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Chapter 1: About this Guide

CMR Gateway is a web-based software application that provides
a centralized, uniformly formatted “Gateway” through which the
National Channel can find marketing information and other
supporting data on Yellow Pages Publishers across the U.S. and
elsewhere. No longer do Certified Marketing Representatives
(CMRs) need to visit multiple, individual publisher web sites and
search for information that varies in format and location from
publisher to publisher. All the desired information and tools you
need from publishers are easily found in the same location and in
the same format.

CMR Gateway was created by MediaTraks. MediaTraks is a
“media clearinghouse” where print and online publishers can list
their local advertising rates and where Media buyers can search
for, compare, and purchase local advertising. MediaTraks also
offers several on-demand applications that help media buyers
research, track, report, and manage their ad buys.

This document provides usage instructions for Publishers using
the CMR Gateway application.

This guide is intended for use by Publishers. Basic knowledge of
the yellow pages and ad placement in such books is assumed.
Experience using browsers such as Internet Explorer is assumed.

The following conventions are used in this manual.

Convention Description

Bold Actions you should take such as text or data to
be typed exactly or items to click.

Italics Items to type in which you must supply a value.

In This Chapter

¢ Intended
Audience

¢ Conventions
e Getting Help

1-1



Getting Help
About this Guide

A complete on-line help system is available in the CMR Gateway interface by selecting
the Help button in the upper right corner of the application. A blog button is also
available in this area. See the blog documentation for operation of this feature.

If you need further assistance, please contact MediaTraks via e-mail at
support@cmrgateway.com.

User Manual
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Chapter 2: Getting Started

CMR Gateway is a web-based application with customized In This Chapter
features for CMRs and Publishers. Based on your login
information, only those features that pertain to you are displayed.
All features of the system are described in this manual.

¢ Software
Installation and
Requirements

* Accessing the

Application
¢ Registration
While no actual installation procedures are required for the * Login
operation of this application, it is recommended that you have a ~ « Understanding
recent version of your browser, so that all features operate at full the Interface
capacity. e My Account
information

In addition to the above requirements, you should have a
functioning copy of Microsoft Excel®. While this is not
absolutely required, it is recommend for publishers when adding
directories.

Since the application is web-based, you must use an internet
browser (such as Internet Explorer) to access the application.

To access the application:

Open your internet browser.
Go to the web site www.cmrgateway.com.
Register if you are new user or enter your existing login.

If you are a new user to the CMR Gateway, you must register to
receive a username and password.

To register as a publisher:

Click the Publisher Registration link on the home page of
cmrgateway.com.
The Publisher agreement appears.

Click I agree to accept the terms of the Publisher agreement.

2-1



Login

Getting Started

2-2

User Manual

Note:

Note:

The Publisher Account Information screen appears.

Enter account information.

Note that a red * indicates a required field. Please note the e-mail account you supplied.
If you forget your login password, you can request a reminder e-mail that is sent to this
account.

Click Submit Information.

You information is sent to MediaTraks. MediaTraks will contact you via e-mail with a

link that allows you to create your username and password and any other necessary
information.

Once registration is complete and you have a username and password you may login to
the CMR Gateway.

Click the Login link on the home page of cmrgateway.com.
The Login screen appears.

Enter your Username and Password.

These items were sent to you upon registration.

If you have lost your username or password, you can click the Forgot password link.
Enter the e-mail address you placed on your registration form. The information is sent to
that e-mail account.

You may change your password by clicking the Change Username/Password link.
Enter your current username and password and click Next Step. Enter the new username
and/or password.

Click Login.

You are placed in your CMR Gateway’s Publisher Home page. To the left is the Left
Navigation bar. The Display area provides a welcome message and the right side of the
screen provides a list of Publisher’s notices as well as a Publisher and Directory Quick
search. See “Quick Information Bar” on page 2-4 for a description of these features. The
format of the home page is slightly different than the rest of the interface.

CMRs receive a brief flash presentation explaining the benefits and operation if the
CMR Gateway on their initial login to the system.

Once logged in, you can logout by selecting the Logout feature from the left navigation
bar.

The CMR gateway interface is web-based. Items may differ slightly in appearance based
on your browser. The interface is divided into four basic sections: Quick Information
bar, Left Navigation bar, Display area, and In-line Help area. Most screens in the



Understanding the Interface
Getting Started

application follow this format although some may use alternative formatting. For
example, when more Display area is needed, the In-line Help area is often replaced.

