Traffecta - Create A New Order

&+ Music 1/ Traffic 1 -- Music 1/ Traffecta - [Broadcast Orders]

ZICN Edit System About

'Lﬁu“' l\ Create Mew Order | Formats E Logs J:,b' Reports .ﬁ. Accounts I G,? Orders 3 Billing
— Create New Order From Template
A Bt J [~ Show ended orders Highlight orders ending within I days

Delete Order Account |

Click the button: Orders
Open the menu: File>Create New Order

B File Edit Spstern  About

@ Tracks n Artists | =" Links Q Formats E Logs J:b' Reports .ﬁ. Accounts I G? Orders j Billing |
I View Orders View Templates [~ Show ended orders Highlight orders ending within I days
Status | 1D | Account |

Please select an account for the new Drde!

| Select the Advertiser for the Order

Riley Auto Repair
T

B File Edit Systern  Shout

@ Tracks G Artists | T Links Q Formats E Logs J:‘\ Reports .ﬁ Accounts G.? Orders J Billingl
I Yiew Orders View Templates [” Show ended orders Highlight orders ending within I days

Riley Auto Repair -- Broadcast Order

— General Settings Billing Basis
Product |Fliley Auto IEhalge Per Broadcast LI
Start Date Im End Date Im I~ Use Standard Charges
Revenue Type % Cash  Trade Billing Type & Gross & Het
Billing Period IEaIendal Month j
Acci — .
— Broadcast Order - Required Fields

Agency 1) Product This is most often a repeat of the Advertiser name. It may be the name of the
Rep product or item being advertised. This field will be used on Invoices and Affidavits
7. identifying the advert that has been broadcast.

2) Billing Basis Most often, "Charge Per Broadcast" is the selection; meaning "one

e charge for each time the advert is broadcast.” v
3) Start/End Dates may be entered with numbers alone. Entering: 040116 will result in
Traffecta displaying: 04/01/2016
i 4) Billing Period Usually, Calendar Month. There are eight different billing options, ! = |
including "end of flight", "broadcast month", ete.

v Sep |i[|
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Traffecta - Create A New Order

Biling Penod | Calendar CoOp 2| ;” % [ Schedule as filler only
Account I:‘Epl [ Do not record bumps
| ~Charges————————————| Elements |1 vl Primary element |1 vl Primary element parts |1 vl [T Align parts with break
Dizcount I Frimary
Agency Comissionl Track |Riley Auto Repair - Oil Change
Rep Comissionl axail i Riley Auto Repair - Oil Change
Trade Ereditl . .t
vaT[ | Click the Add button to open the Order Item screen. L
- ey -lr - c’
r ltems —-—"-’4
7 T Open the Track field and select the Spot Card that __.'-'

will be scheduled by this order.

In this example, only one advert is to be scheduled.
If the advertiser has multiple commercial

Add | Edit | Detete announcements that will be rotated equally, then a
[ Separate items from this "packet"” may be created containing the adverts and
then scheduled in this same manner

0K | Cancell New | Clone | Deletel lslililill

— General Settings Billing Basis

Product |Riley Auto

Start Date L4
Order ltem

=

I Charge Per Broadcast

Revenue Tyg

Elerments Schedule

Billing Peng

Account Rg Start Dalel 0470172016 hd l
End DalEII]llﬂ 572016 'l
Discg Period Typel Day j' . Amount YI

Agency Comis: [” Schedule one play every break with matching avail 0p Affidavil

— Charges

Rep Comis:
Trade Cr Plaps A B C D 121 2 3 4 5s AEHBENNEOIHEERAOEER 7 3 91011
Sundayl_l_l_l_ /—’__,__—-—-—-—'—-—-—-...__\-

