or PDF
¢ Avails and Proposals automatically export to Excel.

= Excel worksheets include formulas and values, making it easy to edit the information.

¢ PDF ensures the exported data cannot be edited.

Email Exported File (Figure 2)
e Automatically opens an email dialog box.
e Enter the required information # and select Send.
o The XLS or PDF is attached and sent directly.

Archive Version (Figure 3)
e Enables a third tab on the Export screen.
o Type the Description and Expiration Date
»= Reminders appear if a required field isn't
completed.
o Create & Export saves a snapshot and each Version
will be saved on the Versions tab.

Stacked Demos Non-Stacked Demos (Figure 4)
e Stacked Demos list the demos down a column.
¢ Non-Stacked Demos display across a row.

A25-54 M25-54

A25.54 M25-54
Rtg Shr HIP Rtg Shr HIP Primary

Non-Stacked
Stacked
Demos Demos
32|23 (14 |16 [16 (10 Rig |3.2 16
’ 46|24 |19 (26 |17 |16 Shr|23 16 —
HIP |14 10
Figure 4

New Email X

From:

Subject: 'diet' opportunity
Attached: Coke(Proposal-386 110309).xls

Please find attached 'diet' ocpportunity.

Figure 2

Export X

[ Create Version
Descr

Comment:

Format Options

Statistics Display | Expires

Create & Export Exit
Figure 3
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Layout Options
Layout Options work in conjunction with Statistics Display and offers a few different ways to view data.

e Layout Options allows you to choose specific layouts to include in an export. (Figure 5)
e Statistic Display allows you to decide the details you want in each layout.

Export X
| Format Options e =
Statistics Display | L EXDOTE Format
(=) Avail v | Export as XLS - Template Page orientation:
P [] Email Exportad File Stacked Demos X Portrait z
S i e s ] Auto Fit Pege, 5
|_Layout Options
Include: Flights Books Show Rates
] paypart summary [ th o Show All = ] &l Books Global Rate -
| 5 =w |¥] Submitted products Stations Demos
[] Budget / Goals [] singnature/Date Line ‘5|..“,.A|| | -| |5|..“.A|| ‘ .‘
_Comment Display
[ ] sales Comments [ | Research Comments L] Program Comments
u Header Commen ts m User Created Commen s u System Comments
Header Comments 2000 characters
RS, WS
Figure 5
Daypart Summary
e Select to include the Daypart Summary in the Avail or Proposal export. (Figure 5)
o From Statistics Display, check the details you want included. (Figure 6)
e Daypart Summary will export to a separate Excel worksheet. (Figure 7)
14 January SUMMARY
Daypart Summary 15 12120 0105 0112 019  M25 54
[v] units (= 16 [EM i a 3 3 a
[ Avg. Rate [ | Mets 17 $6,300 $6300 56,300 $6,300
18 $5 $5 $5 $5
v] cre ] Total £ 19 st. Louis 23 23 23 23
[ | cee |¥] Reach & Freg 20 21 241 21
] cpm 21
4 4> M| P122008to 012509 | Daypart Summary P 12-29-08 to 0|.<% 4N EN
Figure 6 Figure 7

Summary Workspace View
¢ Ifincluded, the Workspace View provides a snapshot of the Summary tab of an Avail or Proposal.

e The Workspace Summary will export to a separate Excel worksheet. (Figure 8)

Volkswagen 12/29/08-01/25/09
Administrator

Agency: Action Media Inc. Buyer: Account Executive
Advertiser: Volkswagen Phone: Station(s): WTV-5C
Description: Autabahn for All Email: Sales office
Estimate#: Demos: M25-54 Phaone
Flightis): 12/29/08-01/25/09 Hiatus: Email:
Books: WTV-5C: Jan 2008 PALT Unit Lengths 30
Buy Goals Proposal Summary % to Goal
Station Dayparts Station Budget$ GRP  GRP% CPP Station § GRP % GRP CPP # Spots AvgRtg AvgRate Reach /Fre| Station § GRP CPP
WTV-SC EM - Early Morning 545,600 57 100% 800 525,200 1% 33% 51,326 12 18 2100 481 40 |55% 33% 168%
EN - Early News 50 520,000 38 87% 5526 8 4.8 2500 1521 25
Total: 45600.00 5700 % $800.00 |$45,200.00 57 $793 20 2.85 $2,260.00 19.3 3.0 [55% 33% 166%
Figure 8

Lines with No Units
e Deselect this option to quickly remove any lines without units.