Quick Information Bar Help

HELF [ BLOS

PUBLISHER QUICK SEARCH

- Select a Publisher -

DIRECTORY QUICK SEARCH PUBLISHER NOTICES
- Enter a whole or partial directory number to search for available directories. View Publisher Moti

HOme Upload Marketing Materials

My Account
Ll:lgl:lut General Materials - To upload general marketing material, please select a category, enter the name of
the materials, select the file and type, and click upload. Marketing Kit Hel
Publisher Admin Tools R
Selected Publisher: CARIACO PUBLISHING General Materials - are materials that
- are universal for all directories, or
Select Category: | General Materials .V,| specific to a publisher. Examples:
£ - : Heading Lists, Special Pricing, CMR
Update Director -
e : Material Display Name | | Forms, Logos, Ad Specifications, etc...
Update Print Dir
: : Marketing File:
Update IYP Dir ; arketing File: | |(Erowse... ] _ _
) - Directory Level Materials - are
Upload Marketing Mate File Type: | - Select Type - |V materials specific to a directory.

. : : Examples: Directory Coverage Area,
Edit Marketing Materials Upload Materials RCF Results, Usage Studies, etc...

Add/Edit Conta

Directory Materials - To uplead directory specific marketing material, please select a directory, enter Category Help
the name of the material, select the file and type, and click upload.
General - iz general information

Selected Publisher: CARIACO PUBLISHING materials (Prototype Conversions,

Client Management ] Special Pricing, etc...).
Select Directory: |- Select a Directory - I~
Forms - are forms that a publisher may
Material Display Hame | | need filled out by a CMR i= a client iz
moving frem Local to National status.
CMR Tools Marketing File: | | Erowse... Thig would alzo include order

cancellation or change requests.

Produ File Type: |- Select Type - ¥
Print Dir ies Heading - this is heading information
' . ' Upload Materials materialz (Heading Listz, New

Headings Available, etc...).

DOther - these are other items a
publisher may want to be made
available (Logos, ad =amples,
presentations, etc...)

FPublishers

Marketing

Map It

Publisher Moti
Prototype Directories

Mational Directory Cl

Saved D rectorie 5 A
TearP ]

Performince Metri

rowereofsr Medidwraks

Left Navigation Bar Display Area In-line Help Area

@ User Manual
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Quick Information Bar

The Quick Information bar contains three options that provide easy access to commonly
needed information.

PUBLISHER QUICK SEARCH

DIRECTORY QUICK SEARCH

PUBLISHER NOTICES
- Select a Publisher - ,v; - Enter a whole or partial directory number to search for available directories.

View Publisher Notices

Publisher Quick Search

The Publisher Quick Search allows you to search for publishers by name and displays all
known information about the selected publisher.

To use the publisher quick search:

1. Select the desired publisher from the pulldown list.

PUBLISHER QUICK SEARCH

- Select a Publisher - v

2. Click [ .
Information about the publisher is displayed in the Display area.

artal detcliry et B 8404Ch 1of Bvalatie drectones.

o Home 1018 W 106 AVE CRELE

£ My Account M L 33130
Phene: THE-882 844
o Fax T88848.5210
Tol Free: 1°800-580-5555

R CACRED.SOm

GEWERAL HARKETING InFoanaTion | singcTosy MaRKETING inFoRMATION

CARIACE PUBLISHING

Pl Cande: 1001

e are a aoflware devrigment Frm, apecaling 0 dmign mpementaton sod desloyment of interaet. Thin Pebiisher has ol activaled
ased G with aifices ot Wi, Chicage, Datimare, 0 CNR Orderng ivsiem

Washingeon [.C. aad Carpcas, Venezuels

Mare naticea.s

Beaks cioaing in the nest 30 days

arch

Print Directonts

2. Use the tabs to view the desired information or make changes.
See “Publisher Details” on page 7-5 for details about this screen.

\’ User Manual



Understanding the Interface
Getting Started

Directory Quick Search

The Directory Quick search allows you to search for directories by number and displays
all known information about the selected directory.

To use the directory quick search:

1. Select the desired directory from the pulldown list.

DIRECTORY QUICK SEARCH

- Enter a whole or partial directory number to search for available directories.

