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1 General Information

In this section, you'll find a number of helpful hintsfor using the
NEWZware Newspaper Management System, as well as definitions of
common error messages and suggestions for solving and reporting any
problems you encounter when using the system.

While every effort has been made to make NEWZware as intuitive as
possible, there are some features that require alonger look, and some
explanation. Please use this document to become acquainted with the
look and feel of NEWZware.

1.1 Getting Started

Getting started in NEWZware requires that you launch an application
that will allow you to communicate with the UNIX (or Linux)
operating system and the NEWZware application.

g Start the NEWZware Client application by selecting thisicon.
7hM You will then see a message window, requesting a little bit of

information, but usually, most of the the fields will have the
correct information by default, and you will only need to enter your
password. Once you do that, you can press the <Enter> key (on your
keyboard) or the [OK] button (in the message window) and, after afew
seconds, you should be seeing the inital NEWZware menu.

1.2 Graphical User Interface (GUI)

While NEWZware functions perfectly well via dumb terminals and
terminal emulators, it truly shines through the use of the GUI client
application.

The point and click operation is one that everyoneis familiar with, so
thereis very little learning curve when it comes to interacting with the
program.

1.3 Anatomy of the NEWZware Menu

Initial NEWZware Menu

The images below are the first menus displayed upon entering
NEWZware.

Copyright © 1996-2003
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e Thefirstisthe GUI version of NEWZware, which can be acessed on
most personal computers.

» The second image represents how NEWZware will appear while
using adumb terminal or within atelnet application.
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NEWZware Client Application Menu

Click on the Client Menu I con [ (or thelamp (B3) in ol der
versions) or right-click on the Title Bar to accessthe NEWZware
Client Application Menu.

5 Restore From this menu you can perform a number of
Move
) tasks.
Size
= Minirnize . . . .
o Thefirst items listed (Restore, Move, Size,
O Maximize

Minimize, Maximize, Close) are typical of
X Close alk+F4 | any Windows application and it is probably
easier to perform any of these actionsvia

FiaL-Tasks . i
= normal Windows actions.

Fonks. .. 2

Prinkirg. .. . )

SaveCanfig FGL-Taskswill allow you to switch between

multiple NEWZware Client windows.

Fonts... will give you the opportunity to select different fonts, which
will affect the appearance of the client window. The fonts which are
installed, along with the NEWZware application, work best in screens
sized 1024x768 or larger.

Be careful, when changing font sizes, never to make the NEWZware
Client window so large that you can not see the Alert Message Area,
located at the bottom of the client window.

The changes you make are not permanent until you select SaveConfig,
so if something goes horribly wrong; don’t panic, just exit the client
window and restart NEWZware. Your screen will go back to its
original settings.

On the other hand, if you do like your new settings, be sure to select
SaveConfig, and the current settings will become your new default
settings, whenever you start the NEWZware Client.

The configuration is saved in afile on your local PC named
“locals.tcl”.

Copyright © 1996-2003
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.. . Miove
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paper.
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en Har opy an Fonts... r
th? Standard_ PrinterFontiLser):. .,
W' ndows pri nt ] Saveonfig v Use Aukamatic Fonk
dialogue box will use Default printer
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the opportunity to LICT)
PP y wse HardCopy Rectangles
select from the
available printers. BRSO
Print Wizard

The Print Wizard can be used to resolve NEWZware printer problems.

Select the Print Wizard button and a series of diagonistics and
adjustments will take place behind the scenes. Afterward, you will be
asked to identify the printer which has been having problems. Select as
many as necessary.

Another series of checks and adjustments will take place, and you will
be given the opportunity to print atest to the offending printer(s).

Menu ltems

Nearly everything accomplished within NEWZware is done through
the menus.

If you are using a dumb terminal or telnet application, you' [l be using
the keyboard to make your menu selections. If you are using the
NEWZware Client, you can select amenu item in any number of ways,
using either the keyboard or mouse functions, or both, in conjunction.

The highlighted line indicates the current selection. In the examples
provided, both the GUI and dumb terminal use a solid yellow lineto
indicate the current selection. Your color may be different. If you are
unsure as to which item is selected, use your up and down arrow keys
to step through the selections available from the current menu. You'll
quickly see which color identifies which the current selection.
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Arrow keys are one way to move through the menus, but you can also
type the number of your desired choice, hit the spacebar to move
through the choices (on a dumb terminal) or use the mouse to click on
your selection (whilein GUI).

Once you have highlighted the desired menu item, you can select it, by
pressing the <Enter> key, double-clicking them menu item or pressing
[Select] from the available Action Buttons.

You'll have to decide which works best for you. Some people like to
use the mouse as much they can, while others prefer to keep their hands
at the keyboard ...and then others, have to keep their hands at the
keyboard because they are using a dumb terminal.

While viewing the menus, a“+” or “>" symbol indicates that choosing
that item will take you into another menu. Choosing a menu item with
neither of these symbols will launch an application, process or report.

An “s’ following a menu number indicates that some level of security
has been associated with that menu item and not all users will have
accessto thismenu item. GUI userswill not see the menu items which
they do not have permission to select. Telnet userswill be ableto see
all menuitems, but if they are not allowed to access a menu selection,
they will recelve a message stating that restriction if they try to select
that menu item.

Action Buttons

The Action Buttons, located to the right of the NEWZware Client
window, are available throughout the usage of NEWZware. The
buttons will change to reflect the appropriate actions available within
the current screen.

The Action Buttons available at the initial NEWZware menu are
displayed below, along with the functions they perform.

Action Button Function
Select | E_xeCl_Jte the menu item currently selected, or
highlighted.
Exits the current menu, returning you to the
Bye | previous menu. If at the main menu, selecting

thiswill exit the NEWZware application.
Open another NEWZware window. Thiswill
not count toward your number of user licenses.
Access the Options Action Buttons (which are
described later in thislist).

Hew Window |

Options |

Copyright © 1996-2003
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Action Button Function

Displaysalist of the reports you have recently
printed, allowing you view or print them again.

Displays alist of the reports that have been

Print Historny

Print Archive | archived, allowing you view or print them
again.
Show Status | Show the processes currently active on the
NEWZware server.
vView Files | View files or reports previously sent to the
NEWZware server.
Help | Show the help screen for the current location.
Options Action Button List
—— Selecting either of these, will bring up the
ele Bye | > )
! default list of Action Buttons.
Bl | Display a calender for the current month.

Opens the “ Favorites’ set of Action Buttons,
Favorites | allowing you to pick and choose menu items
appear in your selection list.

Open awindow displaying the users current

Preferences | set of preferences,
Show the processes currently active on the
Show Status | N EWZWaFr)e server. ’
T | Change the password used, when logging onto
the NEWZware server.
I | Access a second set of Action Buttons, provid-
ing Administrative functions.
Locks | Display information about the locks imposed
by currently active NEWZware processes.
SITRET | Select aprinter as areport destination.
About | Provides a short history of NEWZware.

Favorites Action Button List

Selecting either of these, will bring up the

Select Bye |
! default list of Action Buttons.

Replaces the default set of NEWZware menu

Favorites On | items with those you’ ve indicated as your
“Favorites’.
Turns off your “Favorites” menu and returns

Favorites Off | you to the default set of NEWZware menu
items.

Favorite Add | Adds the currently highlighted menu item to

your choice of Favorite menu items.
Clears the currently highlighted menu item
from your choice of Favorite menu items.
Show the processes currently active on the
NEWZware server.

Favorite Clear

Show Status

Copyright © 1996-2003
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NEWZware Menu Action Ilcons

The following icons can be found at the left of the GUI client whilein
the NEWZware menus. Some of the actions performed by these icons
can also be accessed viathe menu items, in the main area of the GUI
client, or viathe action buttons, at the right of the GUI client.

Move back/up to the previ- Search the menus for akey-
ﬁ} ous menu. @ | word or phrase.

Select the current menu % View menu, from the cur-

@ item. rent location down.
Show dl or an individual a Show the help screen for the
% USers active processes. ???? current location.

Environment Settings

Depending upon how NEWZware is used at your location, it may be
that the only value that ever changesin this section of the screen will be
the “Printer”. On the other hand, one of the advantages NEWZware
has to offer isthe ability to service many different locations on the on
one centrally located Linux server. Inthat case, then you may need to
reference the Enviromental Settings line often. Following, isa
description of each part of thisline.

Site Name

The first item on the Environmental Settings line is the site name that
has been assigned to your location. In the examples shown, the Site
Nameis“KLONDIKE".

If you are in an organization that has multiple sites operating on the
same server, aquick glance will ensure that you are where you mean to
be.

NEWZware Version Number
The next item on the Environmental Settingsline, inthiscase, “6.0” is
the version number NEWZware.

Database Filesystem
The next item, “/usrl/newzware” in our example, indicates the file
system on which the NEWZware data files reside.

Company Number
Next, is the Company Number, whichis“078”, in our example. The
Company Number, along with the Business Unit will always be used to

Copyright © 1996-2003
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identify the origin of the accounting activity resulting from the work
completed within NEWZware.

Business Unit

The Business Unit that has been assigned, in our exampleis“K41”.
You'll seethis code often if you spend alot of time working with the
Genera Ledger system of NEWZware...not to mention within the
Environmental Settingsline.

Printer

Finally, we get to the printer . In our GUI example, the printer is set as
“preview”. In the telnet version, the “filek01” is our currently
designated printer. Printers can be confusing and it may take sometime
to get used to their sometimes cryptic names, but thereis usually a
pattern to their names, and once you are aware of that pattern, the
names may even make sense. Refer to “ Selecting A Printer” for more
information.

Menu Security

Initially, every user has access to every menu item. Thisis not usually
the ideal situation, and for that reason, we can define groups of users,
individual users, or acombination of the two, that are granted accessto
specific menus and/or menu items.

The main thing to remember about granting permissionsis that once a
user (or group) is defined to have access to amenu item, all other
groups and users are not allowed to access that menu item unless they
are also given access to that menu item.

1.4 Working in the NEWZware Data Screens

Here are afew guidelines for entering data for NEWZware Newspaper
Management System:

The command or action that will commit any changesto the databaseis
always displayed on ascreen. Two of the different methods that may be
displayed are;

* Inaprompt (or question that asks for aresponse) that at any menu
item (“Delete? Y/N")

* Inthe command at the top of the screen (Add: ESC adds new data,
DEL discardsit.)

Fields are set up for both numbers and letters, or just numbers,
depending on the type of information they store. Telephone numbers

Copyright © 1996-2003
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have no letters, but address lines have both numbers and letters. If you
try to enter lettersin fields that only accept numbers, you will receive
an error message to that effect.

Most of the fields have an informational message that is displayed, at
the bottom of the screen, while the cursor isin that field.

When you are uncertain as to what information afield is wanting,
check for that message, or seeif apop-up list <F6> is available.

Use the combination of <CTRL> and <P> to duplicate information
from a previous record. This reduces typing time as well asthe
possibility of making errors.

If you' re having problems entering input into afield, check the very
bottom of the NEWZware client window. Any restrictions or error
messages regarding regarding input will most often be displayed there.
Always make certain that the entire NEWZware client window is
visible when using NEWZware

Always write down any system errors you encounter and the
keystrokes you performed that lead up to it. Whenever possible, print
the screen. Givethisinformation to your System Administrator for help
in seeeking aresolution.

Ring Menus

Ring Menus are theline at the top of the screen that displaysyour list of
available commands. Be aware that although there are afew
mainstays, like "Query", "Bye" and "Help", but they do change and can
often hold a clue as to how to do what you would like to do or even, if
you arein theright placeto doit.

At times, you may see an ellipsis (*...”) included among your Ring
Menu choices. Thisindicates that there are so many commands
available on the screen, that they could not all fit within the 80 or so
columns allowed on the screen. To see the other choices, click on the
ellipsis or press the <spacebar> to step through all of the available
choices.

Asyou step through the choices, notice the information line directly
below the ring menu. It changes to provide alittle more information

about what selecting this ring menu item will do.

Copyright © 1996-2003
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Pop Up Lists

When entering data into a record, we can always type the information
in, but if we don't know exactly what we want or we just want to pick
from alist of available choices, we often have the benefit of selecting
data from a Pop-Up list.

When a Pop-Up screen is available you will see the message "F6 to
activate Pop-Up" at the bottom of your screen. Be aware that as you
move through the fields on a screen, the message will come and go,
depending upon which field your cursor is currently located.

