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TABLE OF CONTENTS 1.Add a Buyline

1. Click the Buy Management link on the slidebar.

2. Onthe toolbar, click =° . The Add Buyline dialog appears.

[)  Bup period 9/30/201312/29/2013 (] Days: MU )]
Times: 1011P @
- Progam:  NEWS

Rep code:

- Baok type: E

NEW YORK (1521)
Demo | Purch Rig | Post Buy Rtg

Ru/M2554 | [Lookup]

Ru/M1823 | [Lookup]

RHOMES | [Lookup]

3. Onthe Add Buyline dialog, enter or select the following buyline

details.

e Station e Daypart

e Buy period e Spot length
e Days e Program
e Number/week e Rate

e Times

4. (Optional) Enter the following buyline details, as necessary.
e Buyline comments
e Book/projection
e Demo overrides

5. Click OK.

2.Change a Buyline

Buyline Details

1. Select the buylines you want to change and click #", or right-
click the highlighted buyline(s) and select Buyline Details.

2. Type or select changes in the appropriate field(s).
3. Click OK.



Schedule Panel
You can also change a buyline by typing data directly in the
Schedule panel.

1. Clickin a column on the buyline you wish to change.

2. Type the change directly in the selected cell.

3. Click = .

If the column you wish to change does not appear in the Schedule

panel, click &l , add the desired column to the Schedule panel,
and change the buyline as described above.

3. Work with Demographics

The Spot Buy Toolkit Demos pane displays projected demographic
information for the avail line selected in the Schedule pane.
Demographic values are calculated using the book or projection
specified on the avail line. For comScore, the system does not
automatically retrieve demographic values. To retrieve comScore
demos, select the line(s) and click the Retrieve Demos button on
the Worksheet toolbar to look up comScore demographic values
for any demo category that has a [Lookup] value.

4. Revise Spots

1. Click directly in a Spots column on the Buysheet.

2. Type the new number of spots per week in the selected cell
and press Enter.

¥ When changing the number of spots on a buyline, you can use schedule
shortcuts such as n+, nA, nT, or nf, where n=number of weeks.

3. Click &= to save your work.

¥ You can also change the number of spots per week across all weeks in

the buyline by clicking # and changing the value in Number/week.

5. Delete a Buyline

Delete a Single Byline
1. Select the buyline you wish to delete.

2. Click %, or right-click the highlighted buyline and select
Delete Buyline. A confirmation dialog appears.

3. On the confirmation dialog, click Yes.
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Delete Multiple Buylines
1. Select multiple buylines using one of the following methods.

e Use CTRL+click or Shift+click to select multiple buylines.

e Click in the gray area to the left of the first buyline you wish
to select and drag the cursor to highlight additional
buylines.

2. Click <, or right-click the highlighted buylines and select
Delete Buyline. A confirmation dialog appears.

3. On the confirmation dialog, click Yes.

4. Click = .

6. Refresh the Buysheet

Refreshing the Buysheet updates the buy folder with the most
current information from Spot Toolkit. This is useful when multiple
users are working on the same buy details at the same time. In
addition, when the Buysheet is refreshed, any changes to the
estimate header are also updated.

1. Click @) to refresh the Buysheet.

2. Click = to save your work.

7.Buysheet Reporting

The following reports are available on the Report menu in the
Buysheet.

Report | Tools  Service Window Help
Goals Flowchart Ctrl+1

Goals vs. Purchased Daypart Cirl+2
Goals vs. Purchased Weekly Ctrl+3

Station Schedule Ctrl+4
Station Share Ctrl+5
Purchased Deme Ctrl+6
Makegood Analysis Ctrl+7
Payment Details Ctrl+8
Daypart Mix Ctrl+9

Station Schedule
On the Report menu, click Station Schedule. The Station Schedule
report appears and a link is added to the slidebar.

03| SpotsPerog [1a) ~] |

Spots
Dpt Total | Dec| Jan
Station [*]  Period | Days [+] Time [=] Dpt =] Name [¥] Len [=] ProgramName [¥] Cost [+] 27 3[1(

WABC  Dec28-Mar23 W

2ANPAYIS UORRIS

9-930p P PRI 30 MODRN FMLY-A(3) = $28,600.00 1 1

WABC  Deced-Mar23 W 930-10p |P PRI 30 COUGARTWN-A(3) = $3380000 1 1

4. Click H . 'WABC Dec30-Mar24 Th 9-10p P PRI 30 GREYS-THUS-ABC $32,500.00 11
'WABC Dec31-Mar25 F 9-10p P FRI 30 PRIMTME-DQ-A(3) $28,600.00 11
= |WABC $123,500.00 4 4
This report shows you the number of spots per week, the total cost
for each program, and the total station cost.
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Daypart Mix

On the Report menu, click Daypart Mix. The Daypart Mix report

appears and a link is added to the slidebar.

