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TRAINING MANUAL OVERVIEW

This manual is designed to demonstrate basic steps of the Ad.Perks application to users such as:

e How to create, edit, or find clients

e Schedule, cost, and save ads

e Enter payments

e Print or email receipts, proofs, affidavits, or notices

Detailed aspects not covered in this manual can be found in the Brainworks Ad.Perks User Manuals which can
be found by going to Help, Support, Open Folders, Manuals. The manuals are called User A, User B, and User
C. Also, the Ad.Perks Quick Start Manual has some good information.

J:s AdPerks: - ,,, BRAINWORKS-CNH =12 .

L Perk: Panel A P |
AdPerks Panels Rates d Boockmarks Prompts J:‘ﬂLL; Open Folder i TR
! Flavors ‘AdPerks Files' Logs
2Ad | ?Cust | Hist Menu Window Cleanup Flavor: 9
~ J Current Panel Package/Product Development 3 AdPerks.dat folder
I | Panels » | Simulate Incoming Phone Pop... Ctrl+Alt+Shift+P BW Apps
Phone ’
( Colors and Codes Help Zip Today's Logs BWPixA
AR Account CE |
Credit Card Help Cost Alternate Only ClazsData
First
ClassMedia

7 f ‘ Packages Help
- Products Help BEWDistiller Pending Jobs ClaszOffers

R Publfications Help ClassPresets
fertl) | Site-Specific Help | ClassReports
d' Company Acct-ID User-Specific Help | ClassScnpts
Universal Classes Help Manuals
Zones Help Query BW DB History (Calendars) Rate:
HowDol..? Query BW DB History (Rates)
leon Legend... Edit AdPerks,in
Changing Tab Order
Find Ad Queries por ’
Importing Headers Send Test E-Mail »
Short Commands
‘ ~  Support » | Export Classimages Info
ﬁ Desart... Class Credit Start Stop v Export Files Info...
' About Ad.Perks... Extract Archived Pnmary Rates...

Create Diagnostic File Ctrl +Shift+Back Quote

Throughout the manual, you will see sections labeled “Notes”. Please feel free to use this space for any
additional notes that you may want to make.
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Connect & Log on to Ad.Perks and InDesign

To connect to Ad.Perks and InDesign simultaneously from a PC, click on the following icon:

The following screen will appear:

T —

Ad.Perks Panels Rates Ad Bookmarks Prompts Macros  Help  Mobile

=

lr Database Login Dialog @
g
1 Password: |
1 Database: |DE] [:]
_F'| Credit Last F Driver: [FreetDs E] unt Acct-ID Attn
0K ] [ Cancel ]

_F'l Descrip... Type Class Credit St Stop QOrig User Due Paid

Log on to the Ad.Perks Applications by entering your User Name (First Initial and Last Name) and Password,
then click Log On.

Note: If you are launching more than one application, for example A/R and Ad.Perks, please wait for one application to
launch completely before launching another.

After logging in, the user will be directed to the Find Customer panel.
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e Ad.Perks : -, ,, BRAINWORKS-CNH -[=x]
Ad.Perks Panels  Rates Ad Bookmarks  Prompts  Help Maobile

? Cust \ Panel Toolbar |H

\ U

Phong | \‘ | Find

Al Adocount | \ |

First [ \ |

Last [ \ |

Comphny | \ | A.mt Due

Acct [ \ | L J

A §
Al .. Last \ First Address Phone \ company Alt Ac... | AcceID 4
\
A Description .\ C...| cCr.. | start | Stop | Orig... | \bue | Paid | AdID |...| Comp..
Menu Functional
Panel Options Button

Menu Options and shortcuts
Many functions in Ad.Perks may be performed by either clicking on the menu at the top of the screen or via
keyboard shortcut key. Only menu items with key strokes next to the function have shortcuts.

For example, once you have completed work on an ad, you must save it. To do so, you may click on:

o The Ad.Perks option in the menu at the top left of the screen and then selecting Save from the
populated dropdown listing.
o Oryou may use the shortcut command by simply holding down the Ctrl+S keys.

CTRL + S = SAVE

Panel Buttons and shortcuts
Within many panels, there are buttons that command functions. If the first letter of the button’s title is

underlined, such as the F on the Find button (listed above), you may perform the function by holding down the
Alt key and pressing the letter that is underlined on the keyboard.

ALT + f = FIND

Navigating/Selecting Panels
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e Option 1 - If the desired panel is not already present on the toolbar, select Panels from the menu
options at the top of the screen, then choose from the dropdown selection of Panels.

e Option 2 - If the desired panel is already present on the toolbar, simply click on the listed panel.

e Option 3 - A third option in selecting a desired panel is to utilize the assigned shortcut function, as each
panel has its own shortcut function. This option would be most useful once the first two options are
familiar to the user and the shortcut function has been memorized.

a. Pressthe function key on the top row of the keyboard for the desired entry, such as F1 for Find
Ad or F2 for FIND CUST. These function shortcuts are shown on the right side of the Panels
dropdown menu.

Ad.Perks Panels Rates Ad Bookmarks Prompts Help Mobile
7 Ad Find Ad F1
Find Cust F2

Phone Find

AR Account

Firat

Last

Company Due

[ leeis

1 lect-ID Akt Ace Shortcut Phe
functions
assigned to

Panels

Pinning Panels to the Toolbar

Once a customer has been selected from the Find Customer panel, three more panels will automatically load
onto the Toolbar available to the user. Therefore, the user will never have to search for these three panels:

e Cust panel
e Ad panel
e Disp panel

The user will always have to retrieve any other panel each time that it is needed unless the user chooses to
utilize the “A7 pin this to the toolbar” option. This option is available

1. once the panel has been retrieved onto the Toolbar
2. isselected by hovering the mouse pointer over the desired panel
3. and then right-clicking and simply clicking a checkmark

Navigating entry fields within a panel
When moving from one entry field to the next, use the tab key for the most quick and convenient means of
navigation. Use the Shift + Tab key combination when moving from one field to the previous.
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Before you begin using the Ad.Perks application, you will need to set up your User Defaults. Under Panels go to

SETTING UP USER DEFAULTS

User or Ctrl+8 to bring the following screen up.

Ad.Perks Panels Rates Ad

2Ad || 2Cust| User

Usar Defauls For “TFALLS®

Phone B
Cey
Zp
State
Class
Rate
Ad Type
for New Content |
Ad Route Sert
Saies Rep
Disp Panel Pub
Find Cust Field
Print Bution

User Time Zone

1 Rate Wizard

Bookmarks

| Dérs
_Skip

Prompt: Help Mobile

Growp “"Admin®, Ste 10

| Compose ¢

) Auto Load 1 Ad/
| Find %CUST%

Suppress ‘Ad Blled” Alert

Find Ad: Start in "Commen

] Speling Reminder

Auto Recost Pubs/Packages
Prefer Account Panel (F4)

) Prafar Disp Panel (FS)

Doa't Auto Query Cust's Ads

| Pkg Upsels Afer First Cost

J Prefer Mecia Panel

J No Product Chooser Defauk
J View External 0. Truck Docun

View External non-D.Truck D
New Payment Chcks ‘Choose’
Wirap Multiine Fields in WebD
New Content Button Uses De

J New Content Button Copies V

gt

4. Wildcard
Search
- Option
Restore Font Defay

Empty Cache

View AdPerks ni

Shift i in Calandar tn 1inar¢

At a minimum, set the following defaults then Click Save:

that it defaults into your ads.

Panels Privieges..
| Workflow
Defaut Tab Order
Clear Bookmarks

Extra E-Mal Addresses

Digtal Domino

Rate field — select 1 Rate Wizard from the dropdown options.
Ad Route field — select Sort from the dropdown options.

Sales Rep field — if you are an ad-taker, then select your sales rep number from the dropdown so

Wildcard Search option - ¥ “Find %CUST%” to enable the wildcard search option when using the

First name, Last name, and Company fields in the Find Customer panel.

Spelling Reminder option — be advised NOT to use this option.

Ad Type field — if a user most often enters only one type of ad, then it may be advantageous

to the user to set a default to that particular ad type. (Optional)
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Find Cust Panel

e

Ad.Perks

Ad.Perks: -, ,, BRAINWORKS-CNH

Panels Rates Ad Bookmarks Prompts Help Mobile

?Ad | ?Cust

Phone
Find

Alt Account | |

First

Last

Company

Acct-ID

Amt Due

I

_Fi Cr...

Address Phone

Company

Alt Ac... | Acct-ID

fl Description

il

0r...

Start Stop orig ... Due Paid Ad-ID |...| Comp..

Before the user can schedule and create an ad for a customer, the user must first locate the customer from the
FIND CUST panel. If the customer being located is not already listed in the database, then the user must set
up this customer as a new customer in Ad.Perks.

The FIND CUST panel is displayed automatically once Ad.Perks is launched. If the FIND CUST panel is not already
displayed, then retrieve it by clicking on the FIND CUST panel tab, or click Panels > Find Cust, or use the F2

keyboard shortcut.

In the FIND CUST panel, the user may search for a customer by one or more of the displayed search fields, and
then pressing the Enter key or clicking the Find button. When a search is made, you are provided at a glance
how many matches were found in the middle section of the panel. This example lists 37 matches by searching

for a Company name of “Jones”. Also, notice the how the system uses the

Search Feature %_%.

Last [ [

Company |3 JONESS| |37 € £0.00

AcctID l | | 37 Customers

| Company Acct-ID Alt Account First o]
EDWARD JONES/JO WINDOM 62427 911284-1040/COMM Jo (229) 387-7
EDWARD JONES/TRAVIS HENRY 29040 935851-1040/COMM TRAVIS (2386) 364-1
JONES WELDING & INDUSTRIAL 61708 13299-1040/COMM BRANDON (229} 883-2
EDWARD D JONES & CO 68079 904041-1040/COMM DANIEL (229) 985-4
JONES CONSTRUCTION 28412 908472-1040/COMM (229) 382-€
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If the user clicks on any one match, the system will provide the customer’s number of existing ads and how much
the customer owes for those ads in the right side of the top section of the panel. The bottom panel provides a
list of each of the individual ads. Continuing with the example from the previous page, the very first of the 37
customer matches is selected. Thus providing further information that is specific only to that particular customer.
This particular customer has three existing ads and owes 5490.00 for those ads.

Last | l
Company  |$JONESS |37 Due $480.00
AcchD | | | Current Customer's Ads | [ —» 3 ads |
EI Company Acct-ID Alt Account First I
EDWARD JONES/JO WINDOM 62427 911284-1040/COMM JO (2289) 387-1
EDWARD JONES/TRAVIS HENRY 29040 935861-1040/COMM TRAVIS (386) 364-1
JONES WELDING & INDUSTRIAL 61708 13299-1040/COMM BRANDON (229) 888-:
EDWARD D JONES & CO 68079 904041-1040/COMM DANIEL (229) 985-4
JONES CONSTRUCTION 28412908472-1040/COMM (229) 382-¢€
JONES, AMANDA 65764 37818-1040/TRAN (229) 269-¢
JONES & WALDEN, LLC 65776 TRAN (404) 564-¢
JONES, VIVIAN 85775 51112-1040/TRAN (229) 333-(
JONES, SUSAN 65773 50962-1040/TRAN (229) 386-(
_EI Descri... Class Credit Start Stop Orig User Due Type
blue devil si... 0 OK30 08/25/17 08/25/17 KSUNDAY $165.00 gm
Tift Co. Blue... 0 OK30 08/25/17 08/25/17 KSUNDAY $70.00 gm
CD RATES 0 OK30 071617 07/18M17 RWAINWRIGHT $255.00d
Totals $450.00

You may open any ad on the list by double-clicking it. Or, you may schedule and create a new ad for the customer
by switching to the Ad panel in the toolbar. If you find no match, you may create a new customer.

Search Fields
Users can search for customers using any of the following fields:

Phone: Enter an area code, if desired, then the 7- digit phone number. If you enter a default area code on the
USER panel, then default area code will be placed in the phone field automatically when you click the Find
button.

ALT Account: if a customer was converted from previous systems, then the previous system’s account
number can be used here. The legacy system’s account number will be the old account number followed by a
dash and a location code.

First: First name of the customer. This field is used in conjunction with the other fields and cannot be used
alone.

Last: Last name of the customer
Company: Company of customer
Acct-ID: Brainworks account number

Note: You may use the % character as a wildcard in most searches which will return all matches of the search criteria as
opposed to only exact matches.
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After filling in the search field(s), press the Enter key or click the Find button. The number of matches for each
search field will appear to the right of the field.

Customers who match the search criteria will appear in the middle of the FIND CUST Panel. Exact matches for
the search criteria will show in Blue. If the customer you wish to use is listed, click anywhere in the row. If the
customer has any alternate addresses saved, the customer may appear multiple times, one additional time for
each additional address. The ads already in the system for that customer will display at the bottom of the
panel.

If you wish to use this customer, click once on the customer row to load the customer. If this is not the
appropriate customer and you need to add a new customer, Click on the New Customer button on the top
right of the screen.