2. Click 2.
Information about the directory is displayed in the display area.

9 CMRGATEWAY

3 Homa
1 My Account
3 Logout Open Directories Publisher Notkes

r 3
1 Prtishor Admin Tooks nﬁ L IO« Baradine Wndia Geoup LLE

Directory Number Search Results

E
E
E
E

MW M Yelew Dook VEA  Hastngs Rl 4 naneg
BIM0 M Velew BoskUSA Batte Cresk 18142007 Y006 - Parsdise Wedia Griup LLE
MEHS M Yelow Book USA  Benton Marsor oTHazT Tevaer - Vekeo Faaed
mars sofices
M Cizsed Drectanes fowng Publisher uick Search
|- select a Pubssner - -

Birectary Guick Search
ke 8 'whoR of partal drecssry
numer i gearce far avalabie
drmczzim

[

5. Use the summary tables to view the desired information or to make changes.

See “Finding Directories and Uploading Graphics” on page 7-1 for more information on
directory summary tables.

Publisher Notices

Notices that have been entered by the publisher are viewable from this search.

\’ User Manual
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Understanding the Interface

Getting Started

To use the publisher notices search:

| Clickthe [* or the link to view notices.

PUBLISHER MOTICES

View Publisher Notices

All notices are displayed in short form in the Display area.

Homa Publisher Notices
My Account
12MI006 - Paracmn Uade Greup LLC - ad Trackng

12572008 - Paradine Uedi Grous LLE - Televiaion - Yol Passs

d Markting Uate
it Marksting Mate

o ar MeciETraka

2. Click the link for the desired notice.
The entire notice is displayed.

Select 4 Putdaher | el deectary tember B a8 th for avalatie dre

Homa View Publisher Notice
My Account

Publisher Detsils Motice Listing Help
O13E . Paraciue Medis Group LLG " - The CuR Geseway
satice sysiem s simiar io the ELNG
sysler, xcest fhal al noices are
£3 CoRark Baated o e Gatew iy 157 Quick vw
and aceess by e users

Posted Date: 1262008
Motice Title: 9 Trazing Netices are displayesd in 2 areas of the
atn, 2% ether al avaiatie neticms Som
e main ske, o o0 8 publsher tass
et the Tublaher Branded pagrs.

Motice: We Bre new (g requests for 3d iracking of 845, 18 0 8 neminaten
Bt Fann costact un f yes aem nlwemsled 0 Raeng yoer cusloners
s tracked

Ecit Options Help

Wisw - akows you fo view the notice
e cxactly e way & CUR soes &
sosted

B - sl you 1o #at e e &
conten of the notce

Dalate - alows you 1o deits e
motee framine gygem

Note: You can also access publisher notices via the CMR Tools>Publishers Notices link in the
Left Navigation bar.

@ User Manual



Understanding the Interface
Getting Started

Left Navigation Bar

The Left Navigation bar provides quick access to the major features of CMR gateway.

For first-tier features, click the feature name. For multi-tier features, click the [* to
expand the feature sublist and click the desired item. The Left Navigation bar has two
main areas: the Publisher Admin Tools and the CMR Tools. As a publisher, most of the
information about your directories is entered via the Publisher Admin Tools. The CMR
Tools information is there so that you may see what the CMRs see about your
directories.

) CMR GATEWAY

EETTTEE ] I O o o vk o pactal drecany nember to seach for avalatie drectonss E] view Putlisher Netices

B Home
B My Accoun

Directory Number Search Results

) . B Logout Open Directories Publisher Notkes
Left Navigation bar 1 PutBbc A Tols o [srare e T
s

with tiered items Quick Rate Update MO M Yelow Dook UEA  Hasings
£ Add Direclories

open At Print Dirctorias se L

218 M Yielow Bock USA  Batie Cresk

elow Book 154 Benton Martor

A VP Ditoctonies

ooyl L o o]

Update Print Directones Ne Cloged Drectaries foens
= Dremnes fo.n: FPublisher Quick Search
Updale IYP Direclories - Select 8 Publsher - |

Uipload Marketing Matenists
Edil Marketing Materials
Addfdt Contacts

AU Notce
Qroers & ImvoKes
Graphics

Cherd Management

B CMR Tooks [ [EE
B Produt Search

Print Direclones
IYP Directuries
Interactive Directornes
Mobie Dirgclones
Diectory Assistance

Publishers

Marketing Material Search

Map it

Publisher Noices

Pretotips Direclonies
Matonal Directon (55
Saved Direclories List
Tear Pages

Perormance Metrics

»r MadETTrake

Display Area

The Display area is where the major functionality for each feature is displayed. The
display area can be used to view or edit items.

In-line Help

Where available, In-line Help describes specific items that are currently displayed in the
Display area. A complete on-line help system is available by clicking the Help button in
the upper right hand corner of the application.