B]

2

3 Goal Total % Achieved

% Dipt [+] Dollars (%) Cost (%) Dollars

3 B] §325,000.00  31.3 $12585000 136 38.71%
F §130,000.00 | 125 §63,100.00 7.8 53.16%
M §130,000.00 0 125 $15600.00 1.7 12.00%
P £455,000.00 438 §701,65000  7aY 154.21%
Wy F0.00 0.0 §15000.00 1.6 0.00%
TAIF $1,040,00000 1000 §927.20000 1000 B9.15%

This report is available only in the Buysheet and compares total

dollars to total purchased dollars, by daypart.

Station Share
On the Report menu, click Station Share. The
appears and a link is added to the slidebar.

Station Share report

jw Spots Perind: | [41) v
E Purch Purch
3 Total GRPS CPF
g 1] | Station [+] Dpt [+] Cost (%) | RWM1848 | (%) | Spots | (%) | RAM1g4]
+ [IWABC §538,95000 682 87860 617 252 682 +§B520
+ |WCBS $218,90000 237 30612 215 85 300  +§7183
+ |WNBG §167,35000 180 23928 168 89 208  +§751.6
Al $927,20000 100.0 142400 100.0 426 1000  +§6E3.
Goals §1,040,000.00 1,027.00 +§1,081.
ovP 89.15% 138.66% 53.26]

This report summarizes station totals, including the shares, gross
ratings points, and spots each station received in relation to the

total buy. Click ||| to expand each total.

8.Review and Update an Order

1. To open the Orders section of the buy folder, click the Orders
link on the slidebar. The Orders window appears, with the
orders for the Buysheet displayed in the Order List panel.

Add Buyer Code

A buyer code MUST be attached to the order before you can send

it. If a buyer code has not already been attach
follow the steps below:

ed to the order,

1. Inthe Order List panel, locate the order to which you want to

assign a buyer.

2. Click in the Buyer Code column on the selected order.

3. Select a buyer code. If you do not see the correct buyer code
at the bottom of the dialog, enter search criteria in Buyer

Name or Code and click Refresh List.

4. Click OK.
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Change Routing Information

Routing is determined by the seller. The Seller Name column in the
Order List panel contains a multi-column drop-down list with all
available sellers, as well as the associated destination, send
method, and routing information.

1. Inthe Seller Name column of the order you wish to change,

click | ¥ | and select an appropriate seller from the list.

Product | Buyer Seller Total
Rev | Station [«] Code [+] Code [+] Name  [+] Spots [+] Cost [=] De

DKL RS JCG JOE REP 0 §0.00 |Rep|
DKUI TR JCG JOE REP 0 §0.00 Rep|
VN RB 1 $100.00 | Stat
YYYA co JCG JOHN BROWN "¢ Station EDI

1]YYYA GC JCG Station

1 v RB JCG | MRJOHN DOE Station FAX WNYWT
DKLU BB ICG VERONICA LOWERY Rep FAX FS5-DA

¥ The names that appear in the Seller Name drop-down reflect what is
set up in your Personal Directory. You can also select generic sellers
based on send method, such as [OE Recipient]. If you select a generic
seller, you must manually enter information in the Seller Name column
before you send the order.

2. When you select a seller name, the Destination, Send Method
and Route columns are populated based on the seller you
selected. These details are linked to the Seller Name column
and cannot be changed manually.

3. (Required) For fax and Order Express orders, the Fax
Number/Email Address column must be populated. If this field
does not auto-populate based on the seller name you selected,
manually enter the necessary information.

4. (Optional) For Order Express orders, you can send the order to
up to 20 additional contacts. If necessary, in the Additional
Email Addresses column, enter additional email addresses,
separated by commas.

5. Click | =l to save your work.

Add Comments
1. Click an order line to select it.

2. Clickthe 3 on the toolbar or right-click the highlighted order
line and select Order Comments.
Select or type comments as appropriate.

4. Click OK.

5. Click | = to save your work.
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Order Details

The Order Details dialog allows you to change routing information,
add comments, select order demos, and attach a buyer code (as
needed).