Special Keystrokes

The following list of keystrokes can be used during searching, editing
or inputting data within any of the fields throughout the NEWZware
screens. Some come and go while using the system but most are
available during the input mode.

Keystroke Description
H Display alist of valid entries for the
current field.

Copy the highlighted text into the
! clipboard buffer (GUI).
Paste the text from the clipboard buffer
into the current field (GUI).

Insert (or paste) the previously
displayed value shown in this field.

Toggles in and out of character

el . .
insertion mode.

Clears data from the current cursor
|ocation, to the end of the field.

cirl

EEE

=

Move the cursor back a space (to the

oo ! |eft) erasing any character it

encounters.

Deletes the character at the cursor’s
current position.

iz

]

+
—
| >
{

=

Move to the next field.

Copyright © 1996-2003
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Keystroke Description

Execute command.
l Abort the current process

Abort the command. No actioniis

taken.

Redraw the current screen — valuable
l when combating (phone) line noise.

; Move to the next field.

! Move cursor to the next field.
l Move cursor to the next field.

Moves cursor to the left, if at the
3 beginning of afield, it movesto the
previousfield.

Move the cursor back a space (to the

[l !+ |eft) erasing any character it
E -,

encounters.

' Moves cursor to the right, if at the end
3 of afield, it movesto the next field.

— H Moves cursor to theright, if at the end
_A+ of afield, it movesto the next field.
3 Move backwards through the fields.

l Move cursor to the previous field.
o l Display help message.
E i

Master/Detail

At the heart of NEWZware lays arelational database. The database
consists of many different tables and they often relate to each other on a
one to many, or master to detail basis. If you see a“Detail” included
among your Ring Menu choices, thisindicates that the data on the
current screen may have amaster to detail relationship.

Copyright © 1996-2003
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Whilein amaster/detail screen, it can help to keep your bearingsif you
notice the informational line below the Ring Menu and how the “ Table”
changes as we go back and forth between the master and detail records.

Some screens (such as the Dealer screen) contain multiple master to
deder relationships. Select “Detail” once, and we move from the
“dealer” tabletothe“draw_ret” table. The screen changestoo, but that
doesn’t always happen. Sometimes we just move from one area of the
screen to another. Select “Detail” again and the table changes to the
“truck_load” table.

Select “Master” to change focus back to the Master table.

Page X of Y

If you seea"Page 1 of 2" that indicates there are other screens (of data)
associated with the current screen. To see another screen of data, press
"S" or select "Screen” from the ring menu.

At times, you will seethis (Page X of Y), but asyou type“S’ to step
through the screens, the counter “X” skips anumber. Thisis because
there is nothing on that screen...well, nothing to see. One example of
thiswould be the "Bill-To" screen of the Subscriber Record screen. If
the subscriber does not have a Bill-To (billing name and address
different than the subscriber) then there is no need to display the Bill-

To screen.

Searching

Of the Ring Menu choices available, “Query” is probably the most
often used, because whenever a question arises, we search for an
answer. We search by populating fields with the information we know
about what we are seeking and then, select “OK” or pressing <ESC>.
Sometimes, we know nothing specific about the data we are searching,
or we want to find all of the data available. In that case, selecting
“Query”, then “OK” will find al of the available records for the current
screen.

Whichever method you use, the number of records found will always
be displayed at the bottom of the screen, along with the number of the
record you are currently viewing.

If we are uncertain of what we are searching, we can use meta or
wildcard characters. They are specia characters, which can be used to
assist when searching (Query) data. These special characters are

Copyright © 1996-2003
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When multiple records are returned, as aresult of a search, the Zoom
command (available from the Ring Menus) can be used to see many
records at once, in a spreadsheet type format.

Query Comparison Symbols

Thefollowing islist wildcard characters that have special meaning
when conducting searches. Eachislisted with an explanation and
examples of their usage throughout NEWZware. Searches can be
conducted by comparing valuesin one field, two fields, every field or

none of the fields.

Whatever input is entered (during a query) that is the data that
NEWZware will attempt to match when the search is executed.

If no search criterion is entered, then the system will assume that you
wish to find all of the records within a database.

Character: *
Used With:
Description:

Example 1:
Possible Results:
Example 2:
Possible Results:

Character: ?
UsedWith:
Description:
Example 1:
Possible Results:
Example 2:
Possible Results:

Character: =
Used With:
Description:

Character: |
Used With:

by ICANON Associates, Inc.

Character Search

Used to match any number of unknown
characters.

SM*

SMITH, SMOTHERS, SMUCKERS
A*E

AVE, AVENUE

Character Search

Used to match a single unknown character.
SM?TH

SMITH, SMYTH
AZE

AVE

Character Search

Used alone, it will match afield with no data.
You can use “=" in the subscriber first name
field to find those subscribers that have not had
their first name entered.

Character, Date or Numeric Search

13 General Information
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Description:

Example 1:
Possible Results:
Example 2:
Possible Results:
Example 3:
Possible Results:

Character: >
UsedWith:
Description:

Example 1:
Possible Results:
Example 2:
Possible Results:
Example 3:
Possible Results:

Character: <

UsedWith:
Description:
Example 1:
Possible Results:
Example 2:
Possible Results:
Example 3:
Possible Results:

Character: >=
UsedWith:
Description:

Example 1:
Possible Results:
Example 2:
Possible Results:
Example 3:
Possible Results:

Character: <=
UsedWith:
Description:

Example 1:

Copyright © 1996-2003
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Can be used to search for any number of
different values.
BLACK|WHITE|GREEN

BLACK, WHITE
01/01/03|01/02/03|01/03/03

01/02/03, 01/03/03
3l4|5

3,4

Character, Date or Numeric Search

Finds avalue greater than the entered value. If
letters are used within afield, the order aletter
comes within the alphabet is usually
proportional to their value.

>1

2,47, 100

>02/02/1998

02/03/1998, 01/01/2000

>SH

THOMAS, WASHINGTON, YELBA

Character, Date or Numeric Search
Finds avalue |ess than that entered.
<100

0, 33, 89

<12/31/1998

05/08/1998, 11/18/1998

<SH

GEORGE, OFFICE, SAMUEL

Character, Date or Numeric Search
Will find values greater than or equal to the
value entered.

>=1

1,30, 73

>=07/03/1998

07/03/1998, 01/01/2000

>=SH

THOMAS, WASHINGTON, YELBA

Character, Date or Numeric Search

Will find values less than or equal to the value
entered.

<=100
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Possible Results:
Example 2:
Possible Results:
Example 3:
Possible Results:

Character:
UsedWith:
Description:

Example 1:
Possible Results:
Example 2:
Possible Results:
Example 3:
Possible Results:

Character:
Used With:
Description:
Example 1:

Possible Results:

1.5 Printing

I CANON ASSOCIATES, INC.

1,30, 73

<=07/03/1998

07/02/1998, 07/03/1998

<=SHANE

GEORGE, OFFICE, SAMUEL, SHANE

Character, Date or Numeric Search

Specify arange of valuesto find, setting the low
and high values.

3:10

3,4,7,9,10

01/01/1998:12/01/1998

01/01/1998, 06/03/1998

STZ

SAMUEL, SHANE, THOMAS

<blank>

Character, Date or Numeric Search

No comparisons are made to blank (query) fields
when searching the database.
Query, followed by Escape (with no other search
criterion).

Finds all records within a database.

Whenever you request areport or anything to print, before you receive
any output you will usually be presented with a NEWZware Report
Launch Dialog message box. This box provides you with many
opportunities regarding both the object being printed and it’s

destination.

NEWZware Report Launch Dialog

When you request areport, after you have responded to the prompts
associated with the requested report, you will be asked “Run Report

Now?’

Copyright © 1996-2003
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| HEWZware Report Launch Dialog

|Hun Report How?

E%%%J P%sl ﬂ&:l Chnceil JEDJ

Save Answers: [ Email File Format: & Text
Send as Email: [ " PDF
= HTHL

Send To:
Make These Default Settings: [~

Printer: HTHL Copies: 1

"Yes' will start the report, sending the report to your current default
printer. Inthiscase, the“HTML” printer.

"No" will clear the answers you just provided to the report and restart
its prompts. This gives you the opportunity to correct a typo without
having to wait for areport with information you don't want.

"Cancel" (or "Quit") will exit the screen and return you back to the
previous menu without printing anything.

S0, do you want the report or not? But wait! Before you answer that
guestion, lets examine the other options of this dialog box, to be certain
the report is going to end up where you want it, in the format you that
you want it.

Select the printer icon if you decide you want the report to go to a
printer other than the printer displayed in the dialogue box.

Select the pagesif you want to change the number of copies.

If the report is not for yourself, but someone else, you can have it sent
directly to their email address. Simply check “Send as Email”,
populate the“ Send To” field with recipients emaill address and indicate
the desired format for the file (standard text, an HTML or PDF). At
that point, select “Yes’ and the report will be generated and sent out as
an email.
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The launch dialog box also presents you with the opportunity to save
the current answers and settings.

Selecting A Different Printer

Click on the printer icon or select “Options’, then “Printer” whilein a
menu. You will be presented with alist of the available printers.

HEWZware Default Printer Selection. Current Printer: HTHL

EXCEL Hicrosoft Excel Your PC -
HTHL pPisplay Report in PC Browser FPC Web Browser

WORD Hicrosoft Word Your PC

Filekol File Queue (Disk) Fusri/snewzwares1ps*
hp66l132kaa LaserJet Landscape 132 Controller Office
hp661132Kk21 LaserJet Landscape 132 Circ Bus. OFFf.
hp661132Kk71 LaserJet 4188 Landscape Advertising Office
hp66116060Kk00 Laser.Jet Landscape 168 Controller OFffice
hpool168k21 Laser.Jet Landscape 168 Circ Bus. OFFf.
hp661166Kk7F1 LaserJet 4180 Landscape 168 Co Advertising Office .|

You will notice that 3 columns of information is displayed regarding
the available printers. Theinformation contained in the columns are as
follows;

» The name the server usesto identify the printer.
» A description of the printer and the print format it will use.
» Thephysical location of the printer.

If you look to the right of the list of printers, you should no have 3
Action Buttons available; [Select], [Cancel] and [Test Print].

You can either double-click the printer you would like to select, or
highlight it and select [Select] from the displayed action buttons.

If you are not sureif the printer you have hightlighted is the printer you
really want to select, press the [Test Print] button and a small report
will be sent to that printer. This could also abe used as quick test to
ensure a printer is functioning as it should.

If you are using the GUI version, you will be prompted with “Do You
Want This Setting Saved For Your Next Session?’ Respond by
clicking “Yes’ or “No”, whichever is appropriate.
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Printing to File

Printing to file (or your web browser), affords you the opportunity to
produce areport without wasting paper if you don’t need a hardcopy of
the report.

It also comesin handy if there are huge (or many) reports printing to
the printer that you normally use.

To have reports sent to afile on the NEWZware server, select " Spool
To Disk File" asyour printer.. When reports have been sent to file, you
can then view them by selecting "View Files'. If you do need a hard
copy of the report, you can then print it from this screen.

The“View Files” will also provide you with the opportunity to
[Archive Files| and/or [Share] your reports, to keep them around for as
long as you' l| need them or share them with as many people that need
them.

Reports sent to file will remain on your server’s hard drive for alimited
amount of time (usually days). If you wish to save an electronic copy,
for future use, they can be stored in your archive (via[Archive Files])
or brought to your local PCs hard drive through the use of an FTP
application.

Viewing Reports Sent to the NEWZware Server

:"__I‘_{EWZware - Business Software by ICANDN Associates, Inc. g f =13 x]
Client Menu lcon Title Bar
S| 19| < »| Pl | Sl Gy | e | e ]
Action Icons Current Page Number 12 ™ e o
# Report Display Area . Next Page
i \ Last Page
Print History
83/ 087/2003 HOBODYS HOLDINGS IHC W
12:14:88 KLONDIKE, AK @eaei S
DEBIT /7 CREDIT AUDIT TRAIL o Archive Files
T ID HUM NAHME BALANCE D/C HET AMT BP CODE DESCRIPTION e i
- —-hetion Buttons
C MR10FS testing $o.80 ¢ $1.23 N BC CHARGED IH E
ome ;;:;;
Scroll Bars ———
/ Keylocks Status h‘T
= = | . =
PLEASE DON'T COUER ME AND PLEASE HEUVER IGHORE ME* ‘_ﬁjef] Messﬂge mreﬂ HUK
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Action Icons
The following icons are avail able while viewing reports sent to the
“preview” printer, reports previously sent to the “file queue” printer..