55 Ad.Perks : Becky Elder - BRAINWORKS TEST, 27686, (631) 963-4742, BRAINWORKS-CNH | = | © [ISeHl |
AdPerks Panels Rates Ad Bookmarks Prompts Help Mobile

? Cust Cust ‘ Ad ‘ Disp |
| J L Y " |
Ph 631) 963-4742 1 |
one 7( 631) 4 Find Rew Customer
Alt Account
First
Last Credit Avail $1s.00
Company $BRAINWORKSE 2 Oue §24,994.05
Acct-D { Current Customer's Ads S8 Ads
A .. Last First Address Phone Company Ak AC... | Acct-ID | 4

{0K30 Elder Becky 100 South Main Street (631) 963.4742 BRANWORKS TEST CO 27686 Cred
1 51 Branworks Parent

Above is an example of a search for phone # 631-963-4742 and company name %Brainworks%. The account in
blue text indicates an exact match.

The total amount due and total number of ads for this customer are both shown in the top right hemisphere of
this panel. This amount does not reflect any activity in Brainworks A/R.
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Adding a New Client

In order to populate the New Customer button, the user must first search by:
e <either> phone number AND the Last Name
e <or>phone number AND the Company Name

This is a control to eliminate duplicate accounts in the system.

AdPerks Panels Rates Ad Bookmarks Prompts Help Mobile

el s

[ (631)963-4742

Credit Avall | $15.00 |
Oue §24,994.05
| 58 Ads ]

Once the user is confident that a customer does NOT exist in the database, click the New Customer button.
Clicking the New Customer button will navigate the user to the CUST panel, which is where the new client
information will need to be entered.

Panels Bookmarks Prompts Help Mobile

=T = ﬂl

Phone {631)963-4742] P2 [ | Fax [ ]

Al Acco... Quad |E]

S Y E— T —

Company |BRAINWORKS |

Aggress | | E-mand |
B —

cty I | L =) ecowmy [ |
Zo | County [ | ]
Commercial Crat Ratng [okeP - Prei|[w] Type [TRAN - Tran:[w] websne1 l:l
Credt Limit 0.00 Category |[[+] weeswez ||
Spmenter =Expasure| 0.00 Tertory [ |[=]
Motices, E-Mail 2 Credit Left 0.00 Rep. |[+] CMutise’
Mo Purge | ]
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The required fields for a new customer in the Cust panel are:

1. Phone - the search phone number will automatically populate in the phone number field.
2. First Name - if company is entered, first name is optional. This is the billing contact.

3. Last Name —if company is entered, last name is optional. This is the billing contact.

4. Company — optional if there is no company for the individual; enter only first and last name.
5. Address — One line is required; second is optional.

6. City, State, and Zip — after entering the Address line, Tab will take you to Zip field. Fill in zip and city and
state will be automatically populated. [If multiple cities exist for the zip code, a box will be displayed and you
may select the correct city.

7. Email address —Only Private Party customers can be flagged with no email address; for commercial
customers, it is required that an email address is obtained. If a commercial customer has no email, then
management approval will need to be obtained to save this customer with no email address.

8. Type — this input field is for the type of client. This field most likely will default to TRAN for new transient
advertisers. If Commercial happens to be selected for the client type, then the user would also need to select
the Commercial checkbox in the CUST Panel Checkbox area as well.

9. Category — this input field is used for NAICS Codes. A master list of NAICS codes is available upon request.

10. Sales Rep — if no rep has been assigned to this account, type your ad user number in the field.

11. Commercial Checkbox (CUST Panel Checkbox area) — this needs to be checked for Commercial customers,
which is any customer who is NOT Private Party. It serves as a systematic switch for how a customer is billed.

Credit Rating will default to OKPP for all new clients. The customer will be required to prepay for ads until
clearing the credit approval process.

Once all fields have been completed, save the newly added Customer by clicking Save Customer Only from
Ad.Perks located on the Menu Option. Once the customer has been saved, you may proceed to ad entry.

If you have not populated ALL of the required fields, an error message will appear notating which fields need to
be populated in order to save the newly added client. Enter the required fields, and re-click Save Customer Only.

Ad.Perks  Panels Rates Ad Bookmarks Prompts

—

e

REEE Ctrl+ ‘ Cal H Ins ‘ Pay H Gang ‘ Con ‘ Hist ‘ ‘
Save Custamer Onl Ctrl+5hift+5 | } ) | } )

Save Unfinished Ctrl+UJ - —

e e | Fax | |

13| Page



CUST Panel Checkboxes

e | Lt |

Commercial
Subscriber

Motices, E-Mail 2
Mo Purge

Standby

Mo Web Prepay

Mo Web

Mo Content Upsells

Require PO

On the CUST panel, there is an area designated at the left edge of the panel for additional information
regarding the customer.

1. Commercial — see previous page.
2. Subscriber — Check this box to indicate that the customer subscribes to your publication.

3. Notices, E-Mail 2— must be checked if customer should receive notices. (Affidavits)

4. No Purge — Check this box to prevent the classified purge utility from ever auto-deleting this
customer from the database.

5. Standby — Check this box to indicate this is a customer who has standby ads. Standby ads made for
standby customers run only if there is no other ad scheduled to be run for the customer on a
specified date, in a specified publication. Note that both the customer and the ads must be
marked to be eligible to be printed.

6. No Content Upsell — prevents emails with links to additional versions of an ad’s content being sent

7. Require PO — Check this box to indicate that this customer requires a purchase order on each ad
before the ad can be saved.

After appropriately selecting the CUST Panel Check Boxes, make certain to click Save Customer Only!
Customer Notes at the bottom of the CUST panel — Up to 2 notes may be entered for each customer.

Whenever a new ad is being created, any listed notes will be displayed.
o If the Alert box is checked, the message will be displayed in red as a visual alert.

Last Mod 08/23/17 v vays o
Last Stop 10/31/17 R 90 Days 0.00
. 2040 0N O Alert 120 Days 0.00
Acct-ID 61396 ‘ Customer Note 1 } Customer Note 2 : A/R Notes ! Balaiice =
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AD PANEL (Classified Ad Order entry in Ad.Perks)

The Ad Panel is primarily used to schedule Classified Ads. For scheduling an ad, after loading an existing
customer or creating a new customer, the Classified Rep should navigate to the Ad Panel.

Ad.Perks Panels Rates Ad Bookmark rompts Help Mobile
?Ad || ?Cust ‘ Cust DISD HDlgltal Cal H Ins H Pay H Gang l Con ‘ Hist ’ H
Class | |[»] Type] [ | Rate[1 Rate Wizard IE3

s WD WODEO 6 B senl . _

Commercial
Pickup
Callback done
UAT
Retest UAT
New Today

GARAGE SALES
Garage Sales Kit
Rain Insurance

MONSTER

Monster 14 Day
Monster 30 Day
Menster-Diversity Job Pos
Monster-Bold
Monster-Auto Refresh
Monster Match
Monster Twitter Sinale Ca

EEEERERER

EREERRR

Class liner

Packages d - Display ad

Valdesta
Moultrie Commercia}i - Inline display
Sunday Central Co

Tifton Commercial |s - Semi display a
z-Valdosta AdPerfecmag - magazine

7-ThAamzotrilla

MTagm - Ganged Member
gs - Ganged SHELL

T Key ‘ p - Preprint

Sort |
w - web
(J Hod | |unf lcweb - Web liner ad
cp - Commercial Pri:
Contract

AD TYPES used in Classified Ad Order entry

Class Liner (c) a one of more column wide ad created in InDesign.

Commerciajcd - classified dispi

1 - Legal (wrapper)p

pd - Print and Deli]

‘Misc - Miscellanecu

Class liner

atio B

Classified Display

Inline Display

i Legal (wrapper)

sar

(=00 =0 =

Semi Display ad
N e T 00

Gross 0.00
— Surcharge 0.00

|| ~]
- $ Total 0.00
repz|| v | - Paid 0.00
+ Refunds 0.00

Classified Display (cd) is a multi-column ad created by the Ad Taker or Artist.

e AdClassified Display, unlike the other Classified ad types, is scheduled using the Disp panel, instead of
the Ad panel. A key feature in the Disp panel that is used only for Classified Display is the Compose
checkbox. CD’s will be further discussed on pages.

o A CD will always flow to the bottom of the page in pagination.

e ACD can be separated from the other ads in the same classification that are entered as classified liners.

Semi display ads (s) are used for Service Directories.

Inline display (i) is a 1-column display created by an artist and sorted with the liners.

e NOTE: It is a display that runs in column, but is not dummied.

columns.

In contrast a display, can be multi-

Legal “wrapper” () is a liner that wraps and is created in InDesign. Legal ads sort with liners and can flow to

multiple columns.
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Steps for creating/scheduling a Classified Ad in the Ad panel

1. Classification — choose from the dropdown selector or simply type the classification number into the
field. NOTE: the major headers are displayed in blue and can NOT be specifically selected as the
Classification, only serving as a reference indicator.

2. Ad Type — choose from the dropdown selector or simply type in the identifying letter into the field.

3. Skip Days (Optional) - If an ad should be scheduled to skip an available publishing date, utilize the Skip
Days feature to the left of the Start field for selecting the days of the week to be skipped.
e Toskip a particular day of the week, simply click on the appropriately labeled button which will
darken the button upon selection.

2 Ad Type Prompts Help Mobile 7
| | | |
oy Digital‘ cal H Ins H pay H Gang H Con ‘ Hist l H
\ J ) V|
CISSSEZOS - Business Cppcrtunities}\zl Type] - Class liner||z| Rateil Rate Wizard ||ZJ
sipS W D WEDEE B st \Days|| | Stop | |  TwlN o
A Packages Publi
Valdosta Recruitment Valdosta Daily Tim 4 Run Dates
[Valdosta Small Bus Rec Valdosta Shopping
Valdosta Commercial valdostadailytimes
= Mocdy Recruitment Moultrie Observer
E._{Mew Toray Mocdy Small Bus Recrui The Mailbox Post Pub OC 0.00
| GARAGE SALES i} T ) i +$ e E—
[ | Garage Sales Kit = =il . - = Dsc% | 0.0
[ |Rain Insurance Goo = — Discount 0.00
MONSTER Key | | ooa \Packl | [[ =] A
E— — JL_ Ad Credit 0.00
[ |Monster 14 Day T = | e i

4. Schedule Start Date using the Start field by any of the following actions:

e Date Chooser option — Entering the forward slash key (/) into the Start field will populate a
Date Chooser option where a user can simply select the appropriate start date from the listed
calendar.

¢ Next Available Run Date — by leaving the Start field blank, the next available publishing date
will default into the start field upon costing the newly entered ad.

e Manually key the desired start date directly into the Start field by the format of MM/DD/YY.

e Entering a Number as Start Date - Entering any number into the Start field, and then tabbing
out of the field, results in the selection of that date within the current month.
> i.e. by entering the number “10” into the Start field and tabbing out of the field, the
system populates that number with the current month of August as “8/10/17”

e Entering the letter “t” into the Start field will input tomorrow’s date as the start date.
> i.e. since today is Wednesday 8/16/17, then Thursday 8/17/17 happens to be the very
next run date. Simply entering a “t” for tomorrow will populate the Start field as
8/17/17.
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5.

Ad.Perks Panels Rates Ad Bookmarks Prompts Help Mobile

e Pressing the spacebar in the Start field will enter today’s date as the Start date.

Number of Run DAYS - input a number into the Days field directly to the right of the Start field. NOTE:

Do NOT toggle the Days button to Wks! If this incidentally happens, simply toggle the button back to
Days. If left at Wks, the scheduling and ad cost will be adversely affected.

e The number entered will que the system to run the ad for that specific amount of consecutively

available run dates.

e |[f the ad is to run for “One Week”, then enter the exact amount of the days the publication

prints per week.

»i.e. if the publication being scheduled prints 6 days a week, then enter the number 6 to

represent an ad being scheduled for “One Week”.

5 number of Days

6 Packages st | Ad

Disp | ‘ Digital

Cal H Ins H Pay HGang

SN\ — e
Classfzos - Busirhkoppcrtunitiesﬂlj Type| - Class liner|| S

eil Rate Wizard ||z[
skipS W @ W @ NG @ Start | | [Days) | Stop | TN o
PTc o Packages Publications
ommercia
- Pickup Valdosta Recruitment Valdosta Daily Tim
[ callback done [Valdosta Small Bus Rec Valdosta Shopping
[ |uat Valdosta Commercial valdostadailytimes
fjoody Recruitment foultrie Observer
FRetest UAT Moody R 3 Moultrie Ob
—Ne"’g:;;‘éESALES Moody Small Bus Recrui The Mailbox Post A$ Pub OC 0.00
[—"' Garag Thamsorri 11a Dasyniitmar mAnl+rianhoartrar ~ Disc % 0.0
[ |Rain Insur. — = — Discount 0.00
MONS | Pack!
[ |Monster 14 Day T‘h = | - ‘—H =) Ad Credits 0.00

PINUTN | (W
7 OC Checkbox 8 Text Tool icon

6. PACKAGE - Select from the available listing of Classified Packages.

The availability from the Classified Package listing is contingent upon the Classification selection
(in step 1).