.+ User Manual
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My Account Information

Getting Started

You can access a variety of information about your CMR Gateway account. Publishers
can access information about their actual account, their listed services, their listed
directories, account users, and clients that have visited their listings. CMRs can access
information about their actual account, their listed services, and account users.

To access and update account information:

Login to the application.

Click My Account in the Left Navigation bar.

Your account information is displayed with tabs available according to your login
privileges. The following capture shows the publishers account with full privileges with
the My Info tab open.

uuuuuuuuuuuuuuuuuuu

B Home
B My Account

My Account

B Losgout Company: CASIACD PULLISHING

B Publisher Admin Tooks

Cuick Rate Updatn | v ineo | v seavices | wr ommecromies | wr ueens | wr vistrons |

) Agd Directories

B Update Directories
Upload Marketing Maberists
Foit Warksting Materials.
AOUEG Conacts
AU Notica
N8 & Inices
Graphics
Chiant Management

My Compary Info

MedawTraks

Click the desired tab to view and enter administrative information.
Click Update Information to save changes.

My Info

The My Info tab displays company information entered during the registration process.
It also allows you to upload your company logo which is then displayed throughout the
application. CMRs and publishers have access to items such as invoicing and graphics
proofing. You can use the uploaded logo to brand these items.

My Services

.+ User Manual
2-8

The My Services tab allows you to view the services for which you have subscribed and
to subscribe to new services.



To order services:

1. Click the My Services tab.
Information about existing services and unordered services is displayed.

9 CMRGATEWAY

My Account

Company: CASIACO PUBLISHNG

My Sorvicos
service Aative Price
Orders: e
Active Price
Durectony Listing: v 12000
Cal Tracking: i
Graphics Procfing: ' 128008
Daphica Receive | Sore: w' 125808
(Graphics Transmission: w 125000
Chent Management: L4 125000
Tear Pages: o 100,00

2. Hover over the order link for the desired service.

Information about the service is displayed.

3. Click order.

order

A

A

Service Information:

Service: Call Tracking
Description: Call Tracking - Priced Per line/fmo
Activation Fee: 50
Service Fee: 526

Order Call Tracking and automatically publish your
performance data to the performance metrics module
of the Gateway.

My Account Information
Getting Started

Threshoid 1 Threshold 2 Threshold 3

Disceunt 1

aoe%

.00
a.00%
000%
0.0

0.00%

0.00%

0.00%

0.00%

0.00%

0.00%

Disceunt 2

Disceunt 3

ane or MediEoTraks

G User Manual
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My Account Information
Getting Started

/. Click Request Activation.

@ User Manual
2-10

A window appears allowing you to activate the service.

Home

My Account

Logout

Publisher Admin Tooks

My Account

Company: CASIACO PUBLISHING

My Sarvices.

ORDER SERACE

Service: Call Tracking
Price: $26.00
Actation: $0.00

Order Call Tracking snd i data 1
metrics module of the Gateway.

[ Aeques acovates | [ Dack o Seevica it

ek the Tequest scovation’ ail 1o the
sevvice.

10 BetEe this

o ar MadETraka



My Directories

My Account Information

Getting Started

The My Directories tab provides summary tables for all of your listed directories. You

can click the @ to edit directory information or click the Add Directory button to add
new directories. This feature is only available to publishers. See “Adding and Updating
Directories” on page 3-1 for information about editing directory information.

1 My Account
B Logout

£ Publisher Admin Tools

rketng Matenats
Edit Warksting
A
AddLae Hoace

Cient Management

My Account

Company: CARIACO PULLISHING

My Diractories

Open Directores

m DIRECTORY NAME STATE| LOCAL |WATIONAL | PUBLISH :as'msun:»n

00002 2ns Direcioey.

S45064 B Bags State Park Dreciory

000003 Browand County VP

00001 Carmen Butiahing Techasiges. e

ST Seuth Fi Lauderdale WP

0000352 Seutn Miams Big Baoi

S06132 South Mism Velow Pages

T

The i Wami Dirsctory

SHEIIT Weste Tewn Conter

Closed Directories

wa

12478
12478
1278
13348
243888
12
005
s
Frare
22445888
224em888

DRECTORY NAME STATE
9

FL 10T
FL Da4tT
L osmeT
A Ty
FL s
FL 00
FL T
FL baOIe7
R orer

07
[
oSy
vy
osmmT
oMmE
oTAT
osueT

ormmr

MRE0T
[
L=
Virwoy
ormT
0E0z0E
a7
1y
ooy

s 1M DI DI
Cariaze test 0mIme 010100
Cariaco test 010100 010100
Cariaco teat omee o1
Carmca et omme oo
Gracels FL 032007  OMISOT 04407
Gracels Test Drecory FL 020107 0UINT 03107
probanda 0101100 0101700
Brabanss om0
Test FL DT GpIwOr  aGanr
Teal FL  DIRIAT  OMEMOT OO
Test FL 02RI07  0REMT  (2R0T