Exit the viewer and return to View another file

the menus

Moveto the first page of the
current document

Print the current file, page
or screen to hardcopy

Move to the previous page
of the current document

Rename the files currently
available for viewing

g7 | |&

Moveto the next page of the Remove afile (or files)
current document

Moveto the last page of the - Show the help screen for the
current document ???i‘ current location

Yviaze

Printing to HTML

For the same reasons as “ Printing to File”, sending reports to your
HTML Web Browser can save alot of paper.

Different from “Printing to File”, printing to HTML doesn’t save a
copy of your report on the NEWZware server. However, NEWZware
does save the report to your PC. These files can be found in the “C:\”
directory, with afile name begining with “Ip” and ending in “.htm”. A
typical file would be named something like “Ip15450.htm”.

HTML Text Size

If the text displayed within the HTML browser window istoo large
(and you are using Microsofts Internet Explorer) you can quickly
reduce the text’s size by selecting “ View”, “ Text Size”, “ Smallest”
from the web browers menu bar. Be sure to remember where you
changed it, just in case you find the text to be too small when you go
surfing the World Wide Web.

Saving NEWZware Reports Printed to HTML

If you have areport that you decide you would like to keep, you could
try to locate it among the many other files created on your local hard
drive, but here is an easier way; With the report you want to save
currently in the browser window, select “File’, “ Save as...” from the
web browers menu bar. You will then be presented with a standard save
dialog message box. You can use this box to move thefileto an
appropriate directory and provide it with a more fitting name.
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Cleaning The HTML File Directory

Another difference from “Printing to File”’ the files produced by
printing to HTML will remain on your PC until they are removed. If
HTML isyour printer of choice, try to remember to remove unwanted
reports on aregular basis. Once ever other month will usually suffice.

If printing to HTML isyour usua print method and it suddenly stops
working, it's probably because you’ ve reached your PC’s file count
limits. Remove any unnecessary “Ip” files from the “C:\" directory.
Afterward you should be able to print to your web browser again.

Some operating systems will require you to reboot your PC before it
actually starts printing again.

Viewing Active Print Jobs

Sometimes, you request a report to go to your nearby printer, and
you’ve waited ample time for the report to generate, but still nothing
happens on the printer. If this happens, or rather, doesn’t happen, here
afew quick thingsto check.

* Isthe printer powered on?

* Isthe printer plugged in, both to a power outlet and network cable
(or acomputer)?

» Arethereany indications of a printer error? Things flashing or
beeping are a dead giveaway.

» Doesthe printer need paper or ink?
* Isthe printer online?

If you've run through the list above, and still, your report is not
printing, you can use the System Administration Menu to see which
print jobs are printing or waiting to print.

Selecting "UNIX System Commands', "Printer Status" will bring up a
lot of information, but what we are interested in is at the bottom, and
looks something like this;

sf5c47-341894 gnc 1867 May 31 13:25on sf5c47
sf5c47-341898 gnc 23232 May 31 13:37

The information displayed hereis asfollows;

Thefirst column isthe UNIX print job number.

The second column isthe user that is printing the report.

The third column is the size of the job.
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» The fourth column indicates the date and time UNIX originally
received the print request.

» Thefifth column indicates the status of the print job. "on sf5c47"
tellsusthat the job is currently printing. Nothing in that column lets
us know that the print job iswaiting to print.

If you have requested a report, but don't seeit here, it may be that the
report is still generating. Check "Show Status' and seeif you can find
your report generating.

If you do see itemslisted here, yet nothing is printing, it could be that
the print jobs need alittle nudge. You can do this by select “Enable
Printer” from the same "UNIX System Commands' menu. Select
“All” printersand the printerswill be enabled when you exit the screen.
Don’'t worry that you are “enabling” printers that are working.
Enabling an aready enable printer will not cause any harm.

If, at this point, the printer is still not working, please contact your local
I'T support person.

Canceling Print Jobs

Use the System Administration Menu to cancel print jobs that are
printing but you do not want.

"UNIX System Commands', "Cancel Print Requests” will display the
print jobs printing and waiting to print. "Select" those you wish to
cancel and they will be cancelled when you leave the selection screen.

After you have cancelled the print jobs, the printer will continue to
print until it has printed al of the datain its memory.

Picking From Selection Lists

There are many situations within NEWZware when any number of
possible selections are displayed and you are asked to pick which items
you would like to act upon. A few examples of when thiswould beis
when you are selecting which print jobs to cancel, which reports you
would like to archive or for which carriers you would like to have a
route list printed.

The following image is an example of a screen you would encounter
during this selection process and, while the screen may differ dightly,
depending on the situation, the selection process is the same.
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Move to next row.

Select Files{s) To Archive Permanently

acc.Bz218g

acc.B226

acc.B228

acc.B8304

bw pr.err *
cs.8383.15:36:19.31831

cs.0383.16:88:32_31785

cs.0383.16:108:35.31882 *
daily draw.8110._14:31:19.2163

dbcr . 8387 .12:12:5%1.13773

imaint.@1087 .14:99:45_3523 *
imaint.B8187 .14:18:38.3559
imaint. @385 . 17:38:85_ 27469

HEWZware . 83083 _.15:14:17 384508 T

An asterisk indicates that the item has been selected.

Command

Description

Select
All

Clear
nOne
Query
Next
Prev
First
Last
Dn-page
Up-page
Bye

Select the current item.

Select all of theitems within the list.

Remove the currently highlighted line from the selection list.
Remove al items from the selection list.

Enter query mode. Use thisto pare down the available selections.
Move to the next line.

Move to the previousline.

Move to the first available selection.

Moveto the last group (page) of available selections.

Move to the next group of available selections.

Move to the previous group of available selections.

L eave the selection window and carry along any selections made
back to whatever process we go to (or return to) next.

1.6 Reporting Timesavers

In this section you will be introduced to report macros, which can be
used to save you from repeatedly answering with the same questions
with the same replies. To takeit one step beyond that, once you' ve met
Report Macros, then it’s time to learn about Automatic Report
Scheduling. The Automatic Report Scheduling feature has the ability
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to launch reports on a schedule or as aresult of another application
running in NEWZware.

Creating a Report Macro

In any report, the user may save the responses to the various promptsin
what iscalled areport macro. When the user reaches the report launch
dialog (shown below), there is a checkbox labeled Save Answers.
Checking this box, or clicking on the button on the right
side of the screen,

HEMZware Report Launch Dialog

|Run Report How?

& rel m| coea|

Save Answers: [ Email File Format: ( Text
Send as Email: v * PDF
" HTHL
Send To: |support@icanon.com
Hake These Default Settings: [
Printer: filek@l Copies: 1

will cause the screen labeled Save Report Responses (shown bel ow)
to appear. Inthis screen, the user may type in aname for this report
macro that can be used to select it the next timeit is run. To change the
current settings for an existing macro, select that macro from the pull

down list.

report in a “report macro."

Macro Title:

SAUE REPORT RESPONSES

You may save many different combinations of responses for this

for this report, enter a description to identify this one easily.

If this will be the only combination you will use, just hit enter

to save your responses. To change an existing macro to the current
prompt settings, select that macro from the pull-down list.

Give these responses a title for next time

If you will have more than one macro

todays circulation cash - edition KDH EJ
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Once the macro name has been typed in or selected from the pull down
list, hitting Enter or Esc will return the user to the report launch dialog.
The user may elect to run the report or not at that point — the macro has
already been saved. Canceling the report will not affect the saved
macro.

Selecting a Report Macro

At any point while answering the prompts of areport, the user can
select from one of the following new buttons show on the right hand

side of the window. Clicking on the button will show the
useralist of available macrosfor the current report. If thereisonly one,
the macro will automatically be selected. Once a macro is selected, the
dialog box shown below will be displayed to the user. Answering Yes
to this dialog means skip all of the remaining prompts and proceed

NEWYZware Prompk ﬂ
. ?/ Macro selected. Select Yes to run the job right now, or M to still review each prompt.
Yes | Mo I

directly to the Report Launch Dialog box. Answering No to this prompt
means that although the macro is selected the user still wishesto see
and review each prompt in turn.

If the user electsto still review each prompt by saying no to thisdialog,
then the new default for each prompt will be the saved answer from the
selected macro. This overrides any of the standard defaults from the
program. All the user needs to do to select the default is hit Enter
through each prompt in turn. If the user does wish to override the macro
default value for any given prompt, this may be done. Asthe user
proceeds through the prompts, the macro default value for that prompt
will be shown in red text in the lower right hand corner of the screen.

When the end of the prompts are reached, if the user changed answers
to some of the prompts, the new macro definition can be saved under
the same or a different name as described above.

Removing a Report Macro

If the user would like to remove areport macro, clicking on the

button will show the user alist of available macros for the
current report. Select the desired macro to remove it from the system.
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Date Abstraction Language

Since many NEWZwar e reports are date sensitive, the report macro
functionality would be severely limited if the user had to save aspecific
date or date range as part of a macro. The date range would no doubt
need to be changed almost every time the report was run. Therefore, a
date abstraction language has been designed that provides the user a
way to tell the system that the report should be run (for example) from
the beginning of the calendar month to the end of the calendar month —
whatever that month may be. This means that the user can save the
appropriate responses for areport (or several different variations of a
report), with a date range that will stay current as time goes on.

At any prompt for a date, the user can manually type in adate
abstraction or select one from the pick list available by pressing the

button on the right hand side of the screen.

A sample of the date macro language pick list is shown below, followed
by alist of the avaiable abbreviations and their meanings.

Select Date Macro Abbreviation

DESCRIPTIDN

ToODAY — TODAY'S DATE -
BOYW - BEGIMMIMG OF CURRENT WEEK
EOW - END OF CURRENT WEEK

BOCH - BEGIMNING OF CURRENT CALEWDAR HONTH

EOCH - END OF CURRENT CALENDAR MONTH

BOPCHM - BEGINNING OF PREVIOUS CALENDAR MONTH
EOPCM - END OF PREUVIOUS CALENDAR MOMTH

BONGM - BEGINHING OF HEXT CALENDAR MONTH

EOHNCHM - END OF HEXT CALENDAR MONTH

BOCY - BEGIMHING OF CURRENT CALENDAR YERR ;J
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Date Macro Language Abbreviation Codes

TODAY  Today's Date BONCY  Beginning Of Next Calendar

BOW Beginning Of Current Week Year

EOW End Of Current Week EONCY End Of Next Calendar Year

BOCM  Beginning Of Current Calendar BOFM  Beginning Of Current Fiscal
Month Month

EOCM  End Of Current Calendar Month EOFM End Of Current Fiscal Month
BOPCM  Beginning Of Previous Calendar BOPFM  Beginning Of Previous Fiscal

Month Month
EOPCM End Of Previous Calendar EOPFM  End Of Previous Fiscal Month
Month BONFM  Beginning Of Next Fiscal Month
BONCM  Beginning Of Next Calendar EONFM End Of Next Fiscal Month
Month BOFY Beginning Of Current Fiscal
EONCM  End Of Next Calendar Month Year
BOCY  Beginning Of Current Calendar EOFY  End Of Current Fiscal Year
Year BOPFY  Beginning Of Previous Fiscal
EOCY  End Of Current Calendar Year Year
BOPCY  Beginning Of Previous Calendar EOPFY  End Of Previous Fiscal Year
Year BONFY  Beginning Of Next Fiscal Year

EOPCY End Of Previous Calendar Year EONFY  End Of Next Fiscal Year

Automatic Report Scheduling and Generation

Once some macros have been designed, it is then possible to schedule
reports to be automatically generated according to the macro criteria.
Reports may be scheduled to run either when certain major processes
are executed (e.g. calculate draw, or advertising billing), or based on a
variety of date/time scheduling. The user may schedule areport by

selecting the button on the right hand side of the report
window.

Clicking this button will display the Report Macro Automatic
Scheduler screen. Thisisastandard data entry screen in which the user
can schedule different macros to run automatically at different times or
during different processes.
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Table: rpt_schedule: Shows the previous row in the current list
Report Macro Automatic Scheduler

Unique ID: 2
Macro ID: 65 AD CATEGORY TABLE
Schedule Active: |¥ User: |jim ﬂ
Output Type: [E Output Destination
support@icanon.com ﬂ

Schedule Type: P
Program: 1£ ADVERTISING DAILY BILLING

Minute:

Hour:

Day of HMonth:
Month of Year:
Day of Week:

2 of 2

The Unique ID field issimply aunique ID identifying the current
schedule. It is automatically generated by the system. The Macro 1D
field isthe unique ID of the macro that is being scheduled. The
available macros are shown in the pull-down list for thisfield. The
macro description is shown to the right of the Macro 1D field.