Submitted Products
¢ Allows you to include lines already submitted to a WO Traffic order.
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Layout Options (continued)

_lLayout Options

Include: Flights Books Show Rates
|| Daypart Summary | _ines wit t Show All \d || All Books Global Rate v |
- ac [¥] submittad products Stations Demos
[_| Budget / Goals || singnature/Dats Line | Show Al [~ | Show All [~
Figure 9

Signature /Date Line
e Creates a line under the Avail or Proposal for a signature and/or date.

Flights
o If multiple flights were created, choose to Show All Flights or the individual flights.
e Each flight will create a separate Excel worksheet and include its own summary page.

Books
o |f multiple books were selected, you may choose to include All Books in the export.
e Each book will be displayed down the column.
e The Primary book will be listed first and be displayed in bold.

Demos
o If multiple demos were selected, you may choose to Show All or any of the individual demos.

e Each demographic will be listed in a separate column with the Primary demographic listed first.
e Works in conjunction with Export Options — Stacked or Non-Stacked Demos. (See example Page 2)

Show Rates
e Select to export Weekly Rates or Global Rates.

Comments Display
Comments
o Comments are created in various areas of the application and can be included in the export.

o Comments will be displayed below the associated line(s).

Header Comments
o Create a Header Comment to be attached to the Header of the export.
o The Header Comment will be included in the header of the Avail or Proposal.

Volkswagen 12/29/08-01/25/09; 01/26/09-02/22/09

Agency Action Media Inc. Buyer: Account Executive:  Administrator
Advertiser: Volkswagen Phone: Station(s): WTV-3C
Descriptior Autobahn for All Email Sales office:
Estimates: Phone:
Header Flight(s): 12/20/08-01/25/08; 01/26/09-02/22/09 Hiatus: Cost 545200 Reach 29.2
comment Books  WIV-5C:Jan 2008 PALT Units: 20 Frequency” 28 Stacked
Demos:  A25-54, M25-54 Unit Lengths: 30 GRPs: 84
Demos

CPP 5538

—— Thank you for your business

2009
January A25.54 M25-54
1220 01105 0112 0119  Total Book(s) Primary

Program

Dates

NBC Teday Show Units |3 3 EY EY 12|Jan 2008 PALY7 Rtg 3.2 16 Books
M-F TAN-9 AN 12/29/08-TFN 30 $2,100 %2100 52,100 52,100 $25,200 Shr |23 16
cpp 5656 $656 5656 $656 $663 HIP 14 10 <
Jan 2009 TL7 Rig |48 26
Shr |24 w
Comments WP 124 |157
B . Main Comment:

Programming Comment:
System Comment: Estimate based on actual performance of KSDK "4 WK AVG"M-F* 7.003-9:00a from Jan 2006 T L7

» ¥ | P12-29-0Bt001-25-09 ,~ DaypartSummaryP 12-29-08t00 -~ P01-26-03t002-2209 _~ DaypartSummaryP01-26-03t00 P Summary daypart |

Flights
—> -
Figure 10
Note: When multiple flights are created and exported, each flight will create a separate Excel worksheet and
include a Daypart Summary by flight.
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Statistics Display

The Export Document Explained
From this screen, choose the details you want to include in the Export Format and Layout Options.