[ Monday| I IO
[ Toesd=s] BN IR
reaneso| B IR
mom [ [
oo IR

Saturday l_l_l_

Add |% B ﬂil

[¥ Separ

~ Items

9] 64| com | Pasio]| |
e e e e e e e e ﬂiljl

On the Schedule screen, put the mouse pointer in the first hour where the
advert is to be scheduled, left-click, hold and drag the point across and
down to select all of the hours where the spot may be scheduled. Then
click the "A" to lock the hours for time period: A

I ||

2

Traffecta Basics / QuickStart - Create Order

www.musicl.pro steve@musicl.pro 512.392.2415



Traffecta - Create A New Order

Plaps A B C D 121 2 3 4 56 7 8 91011121 2 3 4 56 7 8 9101
Monday| 8] [ [ AAAAAAAAAAAAA
Tuesday| 8] | | AAAAAAAAAAA AR A
Wednesday[ 8 | [ AAAAAAAAAMAAAA
Thursday| 8] [ [ AAAAAAAAAAAA AA
Fidap| 8] [ [ Alaalalalalalalalalalala
Satuday[ [ [ [
Al ol el ol &l =m| wl il e | e |

With the selected hours now specified as A, enter the number of
spots that are to be scheduled each day within the A-time frame.

In this example, the advert for Riley Auto will be scheduled eight
times each day between the hours of 6am and 7pm.

1 |

OK | E’nnwl] Nwl Clona| DalateI Eijilili{l
Plags A B C D 121 2 3 456 7 891011121 2 3 4 5 6 7 AEN
Sunday[—[[ [
[ Monday| IEYICY I AAAAAAAAAAAAA BEBB
[ Tuesday| I ICH I AAAAAAAAAAAAA BB B
[ Wednesday| TN ICH I I AAAAAAAAAAAAA BEBB
[ Thussday| BEVICY IR AAAAAAAAAMAAAAA BEGB
[ Frday] BN IEY I AAAAAAAAAAAAA BB B
Saluldqr[_l_l_l_
Als]c]o]s1 ] 2] oo | e |

Use the B, C and D buttons to assign different spot runs to
different time periods. In this example, the commercial will
be scheduled 8 times a day in the A hours and 4 times each
day in the B hours.

ok | cancel |

Clone |

Dalete [ [ilﬂill”
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Traffecta - Create A New Order

Elements
e A specific number of spots may be
S,::: E:ZI% scheduled for broadcast on the days of the
pesiod Type[psy | Order and in different time periods.
[~ Schedule one play

To order the same number of spots to be
- ;‘"T'ﬂ;li Iili played each day, clicl_c to select the day/date 1
ot I under the Plays heading, then enter your

BCLE o[ 3 number in the A-B-C column boxes.

ea oo IR

Thuos/o7[ 5[ a[ AAAAAAAAAAAAA BEBB
Fiosos 6] 4] [ AAAAAAAAAAAAA BBB
saoa03] [ [ [

Als|c|o| Bl 10 | ] WPRee

Elements l Schedule I

Start Date[01/18/2018 |
End Date|02/28/2018 |
Period Typelnan =

I schedu 1raffecta will adjust the scheduling for the dates of the
order. This order begins on the 18th, which is a
biags | 10UTrsday. When the first week of the schedule is T
sun 01714 selected, the available hours for the order are correctly
Mon 01715, adjusted for the short week.

Tueolsie| 1T 1]
wedn1Z[ [ [ [
Twotss[ 5[ [ [ AAAAAAAAAARARAARA
rimnas s [ [ AAAAAAAAMAAR AR AR
sato/20 [6[ [ BBEBEBBEBESEB
Aln]c]o]s)| 9] 4] _Copy || Paste |
1D Start Da End Da Total Hours| A B C D | =~
11 18Jan 2018 20 Jan 2018 80 13 6
2 11 21 Jan 2018 27 Jan 2018 B0 28 6 4
__Select Every |5 11 28Jan 2018 03 Feb 2018 g0 28 6 4
[week ]| 4 11 04 Feb 2018 10 Feb 2018 B0 28 6 4
Select Al || 5 11 11 Feb 2018 17 Feb 2018 g0 28 6 4
6 11 18 Feb 2018 24 Feb 2018 g0 28 6 4
Vesslaeiall |75 11 25Feb 2018 28 Feb 2018 g0 15 4