Astd Dirertary

TION
=0m
40,000
102000
150,000
30,000
100,000
30,000
100,000

20,000

L i g

LOCAL |MATIONAL [ PUBLISH |DNSTRIBUTION| ACTION

[}

v %

v %

LI Y

L

LT Y

we

v %

L

PE N

EET I

FETE I Y
MadEuTraks

G User Manual
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My Account Information
Getting Started

My Users

The My Users tab provides account management for your users of the CMR Gateway
application. You can add users as well as modify the privileges of existing users.

¢ Bl SrECion UG 15 BATCh 15¢ Svalabe dreciines

o Homa
1 My Account

My Account

B Logout Company: CASIACO PULLISHING

£ Publisher Admin Tools
uick

e

My Users
irect
arketing Materists 4 Add User
A I T e e B N A
[T —— pep—— [ [T ——— Y
Marquez Rafasl safasl 125 TEA-ZBRA4 Aden ralariflcarias e L]
Mamuez Rafeel Jr rafar ralueity TEE-255-E444 Usar ratseRgariacs,com LY
Treess Taby takyt 1245 b b 209 User tupiorireeseggmalcon By
o MadiETraks

My Visitors

The My Visitors feature enables you to see the CMR visitors who are viewing your
branded page and your directories as well as what pages they have visited, displaying on
what day the visit took place and even the visitor’s name. This is a publisher only
feature.

o Homa
1 My Account

My Account

Company: CASIACD PULLISHING

My Visitors

Upload Marketing o Sumenar v By Date | Sumemary By Page | Summary By Visilos | Delas By Date | Details By Page | Details By Visitor
Edit Warksting Matenals

Visits by Date (Details)

DIN00T B2ATPU  orders cfm Admin, Adein UediaTrakcs
0332007 0296 omers.ctm Admin, Admin MediaTrais
CUNATOOT IV orders cfm At At U Tras
0132007 026 omers.cfm Admin, Lo esiaTrais
CIVI07 GZNEN  orders.cfm Admn, Adne MedaTraks
DUIN00T B2UMM  orders fm Admin, Adein UediaTraics
DAHAZ007 A204PM  specs.chm 2064 Admn, Admn MediaTrais
CUNATOOT IO ratwedm T U Tras
032007 (ISHR  specs.cim 208 Admn, some esiaTrais
CAAEN0T GISGW  specaletn W4 Admn, Adme MedaTraks
DAN007 G1IBM spees chm MBL Admn, Aden UediaTraics
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BizDetails
Getting Started

BizDetails is powered by Localeze™ and is a pay for service that can be activated in the
My Account area. MediaTraks has partnered with Localeze to bring their powerful
repository of Yellow Pages data to the CMR Gateway.

This web-based tool delivers access to the most comprehensive local business data ever
compiled. You'll find information about specific Yellow Page directories as well as
access detailed information on local businesses such as:

* Business categories
*  Market-level views

* Advertising characteristics including: keywords, URLs, e-mail addresses, as well as
ad size, type, and spend

With information this extensive, you can increase value for your clients by supporting
their efforts in planning and lead generation as well as competitive and market analysis.

User Manual
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Getting Started
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Chapter 3: Adding and Updating Directories

Note:

You can add multiple directories via the Publisher Admin Tools.
Adding directories can be done completely on-line via the CMR
Gateway application or in combination with the Microsoft
Excel® spreadsheet that was sent to you via e-mail upon
completion of your registration. This spreadsheet is also available
for download in the application.

When you registered as a Publisher in the CMR Gateway
application, you received an e-mail with login information as
well as a spreadsheet called CMR Gateway Directory Listing
Workbook. This workbook can be used in conjunction with the
on-line tools to update extensive directory information such as
Ad codes and rates. The spreadsheet is provided so that you may
easily manage large amounts of data. Spreadsheet data is used
when entering information via Block mode. See “Block Mode”
on page 3-4.