Export X
Format Options (
| Custom Format v
| Statistics Display _Rate Details . | Demos _Goal Save Curren.t Format As...
] units [ GRP ] ’TG V] cee Manage Avail Formats
] ke, [ [ siR 5] cp Manage Proposal Formats
¥] cpp || mNets V] wie
[¥] cPm [ Reach & Freg [] ooo
_ Line Summary _Daypart Summary Summary ‘Monthly Summary
V] units [ | GRP [¥] units []er V] units  []| cPm [¥] units
[V] Total s [ | @1 [¥] Avg. Rate | | Net$ [V] Total s [ | GI ] Total § [ | &1
|¥] cee ] net s ¥ erP [¥] Total £ L] sre L] met ¢ [Jerp  [] nNets
] cpm  [¥] Reach & Freq ¥ cre |¥| Reach B Freq ] cre || Resch B Freq ; || Reach & Freq
(=
Expart (I Bt |
Figure 11
The details selected in Figure 11 will be displayed in Figure 12.
1. Rate Details
e Provides a row for each selected detail.
o Although Reach & Frequency were not selected, it appears for the Line Summary detail.
2. Line Summary
3. Demos
e This shows the Stacked Demo template chosen on Export Formats.
4. Daypart Summary
e Example available on Page 5.
5. Summary
6. Monthly Summary 2
2008
Daypart Program December
Days Time Dates 1228 i M1 01/18 | Total Book(s)
WTV-5C
EN NBC Nightly Hews Units 2.00 2.00 200 2.00 £.00 |#an 203 PALT | Rtg 58
M-F 52886 PM  12/25/08-THN 30 52,500 52500 S2500 3250 520,000 Shr 21 — 3
CPP 431 431 431 431 435 HiP 28
1+ cPM 22 s s sm 30 CPP|3425
Reach & Frequency| 18.9/2.3|Usn 2002 T LT|| Rtg a1
Shr 19
HiP 2
30 CPP|3408
December
1228 I
Units 5.00 5.00 5.00 500 20.00
5_ Total § $11.300 511,300 $11.300 511,300 45,200
CPP 514 514 5514 3514 3638
5t. Louis Reach 12.40 12.40 12.40 12.40 s o]
Fregue 1.77 1.77 1.77 1.77 28T

MONTHLY SUMMARY (PRIMARY DEMO ONLY) December

2832

5t. Louis

30

Figure 12
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Current Format
After you've configured your Format Options and Statistics Display, you can save your Custom Formats.

The drop down menu has three options allowing you to save and manage your Avail and Proposal Export
options. These include Save Current Format, Manage Avail Formats and Manage Proposal Formats.

Export X
Format Options
Custom Format -
[ = B Save Current Format As...
Statistics Display Rate Details Demos » et i
V| units [ | GRP ¥ rTG [] crp Total & A
Ll ey it Manage Proposal Formats
[¥] rRate [ ] GI ] sHR [] cPm
[lepp []nets [™] wr
] cPm [ ]| Reach & Freg [] ooo
Line Summary _ Daypart Summary _Summary Monthly Summary
] units [ | GRP V] units et ] units  [] cPm ] units
] Total § | | GI | | Avg. Rate | | Net$ V] Tatal | | GI [ | Totals [ ] &1
v cee ] mets v ere [¥] Total 5 || Gre L] Mets ] erp ]| net s
|| cem || Reach & Freg || cep |¥] Reach & Freg || cer |¥] Reach & Frag _F |_| Reach & Freg
] cpm
| Export ‘ | Exit |
Figure 13

Save Format As...
e Select Save Format As... to save the current export Format Options and Statistic Display.

¢ Name the saved format for future reference. (Figure 14)
o The Saved view(s) will display at the top of the drop down menu. (Figure 15)

Save As x | Custom Format i |

Proposal wMonthly Summary

Name: # Proposal wMonthly Summaz

Sawve Current Format As...

Manage Avail Formats

labal Sawve
Lis \—I Manage Proposal Formats
Figure 14 Figure 15

Manage Avail and Proposal Formats
Select either option from the drop down menu to open the Manage Save Formats screen.

All saved views will be listed on either tab.
Designate a Default view, Load or Delete _~_| any saved views.

Save your changes or close the window.

Manage Saved Formats X

Avail Proposal

Proposal Formats

Proposal w/Monthly Summary (@]
Load Save Close
Figure 16