The Schedule ActivefieldisaY or N flag. Normally it should be Y,
but if the schedule should not be run for some time (for example, if the
recipient is going on vacation), setting thisto N will cause the schedule
to be inactivated until it is changed back to Y.

The User field specified the user ID who is scheduling the report. Also
if the specified output destination is the file queue, thisisthe user who
will receive the scheduled report in their file queue.

The Output Type field should be an E to send the report to alist of
email addresses, or a P to send it to aprinter. Note that the email output
will not work unless your system has been configured for this. If itis
not, please have your IT administrator send an email to
support@icanon.com to give us the SMTP gateway |P address and an
email account that will appear to be the source of the emailed report. In
the example above, the report is to be sent to a single email address.
The report can be sent to multiple email addresses by specifying each
in turn with a comma in between each address. In the example below,
the report is to be sent to the print queue named filenwz. Since thisis
thefile print queuefor this server, it will be sent to the file queuefor the
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User specified hereasjim. If the Output Destination is aprinter, the
list of available printers can be found in the pull-down list for that field.

MENU]| Query| Next] Add[Update Remove | Outhut| Bye| Helh|
UPDATE: ACCEPT changes data. CAHGEL discards changes. ARROW keys mouve cursor.
Report Hacro Automatic Scheduler

Unique ID: 1
Macro ID: ?.El DAILY CASH RECEIPTS HMACRO
Schedule Active: ¥ User: |jim g
Output Type: P Output Destination
filenwz g

Schedule Type: |3
Program: g

Minute: |29

Hour: |17

Day of HMonth:
Month of Year:
Day of Week: |1,2.3,4,5

Specify macro ID
(F6 to activate Pop-Up)

The Schedule Type field defines when the report should be
automatically generated. The options are P to run the report every time
another programisrun, or Sto scheduled it at certain dates/times. If the
choice is P, the program should be selected from the pull-down list for
the Program field.

When scheduling for adate and time, it isimportant to stagger very
large/long-running reports.

Setting many complex reports to run simultaneously can cause even a
powerful server to be slowed down to the point where it affects other
users activities. It isalso good to schedule big reportsto run early in the
morning or late at night so they are processed when the server ismostly
idle. When doing this, it isagood ideato find out from the system
administrator what time the nightly backup is run, the nightly cleanup,
and any other processes you may wish to avoid interfering with.

The following scheduling syntax isvalid for all the scheduling fields
(Minute, Hour, Day of Month, Month of Year, Day of Week):

» Single values—just enter one appropriate value for that field
 List of values- Comma delimited list of values.
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» Range of values — beginning and ending of range separated by a
dash.

* Any combination of the above

Minute: valid values are 0-59.

Hour: valid values are 0-23

Day of Month: valid values are 1-31

Month of Year: valid values are 1-12

Day of Week: valid values are 0-6 (Sunday through Saturday)

Leaving all fields blank will cause the report to never run.

At least one minute must be specified for the report to run. If only
minutes are specified and no other fields are specified, this means that
macro will be run every hour on each of those minutes. Please do not
do thisunless you realy mean it!

Unless the report isto be run once or more every hour, the hour(s) of
the day the report should be run should be specified. The appropriate
values for hour are 0-23, which correspondsto 12 AM — 11PM.

If the report should be run only on certain days of the month, specify
those days in the Day of Month field. Appropriate values are 1-31.
However, if you specify 31 as the value for day of month, please keep
in mind that the report will only be run in months that have 31 days! If
the report should be run daily, or on certain days of the week regardless
of what day of the month it is, thisfield should be left blank.

If the report should only be run in certain months of the year (for
example, quarterly), this should be specified in the M onth of Year
field. Valid valuesfor thisfield are 1-12.

If the report should be run on certain days of the week, specify that in
the Day of Week field. Valid values are 0-6, corresponding to Sunday
through Saturday.
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Examples

These schedules both mean run at 5:29 PM every Monday through

Friday.
Minute: |29 Minute: |29
Hour: (17 Hour: (17
Day of HMonth: Day of HMonth:
Month of Year: Month of Year:
Day of Yeek: 1,2,3,4,5 Day of UYeek: 1-5

This schedule means run at 1 minute after the hour, every hour:

Minute: 1

Hour:

Day of Month:
Month of Year:
Day of Ueek:

This schedule means run at 6:56 AM and 4:56 PM on the 1st and 15th
of each month.

Minute: |56
Hour: |6,16
Day of HMonth: 1,15
HMonth of Year:
Day of Yeek:

Samples Uses

» Automatically print carrier route list after every calculate draw

» Email ad director an updated Revenue Forecast Report after every
billing

» Schedule Booked Ads Report to be printed every morning before
users arrive

» Schedule ABC report to be emailed to circulation director after every
draw

* Email aDistrict Manager the Carrier Route Listsfor al carriersin
district

» Email General Ledger Report to CFO

» Automatically email mid-month performance reviews and targets to
salesreps

* Email amemo-to-carrier report directly to carrier

Basic System Administration

The following series of topics may not be applicable to your daily
activities, but you it may be helpful to be familiar with them. And
while you, yourself, may not be executing backup routines, you can be
certain, that at some point in the future, when you call for NEWZware
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support, an engineer is going to ask some version of the question “Have
you made a recent backup?’

Show Status

Thisitem will display the processes currently running for yourself or
everyone.

Select "Show Status” (or press"S* from anon-GUI interface) and you
will be asked “Do you want to see all processes?’. Answer “Yes’, and
you will see al system and user processes currently running. If you
answere “No”, you will see only those programs which you are
currently running. This can be useful to track things that happen in the
background, like a Calculate Draw, which returns you back to your
menu, but keeps running in the background.

Locks

Locks are akind of placeholder that let any new processes or programs
know which files are currently in use before the new process begins.
Some processes are willing to share the files, but others, are more
intense and need exclusive access to the file (or files). If both the
current process and the new process are willing to share, then there is
no problem, but, if either the current process or the new process
declaresthat it needs an “exclusive” lock, the new process will not be
ableto start, until the current process has finished (an removed it’'s
associated lock).

You can view the locksin place, at any time, by selecting the action
buttons [Options], then [Locks] from any NEWZware menu

Clearing stuck users

Occasionally, users do get stuck in a process and the computer stops
responding. Sadly, if you are a Windows user, you probably know this
al too well. ' When 'dumb terminals' are hung (usually because of a
network 'hiccup’), the menu item "UNIX System Commands’, "Log
Off Hung Terminal" will kill the associated processes and reset the
terminal.

Backups

Performing backups should be part of our regular routines. They
should be done before doing anything processor or data intensive.
They assure us a safe way back should anything unfortunate happen
during the midst of our processing or if we have to return our datato a
previous state.

Template Backups
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Template Backups store data to the hard drive and are used to save data
short term. You should perform atemplate backup prior to any major
processes, such as a calculate draw, distributor invoicing, producing
renewal cards or transmitting to the General Ledger. Using the
Template Backup you can either choose to backup a small, predefined
group of files, associated with the process at hand, or all Circulation
datafiles. Thesmaller groupis, of course, faster, but with the leaps and
bounds data storage and 1/0 speed have taken, many people prefer to
backup all of the datafilesin Circulation, using Template #24

Template Sets Available

1 CALC DRAW

2 CIRCULATION INVOICING

4 CIRCULATION TRANSMIT TO GL

5 ADVERTISING TRANSMIT TO GL

6 ADV. PREPARATORY PROCESSING

7 GENERAL LEDGER PRE-PROCESS

8 GENERAL LEDGER POST

10 ACCOUNTS PAY TRANSMIT TO GL
11 ACCOUNTS PAYABLE PRINT CHECKS
12 FRIDAY BACKUP

13 PAYMENTS/TRANSFERS

15 RENEWAL NOTICES

17 ADVERTISING DAILY BILLING

18 ADVERTISING INVOICING

19 ADVERTISING PAYMENTS

20 DEBIT/CREDIT ADJUSTMENT TEST
21 AMORTIZATION

22 LINAGE MONTH CONTROL TOT ROLL
23 SA FULL

24 CIRCULATION ALL FILES

25 ADVERTISING ALL FILES

26 GENERAL LEDGER ALL FILES

27 ACCOUNTS PAYABLE ALL FILES
28 PAYROLL COMPLETE

Tape Backups

Backupsto the tape drive are used to save datalong term. Typically, at
the end of the month (accounting period) datais backed up to tape and
archived. Tape backups store all datafilesin amodule, by default, as
opposed to template backups which backup the set of filesindicated by
the templ ates description.

Restoring Backups

Beware of getting too comfortable with restorals. If you feel the need
to restore, please call us, at least initially. There may be another
solution. If not, we can walk you through the restoral process.

FTP (File Transfer Protocol)
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An FTP program can be used, along with printing reportsto file, to
save permanent copies of your important information.

Nightly Cleanup

This happens automatically and a status report is waiting on the printer
when the first person arrivesin the morning. The report should state
that the nightly cleanup routine has completely successfully. If not, it
may say that it couldn't lock afile because it wasin use, and that the
cleanup didn't complete. Check to seeif any users were logged in over
night. Typically, this error happens because a user's screen went into
power saving mode and they didn't realize they were still logged into
NEWZware when they |eft, at the end of the day.

System Messages

You might think of the computer as a“thing” without life, and it is, but
it does respond to the information you type. You may notice asyou use
the NEWZware Newspaper Management System, that it sends you
messages. These messages let you know when you have successfully
completed a process or when it requires more information. For
example, every time you add arecord, you see a message confirming
“Record(s) added.” Thisisa system message that confirms that the
computer has incorporated the information you have, into its database.

Error messages display in a highlighted block on the last line of a
screen. You might see an error message if one of the following occurs:

* You have entered invalid information into afield that is set up to
accept limited combinations of numbers and/or letters. For example,
you may see amessage “Invalid Zip Code” if you try to enter only 4
numbers (“1234"). Thisisbecause the “Zip Code” field was set up
to accept only 5 numbers and no letters. Any other combination
resultsin an error message.

* You have entered valid information incorrectly into afield. Thismay
result if, for example, you begin the zip code field with a space
(“12345"). This means that the zip code field was set up to accept
only anumber in the first space, not a blank.

* You have not entered any information into arequired field. This may
occur, for example, if you press<RETURN> to skip the“ State” field
when typing the address. The “ State” field is required for all
complete addresses.

When you see these types of messages, correct the entered information
asis necessary. Refer to the section on “Field Editing Keys’ for editing
tips.
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System Errors occur when you try to perform atask that is not allowed
the system.

For example, you receive a system error when you try to access amenu
item for which you have not been granted security rights.

When you are unable to perform a given task because of asystem error,
you may need to report it to your System Administrator. Refer to the
section titled “When to Report a System or Error Message.”

Error Reports

Error reports may be printed during certain processes. You'll know
them when you see them. Examine the report to seeif you can find a
resolution. If you can't please call...or if you would just like to discuss
them, please call.

Error Logs

Errors do not always go to aprinter. 1f something isn’t functioning
properly, you can check the error logs for errors and other information.

Thelast entry in the error log is always at the end of thefile, soif you
arelooking for arecent error, it usually works best to jump to the end of
the file and step backwards through the screens, until you reach the
beginning of thefile.

When you display the error logs, you will also have the opportunity to
print and clear them. Please never clear them. Thelogs are cleared on
amonthly basis, so there is no need to worry that they are growing too
large.

1.7 What to Do When You Need Help

When you encounter a problem with the system, you should consult the
following sources of information, in this order:

Step 1. Check thismanual. Helpful information is availablein all sections of the
manual. Check the Index and the Table of Contents for sections that might
explain atopic or application with which you' re having trouble.

Step 2. Check with Online Help. Online Help Information is available by selecting
Help from the NEWZware menus or from aring menu. Online Help can
give you help specific to your current location within the NEWZware
system.

Step 3. Check with your immediate supervisor. Your department supervisor may be
able to provide you with added insight into the problem and offer
suggestions and practical help for resolving your situation.
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Step 4. Contact your System Administrator. Your System Administrator should be
the last source of information you should consult. He or she will advise you
about resolving the problem and, if additional assistance is needed with the
system, has access to ICANON Associates Inc. Software Support.

1.8 When to Report a System or Error Message

Encountering a system or error message is bothersome, but you can
learn important information from them.