1. Select an order line and click = on the toolbar. The Order
Details dialog appears.

Axailable columns:
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Selected columns:

Media T Station: WABC Total spots: 54 o< |

Clent.  JTC Type: Cash Total dollars:  $14,600.00

Pt FE St e

Estimate: 132 Buper: | -

3
Routing infarmation
Seller: [ 0E Recipient]
Destination: Station  Send method: 0E Route: EMAIL

Faxnumber | ]

Email addiess:

Additional email

addiesses: =

Demegraphic categeries (4 maximum]

IBm
2. Adjust order details as appropriate.
3. Click OK to close this dialog.

Order Preview

1. Click an order line to select it.

2. Click =% on the toolbar or right-click the highlighted order
line and select Order Preview.

3. The preview of the order appears as a separate link on the
slidebar. Review the order as necessary.

4. Click the Orders link on the slidebar to return to the Orders

window.

Send an Order

1. Click an order line to select it.
2. Click =2 to send the order.
3. If you are sending an Order Express order, the Mail Server

Logon dialog may appear, prompting you to log on to your
email server. Enter your username and password, then click
OK.

¥ You may also be prompted to enter a sender email address. Enter an

email address to which replies to this order should be sent and click OK.

% The status changes from Unsent to Sent and the text color

changes from green to red.

Send Multiple Orders

1. To send multiple orders, highlight all the orders you wish to
send, using either the Shift + click method or by dragging your
cursor along the gray area to the left of the order line.

2. Right-click anywhere on the highlighted orders and select
Actions > Send.

Order Status

Once the order has been sent, you can check on the status. The
status icon always appears in the Order List panel. If you are
unsure what the icon means, you can use the tooltip or add the

Product M ame -
Sales/Pointperzon Mame Demo
Seller Comment Start D ate
Send Count Status lcon
Standard Comment Code 1 Mumber of Offers
Standard Comment Code 2 Revision Number
Standard Comment Code 3 Station
Fraduct Cade

=1 Buy Header Details Total Spots
Client Code < Femove | | Total Cost
Client Mame Buyer Code
E stimate D ates Seller Mame
E stimate Mame = Destination
Estimate Mumber Send Method
Market Mame Route
Market Hurmber Fax Mumber
Media Code Additional Emails
Media Mame - <

1. Click Add.

2. (Optional) On the Selected Columns list, click and drag the
Status Name column to the place you want it to appear in the
Order List panel.

3. Click OK. The Status Name column appears in the Order List

panel.

Start Status
Date [=] lcon | Name [=]
1212712010, —+ | Sent

Order Status Definitions
The following table describes the order statuses that may appear
in the Order List panel.

Status Explanation Colors
Sent The buyer sent the order | Red
to the rep.
Opened The rep opened the order. | Red
Confirmed | The rep cleared the order |Black
with the station. No action
is needed.
Rejected |The rep could not clear the | Green
order with the station.
Buyer changes are
required.
Recalled |The buyer needsto make |Green
changes to an order that
was sent, but not
confirmed.
Revised The buyer changed a Black
confirmed order.
A faxed order was Orange
delivered to the rep.
Buyer A buyer manually Black
Confirmed | confirmed a faxed order.
Partial The order is confirmed, but | Green
Confirmed | makegood will follow. This
acts like a confirmed order.




9. Manage EDI Orders

Recall an EDI Order

You can recall a TV order sent via EDI at any time before it is

confirmed or rejected. Recalling an order unlocks the associated

buylines and allows you to make additional changes, as necessary.

1. To filter the Order List panel to display only sent orders, click
the Status filter and select Sent orders.

ﬁius: Sent orders - >

¥ Start Status | #
Date [=] lcon | Offers
122712010, =

Rev | Station [+]
Y G

2. Right-click the order line you want to recall and select Actions
> Recall Orders.

Stat | stams [ # | | Product | Total

date [+] Icon | Name [~]| Offers | Rev | Station [=] Code [~] Spots [=] Cost
272pdn — VY G FUG 23 545,800
Restore Original

Restore Original

Cut Ctrl+X
Copy Ctrl+C

Paste Ctrl+V

Order Details... Ctrl+R
Order Preview...

Order Comments...

G SN A

Order History...

g
&

Actions

Send Previous Fax
|<§ Recall Orders |
\-ﬂl Buyer Confirm

¥ When the order is recalled, the Status icon column is updated to
and the Status Name column displays Recalled.