The publication listing is merely a reference indicator contingent upon the selected Package.
Therefore, there generally is no need to select a publication.

7. OC Checkbox (optional) — Other charges are available from the OC Checkbox such as Monster options.

8. Build the ad by clicking the Text icon T which will then redirect the user to either (a) the Data panel
or (b) directly to InDesign. The systematic redirection is contingent upon the selected Classification in

step 1.
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Additional information in creating/scheduling a Classified Ad in the Ad panel

e Instep 6 —choosing a Package, the Pack button populates a chooser box for an expanded viewpoint of

the available Packages.

e In step 6 —choosing a Package, the 333 icon to the left of the Pack button, accesses the Publication

Selections Dialog. This allows the user

set Package.

P:3 Schedule Ad in Publicati

select a Publication that may not have been included in a pre-

T Key|

Sort [

() Hold Un

) 1. Valdosta Daily Times

(] 301. Valdosta Shopping Guide

(] 2001. valdostadailytimes.com

() 11. Mouttrie Observer

() 311. The Mailbox Post

[} 2011. moultrieobserver.com

() 12. Thomasville Times Enterprise

() 312. Thomasville Area Shopping Gd.
() 2012. thomasvilletimesenterprise.com
() 18. Suwannee Democrat

()] 2018. suwanneedemocrat.com

() 23. Tifton Gazette

() 2023. tiftongazette.com

() 35. South GA Sunday Central

(] 36. Moody Volunteer

() 2. Union Recorder

() 3. commonwealth Journal

(] 4. Glasgow Daily Times

| Done

S. Daily Citizen 1024. Men at Work Magazine

| Pub# l Count

lton Magazine

09. Limestone Life

1010. Cullman Magazine

1011. My Life

[_J 1012. Corridor Magazine

(J 1013. Thrive

(] 1014. Prerogative

[CJ 1015. Meridian Homes and Style
() 1016. Thomasville Bridal Magazine
[J 1017. SO GA Football Magazine
(] 1018. Suwannee Valley Scene
(J 1019. WV South

() 1020. Current Magazine

() 1021. Experience Laurel County
[J 1022. Albemarle Magazine

[J 1023. Tifton Scene

0 |@ [—m \ﬁ] Lﬁ\ l Cancel

RS Schedule Ad in\Packages:

@ 92. Valdosta Commercial

() 91. Moultrie Commercial

| 88. sunday Central Commercial
() 89. Tifton Commercial

J 100.
J 102,
J 103.
J 104.
] 10s.

z-Valdosta AdPerfect
z-Thomasville AdPerfect

z-Tifton AdPerfect

z-Moultrie AdPerfect

z- Suwannee Democrat AdPerfect

(] 10. valdosta Filler House

() 66. valdosta Shopping Guide Only

(C) 90. Thomasville Commercial

(] 93. Suwannee Democrat Commercial line
() 94. Suwannee Democrat Private Party line
(] 85. Suwannee Democrat Auto line

() 96. Suwannee Democrat Friday Commercial
(] 117. Moody Onlv

Clear Pubs l Done ] Paclat “

] Count

start [10/01/17 | [Days| |

1 Clear @ L—mtj @j Cancel

Stop ] '

o Ad Notes at the bottom of the Ad panel — Up to 2 notes may be entered for each ad. Whenever the ad
is opened by a user, any notes listed in the Ad Note 1 and Ad Note 2 will be displayed.

o If the Alert box is checked, the message will be displayed in red as a visual alert.

Last User JSIMMONS

Last Mod

Last Site 10 - Skirx () Alert
AdID 0 Ad Note 1 | Ad Note 2
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DATA (WEB) PANEL
The Data panel is mostly used for creating the print version of a Classified ad. The Data panel provides an
established format to use when creating ads for certain Classifications. Therefore, the Data panel is
contingent upon the selected Classification in step 1 of a Classified Ad order entry. A user is typically
redirected to the Data panel from clicking the text icon in the Ad panel.

1. Enter information in the designated fields by both clicking on the dropdown selectors and entering
value into fields accordingly.
a. Descriptions in Bold are required input in order to successfully save the ad.
b. Asterisks (*) to the right of a field mean that data must be entered into the field
in order to build content.

2. After all information has been entered accordingly, the user will then click the “Build Content for .”
button at the bottom. This button will redirect the user to InDesign to view the ad with pre-

defined Ad Formatting applied to the ad.

NOTE: If you leave a required field blank, you will be prompted with an error that the field is required.

42 Ad.Perks : Becky Elder - BRAINWORKS TEST, 27686, (631) 963-4742, BRAINWORKS-CNH | = | & -
Ad.Perks  Panels Rates Ad Bookmarks Prompts  Help  Mebile
‘ ? Ad ?Cust | | Cust ‘ Ad H Disp‘ Data Cal H‘
i New l l Duplicate l Year (YYYY) |ﬁ *
’ Make |Checker HB =
I S l Model |Marathon [ B #
12012, Checker, Marathon, (531)963-47| Price | 2s000.00]*
Phone |(431)9463-4742 [
E-Mail | |
Trim | |
Transmission Type | |[~]
Miles (K) | 25000
Body Style | |[~]
Condition | |[~]
Color | |[~]
oso O
VIN | |
STOCK# | |
it"s beautiful
Raize Delete Description *
Lower Paste from Digita
[ Build Content for Automotive
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There are four different Classified categories that use a standardized Data panel when building a
Classified ad:

e 200 Employment (range of 200-246)
e 300 Merchandise (range of 300-478)
e 480 Pets/Livestock (range of 480-495)
e 700 Transportation (range of 700-786)

Therefore, the user will be redirected to the Data panel before InDesign when using these four
Classification categories.

NOTE: if an ad was created using the DATA panel and then the ad text modified in
InDesign, the user MUST copy the correct text back to the DATA panel so that the web
feed is correct.
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ENTERING A CLASSIFIED DispLAY (CD) Ap - BuiLt By Designers

e First, find your customer using the Find Cust panel.
e Next, click on the DISP PANEL.

4= Ad.Perks : Becky Elder - BRAINWORKS TEST, 27686, (631) 963-4742, BRAINWORKS-CNH \;Ii- /@

__—

Ad.Perks  Panels Rates Ad Bookmarks Prompts Help  Mobile

?Ad ?Cust|| Cust Ad Disp Cal / m
«
Description |this iz fun hl : = ! - classifie| - |Rate|1 Rate Wizard |E]
Order Name | | Bleea £ 1000
Order No. 26738 I:I [ compose () D. Truck act DV-Dollar Volume
Size of Content-1 Modular Size > %
X b I —— -
T a Coupon [ Rev 9 Prod 9 Pag 9 Bill
Rating Codes Owverri
Zone
coor | (]| et 0
S =] )
| N —(5d | S (e
O |2 [a b
S — =] e ———— | o0
| S ) —
Surcharge 1 E] Common
=14l - Instructicnal Surcnargez|:|E] A I:IE]
[user | :
hOC Campaign [ Hoid SurchargeElI:IE]
Layout Mote | |E] = | |E]
Biling Note | |E]
7 Product |valdosta ROP & CD |[[x] x F
¢ Pub [1 VDT - Valdosta Daily J|[¥] @ % 5
[ April 2017 [ May 2017 [ June 2017 - Ad
5 WEDwaEE .@..... (= W@ W @ E G Rate 155.8(
Base Prics 1,558.00

Color

Paid Pos
Pickup
Contr Disc
Flat Disc
Sales Tax

(7o | 8B * $ i

? Ad (2679

@
@
@

Call up the Product Chooser (Control “e”) and select the Class Display product.

Choose the ad Type as cd - classified display from the dropdown sel
Enter Description (this is a Required Field).
Enter Size of Content ad.

uhwNE

ector.

©

If this is a color ad, click the Black & White button to change to either Spot or Process.

o For Spot, be sure to click the dropdown selector below to specify the actual colors.

Verify that the sales rep listed for the ad is correct.

Choose the Classification for this ad from the dropdown selector.
Select the insert run days from the Calendar at the bottom.

Click Production to enter any notes to be sent to Xpance

10 Verify that the cost is correct and then Save the ad.

©® N o
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9.

10.

11.
12.
13.

ENTERING A CLASSIFIED DisPLAY (CD) Ap - BUILT BY Ad Takers

Locate the customer using the Find Cust panel.

Click on the DISP PANEL.

Populate the Product Chooser (Control “e”) and select the Class Display product accordingly.
Input into the Description field accordingly.

Enter the Size of ad in Columns and Depth in inches.

VI the Compose box.

Select color accordingly by toggling. For Spot, be certain to choose from the dropdown
selectors accordingly.

Select the Classification for the ad.

Click on the Texticon | or click on the DATA panel to build the ad.

After the ad has been built, return to the Disp panel and select the insert days using the
Calendar at the bottom of the screen.

Verify that the cost is correct.

Click the Production box to enter any notes that need to be sent to Xpance.

Save the ad.

NOTE: Once you save the ad, DO NOT click on and off calendar dates. See Modifying Ad for changes.
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INDESIGN QUICK REFERRENCE

[BE=] There are several tools within InDesign that will be used on a regular basis. We will briefly
| discuss those tools and how they will relate to Ad.Perks.

k
k The solid black arrow is the Selection Tool. This allows the user to select a picture box to be
G used for a picture or an image.
Il
i1, | The next arrow down, the arrow outlined in black, is the direct selection tool that selects only

the image or picture, not the picture box.
The large letter T is the Type Tool, which enables you to enter text.

Anytime you are uncertain of a function, simply hover your mouse over the option a it will
give you a brief description of the tool.

On the top right, you should see “SITE NAME” (example: CNHI Basic) as your default
workspace. If you do not, then click the down arrow and select the “SITE NAME”

IHEE"F@P@.&® BT X ORSSNE

IMAGES PALETTE

The checkboxes at the top of the palette allow you to filter by the following (in order from left to right):

Placeholder pictures

General Images

Specific classifications or range of classifications
Specific to the ad’s classification

Specific to the customer on this ad
Any Image that has previously appeared on this customer’s ads

oV ~wnNE
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Style Buttons
G160 F 0] 21 (@ (6] = O [ qgg 0o 2 A

Cmm—(— [

e To add an image to the ad, first set to Square & Center.
e Using the Selection Tool, select the Picture Box.

g ﬁ o If there is no picture box in the ad, select the ad box, then go to Style

Buttons (A) Palette, and click once on the Picture Box Button.
Current Ad: El O ( )

Previzws | | Flzwors |
ot | [ v || ® Once the Picture Box is selected, double click on the image to be placed which
w-iII copy jche image to the ad. To delete the image, click the Di.rect Selection Tool,
P click the image, and press Backspace. To delete the entire picture box, use the
e — Selection Tool, click the picture box and Backspace.

Cruplicats

Remaove | | Remowve Others |

&

Copy and Paste

All copy received in an email and/or as a word document needs to have the embedded formatting removed.

Simple steps:

e Cut copy from email or other document
e Paste into a word pad text document, save it.
e Then cut and import into InDesign

If the copy is received in a Word document the whole file

Style Buttons

The Style Buttons that you see on the palette below are shortcuts for many commonly used formatting
options.

To apply to text, simply highlight the text and click the formatting option.
There are numerous sets of style buttons. Click on the Letter A to toggle between the button sets. To

go back a grouping hold the Shift Key and click on the grouping button. Set A has been configured for
the most commonly used ad formatting for AdPerks Order Entry.
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See Next page for Button definitions.

Click Horizontal Lined Button
Click Browse and Add Customer Image To DB
(Note: In this instance the image was a map for a legal ad. So, it was customer specific.

Add Ad's Picture
" Browse and Add Customer Image To DB...
Browse and Add Image To DB...
Properties...
Meke Inactive
Delete Image From DB
Replace Image in DB
Browse and Replace Image in DB...
Recreate Preview
Recreste Web JPEG
[V Show Preview

Recover Last Known Image

Reload Images From DB

 Frmloa . wm
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Panel A

B

u

G

E

F

R

b

BOLD SELECTED
CopPY

UNDERLINE
SELECTED
COPY

ITALIC
SELECTED COPY

CENTER
SELECTED
COPY

CENTER ALL
copy

JUSTIFY ALL
Ccopy

FLUSH LEFT
ALL COPY

FLUSH RIGHT
ALL COPY

ALLTEXT
BOLD &
CENTER

3

6

9

Panel C
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COPY

3LNELOGO [ 6LINELOGO | 9 LINELOGO TEiiLTEgTIEAJPT SELECTED TEXT TEiiLTEgrfpr TEiiLTEgrf: or| REVERSE AD
ANYWHERE | ANYWHERE | ANYWHERE TO 12 PT BOLD CAN'T UNDO

BOLD BOLD BOLD

10 PTTEXT NO| 12 PTTEXTNO |14 PT TEXT NO|16 PT TEXT NO
BOLD BOLD BOLD BOLD
NEVERMIND | NEVERMIND
TOP  LOGO PICTURE | 2PICTURES
TOP GRAPHI BACK TO

IMAGE LigraRy | TOF GRAPHIC| TOPPICTURE | \vwhere | Top oF AD SELECTED AP

PLAIN TEXT

THICK THIN

T rre— LINESTOP & | 2PT ROUND REMOVE
BORDER BOTTOM BORDER BORDER
e =
T
I i
| I
or oo [ sroa o | T | T | e [ e
CAN'TUNDO | CAN'TUNDO | CAN'T UNDO
UNDO CAN'T UNDO UNDO CAN'T UNDO | CAN'T UNDO
WITH2 | BLUE WITH
GREEN GREEN WITH | GREEN WITH 2 iZEUEzDWZ':: GREEN WITH BLUE BLUE WITH BLU:OINT ROUND 2pT | BLUEWITH
PT BORDER
BACKGROUND | 1PTBORDER | POINTBORDER| =" | 3PTBORDER | BACKGROUND | 1PTBORDER | o oo eimenigl |
W WITH | YELLOW WITH
PINK PINKWITH | PINKWITH 2 :gm\gg; PINK WITH YELLOW  |YELLOW WITH YELZL?’OINTI ROSND op7 | YELLOW WITH
BACKGROUND [ 1P PT BORDER
ou 1PT BORDER | POINTBORDER| " | 3PTBORDER | BACKGROUND | 1PTBORDER | o o oo soroer | 3770
REMOVE
BORDER




SAVE AD AS UNFINISHED - (red sort bar)

If an ad is NOT ready to be released for publishing, the ad may be placed into an unfinished queue by saving it
as Save Unfinished.