Some error messages simply indicate that you have entered incorrect
information in the field or have forgotten to enter information for a
required field. You do not have to report these kinds of error messages.

You will need to report a system error to your System Administrator.

System errors are easily recognized, because you see a highlighted
message at the bottom of the screen. Some examples of the system
errors are:

“Your ID is not permitted to access this menu item,” which happens
when your security level isnot set up for you to use the selected menu
item.

When a system error happens, print or write down the error as well as
all keystrokes you made prior to seeing the error. Be sure to include the
application you were using, and what menu item you were trying to
access or perform. Thiswill help determine the origin of the error as
well as the possible solution.

After you have recorded the error on paper, press <B> until you return
to the System Main Menu and the login prompt. Report the error to
System Administrator for help.

In the simplest of terms, if an error message is displayed on the screen,
which can not be resolved or understood, seek help. Whether that help
is anearby coworker, a supervisor, your system administrator or the
NEWZware help desk, somewhere there lies a solution.
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2 Subscriber Tasks

This section of the Circulation User Guide contains subscriber-related
tasks. These tasksinclude adding, suspending, or canceling a
subscription; entering or transferring a subscriber payment; adding,
updating, or removing records related to change of addressinformation
for a subscriber; issuing or reprinting subscription renewal notices; and
recording missed deliveries for a subscriber. This section does not
include tasks related to maintenance of subscriber or the non-subscriber
files. Tasksrelated to file maintenance can be found in Section of this
Reference guide, “Master File Management Tasks”.

2.1 Customer Service Screen

A great deal of effort has been devoted to hel ping you provide accessto
all pertinent information about your subscriber and non-subscriber
database. Improving customer relations is the philosophy behind the
revisions made to the Customer Service Screen. Shown below isthe
Graphical User Interface (GUI) version NEWZware Circulation
Customer Service Screen. This screen looks very similar to the former
“Memo To Carrier” screen in previous releases of NEWZware,
however this screen has many new features making your job easier.
This document introduces the features and functions of the Customer
Service Screen on a command by command basis.

Screen Layout

The screen is broken into two major sections with several pop-up
windows and pop-up selection lists.

The top section of the screen focuses on the customer or subscriber.
Information like the subscriber’s name, title, telephone number, address
are searched, displayed, entered and updated in this section. Once a
record is displayed in the top section, an action command can be
executed. Quite often you want to process subscription information.

The second section, which is concerned with subscription processing is
the area that identifies editions, issues, type of service, and rate and
time frame information. Once thisis populated, optional promotional
information can be entered. The specifics of each action command are
described in the Ring Menu section below.
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™I NEWZware Business Software [ imaint@vedder / Circulation ] -3l x|

Subscriber / Non Subscriber Information Section | — e —

Advertiser

Table: service: searches the database Timer Toggle

CUSTOHER SERUICE | I | | o | | | | L] 0 || — =
Telephone #: ﬂ ﬂ -
Mame{T1/Fst/Lst): E| s

Line 2: City:

Code/Route: Seq: Zone
Country: County: ABC Zone:
[FBill-To: I~ TaxInd. Billing Ind: Date:

R
Ed ﬂ Issue ﬂ Type ﬂ Len g Zone g Step ﬂ Amt
Copies: b2

1K

lie

Code Description Date
Rmk :
Prm:
Subnitted By: g Carr: ﬂ Rte: g
District: DH: Carr. Tel:

Ll e
L= e

Subscription Information

i Tewrware Newspaper Business Software |

by ICANGN

Ring Menu

The commands on the ring menu can be executed by clicking them
with your mouse, or typing the command letter on the keyboard like* &
for Add. Some commands are not available unless a current record is
displayed in the upper portion of the screen.

Depending on the action command, there are several fields that must be
visited to complete the action. In most cases, the fields are
automatically populated with default values that can be quickly over-
typed.

Screen behavior depends on what options are enabled. For example, if
the automated address correction software is enabled (a.k.a. Postal soft’
ACE), the address will be automatically corrected, standardized,
assigned a carrier route and complete postal encoding. Thisistruefor
both US and Canadian installations. If the address is ambiguous,
suggestions will be displayed in apop-up list. The“Mail Bag” screen
isnot displayed for mail subscriptionsif the automated address
correction isenabled. If the routing facility is enabled, and a Start
action is being performed, then the correct carrier route for that address
isautomatically populated, along with the associated district manager.
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The action commands are:

Command

Description

Query

Next
Previous

Update

Add

Dispatch

General

Service

Start

Stop

Shortage

Copyright © 1996-2003
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Allows user to enter search criteria. When the user hits[ESC] key,
subscriber (subscr) and non-subscriber (nonsub) tables will
searched for records matching search criteria.

Displays the next record in the current query list.
Displays the previous record in the current query list.

Allows changesto be made to the subscriber/non-subscriber record
currently displayed on the screen. The user can change the sub-
scriber phone number, name, or address information.

Adds anew subscriber record. The user must supply the sub-
scriber phone number, name and address. The subscriber number
will be system generated.

Allows for dispatch processing for the subscriber record currently
displayed. Dispatch processing allows input into the following
fields: edition, issue, copies, remark code, remark description,
remark date, and submitted by.

Allow for general message processing for the subscriber record
currently displayed. General message processing allows input into
the following fields: edition, issue copies, remark code, remark
description, remark date, and submitted .

Allow for service message processing for the subscriber record
currently displayed. Service message processing allowsinput into
the following fields: edition, issue, copies, remark code, remark
description, remark date, and submitted by.

Allows for start processing for the subscriber record currently dis-
played. Start processing allow input into the following fields: edi-
tion, issue, pay type, length, zone, step, amount, copies, begin date,
end date, remark code, remark description, remark date, promo
code, promo description, promo date, submitted by, carrier, route,
abc zone, tax indicator, carrier route, postal sequence, postal zone,
directions indicator, bill-to indicator, and billing indicator.

Allows for stop processing for the subscriber record currently dis-
played. Stop processing allows input into the following fields:
edition, issue, end date, remark code, remark description, remark
date, and submitted by.

Performs distributor look-up based on phone number, if no match
isfound it will look up distributor based on distributor number.
Once the distributor is identified, shortage processing allows input
into edition, issue, copies, remark code, remark date, and submit-
ted by. The user isthen prompted to seeif the distributor isto be
billed.

39 Subscriber Tasks



NEWZware

Command

I CANON ASSOCIATES, INC.

Description

Vacation

Zoom

Output

Bye
Help

Directions

Bill-To

Allows for vacation processing for the subscriber record currently
displayed. Vacation detail processing allows the user to add/
update one or more vacation frames for the current subscriber.
Commands Query/Add/Update/Next/Previous are available for the
user to navigate through the current subscriber's vacation detail
records.

Converts current list into browse format so user can choose sub-
scriber then view detailed information about the subscriber
selected. The datawhich can be viewed is asfollows:

Carrier: View the carriers and carrier history for current customer.
Directions: View the directions to a customer’s home.

Subscrip: View customer subscription history.

Remarks: View customer remark history.

Notices: View customer renewal notice history.

Payments: View customer payment history.

Vacations: View customer vacation history

Moves: View subscriber move history and future moves.

Audit Trail: (future release) View complete history of account

Prints screen image to the users current printer, or to a selected
printer or disk file.

Exits application back to invoking menu. Good-bye!
Provides NEWZware on-line screen help.

During START processing, when the user entersa"Y" inthisfield,
the "Directions to Household" input screen will be displayed,
allow the user to enter freeform directions to the subscribers house.

During START processing, when the user entersa”Y" in thisfield,
the "Bill-To Information™ input screen will be displayed, alowing
the user to enter an aternate will be displayed, allowing the user to
enter an alternate subscription.

Status Indicators

The status indicators are icons located at the right of the display
window, just below the ring menus. The icons become “colorized”,
when appropriate, to provide “at aglance” information about the
subscriber currently displayed, and/or their subscriptions.

A

The subscriber displayed is
also an advertiser.

|

The subscriber displayed is
also aclassified advertiser.

o

This indicates a non-sub-
scriber, astopped subscriber
or asubscriber intheir grace
period.

o

Thisicon indicates that the
subscriber is approaching
the end of aframe.
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{:} The subscriber has a Carrier ﬁi Thisicon indicates that this
Collect or paid PIO sub- ) - | customer has had recent dis-

scription. patches or remarks.

v Thesubscriptioniscurrently |-'.-E| Therearenotesavailablefor
on avacation stop. =1 thissubscriber.

':E::' Not related to the sub-
scriber. Indicatesthat Cus-
tomer Service Follow-Up
has been enabled.

POP Up Screens

The second section, which is concerned with subscription processing is
the area that identifies editions, issues, type of service, and rate and
time frame information. These areas are supported with POP Up
screens which provide valid choices for data. Pop Up Screens are
activated by either depressing the F6 key or double clicking on the
menu. Below are the Pop Up screens for edition, issue and rate fields.
Note that both are displayed as scrolling arrays.

Edition Code
PopUp

CODE
FLY

FP

Kue

HF

SH

SKW
usJ

EDITION CODE POP-UP SELECTION HEHU

DESCRIPTION
SOUTHERHMOST FLYER
FREE FRESS
KEY WEST CITIZEN
MARATHON FP
SOLARESHILL
FIRST CLASS HAIL
WALL STREET JOURNAL
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I ssue Code
PopUp

Rate Code
PopUp

Copyright © 1996-2003

ISSUE CODE POP-UP SELECTION MENU

CODE DESCRIPTIDN
DS DAILY
FS FRIDAY, SATURDAY, SUNDAY
so SUNDAY OHLY
$S SATURDAY, SUNDAY

RATE POP-UP SELECTION MEHNU

CODE DESCRIPTIDN

333 KuWC DS 2 1 M A a 2.08 15
334 KuWe DS 2 1 M B a 8.58

337 KuC DS 2 1 M D a 217 o
343 KWC DS 2 1 M G a 12.688

273 KuC DS 2 1 M K a 13.688

272 KuWC DS 2 1 M P a 12.688

274 KWC DS 2 2 M K a 26.88

285 KuC DS 2 2 M P a 24_088

344 KuWe DS 2 3 M G a 38.688

275 KuC DS 2 3 M K a 33.688 E

The final section, providing entry fields for Remarks and Promotional
Information are al so supported with Pop Up screens. Theremarksfield
istransaction sengitive. Initially all remarkswill be available , however
you can change the remarks table to categorize the existing remarks by
transaction.
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Remarks Code
PopUp
REMARKS CODE FOP-UP SELECTIOH HMEHU
CODE DESCRIFTIOHN
NS NEW START PLEASE DELIVERY I
PD PLEASE THROW PAPER IH DRIUVEUWAY*®t®%y
PF PLEASE THROW PAPERS OUER THE FENCEtttt
1] PLEASE THROW THE PAPER OUTSIDE THE FENCE/YARDt**?
PP FLEASE THROW PAPER ON THE FPORCHTtt?
PY PLEASE THROW THE PAPER IM THE YARDt*tt¢
R3 5 . 1 MO REV (3 HO FOR PRICE OF 2 MO}
RE RESTART 18.88 4UKS REU 7
RF REFUMD REQ / §
RS PLEASE, RESTART DELIUERIMG THE PAPERtt?t -
Submit Code
PopUp

SUBHMIT CODE POP-UP SELECTION MENU

CODE DESCRIPTIDN
a UNSOLICITED
1 CUSTOHER
2 CARRIER
3 UNIDENTIFIED
PAY PAYMENTS

Carrier & Route
PopUp

CARRIER NUMBER POP-UP SELECTION MENU

CODE DESCRIPTIDN
caal PALOMIND |
cae2 MIRABAL
caa3 FERMANDEZ -
[H: 1)) LOPEZ
caa? LOPEZ
ca1 FERNANDEZ
co13 MIRABAL
coty AMADOR
cois CAMPBELL
ca26 MIRABAL -
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Postal Zone
Code PopUp

Copyright © 1996-2003

POSTAL ZONE POP-UP SELECTION MENU

GODE DESCGRIPTIDN

1 330 333 1]
1 Jua a1 ]
2 334 334
2 339 339
2 349 3490
3 326 329
3 335 338
3 342 3u7
L 284 284
4 298 292 -

Productivity Enhancements

Severa productivity enhancements are included in the system such as:

» A default area code is aways displayed for telephone number
searches and entries.

» Thisvalueis parameter driven, and can be typed over when
exceptions arise.

» Thetop portion of the screen is query by form that supports full
relational operators and wild-card searching.