Once data is copied from the spreadsheet, there is no mechanism
for keeping the spreadsheet and on-line data in sync.

The spreadsheet tabs correlate to the tabs in the Add Print
Directories screens. The following table defines the Add Print
Directories’ on-line and spreadsheet tabs.

Spreadsheet tab On-line Tab
Directory Information Directory
Rates Rates
Special Rates Special Rates
Delivery Information Delivery
Headings Headings

Ad Specifications Ad Specs
N/A Dims

In This Chapter

¢ Understanding
the Excel
Spreadsheet

¢ On-line Data
Entry Modes

e Adding/
Updating Print
Directories

e Adding/
Updating IYP
Directories

¢ Quick Rate
Updates
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Understanding the Excel Spreadsheet

Adding and Updating Directories

3-2

User Manual

The following table defines the Add IYP Directories on-line tabs and how they correlate
to the spreadsheet tabs.

Spreadsheet tab On-line Tab
Directory Information Directory
Special Rates Rates
Headings Headings
Ad Specifications Ad Specs
N/A Dims

Entering Information into the Spreadsheet

The spreadsheet comes to you preformatted. Enter data only into the structure provided.
Rates must be formatted as a number in Excel. Decimals are acceptable for cents. No
cells in the rate column can be blank. You must place a zero in the cell if there is no
charge. Zip codes for Delivery Information can be of any Excel cell format. There are no
other special instructions for data entry formats in the spreadsheet.

& AEE)|
File  Edit Wiew Insert Format  Tools Data  Window Help  Adobe PDF -3 X
el & @) 2 -0 - BZIUEEEES%E DA
3 @ ¥ 5 g2 .

T R | (&snaglt |2 window .

[27 - 13

A, B c o] E F G H | J K

1 |+ Ad (UDAC) Rates + Mote: Ad codes and prices do not need to be added in at this time. The pe—)
2 updating the information via the Publisher's Directory Update Ineface has th
3 UDAC Rate add and remove the codes, and update the prices, as necessary. If you hawe
4 WAL 108.00 information available now, please enter it. i
5 WWALM 144.00
6 WWEBLM 144.00
7 WWCBL 144.00
g WWCRL 108.00
2 WWEL 108.00
10 WFAL 144.00
11 WFLH 264.00
12 'WFLN 240.00
13 WLOG 300.00
14 WLOGS 336.00
15 WRL 108.00
16 WSBLN 180.00
17 |G 720.00
18 CTMR 1080.00
19 | TAL 95.00 -

W 4 » v\ Overview £ Directory Information 4 Contact Information ' Rates  Special Rates £ 1] 4 | >
Ready MM

Copying Information out of the Spreadsheet

Note:

You may copy and paste information from your spreadsheet into the on-line tabs when
in Block Mode. When you copy information from the spreadsheet, make sure you do not
highlight the header row.

Do not copy header rows from the spreadsheet into the on-line tab data entry block.
Header information included in the copy process will cause your directory information
to fail during the paste and update process.



Understanding the Excel Spreadsheet
Adding and Updating Directories

Note: It is recommended that you copy information out of your spreadsheet as opposed to
cutting it. You’ll want to preserve your spreadsheet data for updates and backup.

To copy information out of your Excel spreadsheet:

Click Publisher Admin Tools in the Left Navigation bar.
The menu expands to reveal multiple options.

Click Add Directories.

The menu expands to reveal two options.

Click Add Print Directory.

The Add Directory screen appears.

Select the desired tab within the Add Directories screen.

The screen is repopulated with that tab’s information and defaults to Block Mode, where
applicable.

In your spreadsheet, select the desired tab.
Beginning with the first data row (not header row) highlight all populated cells.

A B c o] E F G H | J Ko
2 updating the information via the Publisher's Directory Update Ineface has th™
3 UDAC Rate add and remove the codes, and update the prices, as necessary. If you have
N 108.00 information available now, please enter it.
_ 6 [WALN 144.00 e
_B [WBLN 144.00
7 [WCBL 144.00
_8 [WCRL 108.00
9 |WEL 108.00
10 [WFAL 144.00
11 [WFLH 264.00
12 [WFLN 240.00
13 WLOG 300.00
14 [WLOGS 336.00
15 |WRL 108.00
16 [WSBLN 180.00
17 |CTM 720.00
18 [CTMR 1080.00
19 [TAL 95.00
20 ITALR 144.00 -
W 4 » w{\ Overview £ Directory Information 4 Contact Information ' Rates  Special Rates £ 1] 4 | >l

Press CTRL-C.
Return to your CMR Gateway application at the Block mode entry box.