For an ad that can’t be saved ready for publishing, this feature allows for work that the rep has already
performed in creating/scheduling an ad to be saved without having to come back and start over from the
beginning whenever the rep resumes creating/scheduling the ad.

1. Select Save Unfinished from the Ad.Perks option of the menu.

45 AQLPETKS ! Becky T - BRAINWURKS 1E51, 2/06D, (D31) Y03-474Z, BRAINWURKS-UNH ILIL‘
- Ad.Perks  Panels es Ad Bookmarks Prompts Help Mobile
Save Ctrl+S
Save Unfinished Ctri+U f— — —_—————————— —
. e|gs - Ganged SH|| v | Ratell Rate Wizard [ 7]
Save Unfinished & Clear All Ctrl+Alt+U Py —
# |_Black & Whie 3010

When ad is Saved Unfinished, the Sort Bar under the Calendar View will turn to red and the ad will NOT run
until it is re-saved as finished.

Sort Bar ‘ Cust Ad ‘ Disp ’ Digital Cal ’ ‘ Ins ‘ Pay ’ Gang Con Hist ’ m
A S— P J—
Cass| \ |[¥] Type[gs - Ganged s|[ v | Rate[1 Rate Wizard [~
Skip (S) lﬁ\\l’_ﬂ W@ E 6 B ser(1o/31/27| 0ays) [ | 1swop[10/31/27]  TFCND 1000
Flc al Packages Publications
ommercia
[ | Pickup z-Valdosta AdPerfect Valdosta Daily Tim
[ | callback done z-Thomasville AdPerfe [Valdosta Shopping !
[ uaT z-Tifton AdPerfect valdestadailytimes
[l:Retest UAT z-Moultrie AdPerfect Moultrie CObserver
New(;dofg:yGESALES z- Suwannee Democrat 2 The Mailbox Post * $ Pub OC 0.00
[ Garage Sales Kt [721Ans+ra Willar» Hanea mA11T +25 anhoarirar Disc % 0.0
[ |Rain Insurance oo : — Discount 0.00
MONSTER Key | | aaa (Pack] | v e T
[ | Monster 14 Day = lb fdal hell -10/31 |p
[ Monster 30 Day 2 e O Lo M e Gross 35.00
B Monster-Diversity Job Pos = T ———
[ | Monster-Bold (] Hoid et Blocked Route |Sort [l sl ] S =
[ | Monster-Auto Refresh i P Total 35.00
[ | Monster Match LG Hatg |wl l—v—-] $ - Paid 0.00
[ | Monster Twitter Single Ca + Refunds 0.00
[ | Monster CAN 7 Day
[ | Maneter FAN 14 Nav | | M Amt Due 35.00
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SORT BAR COLOR

Green — Sort OK: ad is ready to publish.

Yellow — ad is on hold.

Red — Saved Unfinished and will not publish until re-saved as finished.

Black — ad is in a blocking queue and will need to be released before the ad will publish.

e “Payment” blocking queue which is most likely for a prepayment that is needed.
e  “Credit Failure” blocking queue

e “Rating Discount” blocking queue set up for managerial approval
Gold — a Cancelled ad creates a Gold sort bar with a thin black border around it.

PLACING AD on HOLD - (gold sort bar)
An ad on hold will not be sorted, and thus cannot be included in the galley that is used to place the ads on the

page in the pagination process. Placing an ad on HOLD is similar to saving an ad as Save Unfinished with two
exceptions.

The first exception is for the reason in using the HOLD feature, which is because a payment was taken
by the rep. see page 43 for a related example.

The second difference is that applying and removing a HOLD is always performed manually whereas
Save Unfinished can be applied both manually and systematically.
A report can be ran in identifying what is on HOLD.

To place an ad on HOLD:
1. With the desired ad open, navigate to the Disp panel

2. M HQLD which is in the middle of the Disp panel, just above the Layout Note field.

. plameeneeeey sk stser v

EOC Campaign \g Hold Surcharge 3| IL:J |7| I_J

Layout Note[ ]U (Reason ) |—|Q]

Biling Note | B3

? Product [Valdosta ROP & CD I[»] x F

¢ Pub [1 VDT - Valdosta Daily J|[v] © % .

I, October 2017 l November 2017 l December 2017 3] | Insert | Ad Prod

l_]l:]DCJDL__]E]: Bl l:]C :]l:] 6 udwWDEE Rate 3125 312

[ 1] 2| o] 4] 5] 8] 7 : Base Price 250 525

| 8| sfrofiilialis]te Eliﬁm [ 3] 4] 5] 8] 7[ a] o Color

15| 1617 [1a]1] 20|21 W112] 13 |1« [15 161712 W10 11 [12]43]ra 15 46 Paid Pos

22| 232425126127 [25 W15 20 [21 [22]23] 241 25 17 15 192021 [22]23 Pickup

27 |28]28]30] 24) 25 | 26 27| 28|29 |30 Contr Disc

L E i Flat Disc

| || Sales Tax
Ad /13586 1 of 2 Jgi@ B 8 * @ $ - =1 >
-

Notice that the Sort Bar became YELLOW upon ¥ HOLD.
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SAVING AN AD

After inputting an ad completely in the Ad panel:

1. Click on Ad.Perks on the task menu.

2. Then select Save.

You also may click ONCE on the Save icon, a yellow diskette. However, do not double-click on this icon! This
icon is a visual warning that changes have been made to the ad since it last was saved, and these changes have
not yet been saved.

If you start a Clear Ad & Buy or Clear All procedure, or begin to exit from Ad.Perks without having saved changes
made in the Ad panel, you will be prompted to save the changes. If you do not, the changes will be lost.

If you save an ad for a customer whose credit is OK, but the text of the ad includes a phone number for a
customer whose credit is anything other than OK, you will see a Confirm dialog box:

If you click on View Customer(s), you will be switched to the Customer panel, where you will see a list of the
customer(s) with credit other than OK whose phone number is contained in the text of ad:

You may then call the ad up again and save it, or ask the customer for a phone number that does not have
credit other than OK.

Note that if you type a seven-digit phone number in the text of the ad, and there are multiple customers in the

database with this seven-digit number but different area codes, you will see the Confirm dialog box if ANY of
the customers have credit other than OK.
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FIND AD PANEL

The purpose of this panel is to use a wide variety of criteria to search for ads in Ad.Perks. You may create

an ad hoc query, save that ad hoc query, or use a Common query previously created.

Frequently used searches are saved for everyone to use. To access these queries:
1 Select from the Common dropdown box.

AdPerks Panels Rates Ad Bookmarks Prompts Help Mobile

= ﬂl

— =]
— 0w ) [sewerm
Comment CHOOSE l_d
Ad Key Search
hds To Bill
Ada To Run
hds to Delete
hdas to Recoat
Ads to Rollover
Bad Credit Ads To Run
C—Credit Failure
LstActacallback List (=] Perform Due
OueyCallback Liatc 2 E] Smtl E] [ I
Callback Report -
H Cash Report | Ofg.. | Due | Paid | AdID |...| ml

Contract Ada

Contract Ads To Accrue
Delete Commercial
Disputed Ads

Select the query, then click Find. Once you select a common query, the information that is being searched for
will come up in the box before you click find.

Ad.Perks Panels Rates Ad Bookmarks Prompts Help Mobile

B m

[ Common | [Pickups from Callbacks =] Clear Form Deiete Form
—— =
Comment  |Select desired Orig User and dates |
amn = &= =] |
[oc Fiag 11 (=] [2= |I[=] [om I[=]
[orig User =] [i= |[*] [<usEnin> =]
|Stop Date |[=] [in range =] [z =] = =] _
- =) rerom | ove
Queuve: | =) setfo-mamrl(z) )
flli Description | v | €| Cr.. | Stat | Stop  Org.. | Due | Pad | AdID |..| Comp..

The results of the query will appear in the bottom half of the screen.
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The following displays the results of a simple ad query finding ads to run on March 14.

&2

Ad.Perks : -

,»» BRAINWORKS-CNH

Ad.Perks Panels Rates Ad Bookmarks Prompts Help Mobile

?M

|__Common_| |pds To Run

User |

(=]
I~

V Clear Form

Y

Delete Form

Comment |

|4

|Insert Date |E] |is

[ ] [203/14/2017

(=]

[ro> 10 =] [is

|[«] [1 voT - valdosta |[+]

|sort oK I[+] [is

] [on

(~]

| (=)

List Action: | |[~] Due £768.00
Queue | =) sertfo-zamd(v) _sam
EI Description Cl... Cr... Start Stop orig ... Due Paid Ad-ID Comp..
ganged member gm 0 OK30 0314117 03M8MT NMTALERICO S15.00 20.00 559 BRAINVWO
d 0 OKs0 03417 021417 TFALLS $1585.00 20.00 534
d 0 OKs0 03417 021417 TFALLS $1585.00 20.00 533
d 0 OK80 031417 031417 TFALLS 21585.00 20.00 vyl
Sell Sell Sell® Sell Sell SelFs ¢ 115 OKS0 031417 03M8MT TFALLS E17.75 20.00 472
testing a payment on ad d 0 OKs0 03M4M7 022017 TFALLS 110,00 20.00 434
testing 2 ] 120 OK30  03M0M7  03MSMY DFREDMAN  $15.00 30.00 415 JESSE WH
test ad for lost and found. t... ¢ 155  OKS0 0311417 03MEMT ANEWCOM 52525 20.00 408
Payment Tezt TFalls d 0 OK30 031417 022017 TFALLS 20.00 $195.00 393 SITE 1 TES
Totals §768.00 $195.00 0

You may sort on any of the columns by simply clicking on the heading. You may also print out the results.

See the section later in this manual to Print Windows in Ad.Perks.

To create your own query, see details in the Brainworks Classified and Classified Display Manual for Users Part

A starting on page 19. This will provide you with the guidance to create your own reports.

Once you are finished with a query, Click Clear Form to start a new query. You may also have your

own queries by clicking Save Form.
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PAYMENTS

Once you have completed ad entry and saved the ad, you may then apply a payment to the ad. To access the
Pay Panel, either click on Pay tab or press F9. The following panel with appear:

Ad.Perks Panels Rates Ad Bookmarks Prompts Help Mobile

2Ad | |2Cust | Cust || Ad Dlsp[PayJ

Payments, Refunds and Ad Credits for Current Ad

AR Paid 0.00

AdPerksPad | 0.00 Ad Amt Due 17.75/
T st | [ )
A knd | Amfunt | Method | Type  Check/.. | Exp  Approval | Note | Card Naw.

1. Click on New Payment button which will populate the Ad Payment Dialog box.

& 1-credtcard () 2-Check [ 3-cCash
(O 5- Coupon () 6 - Deferred C.Card

CardType | 1
D

Sec. Code

—
) &

Amount Approval |

Reason  [PVALDOSTA - PVALDOSTA |[~]
Note | |

CregtDate [02/16/17 |

2. M The Payment Type that you wish to use.
For this example, the Credit Card payment type will be demonstrated.

If you select Credit Card as the Payment Type (step 2) then:

RESTEEER

1. Click on the Choose button, and the Credit Card for this payment box will auto-populate:
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dz Credit Card for this payment -

[ New ] [ Duplicate ] . Delete

Card Type Card Mo. Card Exp. Card Name D
JESSE WEAVER 3

Card Type | |B
Card No. || | [ Clear |

Card Exp. | |

Card Name |JESSE WEAVER |

Sec. Code | |

4. Listing of
available
stored C.C.’s

Done - Cancel

4. Enter the Card Type, Card No, Card Exp., Card Name, and Sec. Code:
o Either by manually imputing the information directly into the fields
o Or by making a selection from the listing of available stored credit cards which will auto-
populate the information fields

If a credit card is being manually entered into the fields, an option will populate allowing the rep the ability to
retain the manually entered credit card on the customer’s account by clicking Remember button. If there is
already an existing credit card in the listing of available stored credit cards, an option to designate this credit
card as Primary will be available.
5. Once the credit card information is either manually entered or auto-populated by selection from a list
of available credit cards, then click Done. You will be returned to the Ad Payment Dialog box.