OK | Cancel | New Clone Delete | [ilililill
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Elements Schedule

Start Date|01/18/2018 |

End Date|02/28/2018 -]

Period T_l,lpel[)ay LI
[T Schedule one play every break with matching avail

Plags A B C D 121 2 3 456 7 8 91011121 2 3 4 5 6 7 8 91011

sunoz/25[ [ [a[ c|cic|c|c|c|c
Mono02/26[ 5[ [ [ alalalalalalalalalalalala
weoz2zz[ 5[ [ [ AAAAAAAAAAMAAAR
wedoz/2s[ 5[ [ [ AAAAAAAAAARARAA
o[ [ [ [

riosoz[ [ [ [

sato3so3[ [ &

&

‘& 8, When the final week of the schedule is selected, the

’.-‘ﬂ scheduling grid is adjusted for the short week.

P
P 2 11" 21 Jan 2018' 27 Jan 2018 a0 28 & 4
i " SelectEvery || 11 28Jan 2018 03 Feb 2018 80 28 6 4
I [week <]l a 11 04 Feb 2018 10 Feb 2018 80 28 6 4
1 Select all || 5 11 11 Feb 2018 17 Feb 2018 80 28 6 4
N 6 11 18 Feb 2018 24 Feb 2018 80 28 6 4
MEL,I 1125 Feb 201828 Feb 2018 80 15 )
~

oK |

Cam::ell MNew | Clone | Delete | lilililill

5
Traffecta Basics / QuickStart - Create Order

www.musicl.pro steve@musicl.pro 512.392.2415




Traffecta - Create A New Order

Elements l Schedule

m—

Different Weeks - Different Schedules
Some orders may call for different numbers of spots and
time frames on some days and weeks. The times and
— number of spots entered on one week may be copied and
pasted to other weeks. Select one week-line and click the
' button: Copy. Hold the Ctrl key, click on the lines to select
K other weeks, then click the button Paste.

T T T
BEEAEl s 3 [ AAAAAAAAAAAA BBBEB
satoaos[ [ [ [

RIOEOCE] 2| ¢ o

Total Hours )

01 Apr 2016 02 Apr 2016
03 Apr 2016 09 Apr 2016

Select Every | g 10 Apr 2016 16 Apr 2016
2 nd week {:? 17 Apr 20016 23 Apr 2016

T - 5 24 Apr 2016 30 Apr 2016 2 25 | |
— e 01 May 2016 07 May 2016

De-Select All 25 08 May 2016 14 May 2016

15 May 2016 21 May 2016
22 May 2016 28 May 2016
29 Mav 2ME N4 Jun 2MA

OK | Cuncall New Clone Delatel _|_‘_|_,

|4
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Riley Auto Repair -- Broadcast Order

— General Settings Billing Basis
Product |Hile_v Auto

Start Date II]IU'I]1 12016 End Date II].U1 RI2016 I Use Standard Charges

Revenue Type {* Cash { Trade Billing Type f Gross (& Het

I Charge Per Broadcast

[

Billing Period | Calendar Month ;l
Account Rep LI
—Charges — .
Dis Final Step - Approve The Order mount =
Agency Con k Affidavil
Rep Con  The schedule must be "approved" before it will run. This can only be done when
Trade, signed into Traffecta with the Traffic Director password.
11 ol
—Items /"T;:u:v_al / MN
Description Start Date | End Date |Elits + =
Riley Auto Repair - Oil Change {1 Snaioieed \ J

Add | Edit | Delete |

¥ Separate items from this order Consecutive Plays |No Restriction j

Mot Approyed

Print | Hew | Clonel Deletel

ok | cancel | |&| & 3|3

7

Traffecta Basics / QuickStart - Create Order
www.musicl.pro steve@musicl.pro 512.392.2415