Send Orders

Change a Confirmed EDI Order
1. To filter the Order List panel to display only confirmed orders,
click the Status filter and select Confirmed orders.

2. Select the order you want to change.
Click the Buysheet link on the slidebar.

4. Locate the buylines associated with the sent order and make
your changes in the Buysheet.

5. Click = to save the changes you made to the buy.

6. Click the Orders link on the slidebar to return to the Order List
panel.

7. Select the order and click =3 to resend the revised order.
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¥ If the station can confirm the bulk of the order, but a small portion of
the order cannot be cleared, the station can partially confirm an order
and send comments back to the agency, explaining the portion that
cannot be booked. In Spot Buy Toolkit, a partially confirmed order is
equivalent to a confirmed order, and the buy is unlocked. Usually a
makegood for the uncleared portion will follow. To change a partially
confirmed order, filter the Order List panel to display partially confirmed
orders, then perform steps 2-7 above.

Change and Resend Rejected EDI Orders
1. To filter the Order List panel to display only rejected orders,
click the Status filter and select Rejected orders.

2. Select the rejected order you want to change.

3. Review the associated seller comments in the Comments panel
in the lower right-portion of the window.

4. Click the Buysheet link on the slidebar.

Locate the buylines associated with the sent order and make
your changes in the Buysheet, based on the seller comments.

6. Click = to save the changes you made to the buy.

7. Click the Orders link on the slidebar to return to the Orders
List.

8. Select the order and click =2 to resend the revised order.

Cancel an EDI Order

If the entire buy needs to be cancelled, you can remove the spots
using any method you choose. This includes pre-empting or
deleting spots, or deleting entire lines. This type of revision is
recognized by the seller systems as an order cancellation.
Mediaocean recommends that you notify the seller by phone to
determine the cancellation policy of the seller and station.
Including informative comments on the revision also expedites the
seller’s processing of the revision. You can also cancel a portion of
the buy by removing the spots. The seller’s system will recognize
that there are missing spots. To cancel an order, complete the
following steps.

1. Remove spots using the chosen method.

2. Right-click the order line and select Order Comments. The
Order Comments dialog opens.

| Code \ Cormment ‘ (]9
Std Comment 1, 1]
Std Comment 2 -Eance\
Std Comment 3
Freeform Comment

Media Comment |
Client Comment THIS 15 AN OCOM AT THE CLIENT LEVEL
Product Comment TEST

E stimate Comment

Flight Comment

Buyer Comment
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3. On the Order Comments dialog, select Freeform Comment.
4. Enter comments explaining the cancellation.

5. Click OK.

6. Select the order and click =2 to resend the cancelled order.
7. Notify the seller of the cancellation.

¥ The Cancel action is intended for true cancellations, rather than
changes or recalls. An order that has been cancelled and confirmed by
the seller appears in Cancel Confirmed status and can no longer
be sent via EDI. Any future revisions need to be sent via fax or Order
Express (OE). Order Express is only available if the setting is enabled
for your agency.

10. Manage Order Express (OE) Orders

Change an OE Order

Order Express orders can be changed and resent at any time. You
do not have to recall an OE order to resend it. Once the order is
resent, the link in any previous emails sent to the seller is

deactivated. Only the most recently sent order link remains active.

1. Inthe Order List panel, locate the order that requires changes.

2. Click the Buysheet link on the slidebar.

3. Locate the buylines associated with the order and make the
necessary revisions on the Buysheet.

4. Click k& to save the changes you made to the buy.

5. Click the Orders link on the slidebar to return to the Order List

panel.

6. Select the order and click = to resend the revised order.

¥ Status Update
The Status column is updated to REVISION SENT and
a revision number appears in the Rev column, as shown
in the following screen.

Stant Stalus #
Date [+ lcon Mame Offers  Rev
Q2972008 N Unsent

10M 372008 O Cancel confirmed
T2TR008) W Unsent
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Cancel an OE Order

You can cancel an OE order in the Order List panel. It is not
necessary to cancel orders to send revisions.