6. Inthe Ad Payment Dialog box, if satisfied with the existing information, click the Telephone icon to
authorize the credit card. This actions communicates with Paytrace for approval or a credit declined.

Note: this is very important! You MUST authorize the payment and ensure that there is a valid
code in the approval field before you save the ad.
Once approved, there will be a number in the Approval field.

7. You may then click OK.

8. Re-Save the ad. You must re-save the ad after payment has been applied!
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For the 2nd example, a Check payment type will be demonstrated
As in the 1%t example for the Credit Card payment type, the 1% two steps are exactly the same:

1. Click on New Payment button which will populate the Ad Payment Dialog box.

2. From the Ad Payment Dialog box, ] The Payment Type that you wish to use.

3. Enter a Check No.

4. For the Approval field, type the name of the person who accepted the check
5. Enter the Amount

6. A Reason code will most likely auto-populate from the dropdown selector.

7. The Note field is optional. For Split Payments, The Note field is an ideal place to provide the total
amount received.

8. The Credit Date will most likely be provided.

Ad Payment Dialog (123) 456-7890 -
() 1-credtCard & 2-Check [ 3-cash
U a2 - Coupon U 6 - Deferred C.Card
CheckNo. ||
Amount | 17.75 Approval |
Reason |P - Payment |
Mote | |

Credit Date | 03/13/17 |

[} Spiit Payment

. Ok . Cancel

IMPORTANT: You MUST save the ad after a payment is applied or that the payment will be lost. If you
forgot to save the ad AGAIN after the payment you will be prompted to either Save, Discard, or Cancel. Be
sure to save the ad at this point.
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DECLINED CREDIT CARDS

If the credit card you are trying to process is not authorized, the following message will appear. Click OK and

when you are returned to the credit card window, click Done.

Error -

@ Invalid Card Type/Card Murnber combination.

[AP.428]

Next, the following box will appear. It is critical that you click “Discard Payment Changes” so that
the declined payment is removed. Be sure the payment disappears after clicking this button.
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PRINTING A RECEIPT FOR CLASSIFIED ADS

If your customer requests a receipt:

1. Navigate to InDesign and select Brainworks from the menu.

2. Select Email which will populate the Send Dialog box.

Launch Sales

Autofit Ad

Quick Cost

Use Memory... [F11-M]

Copy Ad To Clipboard
Extend Parent Box...
Reposition Ad [F11-R]
Reposition Application
Select Parent Box

Email...

3. Choose Receipts from the Choice dropdown selector.
4. Select Email or Print and fill in accordingly.

e When E-mailing a receipt the user MUST have some form of text included the Msg Box.
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PAYING MULTIPLE ADS

The following describes the procedure if the customer wants to apply a payment for more than one ad with
a single payment.
1. On the Pay panel, click Pay All Ads.

Ad.Perks Panels Rates Ad Bookmarks Prompts Help Mob

?Ad ||?2Cust | cust || Ad || Disp (PayJ ”

Payments, Refunds and Ad Credits for Current Ad

AR Pad 0.00
Ad Perks Pad 0.00 Ad Amt Due 17.75 Pay Al Ads

| New Payment ] New Refund New AdCrest | [ Detete |

(
d} knd | Amount | Method | Type | Checkl.. = Exp | Approval | Note | CardNa...

Clicking the Pay All Ads button will redirect the user to the ar panel...

Ad.Perks Panels Rates Ad Bookmarks Prompts Help Mobile

(o0 rcvn] con [ ] om ] [om ]

Payments, Refunds and Adjustments for Current Customer

[ New Adjustment

| Amount | Method | Check... | Approval | MNote | orig ...

Credit Avail 0.00 [

Other Ads Amt Due 167T89.75 Pay Other Ads & Current: $18 207.50 ]

[ Reset | [ Excludead | Unpaid Sort OK Ads for Current Gustomer, except current ad
Description | Clss | Startt | Stop | Ad-ID | Due | Pay |
HELP 0 oNMsMT 011517 £348.75 E0.00 .\
hey batter batter batter give m... 01M18M7T 01MTMT S10.00 50.00
we are deing ancther test ad ... 01187 0121MT S12.00 50.00
Snoopy wants to do another a... 01187 0121MT $36.00 50.00
This is just a test and its the firs omMsMT 01/24M7T S5150.00 S0.00
tagline MMsMT 01Z8MT 51,121.25 50.00
tagline 12217 020517 51,121.25 F0.00
the ad i placed. omMsMT oznoaenT 54400 S0.00
this is testing ads. this is testing o30anT 03/08MT 51575 S0.00
WTESTY %TESTY% WTESTY ... O30T MT 03/08MT $15.00 S0.00
Blah Blah Blah Blah Blah Blah ... o30anT o3MoMT $15.00 S0.00
o30anT o317 $15.00 S0.00
o30anT o317 $15.00 S0.00
Why in the heck are we havin... 030817 03117 32675 S0.00
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The bottom portion of the ar panel will show all ads available for payment. If you wish to pay all but one
or two, then highlight the ads you want to exclude and click Exclude Ad.

If you wish to pay all ads and have finished excluding any ads you may not want to pay, then click Pay Other
Ads & Current $ xxx.xx.”

If during the selection process you’d like to start over, click Reset.

Once you have selected which ads you’d like to pay, the following screen appears. From here, the procedure
is the same as a regular single ad payment.

Pl Ad.Perks : JESSE WEAVER -, 91, (123) 456-7890, BRAINWORKS-CNH
Ad.Perks  Panels  Rates B ckmarks PrD pts  Help Mobile
? Ad ?Cust| | Cust M/H Disp H / H
Payments, Refunds and Adjustments for Current Customer
New Adjustment
fl Kind Amount/ Method /Check Approval MNote Orig ... | Orig U... /brig D...
\'Z
Credit A I 0. EIEI
! i Other Ads Amt Due 16789.75 [ Pay Other Ads & Current: $16 807.50 ]
[ Reset ] [ Exclude Ad ] Unpaid Sort OK Ads for Current Customer, except current ad
_FI Description Class Start Stop Ad-ID Due Pay
HELP 0 oImsny 01MsMT 42 B34 7S 20.00
hey batter batter batter give m... 115 0M8MT mMTIT 58 £10.00 £0.00
we are doing another test ad f... 380 01MOMT 02T 64 $12.00 £0.00
Snoopy wants to do another a... 380 01Msn7 02T 74 335.00 30.00
This is just a test and its the firs 30 0MenMy 0152417 47 5150.00 20.00
tagline 0 0IHMENMT 012917 38 $1,121.25 £0.00
tagline o oEZEny o20sMT 43 31121.25 20.00
the ad i placed. 205 0iMenM7y o20anT 71 54400 20.00
this is testing ads. this is testing 35 0308MT 0309MT 407 $19.75 £0.00
YTESTY% %TESTY% %TEST% ... 210 030TNMT 030eM 7 4059 S15.00 20.00
Blah Blah Blah Blah Blah Blah ... 220 030anMT 03MoMT 410 S15.00 20.00
117 030817 03MoMT 459 £15.00 £0.00
125 030817 03MoMT 470 £15.00 £0.00
Why in the heck are we havin... 1200 030817 o3nony 430 32675 20.00
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CLEAR AD FROM SCREEN

You may save an ad as often as desired, until satisfied with all aspects of the ad.

To start a new ad for the same customer:
1. Click on the Ad.Perks menu option at the top of the screen.
2. Scroll down and click on Clear Ad & Buy.

To look for a new customer:
1. Click on the Ad.Perks menu option at the top of the screen.
2. Scroll down and click Clear All

Be Ad.Perks : JESSE WEAVER - , 60491, (123) 456-7890, BRAINWORKS-CNH | = | © [N
Ad.Perks Panels Rates Ad Bookmarks Prompts Help Mobile

elc - Class 1ine 'vrl Ratejvl' Rate Wizard v

L4/17 | [Days) 3 03/16/17 | w_N_J 3010
Find Unfinished Ads Ctrl+Shift+U RU/17 Pty 1 S 05/18¢17 } s
Find Ads on Hold Ctrl+Shift+H Pubications
Find > aldosta Daily Tim

t Unicn Recorder
Clear Ad & Buy Ctrl+Shift+Backspace P &

iCommonwealth Journ

Clear All Ctrl+Backspace Glasgow Daily Time

Daily Citizen A$ Pub OC 0.00
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BOOKMARKS

On the Ad.Perks menu, you will see an option called Bookmarks. The last nine customers and nine ads are
listed here as a way to quickly retrieve them.

To select either a customer or ad:
1. Select Bookmarks, Customer or Ad.

2 Ad.Perks : JESSE WEAVER -, 60491, (123) 456-7890, BRAINWORKS-CNH == -
Ad.Perks  Panels Rates Ad Bookmarks Prompts Help  Mobile
?Ad ||?Cust|| Cust ‘ Ad ‘
| Sell Sell Sell!l! Sell Sell Sell'l!S (JESSE WEAVER) [472]
UMF - ganged shell (Becky Elder) [430 Ctrl+Alt+ 0
Class|115 - Ructionsa = (Becky Lot [3
ganged member (Becky Elder) [559]
skplSl W 0 W @ B (8 test-pickup ad (Becky Elder) [425] N (3010
I | commercial _1i this is an ad (Becky Elder) [489]
[ Pickup Ve Looking for a great salesperson Appl (Becky Elder) [98]
[ | New Today Ve
[ | Hew Tod ay Package Ve
[ |Notary Charge e
F Rain Insurance i 0.00
Garage Sale Kit JESSE WEAVER [60491]
[ |callback done Becky Elder [27686] i |j|
[ | Picked up | int 0.00
[ | Monster-Diversity Job Pos T CNHI-MOMNSTER ADV/JACK QUICK (180447-1100) [33943]
its 0.00
[ | Monster-Bold CMHI NATIOMAL OFFICE - CLASS (23994-1040) [28194]
[ | Monster-Auto Refresh B BOB-O-LINK (136711-1100) [40709] ] 17.75
[ | Monster Match 0] ge 0.00
[ | Monster Twitter Single Ca —
[ | Monster Twitter-Gold Car | E 17.73
[|CAN 14 Day iid 0.00
[_|CAN 30 Day Add as Phone Pop ds 0.0o0
[ |Monster Gold
\Monster 14 Daw @ Amt Due 17.75
Rep. [104037 - Randy B Credit Failure
BBox
Words 36
Lines &
Agate &
Columns 1
Height 0.500
Last User MTALERICK
Last Mod 03/13/17
Last Site 1085 - Ve L Alert
AdID 172 | Ad Note 1 ‘Ad Note 2

Important Note: Bookmarks are saved in the \Ad.Perks\ dat file
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OPENING AN AD WHEN YOU KNOW THE AD NUMBER

If the ad number is known:
2. Hold down the Ctrl key and press the letter O. This will populate the “Enter Ad-ID” box.

3. Enter the ad number into the “Enter Ad-ID” box and click Open.

I—

MODIFYING AN AD

1. Pull up the existing ad that is to be modified.

2. Select Ad from the menu options.

3. Select Open Ad from the dropdown listing.

4. After modifying the ad accordingly, Re-Cost the ad.
5. Re-Save the ad.

Ad.Perks Panels Rates Ad Bookmarks Prompts Help Mobile

Cust } Open Ad... Ctrl+O
Cost Primary Ctrl+4

Important Note: if you used the DATA Panel to create the ad and then you modify the ad text in
InDesign, you MUST copy the correct text back to the web form so that the web feed is correct.

?Ad || ?Cust Pay Gang Hist

‘ Con
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KILLING CLASSIFIED ADs

There are two ways to cancel an ad which are contingent upon:

e NO insertions have begun running yet.
e Insertions that have published at least one day already.

Also, the customer credit rating creates a difference in killing an ad for:
e Pre-Pay Customer

e Customers with established credit

Billable Customer — killing an ad where NO insertions have begun running yet
1. Locate the ad in Ad.Perks.