» Thetop portion of the screen can search both subscribers and non-
subscribers.

* A Zoom feature allows you to view more than one record at atime.

* A View Menu enhancement empowers you with fast access to
multiple levels of information.

Query By Form

Query by form alows searching for both subscribers and non-
subscribers by tel ephone number, account number, name, and address.
Any field can be populated with search criteriato narrow your search.
Wildcard searches such as“WIL*’ in the last name field will return all
records with the first three letters of the last name that match *WIL'.
Theseinclude ‘WILSON’, ‘WILLIAMS, etc. Oncethe criteriais
entered, clicking the OK button or pressing [ESC] will start the search.
When the search is complete, the first record returned is displayed on
the screen, along with the record count at the bottom of the screen.
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MENU|| Cuery notEslNext|Prwiuus|UpdatelAddlDispatchlextensionslGenerallsenﬂiCelhundLe-msgl |
QUERY: AGCEPT begins search. CAHGEL discards query. ARROW kKeys moue cursor.

LCUSTOMER SERUTGE

Telephone #: |{ ) ﬂ Subscriber #: g

Mame (T1/Fst/Lst): | £ :

/= [ | | [ S

Line 2: | City: |
Code/Route: Seq: Zone
ABC Zone: l__:

INFORHMATION

Ed g Issue g Type ﬂ Len| ﬂ Zone g Step g Ant

wrte: o | Searches can be conducted on any data| ' ..
Rk : ﬂ field, however, the most effective searches E
Prm: ¥ ¥

submitted gy € FUN ON Telephone #, Subscriber #,
District: Name and/or Address.

Theresultsset [ s

hasretrieved 42 Table: service: Searches the database

possible CUSTOMER SERUICE | | | | | | | 2] 3

matches. Telephone #: [{312) ?uu—sﬂang Subscriber #: m]ma?g ACTIVE/PIO(A73T)
Mame (T1/Fst/Lst): RICHARD ﬂ DALEY B
121 N LASALLE ST ROOM ce7
Line 2: City: CHICAGO
State: |IL Zip: 68682 Code/Route: [ROB2  3Seq: 8 Zone 1
Country: County: |B87 ABC Zone: |39 ¥
FBill-To: [T TaxInd. Billing Ind: H Date: |B6/17/2003 BB :53:47

SUBSCRIPTION IMFORMATIDN
Ed [kuc #| Issue [pS £| Type [PID #| Len [120 2| zone [c 2| step [0 t| ant [ $102.00
Copies: 1 START Date: |B4/01/2003 *| Stop Date: 03/31/2004 ¥
Code Description Date
Rmk: | 2 3
Prm: |U g Unsolicited 03/29/2003 ¥
submitted By: |  #| carr: #| Rte: [kco1 2| [SAMUEL HOTT
District: 1 DH: |[Bob Timmerman carr. Tel: |(385)295-2779
7 of 42

Zoom View of Records
When a query returns more than one record, you can save time by
viewing several records at one time.

The Zoom command supports this feature by providing a scrolling
array of records returned by the query.
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To activate this screen simply type Z or click on the Zoom option. You
can quickly identify subscribers by scrolling through the array. Use
arrow keysto select the appropriate row and hit [ESC].

CUSTOMER BROWSE SCREEN

H/S HUMBER FIRST HAME LAST HNAME PHOME HNUMBER STREET ADDRESS

N 823117 |LH AT (312} =@ |79 SANDBURG TER =
N |829611 |GEDRGE B30 (312)70N=ETE |18 FREMONT AVE

N |838068 |SCOTT R — (312) "y | T | HOHAWK ST

N |627888 ROSE C— (312)e=—mm=p |1%=" |HMOHAWK ST

N 821692 |KELLY L=l (312 )l WINGHESTER |AVE

S| |836957 RICHARD DALEY (312)744-8000 121 LASALLE ST

N JEN ) (312) 9T 1@ |S52ND ST

N |@881441 | STUART [y (312 )=y | ELLEHDALE RD

N |822966 |RICHARD i (12— SAINT JOHN |PL

§ |825263 |PHILLP i (312)3a0smm | @ | SHEFFIELD AVE d

The View Menu

Another time saving addition to this screen isthe View Menu. Making
the new Customer Service Screen an even more powerful tool. Once a
search has been completed, a subscribers history can be viewed, the
vieW option is displayed from the CUSTOMER SERVICE SCREEN.
Simply click on the View Option (or type W)

£ MmredlmlsseleutputlByelHelpl
Table: service: Activate zoom/browse tures
CUSTOMER SER . . | | | =8 E2

Telephone #: (312) ?uu—saaag Subscriber VIeW 0pt|0ns ﬂE;III]_(IhEIT)_I
Mame (T1l/Fst/Lst): RICHARD ﬂ DALEY H

121 N LASALLE ST ROOH ce7
Line 2: City: CHICAGOD

State: |IL 2ip: (68682 Code/Route: [RAB2 Seq: 8 Zone 1
Country: County: |B87 ABC Zone: |39 ¥
FBill-To: = TaxInd. Billing Ind: N Date: |086/17/2003 08:53:47

SUBSCRIPTION IMFORMATIDN
Ed [kue | Issue DS £| Type P10 | Len [12M 2| Zone [c 2| Step [0 ] amt [ $102.00
Copies: 1 START Date: |B4/01/2083 *| Stop Date: 83/31/2884
Code Description Date
Rmk : g
Prm: (U gUnsolicited a3/29/2a8083
submitted By: [  ¢| care: #| rte: [keo1 2| [SAMUEL HOTT
District: 1 DH: [Bob Timmerman Carr. Tel: |(385)205-27790
7 of 42
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Once selected the VIEW Menu provides the ability to view specific and
detailed information to help you better service your customers.
WMENU| .| start| sTop| shortage| Wacation| viewi[zoom Moved|missed| outaut] Bye| Help|

Table: service: Activate zoom/browse features

CUSTOMER SERUICE
Telenhnne #: 312y [7hh-RAAA &l Suhsrriher #:= [ATAOGT &hNnETIUF

VIEW ME;J,I_!_' fudit CarrierlDirectiunsldlspatchlLabels'Mwe'Nutices'Payrnents'Remarks'Subscripl I |
5 1 g 5 5 1
Uiew cﬁsénmer subscription audit history.
VIEW MENU| ... :
CUSTOMER: J *%I
Uiew ce{fomer vacation history. of

CUSTOMER : 836957 RICHARD

The following displays the various View Menu options. To select the
desired view type the letter for example

Carrier, D - Directions etc., or use mouse and double click the desired

VIew.
Audit View —

VIEW MENU| Next| Bretd| First| Last| dn-paGe| Up-page | view | output | Bye

Hove to previous row.

CUSTOMER : aee137 RICHARD DALEY
Beg Date End Date User Date Time Sub Trs
86/19/2002 1872472082 diaz_m a9/28/2082 08:23:18 1 DSP
1871772802 |18/24/2002 |diaz_m A9/28/2082 A8 22:58 |S¥S |MIS
86/19/2002 18724720882 diaz_m 89/25/20882 17:55:28 1 GEN
06/19/2002 18724728082 herr_s a9/28/2882 18:14:13 1 DSP
18/15/72082 18726720882 diaz_m 18/11/24882 16:01:47 UsT
18/15/72082 18726728082 diaz_m 18711724882 16:81:47 usp
86/19/2082  |11/85/2882 |timmer_b [18/28/2882 |18:32:28 1 DSP
11764720082 11768572082 timmer_b 168/28/7248682 18:32:18 sYs MIS
1271872802 |12/31/2002 |diaz_m 12/18/2882 B9 :31:49 UsT
1271872082 1273172882 diaz_m 12718724882 89:31:49 usp
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Carrier View

VIEW MENU| §i3] Prev| First| Last| dn-paGe| Up-page | view | output | Bye |

Output screen image to printer

CUSTOMER:  [006137  [RICHARD DALEY
BEG-DATE  EMD-DATE  CA-NUM  CA-FNAME CA-LNAME CA-PHONE
09/06/2002 HCO100 [SAMUEL MOTT (305)295-2779
08/15/2002 |89/085/2002 |KCO182 OFFICE (305)292-7777
03/29/2000 |68/14/2802 (KCO181 |ANTHONY VETRANO (305)292-6073
Directions View . =
VIEW MENU| §i&3¢] Prev| First| Last| dn-paGe| Up-page | view [output| Bye

Hove to next row.

CUSTOHER : 808137 RICHARD DALEY
DIRECTIONS

HEAD WEST, TURH RIGHT AT LAKE WICHIGAN, THEHW LEFT AT THE CHICAGO
RIVER, AND LEFT AGAIN AT JORDAN'S.

Dispatch View

VIEW MENU| §igE] Prev| First| Last| dn-paGe| Up-page | view | output | Bye

Hove to next row.

CUSTOMER : aee137 RICHARD DALEY
STS EFF DATE CALLED DISPATCH DRIVER
D 18/28/72002| (10:32:49 18:45:82 |Mark Walker
D 89/728/2082 |18:14:59 |18:33:51 Hark Walker
D 89/20/2002 |08:23:46 (108:49:26 |Mark Walker
D 89/17/2002 |07:35:46 (18:59:41 |Mark Walker
D 18/083/2001 |B8:49:45 99:83:42 |Mark Walker

Copyright © 1996-2003
by ICANON Associates, Inc. 48 Subscriber Tasks



NEWZware

Subscription
View

Remarks View

Notices View

Copyright © 1996-2003
by ICANON Associates, Inc.

I CANON ASSOCIATES, INC.

VIEW MENU| §

| Prev] First|Last| dn-paGe | Up-page| view| Detail| Output| Bye|

Hove to next row.

CUSTOMER:  [022416 [GEORGETTE HAYOR

BEG-DATE  END-DATE EDN IS T ACT CAN-DATE IND COL-DATE IND CPY
05/29/2003 [03/28/2004 [kuc [pg (2 [N N N [1
83/29/2003 KMC (DS [1 [N |85/29/2003 |¥ |04/19/2003 ¥ |1
VIEW MENU| §i&3¢] Prev| First| Last| dn-paGe| Up-page | view [output| Bye

Hove to next row.

CUSTOHER : 808137
TYP RHK-DATE TIHE

RICHARD

DALEY
REHMARK DESCRIPTION

B |82/24/2003 Stop Delivery

B |12/31/72882 Re-start after vacation

B |12/18/72882 UACATION STOP

R [12/18/2082 UACATION STOP

R |[18/29/2882 MISSED DELIVERY OH MONDAY, PLEASE DELIUER DAILY*!?!
B |18/29/72882 MISSED DELIVERY OH MONDAY, PLEASE DELIVER DAILY?*?!?
R |18/28/20082 MISSED DELIVERY ON HMOHNDAY, PLEASE DELIUER DAILY*!?
B |18/26/2882 Re-start after vacation

B |(18/15/2082 UACATION STOP

R |[18/15/2882 UACATION STOP

VIEW MENU| §igE] Prev| First| Last| dn-paGe| Up-page | view | output | Bye

Hove to next row.

CUSTOMER : aee137 RICHARD DALEY
BEG-DATE END-DATE EDH IS PAY-DATE MOTICE DATETIHE TYPE
au/25/2001 (8671872002 KUWC DS | B4/05/720681 2002-06-07 168:21 2 1
a4/25/2881 (86718728682 KUWC DS 8478572861 268602-85-28 14:31 1 1
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Payments View

VIEW MENU Prev| First| Last| dn-paGe | Up-page | view | breakdown | Detail| Output | Bve

Hove to next row.