User Manual
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On-line Data Entry Modes
Adding and Updating Directories

If this is the first time you are entering information, click inside the data entry box and
press CTRL-V. If you are updating a directory, highlight all the data in the data block first
and then press CTRL-V to replace all the old ad codes with the new ones.

2. RATES Bl BlockMode | FH TableMode | 45 Refresh |

Copy and paste the Rates (data only) from your spreadsheet.

10.0000 ~
660.0000

900.0000

1176.0000

25000.0000 -
1140.0000

1488.0000

1380.0000

1800.0000

1560.0000

2028.0000

0.0000

156.0000

13356.0000

11160.0000

276.0000

276.0000

16224.0000

S000.0000
16140.0000 A

Note: When copying over information to update a directory, copy the entire tab’s contents. Do
not overwrite or you will loose that data.

Two modes are available on-line for entering data.

Block Mode

If you maintain large amounts of data in your spreadsheet, you can copy that data from
the spread sheet to on-line via Block mode as described in “Copying Information out of
the Spreadsheet” on page 3-2. To access Block Mode, click the Block Mode button
where available.

% Block Mode

Note: When copying over information to update a directory, copy the entire tab’s contents. Do
not overwrite or you will loose that data.

Note: Do not copy header rows from the spreadsheet into the on-line tab data entry block.
Header information included in the copy process will cause your directory information
to fail during the paste and update process.

Note: It is recommended that you copy information out of your spreadsheet as opposed to
cutting it. You’ll want to preserve your spreadsheet data for updates and backup.

Note: There is one special type of Block mode which is used only on the Dimensions tab. You
must know HTML to use Block mode on this tab.

< User Manual
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Table Mode

Adding/Updating Print Directories
Adding and Updating Directories

Table Mode

Note:

You can enter data line by line by using the Table mode feature. This mode lets you
enter line items via forms in the application. There is no dependency on the spreadsheet.
To use table mode, click the Table Mode button where available.

Table mode becomes available when adding directories after the directory information
has been entered and saved. It becomes available in Update Directories after you have
selected the publisher and the desired directory.

There is no mechanism for keeping the spreadsheet and on-line data in sync. Data
entered via Table mode is not reflected in your spreadsheet.

You can add print directories using a combination of on-line and spreadsheet import
techniques.

To add a print directory:

Note:

Click Publisher Admin Tools in the Left Navigation bar.

The menu expands to reveal multiple options.

Click Add Directories.

The menu expands to reveal two options.

Click Add Print Directory.

The Add a Directory screen appears.

Enter the desired information in each tab.

Click Save Directory.

Once Directory information has been entered on the first tab and the directory has been
saved, the screens are identical to Update Directory.

You can click Save Directory at the end of each tab. When this button is clicked, all
entered information is saved. You can go back at a later time to enter or change
information using the Update Directory feature “Adding/Updating Print Directories” on
page 3-5.

To update a print directory:

Click Publisher Admin Tools in the left navigation bar.
The menu expands to reveal multiple options.

Click Update Directories in the left navigation bar.
The menu expands to reveal two options.

Click Update Print Directory.

The Publisher Sites screen appears.

Select the desired Publisher from the list.

The Modify Information Screen appears.

Select the desired directory name.

User Manual
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The Directory Information screen appears populated with existing information.
Modify the desired information in each tab.
Click Save Directory.

Directory Information

The Directory Information tab allows you to enter information about your directory.

To add directory information:

Note:

Click Publisher Admin Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Add Directories in the left navigation bar.

The menu expands to reveal two options.

Click Add Print Directory.

The Add a Directory screen appears.

Click the Directory Information tab.

The display area repopulates with directory information items.

) CMR GATEWAY ’ -

-------------------

Add a Directory

1. DIRECTORY INFORMATION

RIACD PUBLEHNG -

Close Date (Local) |
Close Date (White)

Close Date (Nasionsl]

EEEE

Publish Bate |

xxxxxxx

MedewTraks

Enter the desired Directory Information.

Distribution and Electronic distribution are the numbers of directories that are
distributed in the specified format. The number of columns is the number of columns
available per page.

Although you can enter this same information in the Directory Information of your
Excel spreadsheet, there is no mechanism to copy that information on-line. It must be
entered manually on-line.

Click Save Directory.