2. Inthe Ad panel, locate the Route dropdown field, and change the selection from Sort to Cancel.

"

~ Gara;e Sates Kt "\rax Ansra Fillaw Hanoa I l-mn rvianhsarrar ~ I 00_|
[ |Rain surance = — 0.00 |
MONSTER Key | | aoo (Packl | =] :
[ Monster 14 Day T 5 - — COSINNS e
st ot [zest prepay Gross | 52.50] |
[ Monster-Diversity Job Pos f ] ——
'l T unr il sort oK { Surcharge 0.00
[ | Monster-Boid O tola — Route | Sort ,I 84
— Tabal €D EN
After the Route dropdown has been changed to Cancel, notice that the Sort Bar changes color to with a
thin Black border. This serves as a visual indicator of canceling an ad.
3. Re-cost the ad.
4. Lastly SAVE the changes that have been made to the ad.
P 4 Lo taweie awiasy wwpp o e e v wesdew Py
\ T A — T s P
|Hseplsl M0 wWTE- HH  stan |10/21/17 | (Days) | | 2swp [120/21/97] TP NJ 1000
Packages Publications
| Commercial - "
Pickup z-Valdosta AdPerfect Valdosta Daily Tinu
Calback done z-Thomasville AdPerfe [Valdesta Shoppidg
UAT 2-Tifron AdPerfect valdostadailycimes
Retest UAT z-Moultrie AdPerfect Moultrie OWserver
Newy: {nday z- Suwannee Democrat 2 The Mail¥ox Post Pub OC 0.00
==} GARAGE SALES fatAnora Tillav HAnoa Al =vianhoavmrar ~ +$ DSC% | 0 0 i
|Garage Sakes Kit e ———
/ |Ran Insurance === = Discount 0.00 |
MONSTER oo |Pagk) | v |
s T Kev | s ' |64 Ad Credts 0.00
Monster 14 Day Sort ] : | fo
Monster 30 Day B — Gross 0.00
Monster-Diverstty Job Pos w FOT [T o T - — Surcharge 0.00
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Pre-Pay Customer — NO insertions have begun running yet

1. Locate the ad in Ad.Perks.
2. M HOLD on the ad in the Ad panel. See page 28 for HOLDs.
3. Refund the customer.

If the user attempts to kill an ad as if it were a billable customer, a popup error box will inform the user that the
ad must be refunded before changing the route field to Cancel.

i If the customer prepaid by credit card, then the ad taker can make the refund through the PAY
panel

ji. If the customer prepaid by cash or check, then the refund must be processed by Accounts
Receivable.

4. After refunding the customer, change the Route field selection in the Ad panel from Sort to Cancel.
5. Re-cost the ad.

6. Lastly SAVE the changes that have been made to the ad.

Billable Customer — killing an ad when insertions have published at least one day

1. Locate the ad in Ad.Perks.

2. In the Ad panel, click on the Stop Sign to the right of the Stop Date, which will populate a box
prompting when to stop the ad.

3. Input the stop date accordingly, which is the last day the insertion will run.

o Always leave the “Keep stopped Inserts” V.
o Always leave the “Put in Stopped Early Queue” M.

o Keeping these 2 choices 1, allows a customer to change their mind. This in turn enables the
ad taker to simply re-click the Stop Sign to un-stop the ad, turning the ad back to Sort OK.

The Stop Sign will have a check mark in the center indicating that the STOP insertion process is complete.

If the Stopped insertions need to be reversed back, simply click on the Stop Sign with the Checkmark.

If the date isn’t specifically input, then the field will default to today’s date. This does NOT recognize
deadlines, but it also will not cancel any date that has been sorted and placed.

43 |Page



Killing a LEGAL Ad that has published at least once

Once a LEGAL ad has published at least one day, and you wish to stop the ad:

Open the LEGAL to be cancelled.

Click on the Stop Sign to the right of the Stop Date.

M “Keep Stopped Insertions but don’t Paginate them”
Re-Cost the ad

M The appropriate OC Cancellation checkbox.
Re-Cost the ad

Refund the remaining money (for PRE-PAY Customers)
o In PAY panel, select “New Refund” button
o M (4) Credit Account
o Input “Legal Early Cancellation” into the Note field.

Save the ad

Killing a LEGAL Ad that has never published

For Legal ads that have not yet published, the Stop Sign will NOT be available.

Open the LEGAL to be cancelled.
Change Route field from Sort to Cancel

Refund money to customer account
o InPay panel, select “New Refund” button
o M (4) Credit Account
o Input “Legal Early Cancellation” into the Note field.

Notify accounting of the cancellation and the applicable 50% cancellation fee.

Accounting:

Find customer account of LEGAL to be cancelled.
Navigate to the DISP panel
Control “e” and select SGA — Misc Legal Charges
o Select Misc — Miscellaneous as the Ad Type (auto-populated with common)
o Input “ad # cancel fee” for the description field. (specifically the ad number of the canceled
ad)
o Unselect Product and Pagination. (auto-unchecked with common)
Apply an Override
o Select “I” from the dropdown.
o Input the amount in the Flat field.
o Select “Misc — Misc Revenue” as the Reason Code.
Select a date from the Calendar.
Pick a Publication appropriately from the chooser that populates.
(For PREPAY) In Pay panel, pay for the ad from the customer account (as opposed to CC, Check, or
Cash)
Save the ad

Refund the remaining money paid via A/R.
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INS PANEL

In the Insertion panel, the user can see a breakdown of the cost of each ad, including the total cost for each
publication, the average cost for each insert in each publication, and all modifications to its gross cost, such as
all site-specific other charges.

Lt Ad.Perks : BECKI GUERRA - SITE 2 TEST ACCOUNT, 60754, (123) 456-7890, BRAINWORK...| = | & [HIECIl
Ad.Perks  Panels Rates Ad Bookmarks Prompts Help Mobile
‘ 7 Ad ?Cust || Cust l Ad ‘ Disp ‘ l[)igital‘ Cal Ins Pay ‘ Gang ‘ Con Hist ‘ H‘
fl Publication Ins Cost Avg Q
e PR R & Wove Pubs with Inserts to Top History
‘aldosta Shopping Guide 1 $17.00 S17.00
valdostadaibvtimes.com 3 50.00 50.00
Moultrie Observer 0
The Mailbox Post 0
moultriesbserver.com 0 Doyt [ Should
Thomasville Times Enterpri... 0 O .
Thomagville Area Shoppin... 0 EETET Content-1 remain
thomasviletimesenterprise. . 0 0 Class | M
fl Pub Date Product Layout ! Content S
1 VDT - Valdesta Daily Times 10/0317 Tue Content-1 245-Sa
1 VDT - Valdesta Daily Times 10/04M7 Wed Content-1 245-Sa
1 VDT - Valdosta Daily Times 1000517 Thu Content-1 245-S5a

NOTE: Make certain to always keep the “A7Move Pubs with Inserts to Top” checked

The Publication Table at the upper left of the panel provides at a glance the number of inserts of an ad that
have been scheduled in each Publication, plus the Pub-Independent Costs, which always is shown at the top
of the list. The primary Publication selected in the Ad panel will be highlighted by default. It also provides
three other important pieces of information:

1. Inserts — the number of inserts scheduled in that publication.
2. Cost — the total cost of all inserts scheduled in that publication.

3. Avg — the average cost of an insert for the publication. This value is the Pub Cost divided by the
Inserts, rounded to the nearest cent.

The user can reorder and resize the columns in the Publication Table. The user also can resort the
contents of any column.
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To reorder the columns, click on the name of any column, hold down the mouse, drag left or right to the
desired location and release the mouse. Repeat until all columns are ordered as desired. Once
reordered, columns will remain in that order for subsequent searches in this panel, even the next time
you launch Ad.Perks, until you change the order again.

To resize columns, move the mouse over the vertical line between the names of any two columns. When the
cursor turns into a double arrow, hold down the mouse and drag the mouse to the left or right until the
column is the desired size. Repeat until all columns are sized as desired. Once resized, columns will remain in
those sizes for subsequent searches in this panel, even the next time you launch Ad.Perks, until you change
the sizes again.

To resort the contents of a column, click on the name of the column. The contents of the column now will be
displayed A through Z for alphabetical content and 0 through 9 for numerical content. Click on the name of the
column again. The contents now will be displayed Z through A for alphabetical content and 9 through 0 for
numerical content.

When you click on a publication in the Publication Table at the top of the panel, all of the inserts of the ad for
that publication are shown in the Inserts Table at the bottom of the panel. More than 40 pieces of
information about each insert may be shown.

To see all the available information, click on the scroll bar beneath the Insert Table and drag to the right
until you can see all desired columns.

Scroll to Column

You can use Scroll to Column under Prompts in the INS panel to find the columns easier in this panel.
Go to the prompts menu, select scroll to column, and you can search for the column or word here.

Ad.Perks  Panels Rates Ad Bookmarks Prompts  Help  Mobile

‘Digital‘ Ins ‘Pay ‘Gang Con

? Cust

‘ Cust

‘ Ad H Disp

Prompts _U‘

Ad.Perks Panels Rates Ad Bookmarks Prompts Help Mobile

L AQFETKS | - LENITHRAL JEVWELERD/RETAIL, DDY/U, (££Y) 58£-2340, DRAINVWURRDS-LINM ;l;-‘

2 c“stl ‘ ot Ad oisp | | Digitat Scroll to Column... @ Cted=ARsS Choose
| | 3 Show Up Sell Prompt Scroll to
( — Show Class Prompt
H| Publication Ins | Cost | A - v _ Prompts
f ; Show Image Deadlines Ctrl+Shift+)
Thamasvile Times Fnternri I S2na80 0§
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‘Rgency

\Agency Color
\ArPub

\Buto B/U Code
|AutoConx

Basic

Bill Code
Billing Note
Billing Roll-up
Blind Box

Bold

Border

Class

Col

Color

Color Code
Color Override
Color Pickup
Commercial
Con. Code
Content
Contract
Contract IDs
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Upsells —in INDESIGN

When sending an ad proof to a customer, the system will generate multiple options for the customer to
choose from. These options will feature multiple upsells.

grecesl

ClJITE'It.I"d:El c [
L previens | | Awes | [
| Cost | | Upsels Iq_
T U
Ad Cost: S325.68 button
AmtDus: 532568
| Remove | | Remove Others
T
Ad: 1 Ad: 2 Ad: 3
2 Point Border Gray Background
$325.68 $335.00 $345.18

OFFICE MANAGER
for plumbing company in Su-
wannee Co. Full time. Handle
daily operations; AR, AP, job
costing, payroll, and other ac-
counting duties; contract ad-
ministration; office mgt. Up to
$65k for right person. Please
send resume to
noflplumbing@gmail.com.
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OFFICE MANAGER
for plumbing company in
Suwannee Co. Full time.
Handle daily operations;
AR, AP, job costing, payroll,

and other accounting du-
ties; contract administration;

office mgt.
right person.
resume to
noflplumbing@gmail.com.

Up to $65k for
Please send

OFFICE MANAGER

for plumbing company in Su-
wannee Co. Full time. Handle
daily operations; AR, AP, job
costing, payroll, and other ac-
counting duties; contract ad-
ministration; office mgt. Up to
$65k for right person. Please
send resume to

noflplumbing@gmail.com.




Hide your upsells you click the Hide button.

Emailing your proof
Emailing a proof of your ad to your customer. While in InDesign go to Brainworks, choose, Email.

[o- st

B Poriemrm s |0 T I
T E—n

Click the choice to be proofs and choose the Default proof template. Enter the email address of your
customer. You must put something in the Msg: example (proof) and then you can click the email
button.
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HisT PANEL

This panel will show you both history of the current ad loaded, and will show you customer history as

well.
Ll FLULTTIAD 7 WLINTIVAL JLWVLLLIWOS WL DAL, JAD20W, WEE D) e~ Jo0 T, DIVAIN PV IO TN T I
Ad.Perks  Panels Rates Ad Bookmarks Prompts Help  Mobile

? Cust ‘ Cust ‘ Ad H Disp HDig'rlaIH Ins ‘ Pay H Gang H Con Hist m

e

Table Rudit-ID AdD | 5022 [EindAdHistur'_.r AcctD | 55970 [Findt‘.ustHisturg,r
Sched| ::iig‘ A Audien Time Action User Note
Cost | 592 35492 2017/06/05 10:58:33 AM SAVE AD  JSIMMONS
Other | Time 35493 2017/06/05 10:58:33 AM WEB PANEL  JSIMWMONS  Content-1
lm 2017/06/05
10:58:33 AM
Addr |pction
Text SREVE RD
TUser
JSTMMONS
Site
10
App
LDFERKS
Version
14.3.1.2
Owner
D
Aect-ID
55970

To see Ad History:
e Ensure that the ad number is in the AD-ID field, then click Ad History.

There will be a line for each audit record for the ad, including when the ad was saved, when queues were set for
the ad, when proofs and receipts were generated, and when ads are released from the queue.

e If you hold down the Control key while clicking Ad History, you will also be able to see information about
the sorting and placement of the ad.

To see the details of each entry:

e C(Click once on the entry to highlight it, then using the tabs on the left side of the screen, you may look at
different audit information.

This panel is very helpful in determining information about why an ad was put on hold, who released it, was a

proof generated for a customer and when and did it transmit successfully. Please refer to the Ad.Perks User C
manual for further details about this panel.
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DEF PANEL
This panel is where you may view, set up or modify defaults by customer.
Defaults panel settings override user preferences. So, if a user has a default ad type but makes a new ad

for a customer with a different ad type in the customer’s Defaults panel, the rate in the Defaults panel will
be displayed.