CUSTOHER : 822416 GEORGETTE MAYOR
BEG-DATE PAY-DATE PAY-AMT RECEIPT PROMOTION DESCR REMAINING D/A

85729720883 (84713728083 116.8 Unsolicited 1L 83.77
03/29/2003 a.a Unsolicited

Payments View

AMORT-DETL MENU Prev| First| Last| bn-page | Up-page | Bye|

Breakdown
( ) Move to next row.
CUSTOHER: 224146 GEORGETTE HAYOR
Date Amount Typ Type Descrip Disc
83/29/2003 $15.82 P PAPER uo
a4/19/2003 $11.21 [ CARRIER uo
85/29/2003 $83.77 5 SUBSCRIBER uo

Payments View m——
Detai |) Update| Zuum|Master| Deta|I|F|Ie| Screen| Outputl Exportl Byel Help|
( Table: subscrip: Searches the database
SUBSCRIPTION RECORD GEHERAL INFORMATIDH Page 3 of 9
Subscriber Humber: |B22416 Edition: [KWC  Issue: DS Fay Type: |2
NameT First |GEORGETTE Last/Bus HAYOR
Route #/Type |[CH1388 / |C # of Gopies 1 Zone K Active Ind H
Subscription Start Date |85/29/2803 Subscription End Date B3/28/2004
Amortized Amount $o0.ae Total Subscription Rate 48377
Last Payment Amount $1108.08 Last Payment Date 84/13/2003
Last Payment Chk/Recpt Notice Indicator 8
Step Discount Ualue a Last Amortized Day Count 8
Prior Expiration Date 8572972083 Orig. Subscr. Start Date |B3/29/2003
Gancellation Date Date Turned Carr. Coll.
Last adjusted Date Humber of Papers Hissed a
Days Delivered Total 8 This HMonth a Daily Rate $0.28
Promotion u Date (83/29/2003 Termination Date
Promo: |Unsolicited Term:
1 of 1
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Vacations View

VIEW MENU| §i3] Prev| First| Last| dn-paGe| Up-page | view | output | Bye |

Hove to next row.

CUSTOMER: (000137  [RICHARD DALEY
UnC-BEC UAC-END TYP  DAYS
12/18/2002 12/31/2002 S 13
10/15/2062 10/26/2062 s 1
88/08/2002 88/30/2002 s 22
02/28/2062 03/14/2002 s 14
12/19/2001 12/29/20861 s 10
10/11/2001 10/28/2061 s 17
08/22/2001 09/05/2001 s 14
12/03/2000 01/05/2001 s 29
10/27/2088 11/69/2060 s 1
83/08/2008 84/ 86/2088 s 25

The Bill To Entry Screen

The NEWZware system fully supportsa“bill to” and “send to” option.
This screen is activated when the user * Queries up a subscriber and
then selectsthe *UPATE’ option from the ring menu, and then the *bill-
To’ option from the sub menu. Original Renewal notices are sent to the
original Bill to customer. If by the second notice no renewal is made
notification is sent to the subscriber.

Credit Card Entry

NEWZware supports credit card payment and automatic debit for
renewal.

The Directions Entry Screen

Full and compl ete directions can be entered and will automatically be
included on the bundle top.

Thisinformation is retained and can be included at any time in the
future.

The Update Menu

The UPDATE MENU is anew way of modifying existing customer
information. To enter into this menu selection from the main ring
menu, the user must have a subscriber record displayed on the screen.
Select UPDATE and awindow will open, displaying a new set of
optionsin the ring menu. The user now has the option of updating a
particular portion of the subscriber’s information. Those options are

Copyright © 1996-2003
by ICANON Associates, Inc. 51 Subscriber Tasks



NEWZware | CANON associates, inc.

Subscriber, Address, Issue, bill-To, Payment method, Directions and,
of course, Bye.

Subscriber Update

Selecting Subscriber from the ring menu will display the subscriber
information in the fields that are highlighted, depending on the settings
of your PC or terminal. At this point, the user can update the
subscribers phone number, Title, First Name and Last Name. You will
notice that there isan option to hit F6, doing so will bring up a POP-Up
Screen, which will contain alisting of the valid choices the user hasto
choose from.

Hitting <ESC> or OK on the menu will enter the changes into the
system. The user can CANCEL at anytime, at which point the old
information will be restored. Below isasample:

UPDATE SUBSCRIBER MENU[Subscriber Address|issue|bill-To|payment method| Directions | Bve |

Update Subscriber Title, Hame and Telephone
CUSTOMER SERVICE

Telephone #: |(|31—2) ’m Subscriber #: (000137

Mame{T1/Fst/Lst): |  [RICHARD [pALEY

121 N LASALLE ST ROOH ce7

Line 2: City: CHICAGOD

State: |IL 2ip: 68682 Code/Route: |RBB2 ABC Zone Iﬁ
Country: County: Seq: Zone: |1
[T Bill-To: [T TaxInd. Billing Ind: N Date: |05/87/2003 16:19:53

{F6 to activate Pop-Up)}

Address Update

Selecting Address from the ring menu will display the address
information that is currently in the system and which pertains to the
subscriber in focus. Standard NEWZware menu functionality is the
same for this selection. The user will have the ability to update all of
the highlighted fieldsincluding, but not limited to, Street Name, House/
Apt. Number, City, State, Zip, Country and County. Below isasample:
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UPDATE SUBSCRIBER MENU| Subiscriber [Auiress Issue|bill-To| Payment method| Directions| Bye|
Update Address, City, State, 2ip, etc..
CUSTOMER SERUICE

Telephone #: |(312) |744-8068 Subscriber #: (080137

Hame (T1/Fst/Lst): RICHARD DALEY

h21 H LASALLE ST ROOH 587

Line 2: City: GHICAGO

State: |IL 2ip: 60682 Code/Route: |RO82 ABC Zone |39
Country: County: Seq: Zone: (1
T Bill-To: = TaxInd. Billing Ind: N Date: |085/87/2883 16:19:53

(F6 to activate Pop-Up)

Enter street number .

Address Attributes Update

Selecting Address Attributes from the ring menu will display the
information regarding the addresses physical attributes. These values
are set automatically if you have CDS (Carrier Delivery Sequenced)
addresses provided by the post office. Update will allow you to change
the information at the lower portion of the screen. Master will return
you to the previous window. Below is a sample:

ADDRESS: |{ipiate| Master|
Table: addr: Updates current row

ADDRESS ATTRIBUTE MAINTEHAMCE Addr . ID 51932 €
Number Dir Street Name Suffix Dir Unit Number
121 H LASALLE ST ROOM 587
Address? County/Region: |@87
City CHICAGD IL GA6082 Country:
[ Vacant i PO Box " Residential " Curh
[~ Seasonal i General i+ Business " Heighborhood Box
[P0 Box Throwback " Rural Route " General * Central

" Street " Other
& Delivery Pt. " Firm " Facility Box
" Hot a Delivery Ft.  Highrise " Contract Box
" Comm. Mail Agent " Detached Box

Families Served 1 " Non-Personnel Unit

Latitude 8.8 LOT Number 74  ( General
Longitude 8.8 LOT Order A
Route RO82 Sequence a

Issue Update (Frequency of Delivery)

Selecting Issue from the ring menu will allow the user to change the
frequency at which the subscriber receives hisor her paper delivery.
Again, standard NEWZware menu options are available when
indicated on the screen. If the user select an ‘Issue Code' from the Pop-
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Up menu that is currently associated with the subscription in focus, the
user will be taken back to the Update Menu, the system will assume
that no changes are to be made, else, the user will be prompted will a
new screen, example below, asking for information pertaining to the
new subscription information as if the user were performing a new
Start.

UPDATE SUBSCRIBER MENU| Subscriner | Address|fissue bill-To|payment method| Directions|Bve |

Change Issue or Frequency of Delivery (FOD)
CUSTOMER SERVICE

SUBSCRIPTION IMFORMATIDN

Ed [KUC  Issue pS  Type PIOD %/ Len [1M 2| zone [& 2| Step [0 2] amt [ $132.00 ¢

Copies: 1 START Date: |B4/01/2883 Stop Date: 8373172884
Code Description Date

Rmk: | [CHANGE OF ISSUE |

1=Carr 2=PI0 3-7=Hail: Req,Stu,Hil,Email,Comp 8=Comp 9=Arrears

Bill-To Update

If the subscription is agift or the payee has a different address than the
current address attached to the subscription, the bill-To menu selection
iswhere you would modify or add this information. The subscriber
information, including Title, First Name, Last Name and Subscriber
Number will be displayed in the top portion of the screen. The bill-To
information will be entered into the text boxes in the lower portion.
Depending on you PC or terminal settings, the required fields will be
highlighted. Standard NEWZware menu conventions apply to this
screen, aswell.

Note: If the subscriber in focus aready has gift or payee information
entered in the system, the user will automatically be placed in UPDATE
mode when selecting thebill-To from the ring menu.
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Update Current Bill-To Information
BILL-TD IHFORMATIOH

Subscriber
First Hame: RICHARD Last/Bus: DALEY
Humber = aae137

Bill-to Information

Title: First Hame:

Last/fBus: OFFICE OF THE HAYOR Telephone: ([{312)744-80808
Humber Dir Street Hame Suffix  Dir Unit Humber
121 H LASALLE ST

Address?

City CHICAGO
State: IL 2ip: 686082 Country:

Payment Method Update

NEWZware supports credit card payment and automatic debit for
renewal. After selecting Payment method from the ring menu, the
‘Billing Indicator’ (Billing Ind., on screen) will be highlighted. There
will also be amessage displayed at the bottom of the screen listing the
possible choices, which are: (B) ank-Billed, (C) redit-Card, (D)
onation or (N) one. Enter the appropriate choice in the field.

Note: If the choice entered has not changed from the original
information already in the system, nothing will happen, unless, if
(O)redit-Card is selected, the user will be presented with the Credit
Card Information screen. If it isanew selection, the user will
automatically be in Add mode, else, he or she will automatically be
placed in Update mode. Thereisavalidation program in place to
ensure that the number entered, the card type and expiration date are
valid. Thereisan example below:
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First: |RIGHARD

Subscriber #: (808137

Credit Card Type: UIsA

Expiration Date: a1/04
Status: |
Gratuity: $0.00

GREDIT CARD INFORMATION

Last/Bus:

Credit Card NHumber: |818168161681816181018

Valid status codes: C)harge or 0)ne-time

Verify: (818191016161616816818

Directions Update/Entry Screen

Full and complete directions can be entered and will automatically be

included on the bundle top.

Thisinformation is retained and can be included at any time in the

future.

Subscriber Humber: |@88137
Directions:

<ESC> to add/update directions
{INTERRUPT> to abort add/update

DIRECTIONS TO HOUSEHOLD

HEAD WEST, TURH RIGHT AT LAKE HIGHIGAM, THEM LEFT AT THE CHICAGOD fJ
RIVER, AND LEFT AGAIN AT JORDAN'S.

2.2 Add a New Subscriber

Copyright © 1996-2003

When you add a new subscriber, you must enter information on the
Memo to Carrier screen. The screen is divided into five sections.

e Subscriber section
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 Subscription Section
* Remarks Section

» Carrier Section

» Delivery Section

Information that you enter in the delivery section may cause you to
receive an additional screen that you will be required to complete.

Step 1. Press or highlight 1. Customer Service & Maintenance from the Circulation
Main Menu and press <RETURN>. You will see the Customer Service
Screen.

Step 2. Press Add on the main Customer Service ring menu. Thiswill put youin
input mode, where you can begin to enter information pertaining to the new
subscriber.

Proceed to the next section in this document: Completing the
Subscriber Information Section.

Completing the Subscriber Section

Adding a new subscriber is arather smpletask. Follow the
instructions below to complete.

Step 1. Enter the subscriber phone number, beginning with the area code and then the
7-digit number. Press <RETURN> or press <TAB> to move the cursor on
the screen to the next field.

Step 2. Enter the subscriber name, including Title, first Name, Last Name.

Step 3. Type in the subscriber address and press <KRETURN> or <TAB> after each
field entered. Note: the addressis broken down into separate components.
They are: Street Number, Fraction (if needed), Street Pre-Directional, Street
Name, Street Suffix, Street Post Directional, Unit Number, State, Zip Code
and, finally, alternate address information. It isimportant to note that the
more complete you fill out the address section, the easier it will be to
specifically identify this subscriber in the future.

Step 4. Check the subscriber information on the screen.

Step 5. After checking the information for correctness, you can press <OK> or hit the
<ESC> key on your keyboard to accept the datainto the system.