Right-click the order line and select Actions > Cancel Orders.

fetus: | (A1) v
Start Sta.. # Product Total Buyer Seller Sales i
Date [+] lcon  Offers Rev Station [~] Code [~] Spots [v] Cost [+] Code [+] Name [~] Person [~] Destination [~] b
91292008 YYPA-F HHH 4 $800.00 ABC BBTEST SP Rep E
10M 32008 OO YYPA-F cce 14 $1,554.00 ABC BBTEST SP Rep E
P | 10202008 N YPAF BBB 7| $875.00 | WAR BBTEST |SP Rep E
1027/2008| > YYPA-F EEE 4 $700.00 [war BBTEST |SP Rep E
10/27/2008) N YYPA-F FFF 4 $900.00 (Browse..) PP Rep E
912012008 YYPAF DDD 7 $700.00 |ABC BBTEST SP Rep E
124112008, - ST 8 §1.20000 ABC _ BBTEST &P Rep £

eller Comment | &y Copy
[+
[=)| Order Detail...
_‘-E‘ Order Preview...
R
2] order History..,

| Send Orders

)

11 Cancel Order:

p003 0506 PM DDTP28BT TST SIA DDS

¥ When the order is cancelled, the Status icon column is updated to @
and the Status Name column displays CANCEL SENT.

11. Add a Contact to the Personal Directory

For greater control over order routing, you can set up information

about order recipients in a personal address book, referred to as

the Personal Directory.

1. On the Tools menu, click Personal Directory. The Personal
Directory dialog appears, and is divided into two tabs based on
media (Television and Radio).

. Personal Directory

Television Contacts | Local Radio Contacts | Network Radio Contacts |

Fau/
Ernail

Send Order System

Firm Method Type Route?
ELLEW GREY WABC  FAX Cash JTC Mo No
2. Click Add to add a contact to the Personal Directory. The Add
Contact wizard appears.

Hame BE | Office  Station Client | Default?

3. Onthe first page of the wizard, specify the following details.
e Media
e Station
e Client

4. Select an order type option.

Qr2ar2003 J4T=1i] 5. Click Next.
N T —
Q2912008 -+  Revision sent | AP 6. On the second page of the Add Contact wizard, specify the
10/27/2008] = Senl following details.

12172008 O Cancel Sent I
e Destination
e Send method
e Contact name

1. (Optional) If necessary, select the Set as default contact
for station check box.
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8. Click Finish. You are returned to the Personal Directory and
the contact you added appears on the list.

9. Click OK.

12. Radio Orders

Radio EDI (REDI) Prerequisites
Before sending radio orders via EDI, the following setup must be
completed.

1. The Fax all radio orders field on your agency’s OM profile
record in SFM must be set to N. Once this is set, EDT appears
as the default send method for all stations and reps who
accept EDI orders. Contact your account team for more
details.

2. Buyer codes must be set up prior to using REDI.

Set up Radio Orders

1. Inthe Order List panel, in the Buyer Code column, select
Browse from the drop-down list. The Browse for a Buyer
Media R dialog appears.

2. Select a buyer code.

Search by buyer 0E,

MName:

Code:

Select a buper:

Code | Name

ABC  AMY CULWELL %
AEC  ALICIA CARTISAND

AEY  ALLISOM YALGHAN

AHC ALY CHESLOFF

AJK. ABIGAIL JUSTICE KENDRICK

BJF  B&RBARS POTASKY

BSR BRETT ROSEMBALIM

CK COLLEEM KELLY i

3. Click OK.

lem | »

4. In the Seller Name column, complete one of the following.
e If you want to fax this order, select a fax recipient option
from the drop-down list.

e If you want to send this order via REDI, select Browse from
the drop-down list. The Browse for a Seller dialog appears.
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¥ The only EDI option for a radio order is the Browse option. You cannot
manually enter seller names for EDI recipients in the Order List panel.

Seller Sales
Mame [=] Person [»] Destination []
(Brow... v]F'F' Rep

JOHN DOE Station| FAX  WINSA
(Browse_.) Rep EDI TRA-MY
[ FAX Recipient] Station FAX WINSA
[OE Redpient] Rep OE EMAIL

[OE Recipient]| Station| OE [EMAIL |

5. Select a seller name on this dialog.
6. Click OK.

Send Radio Orders

¥ The Destination, Send Method and Route fields are updated based on
the seller name you selected.

1. (Optional) If you want to fax the order, in the Fax
Number/Email Address field, and enter the fax number to
which you want the order sent.

2. Click = to save your work.

Send Order Revisions
After an order is sent, changes to the buy can be made without
recalling the order.

1. Locate the sent order that requires revisions.

2. Click the Buysheet link on the slidebar.

3. Locate the buylines associated with the sent order and make
your revisions directly in the Buysheet.

4. click & to save your work.

5. Click the Orders link on the slidebar.

6. Right-click the order associated with the revised buylines and
select Actions > Send Orders.
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