% Ad.Perks : Becky Elder - BRAINWORKS TEST, 27686, (631) 963-4742, BRAINWORKS-CNH | = | & -
AdPerks Panels Rates Ad Boockmarks Prompts Help  Mobile

Def Cust ‘ Ad H Disp ‘ Ins ‘Hist m
Wew Ad Defeults for Current Customer

Rate

1]
—
Ad Routs sor= [~

Callkack done

[ TSDelvery..2 | [wirTIElE E] Value of tems 0.000

\:I E] Zz; Tearsheets
cancoce [ |(~]
Ciss 2

1INl
nnae

il

oc4
Flat Rate 0.000
OCs
Card Type l:l E] BBox Number
Card No. l:l BBox Delivery | Pickup E]
[ New Address | Customer Addrezzes [ Delete Address |
EI D Last First Company Address Phone Main BBox Bill
1 Elder Becky BRAINWORK... 100 South M... (831) 963-47... x x x

Please contact your site super user or your supervisor if you have questions regarding what would
be appropriate to save as a customer default.
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BLIND BOX

If the customer wants to add a blind box to their ad, this option is provided directly below the CUST
Panel Checkboxes on the left hand side of the Ad Panel.

- 2on [ v ]

12 Pickur
Words 1]
Lines 1]
Agate a
Columns 1
Height 0.058

Last User MTALERIC(

Last Mod
Last Site 1085 - Ve
Ad D 1]

To apply the Blind Box upon customer request:
1. Click the BBox button.
» A box number will automatically be assigned, along with a delivery method.
» Continuously click the BBox button until the desired delivery method is displayed.
i 1 click for # Mail, 2 clicks for #Pickup, 3 clicks for # Delivery, 4 clicks for # E-mail, 5 clicks
for # Fax
ii. 6 clicks will populate a ‘Blind Box Change’ warning, prompting the user to either
e change the blind box to Mail
e  <Or> turn off the blind box (No Blind Box).

Once the Blind Box has been assigned, place cursor in InDesign where the copy is to be inserted.
With the pointer within the text box of InDesign, click “F4” to populate the Use Memory

Select the appropriate Blind Box number

5. click OK

A blind box may be assigned to a customer so that every time they place an ad with a blind box the box
number will always remain the same. Assigning a permanent Blind Box number is applied in the Def panel.

:> oot || cust || e | op |[ oo

PwnN

New Ad Defaults for Current Customer Copy From Ad

Rate
2 Ad Type || = |
[~} catback done = = -
I Ad Route Sort 1LY
Disc % [ 0.0|
Mt TSDewvery..2 ) [worTirie |[w 0.000
w | 0oc1 ( )
e Tearsheets | 2
¥ | 0c2
Clash Code v
v 0oc3 = —
Class | ¥
Nt ocs < B
0.000
@) ocs
Card Type [ | BBox Number |
Card No BBox Delivery| Pickup v |
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Ad+ Panel

The Ad+ panel is used to:

e Apply Other Charges to an ad by selecting from the dropdown selectors OC1 — OC5. e.g. booth,
or electrical outlet charges.

e Select a Tearsheet Delivery method to an ad.

e Input the Number of Tearsheets to be delivered to the customer.

e Input the Purchase Order number assigned to an ad.

[ ]

Apply a FLAT Rate to Classified Ad Order entry (see page for more information)

12 Ad.Perks : DANIEL POORMAN - LUCKY DOG, 64485, (334) 2961573, BRAINWORKS-CNH | = | © |
Ad.Perks  Panels Rates Ad Bookmarks Prompts Help  Mobile
| N
?Ad ? Cust Def ‘ ‘ Cust ‘ Ad ‘ Ad+ Disp ‘ ‘ Data Ins Pay ‘ Con Hist m L
J C
F
Misc. Tear sheets
Charges Number
Value of tems. | 1} Flat Rate
_ =
| | |+ ] oct
[ |E] ocz Tearsheets Flat Rate | ] F
h
[ V=] ocs Clash Code \
| [+] ocs PO F
| E] 0cs Promo Code |
Ordered By |
AdPerfect Adj |
Category [PETS - Pet Fod[ ]
_ AdPerfect Price |
Terriory [VAL - Valdesti|[ = |
None
Trade % a
Color Trade % a
Keywords Approved Words
Parant &4 £
Orig User MPOORMAN Farent Ad 0 Sort Deadline Col. Width L
Orig Date Roll Date Office Valdosta Gutter -
Orig Site: 1040 - Ve Rates Order Seriak [i] .
| HEID IT LI5T
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APPLYING A FLAT RATE OVERRIDE TO THE COST OF CLASSIFIED AD

For Ad types used in the Classified Ad order entry (Ad panel), Ad.Perks provides an option of applying a Flat
Rate / Override to:

a) the cost per ad (Ad+ panel)
b) the cost per insertion (Disp panel)

(a) Apply to the cost of an Ad using the Ad+ panel

A Flat Rate / Override to the cost of an ad can be applied to an existing ad that has not yet begun running, or
applied during the process of creating a new ad. There is NO specific placement within the steps of creating
a new ad when applying an override to the ad.

To apply a Flat Rate / Override:
1. Open the Ad+ panel.

2. Enter the Flat Rate dollar amount directly into the Flat Rate field.
3. Select an Override Reason CODE accordingly from the dropdown selector.
4

If applicable, provide an Override Reason NOTE. If the Override Reason button turns red after
selecting an Override Reason code, then click on the Override Reason button and manually type in
an Override Reason Note accordingly.

If the Flat Rate Override is being applied after initially costing the ad, then remember to re-cost the ad and
save the ad.

Ad.Perks Panels Rates Ad Bookmarks Prompts Help Mobile

?Ad || ?Cust ‘ Hist l \

’ Cust H Ad \ Ad+ ’ Disp HDigital

‘ Cal H Ins H Pay HGangH Con

4. Override Reason
NOTE is required in this
particular example

(]

Value of tems |

AdPerfect Words l

— T v 2 m
| |]7‘ ocz2 Tearsheets [ Flat Rate | 20

|

I

=)

I]zl oc3 Clash Code | _HL| (_Override Reason ] |.e Inaccurate|| -

H 1 - -_ 1
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(b) Apply to the cost per Insertion using the Disp panel

A Flat Rate / Override to the cost per insertion can be applied to an existing ad that has not yet begun running,
or during the process of creating a new ad. UNLIKE applying to the cost of an ad, there is a specific placement
within the steps of creating a new ad, when applying an override per insertion.

To apply a Flat Rate / Override:
1. Navigate to the Disp panel.

2. Change the view at the bottom of the panel to the Insertion View by toggling the View button. Each
insertion should now be listed in view.

Pub Date Cost Basic Color Pic.. Insert Ad Prod
1 VDT - Valdosta Daily... 10/27/17 Fri $15.64 $15.64 $0.00 S0 Rate 34.06
1 VDT - Valdosta Daily... 10/28/17 Sat $15.64 $15.64 0.0 : 34.06
2001 INT - valdostadail... 10/27/17 Fri $1.39 $1.39 S0 Insert View
2001 INT - valdostadail... 10/28/17 Sat $1.39 31.39 $0.00 S0 Paid Pos
$34.06 334.08 $0.00 S0 Pickup
Contr Disc
2. Toggle to
———T = insert view an
Ad (16717 - = ¥ [¢] BE] 8 * %

wsn
|

3. In the Override area, select an from the dropdown selector to the right of the Flat field.
Subsequent to the selection, 3 RED arrows will appear in the Disp panel.

4. Input the dollar amount of the Flat Rate Override into the Flat field.

5. Select an Override Reason CODE from dropdown selector to the right of the Rea button.

6. If applicable, provide an Override Reason NOTE. If the Override Reason button turns red after
selecting an Override Reason code, then click on the Override Reason button and manually type in
an Override Reason Note accordingly.

Zone Rating Codes = _ Override _0
Sect. <Any> ! Pasion i Ii{ : )-Z: = : & £l 00’ |I:H \d J
Di t 1 i
Location |<2ny> O O fscoun | L= || Dise ° |_— | 3
Discount2 | L || color | 0.00/ 0
Page O g — e
Discount 3 | ||;| Real [RI - Rate 1|[ |
|| surcharge 1 | HLJ Comnfon | I
Class {115 - Auctions [« ] [l |-
L) surcharge2] ||_L] | US* ) | ||’
oc Campaign [ Hold Surcharge 3 | l |z| '
Layout Note| “EI —— I HLI @
Biling Note | IE3
? Product | (=] x
s P | [»] & % = CAL) &
| Pub Date Cost Basic Color | Pic... | Insert Ad Prod |
i‘l VDT - Valdosta Daily... 10/27/17 Fri $15.64 $15.64 $0.00 S0 Rate 34.06
1 VDT - Valdosta Daily... 10/28/17 Sat $15.64 $15.64 $0.00 S0 Base Price 34.06
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7. IntheInsertion View at the bottom, simply click on each insertion row to apply the Flat Rate Override
accordingly. Each click will simultaneously highlight the row blue and apply the Override.

8. Once the Override has been applied to each targeted insertion, click on any of the 3 RED arrows to
turn off the Override application. If this isn’t turned off, an unintentional click can apply an override
to a non-targeted insertion.

g Pu | lr] o x - CAD &

Pub Date Cost Basic Color Pic..l Insert Ad {5
1 VDT - Valdosta Daily... 10/27/17 Fri $10.00 $15.64 $0.00 S Rate 15.64 34.06
1 VDT - Valdosta Daily... 10/28/17 Sat $15.64 $1564 $0.00 S0 Base Price 15.64 34.06
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DUPLICATING OR CLONING ADS

DUPLICATE
e New ad with new ID created
e Exact copy of content

e For use when choosing a different Start Date, scheduled insert days
Duplicating an ad is for when a customer has called back and wants to rerun the same ad again, but for a
different scheduling date or period. When an ad is Duplicated, a new ad is created, with a new Ad ID, that
includes an exact copy of the content of the ad — whatever was displayed in the InDesign window — and all
values of the schedule of the original ad except Start Date, Inserts or Days.

1. Locate the original ad that will be duplicated.

2. Select Ad in the menu options at the top of Ad.Perks.

3. Select Duplicate Ad from the dropdown listing.

4. Select the Start Date and Days for the number of inserts.
5. Save the duplicated ad.

CLONE
e New ad with new ID created

e Exact copy of content
e Exact schedule of Start Date and scheduled insert days
e For use when choosing a different Classification

Cloning an ad is for when a customer wants to run an exact copy of contents of an ad for the same schedule
inserts days as the original, but for a different Classification.

Locate the original ad that will be duplicated.

Select Ad in the menu options at the top of Ad.Perks.
Select Duplicate Ad from the dropdown listing.
Select the Classification.

Save the duplicated ad.

uhwhPRE
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Pickup ADS

The Pick Up ad option is available for when ad takers place call backs and a customer agrees to run a
previously ran ad again.

1. Locate the original ad that will be picked up
2. Select Ad from the menu options at the top of Ad.Perks.
3. Select Pickup Ad from the dropdown listing

J= Ad.Perks : JESSE WEAVER - SITE 1040 SITE 2, 61396, (716) 2. Select Ad from menu options
Ad.Perks Panels Rates Ad ookmarks Prompts Help Mobile
: i { g - | ‘
2Ad | ?Cust|  Cust ‘ l Open Adw a0 } Gang ‘ Con || Hist ‘ ‘
‘ ‘ Cost Primary Ctri+4 L /| J |
Class | 1 Cost Alternate Ctrl+Shift+4 s~ | Rate{1 Rate wizard =
— . . — 1 RecostPrimary Ctri+R r ;
1S M IT) W (T 2 10711717 TF \ a0
e . Duplicate Ad Ctrd+D L Sp red 10
|Commercial Pickup Ad Ctrl+Shift+D Publications
Vv Clone Ad CuleShieC  [PrumiDuALy; TN
[ | Calback done = - losta Shepping
luaT Duplicate Ad in Buy bostadailytinas

With the selection of a Pickup Ad, Ad.Perks will systematically:
e Create a copy of the existing ad

e And populate the Production Box with the last run date of the original ad and pickup order number for
production purposes.

& Production Information/Dialog -
Layout Type || v |

PickupType  [Straignt Pickup || ¥ | LastRunDate [10/11/17 | PickupOrderNo. | 13586

Source ‘ v

Proof 1 v |

Note: It is very important to the entire ad process that you use this feature if it is truly a pickup ad so the previous
ad number and production instructions transfer properly to Xpance.

5. Select the Start Date and number of run days from the Ad panel.
6. Save the pickup ad. When the pickup ad is first created in step 4, the ad # is listed as 0. The pickup
ad is systematically provided an ad # upon clicking Save.

Note: An ad that was previously cancelled can NOT be picked up.
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EXAMPLE OF MODIFYING AN AD USING THE WEB FORM

The description in this web form was changed. After the changes are made on the web form, the user
will then click the Build Content button. The following message will appear:

4= Ad.Perks : JESSE WEAVER - SITE 1040 SITE 2, 61396, (716) 984-00... \;‘E‘L‘

q = | O x
Ad.Perks Panels Rates Ad Bookmarks Prompts Help Mobile Id CNHI Basic -
7Cust ( Cust || Ad || Disp ( Data || Ins || Pay ”‘ File Edit Layout Type Object Table View Window Help
New Dupicate H |/Ov Helvetica LT Std ‘ v | T E” 75pt | ¥ ‘ 4| =
: A =
Clear Form bl ‘ Roman " ‘ tAE” 7.5 pt o ‘

|_Firewood for sale, | have firewood for *Ad @ 240% X

[t

ltem |Firewood for

o] Firewood for sale |
for sale, | will deli
- ditional fee. Call
] (716)984-0013

Build Content Options

i Ad content already exists.