There is a screen shot of the Customer Service Screen on the next page
that illustrates this process.
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MENU| Query| notEsl Next| Prwiuus| Updatelm Dispatchl extensionsl Generall senﬂiCel hundLe-msgl |
ADD: ACCEPFT adds new data. CANCEL discards it. ARROW keys mouve cursor.
CUSTOMER SERUICE | J| | | | ) | 2] 23
Telephone #: [ 3 |  #| [ Subscriber #: *| ACTIVE/PIO(4737)
Mame(TL/Fst/Lst): | | £ 3
= I | | I N .
Line 2: | City: |
State: l_ 2ip: ’7 Code/Route: Seq: Zone
Country: l_ County: lﬁ ABC Zone: Iﬁé
[T Bill-To: [T TaxInd. Billing Ind: |ﬁ Date:
SUBSCRIPTION INFORMATIDH
Ed g Issue g Type ﬂ Len ﬂ Zone g Step g Ant
Copies: START Date: g Stop Date: B
Code Description Date
Rmk : g 3
Prm: g B
Submitted By: g Carr: g Rte: ﬂ
District: DH: GCarr. Tel:
(F6 to activate Pop-Up)

Field Name Description

Telephone Phone number (10 digits)
Name Title: Title of subscriber, if necessary
First: First name of subscriber

Last/Business  Last name of subscriber or full business name

No. House number

Frac Fractional address

Dir Directional (N, S, E, W, A -NE, B-NW, C-SE, D-SW)
S Name of Street

ID Abbreviation for Street (St.), Road (Rd), Avenue (Av)
Unit Apartment number, if applicable

Line2 Additional addressinformation, if needed

City City

State State

Zip Code Zip Code

Country Country

County County
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Starting a New Subscription

This section iswhere you will perform a Start Transaction. Thetypical
NEWZware menu and screen options are available to the user in this
section (i.e. Control-P, F6).

Step 1. Typein the Edition and Issue or hit <F6>, for a Pop-Up of valid codes. Press
<RETURN> or <TAB> after each field.

Step 2. Enter Pay Type, Len (Length of the Subscription), Zone and Step (if required).
The user can utilize the Pop-Up Screen, <F6> asindicated in the lower right
corner of the NEWZware Screen to select from an array of valid choices.
Each of these fields relates to each other in some way, therefore, as you
move from left to right, hitting the Pop-Up or <F6> will narrow your choices
based on the previous information entered in the fields.

Step 3. Enter the number of copies desired in the Copiesfield.

Step 4. Enter the desired start date for the new subscription in the Start Date field. At
this point, the system will calculate a Stop Date and display it in the
appropriate field based on the subscription length entered previously.

Proceed to the next section of this document, Completing the Remarks
Section

I'u'IENU| Istart sTup|shuRlage|h‘acatiun'uieW' Zuum'Mwed'mlssed'Output'Bye'HeIp'
ADD: ACCEPT adds new data. CANCEL discards it. ARROW keys move cursor.

CUSTOMER SERUICE | | @ o o] o] o) o) 2

Telephone #: |(555) 555—1212g Subscriber #: l]3696£1£ INACTIVE

Mame (T1l/Fst/Lst): RICK ﬂ JAHES B
187 SUPERFREAK LN

Line 2: City: FUH

State: |TX 2ip: |@8@881 Code/Route: Seq: a8 Zone |_
Country: County: |B18 ABC Zone: I_BE
[T Bill-To: = TaxInd. Billing Ind: N Date: |08/14/2003 02 :04:83

SUBSCRIPTION IMFORMATIDN

Ed [kuC | Issue DS 2| Type [PID *| Len [12M 2| Zone [c 3| Step [3 ¢ amt [ $75.00
e

copies: | 1 START Date: [83/28/2003 3| STOP Date: 3

Code Description Date
Rmk: [ 2 03/28/2003 3
Prm: [u 2 03/28/2003 3
Submitted By: [1 2| carr: | | Rte: | 3| |
Districtz | DH: | carr. Tel:z |
Enter step number {(OMLY FOR STEP-UP RATES).

1 0f 1

Field Name Description

Ed Edition Code

Issue Issue Code
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Field Name Description

Pay Type 1=CC (Carrier Collect) 5= Mail/Military

2=PIO (Paid in Office) 6 = Mail/Other

3=Mall 7 = Mail/Complimentary

4 = Mail/Student 8 = Complimentary (Carrier)
Len Subscription Length (0-99) & Length Type (W, M or Y only)

(“6M” indicates a six month subscription frame, and “1Y”
would indicate a one year subscription frame.)
Does not apply to Carrier Collect subscriptions

Zone Retail Rate Zone. Check Retail Rates Table. Appliestoall PIO
and Complimentary subscriptions.

Amt Cost of the subscription, provided by the system.

Copies Number of copiesrequested (Default is 1).

START Date Next available delivery date or some date in the future, after the
last calculate draw.

STOP Date Thelast delivery date associated with the current subscription
frame. It issystem provided, but will remain blank of the sub-
scription is Carrier Collect.

Completing the Remarks Section

The computer will try to fill out the remarks section of the screen for
you by using the information it has stored in tables. You type in aone-
or two- letter code, and the computer displays its description. For
example, atypical remarks code might be “BD” for “Leave at Back
Door” You don’'t have to type the description-- the computer will place
it on the screen for you. It will also display the date when the remarks
should be printed on bundle tops.

The computer will also fill in a description and date for the promotion
code field. Because most subscriptions are unsolicited, it places“U” in
the promotion code field for you. You may accept it or type a different
code over it. A typical promotion codeis“TS’ for “Telephone Sales.”
If you type“TS’ over the“U” on the screen, the computer will place
“Telephone Sales” in the description field for you.

Step 1. Enter the Remarks Code <F6> and press <RETURN>. You will seethe
remarks description and remarks date. Press <RETURN> to accept each or
change them by typing over them.

Step 2. Accept the Promotion Code <F6> default by pressing <RETURN> or type a
different promotion code over it. You will see the promotion description and
promotion date. Press <RETURN> to accept the promotion date or change it
by typing a new date over it.

Proceed to the next section Completing the Carrier Section.

Copyright © 1996-2003
by ICANON Associates, Inc. 60 Subscriber Tasks



NEWZware | CANON associates, inc.

MENU| IStart sTop|shoRIage|Vacation|view| Zuum|Mwed|mIssed|0utput|Bye|HeIp|
ADD: AGCEFT adds new data. GANCEL discards it. ARROW keys mouve cursor.

CUSTOMER SERUICE | J| @ | o] | | ) 2] 23

Telephone #: |{555) 555—1212g Subscriber #: l]3696£1g INAGTIVE

Hame (T1/Fst/Lst): RIGK +|[JnnES E
187 SUPERFREAK LH

Line 2: City: FUH

State: |TX Zip: |@@881 Code/Route: Seq: 8 Zone |—
Country: County: (818 ABC Zone: I_BE
T Bill-To: = TaxInd. Billing Ind: N Date: |088/14/2883 92 :084:83

SUBSCRIPTION INFORMATIDN

Ed [KWC | Issue DS 2| Type [PID | Len [121 2| Zone |6 2| Step [3 ¥| amt [ $75.00
*

Copies: 1 START Date: B3f28f2l]l]3ﬂ STOP Date:

Code Description Date
Rmk: | 2 03/28/2003 ¥
Prm: [u 2 83/28/2003 ¥

n [t I 1 I LI iy
AUDMITCEd by~ |1 EI LdFF T ¥ RCEC EI I
District: DH: | GCarr. Tel:
Enter step number (OHLY FOR STEP-UP RATES).

1 of 1

Field Name Description

Rmk: Code Remark Code

Rmk: Descrip-  Remarks Description, can be considered a template which can

tion be edited or added to, as appropriate.
Rmk: Date Date the remark should be printed
Prm: Code U = Unsolicited (Default)

Check Promotion code table for other valid codes

Prm: Descrip-  Promotion Description
tion

Prm: Date Date of promotion

Completing the Carrier Section

You will fill out the carrier section to inform the system that a carrier
submitted a new start, to provide the identity of that carrier, and
identify the route associated with the subscription.

Step 1. Type the Submitted By code and press <RETURN>,

Step 2. If necessary, type the carrier number in the Credit to Carrier field and press
<RETURN>.

Step 3. If necessary, enter the active carrier’s number in the Carrier Route <F6> field
and press <RETURN>. You should see the name of the carrier and the
carrier’s telephone number.

Step 4. Proceed to the next section: Completing the Delivery Section.
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MENU| IStart sTop|shoRIage|Vacation|view| Zuum|Mwed|mIssed|0utput|Bye|HeIp|

ADD: AGCEFT adds new data. GANCEL discards it. ARROW keys mouve cursor.

CUSTOMER SERUICE | J| @ | o] | | ) 2] 23

Telephone #: |{555) 555—1212g Subscriber #: l]3696£1g INAGTIVE

Hame (T1/Fst/Lst): RIGK +|[JnnES L
187 SUPERFREAK LH

Line 2: City: FUH

State: |TX Zip: |@@881 Code/Route: Seq: 8 Zone |—
Country: County: (818 ABC Zone: I_BE
T Bill-To: = TaxInd. Billing Ind: N Date: |088/14/2883 92 :084:83

SUBSCRIPTION INFORMATIDN

Ed [KWC | Issue DS 2| Type [PID | Len [121 2| Zone |6 2| Step [3 ¥| amt [ $75.00
r—

copies: | 1 START Date: [03/28/2003 3| STOP Date: 3
Code Description Date

Rmk: | 2 83/28/2003 ¥

Prm: (U 4 03/28/2003 ¥

Submitted IBy: |1_g Carr: | g Rte: | ﬂ |
District: l_ DH: | Carr. Tel:

Enter step number (OHLY FOR STEP-UP RATES).

1 of 1
Field Name Description
Submitted By 1 = Customer
2 =Carrier
Carr. Blank if submitted by the active route carrier

Carrier number if submitted by the other carrier
Not applicable if submitted by customer

Rte Carrier Number of the active route carrier

Not applicable for amail subscription

District System Supplied
DM District Manager’s Name from DM Table
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MENU| IStart sTop|shoRIage|Vacation|view| Zuum|Mwed|mIssed|0utput|Bye|HeIp|
ADD: AGCEFT adds new data. GANCEL discards it. ARROW keys mouve cursor.

CUSTOMER SERUICE | J| @ | o] | | ) 2] 23

Telephone #: |{555) 555—1212g Subscriber #: l]3696£1g INAGTIVE

Hame (T1/Fst/Lst): RIGK +|[JnnES E
187 SUPERFREAK LH

Line 2: City: FUH

State: |TX Zip: |@@881 Code/Route: Seq: 8 Zone |—
Country: County: (818 ABC Zone: I_BE
T Bill-To: = TaxInd. Billing Ind: N Date: |088/14/2883 92 :084:83

SUBSCRIPTION INFORMATIDN

Ed [KWC | Issue DS 2| Type [PID | Len [121 2| Zone |6 2| Step [3 ¥| amt [ $75.00
r—

copies: | 1 START Date: [03/28/2003 3| STOP Date: *

Code Description Date
Rmk: | 2 03/28/2003 *
Prm: [u 2 03/28/2003 *
Submitted By: |1_g Carr: | g Rte: | ﬂ |
District: l_ DH: | GCarr. Tel: ’7
Enter step number (OHLY FOR STEP-UP RATES).

1 of 1

Field Name Description

ABC Zone ABC Zonefor the subscription (automatically provided unlessit
ismail subscription)
Postal Type of postal route
Route Code  Route number associated with the subscriber’s zip code
Route Postal carrier sequence number
Seq Code for postal handling assigned for this subscriber
Zone

Bill to Differ-  “N” isdefault
ent Address? “Y" if subscriber will be billed at different address

Bill to Credit “N” is default
Card? “Y” if subscriber is paying via credit card

Completing the Delivery Section
Entries that you make in the Delivery section of the screen may cause
the computer to provide you with additional screensto complete.

Step 1. Press <RETURN> to accept the ABC Zone for this subscription or, if
necessary, enter the ABC Zone <RETURN>.

Step 2. If the subscription isa mail subscription, type in the Route Code, Route, Seq,
and Zone fields, pressing <RETURN> for each field

Step 3. Check all displayed information for accuracy. If necessary, use the backspace
key to move you cursor into any field for correction. When all informationis
correct, add the record by pressing <ESC>.

Step 4. The computer will briefly display the subscriber number. Note this number
and mark it on your source document.
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Step 5. If you receive the Mail Bag screen, go to the next section, Completing the
Mail Bag Screen. If you have successfully completed the Add New
Subscriber task, the system will present a message at the bottom of the
Customer Service Screen, in the message section.

Completing the Mail Bag Screen

In certain cases the computer will require you to fill in an additional
screen as part of the process of adding a new subscriber. The additional
screen isthe Mail Bag screen and it is brought in when the new
subscriber isamail subscription and there is no mail bag entry for the
subscriber’s postal route and zip code.

Step 1. Type the mail bag number in the Bag # <F6> and press <RETURN>.

Step 2. Enter in the appropriate Zip Code and Postal Carrier Route. Hit <ESC> to
accept the dataif the information is correct.

Table: mail bags: Shows the previous row in the current list

MAIL BAG DEFINITION TAELE

MAIL BAG DESCRIPTI