Cancel | [ Append Listing 1 | [ Only Listing 1

Price | |
oso O
Phone |{716)384-0013 |

E-Mail | | T

v

I Buid Content for Merchandis M 4 1 v » M (B [Basic] (working) v N[

Cancel — will return you to the web form to make modifications.

Append Listing 1 — will add the contents of the web form to the existing ad.
Only Listing 1 — will replace the contents of the ad with the data on the web.
This method replaces the item(s) that has been changed whether that a word,

etc. This method would be the most recommended.

Ensure that you verify the ad on the InDesign panel after making your
selection.

***Remember, if you change the contents of the ad on the InDesign panel, you must copy it back to the
web form so the web feed is correct. CAUTION
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PRINTING CERTAIN WINDOWS IN AD.PERKS

Throughout the application, you will see the letter “P"” next to tables. This means that the information

contained in that window can be printed. Click on the P and the following appears. You may customize the
look of the printout, then print.

&2 Ad.Perks: Becky Elder - BRAINWORKS TEST, 27686, (631) 963-4742, BRAINWORKS-CMNH [ = = -
Ad.Perks  Panels Rates Ad  Bookmarks Prompts  Help  Mobile
7 Ad ? Cust Def ‘ ‘ Cust ‘ ‘ Ad ‘ ‘ Disp ‘ ‘ Ins ‘ Hist
[_Common | 345 To Run |E] [ DeleteForm |
[L] | | E] [ Eil'ld ] [ Save Form ]
Comment | | j
Insert Date |[ =] [is |[ =] [204/01/2017 [+
[Pub 1D |[+] [is |[*] [1 vOT - Veldoste |[~]
ozt o (=] == =] fox =]
List Action: | |[+] Due |  $27,685.96
Queus: | |E] Sort: [0 - RAID C [E] ( o1 Ads J
fI Description Cl... Cr... Start Stop 0rig ... Due Paid Ad-ID Com
Account Executive Seeking . ¢ 225 0OK30 O04/0MMT 041847 ANEWCOM 51,425  S0.00 1022 SME1”
Have a blessed spring! We ... c 490 OK30 040117 042317 ANEWCOM $35.50 50.00 1021 SIME1°
Adopt a cat from the human... c 495 OK30  04/0MAT 042147 ANEWCOM  S70.50  S0.00 1020 SME1
Come see Don Brotherton at.. ¢ 210 0OK30 04/0MMT 041847 ANEWCOM  $S48530  S0.00 1019 SME1”
Teddi Davies Independent 5... ¢ 401 OK30 0400117 042117 ANEWCOM $50.00 50.00 1018 SIME1°
Lab Mix DOg Found off of N... ¢ 155 OK30 040117 041817 ANEWCOM S0.00  S0.00 1017 SME1
Dance Teachers of all genr... ¢ 225 OK30 040117 04MaMT ANEWCOM  5245.80 50.00 1016 SITE1°
HH-50G Subject Matter Exp... c 225 OK30 04T 04M3MT ANEWCOM  51,289... 50.00 1014 SIME1°
Now hiring Money Driven S... ¢ 225 OK30  04/0MAT  04M18M7 ANEWCOM  $684.30  S0.00 1013 SME1
Hiring experienced line cook... ¢ 225 OK30 0400117 04MaMT ANEWCOM  5451.30 50.00 1012 SITE1°
Home Care Assistant ResC... c 235 OK30  0401MT  04M3MT ANEWCOM  3478.80 50.00 1011 SIME1°
Lakehaven is hiring *Murses.. c 225 OK30 040MAT 041847 ANEWCOM  $41130  S0.00 1010 SME1
Nursing Postions Accepting... ¢ 235 OK30 0400117 04MaMT ANEWCOM  §558.30 50.00 1008 SITE1°
2004 Honda Accord: Gray, ... ¢ 730 OK30 033017 0408MT JWEAVER $53.00 50.00 995 SITE 1C
Bassett Hound 2 Months, H... ¢ 480 OK30 0303017 O0406M7 ANEWCOM  $30.00  S0.00 994 SITE
Diamend Ring 3 carat prince... ¢ 328 OK30 033017 040817 ANEWCOM $30.00 50.00 992 SITE
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REVIEW ADPAY/WEB ROBOT ADS

Ads that come from both ADPERFECT, our self-serve web order entry vendors, Brainworks will
automatically be placed on hold for review. To release these ads daily, use the following procedure.

1. Using the Find Ad Panel, in the Common Field, click the down arrow and select the query "Robot
Ads to Review,” then click Find. A list of ads will appear at the bottom of the screen.

&= Ad.Perks : Becky Elder - BRAINWORKS TEST, 27686, (631) 963-4742, BRAINWORKS-CNH [ = | & -
AdPerks  Panels  Rates Ad  Bookmarks Prompts  Help  Mobile

EREDEnE m

?Ad

[ Common | [Robot Ads to Review |[=] [ cearform | [ DeeteForm |

User | =] [ o | [ saverom |

Comment | |ﬂ
[orig ser [[=] [1= |[+] [romoz I[~]
[2d Route [[=] [1= |[+] [wee I[~]
|Q.’ueue—mackmarke:1|[z] |is not |lz] |6 - Payment |B
|C‘.’ueue—mac‘.kmarke:1|[3 |1s not HB |102 - Non BlccklnHE

List Action: | =) [ Perform | Due s0.00

e =] sotfomamg(v] [__oas )

_F‘I Description Cl.. Cr... Start Stop Qrig ... Due Paid Ad-ID ... Comp..

2. Click on the first ad you want to review and the screen will automatically change to the Ad Panel and you
will be able to see the ad. Note: in order to view the ad, InDesign must be open and running. You will then see
the ad in InDesign, next to the Ad.Perks window.

3. Ifthe adis okay to run Press F11 to bring up the next ad. The Save dialog box will appear.

IMPORTANT: if you want the ad to run, select Save. If you do not want the ad to run, select Discard and
the ad will remain the Robot Queue.

4. Review the next ad and repeat steps above until all ads are reviewed. Repeat Step 1 to ensure all ads
have been reviewed and there are none still showing in the queue for review.
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How 10 LOG OUT OF AD.PERKS
To properly log out of Ad.Perks, use the following steps.

Select Log Off from the Ad.Perks menu. Click Log Off on the box that appears, then click Quit.

Ad.Perks Panels Rates Ad Boekmarks Prompts Help  Mobile
s

Save Ctrl+5
Save Customer Onky Ctrl+5hift +5
Save Unfinished Cirl+l
Save Unfinished & Clear Al Ctrl+Alt+1 Find
Find Unfinizhed Ads Ctrl +Shift+L
Find fds en Hold Ctrl +Shift+H
Find 2
Due F4ET.40
Clear &d & Buy Ctrl+5hift+Backspace
Current Customer's Ads | ( 4 Ads )
Clear All Ctrl+Backspace
Import Images Ctrl+) | Phone | Company | Alt Acco... AC
Send Content Upsells (229) 382-5345 CENTRAL JEWELERS/RETAIL  &800-1040/C0...
Delete Current Ad
Delete Current Customer
Print Receipt Ctrl+F
Print Proof Ctrl+Semicolon
Print Other Cirl+5hift+P
Disp Panel Print Buttan Ctrl +Shift+R
Logoff Ctrl +Back Quote .
Re-Logon [
Quit T cusa J| Stop | Orig.. = Due  Type  Paid
047301 7T JSIMMONS 547.30d 30.00
A A AW RAREMT  AAREHT rERILIALE cane ana en an

Lastly, select File, Exit on the InDesign screen.
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Keyboard Shortcuts (3)

Following is the complete list of the keyboard shortcuts in Ad.Perks. F1 — Switch to Find Ad panel
F2 — Switch to Find Customer panel
F3 — Switch to Defaults panel F4 — Switch to Customer panel Shift-F4 — Switch to Account panel

F5 — Switch to Ad panel (standard) or switch to Disp panel (if Prefer Disp

Panel checked on User panel) Ctrl-F5 — Switch to Buy panel

Shift-F5 — Switch to Disp panel (standard) or switch to Ad panel (if Prefer

Disp Panel checked on User panel) Ctrl-Shift-F5 — MyAdBox Services F6 — Switch to Ad+ panel
Ctrl-F6 — Turn Hold mode on/off (version 12.2.2.0 and higher) Shift-F6 — Switch to Digital panel
F7 — Switch to Calendar panel

Ctrl-F7 — Switch to Media panel

Shift-F7 — Query Brainworks database (available only if logged in as user named Brainworks)
Ctrl-Shift-F7 — Stop Ad (same as clicking stop sign icon on Ad panel) F8 — Switch to Inserts panel
F9 — Switch to Payments panel

F10 — Access Ad.Perks menu

F11 — Open next ad in list in Find Ad panel

Ctrl-F11 — Clear Queue

Shift-F11 — Reject Queue

Ctrl-A — Select all text in edit fields, text areas, combo boxes or lists. Auto

Pay in AR panel. Approve selected item in Media panel.

Ctrl-Shift-A — Cleanse Address

Ctrl-B — Turn Cost By Form on/off. In Web panel, Build Content. In Find

Ad, Find Cust, Cal, Ins, Pay, AR, Con and Hist panels, open table in browser.

Ctrl-Shift-B — Requery balance of customer's ads. In Web panel, Build

Content

Ctrl-C — Copy selected text Ctrl-Shift-C — Clone Ad Ctrl-D — Duplicate Ad

Ctrl-Shift-D — Pickup Ad

Ctrl-E — Edit Pub Selections

Ctrl-Alt-E — Extract selected item in Media panel

Ctrl-Shift-E — On the Map panel, opens the Polygon Group Chooser. On
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other panels, if a customer or ad is loaded, opens the Schedule Ad in

Publication dialog.

Ctrl-F — Does Find in Find Ad, Find Customer and History panels
Ctrl-Shift-F — Find Next in Rates panel

Ctrl-G — New Make Good

Ctrl-Shift-H — Show all user’s ads on Hold (versions before 12.2.2.0)

Ctrl-l — Switches to Inserts panel. When viewing Inserts panel, switches to
Ad or Disp panel, based on user preference for F5 shortcut

Ctrl-J — Imports images

Ctrl-Shift-J — Displays Images Deadline dialog

F12 — Begin to change Tab order

Ctrl-F12 — Save changes to Tab order

Ctrl-K — Switches to Calendar panel. When viewing Calendar panel, switches to Ad or Disp panel, based on user
preference for F5 shortcut

Ctrl-Shift-K — Toggles between the Calendar view and the Insert view in the

Display panel.

Ctrl-L — Lock/Unlock Sort Text

Ctrl-M — Switches to Payments panel. When viewing Payments panel, switches to Ad or Disp panel, based on user
preference for F5 shortcut

Ctrl-Shift-M — Displays Messages Palette

Ctrl-N — New Customer on Find Customer panel, New Address on Defaults Panel, New Content on Buy panel, New Payment
on Payments panel, New Payment on AR panel, and New Subcontract Line Item on Contracts panel

Ctrl-O — Open Ad

Ctrl-Alt-O — Open top Unfinished ad in Bookmarks

Ctrl-Shift-O — Open parent of Ad

Ctrl-P — Print Receipt

Ctrl-Alt-P — Displays Phone Pops Palette

Ctrl-Shift-Alt-P — Displays Simulate Incoming Phone Pop dialog

Ctrl-Shift-P — Print Other

Ctrl-Q — Quit

Ctrl-Shift-Q — Force Quit (use only if Ctrl-Q doesn't quit Ad.Perks) Ctrl-R — Recost using Primary/Secondary rates

Ctrl-Shift-R — Print on Display panel
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Ctrl-S — Save Ad

Ctrl-Shift-S — Save Customer Only

Ctrl-T — Switch to Text Editor, or switch to Web panel if Web panel is applic- able but not yet visited

Ctrl-Shift-T — Switch to Web panel. In Web panel, switch to Ad panel

Ctrl-U — Save Unfinished

Ctrl-Alt-U — Save Unfinished and Clear All Ctrl-Shift-U — Show all user’s Unfinished ads Ctrl-V — Paste cut or copied text
Ctrl-W — Edit Package Selections

Ctrl-X — Cut selected text

Ctrl-2 — New AR Payment

Ctrl-3 — New Ad Credit

Ctrl-4 — Cost using primary rates

Ctrl-Shift-4 — Cost using alternate rates

Ctrl-5 — Switch to Accounts Receivable 1 panel

Ctrl-6 — Switch to Accounts Receivable 2 panel (integrated AR system only) Ctrl-7 — Switch to Contracts panel

Ctrl-8 — Switch to User panel Ctrl-9 — Switch to Rates panel Ctrl-0 — Switch to History panel

Enter or Return — In Find Customer panel, does Find Customer when cursor is in address field. In Tables, causes program to
act upon selected row. Also, same as clicking Save/Done/OK in most dialog boxes.

Esc — Close class/upsell prompt window. Also, same as clicking Cancel in dialog boxes.
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