Adding/Updating Print Directories
Adding and Updating Directories

Note: Prior to entering directory information and clicking the Save directory button, other tabs
in the Add Print Directory have only Block mode enabled. Upon saving the directory, a
Table mode button appears in applicable tabs and the remaining data entry process is
identical to the Update Print Directories process.

Rates

It is recommended that you use your Excel spreadsheet to enter large blocks of rates.
Enter the rates into your spreadsheet and then copy into the application using Block
mode. See “Block Mode” on page 3-4 and “Copying Information out of the
Spreadsheet” on page 3-2 for more information.

Print directory rates are based on Universal Directory Add Codes (UDAC). These are
National codes that are standardized across the United States and only acceptable
UDAC: will be displayed in the rates page for each publisher. If you have non-standard
codes they must be entered in the Special Rates tab. See “Special Rates” on page 3-8.

In your spreadsheet, rates must be formatted as number cells in Excel. Decimals are
acceptable for cents. No cells in the rate column can be blank. You must place a zero in
the cell if there is no charge.

To add or update rate information:

Click Publisher Admin Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Add Directories in the left navigation bar.

The menu expands to reveal two options.

Click Add Print Directory.

The Add a Directory screen appears.

Click the Rates tab.

Enter the desired rate information via Block mode or Table mode (if available).

] (=]
] B e

. e . e

Ad Code Ad Pric :Il:bnn]

% 0

& @

% T

LW

% O

% 0

% 0

& @

Click Save Directory.
User Manual
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Special Rates

You can enter special ad codes in the Special Rates tab (non-acceptable UDACs). The
special rates data in the spreadsheet must be formatted in the same manner as rates (see
“Rates” on page 3-7).

To add or update rate information:

Click Publisher Admin Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Add Directories in the left navigation bar.

The menu expands to reveal two options.

Click Add Print Directory.

The Add a Directory screen appears.

Click the Special Rates tab.

Enter the desired rate information via Block mode or Table mode (if available).

B seckmoss | BT Termemods | 65 watrs
UBAL Pricy Prama Code Verbiage Action
(3]
(AL
o ite  PBroma Code am— Actian
% O
% 7
% 0
% 0
% 0
% a8
% 7
% 0O
= % 0
L

Click Save Directory.

Delivery Information

The Delivery Information tab allows you to enter a list of zip codes that represent that
directory’s delivery area. Only zip code data entry is needed here. Town and county-
level details are displayed by extrapolating this data for you from our large database of
US-based zip codes, towns, and counties.

Zip codes do not need to be formatted as a numbered cell in the spreadsheet. There can
be no empty fields in the spreadsheet.

To add or update delivery information:

Click Publisher Admin Tools in the left navigation bar.
The menu expands to reveal multiple options.

Click Add Directories in the left navigation bar.

The menu expands to reveal two options.

Click Add Print Directory.

The Add a Directory screen appears.
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Click the Delivery Information tab.
Enter the desired rate information via Block mode or Table mode (if available).

ZipCode

Click Save Directory.

Headings

The Headings tab allows you to enter a list of headings that exist for your directory. For
example, Accountants. For each heading, you must also provide a code. There is no
standardized listing of heading codes and your company may come up with its own code
structure. You may use sequential numbers which is a simple formatting option when
adding rows in Excel. There can be no empty cells in the spreadsheet.

To add or update headings:

Click Publisher Admin Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Add Directories in the left navigation bar.

The menu expands to reveal two options.

Click Add Print Directory.

The Add a Directory screen appears.

Click the Delivery Information tab.

Enter the desired rate information via Block mode or Table mode (if available).

Code Heading Name Action

Code Heading Name

{=.-."€'£‘(‘{=.-."e."€'g'

Click Save Directory.
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Ad Specifications

The Ad Specifications tab allows you to enter specifications for ad layout.

To add or update ad specification:

Note:

DIMS

Click Publisher Admin Tools in the left navigation bar.
The menu expands to reveal multiple options.

Click Add Directories in the left navigation bar.

The menu expands to reveal two options.

Click Add Print Directory.

The Add a Directory screen appears.

Click the Ad Specifications tab.

Enter the desired ad specification information on-line. Lists of items such as acceptable
file extensions are entered in a comma separated list. For example: gif, jpg, psd.

\. CMR GATEWAY F e
mew o

Modify a Directory

6. AD SPECINCATIONS

...........

Media Format: [cd

Although you can enter this same information in the Ad Specifications tab of your Excel
spreadsheet, there is no mechanism to copy that information on-line. It must be entered
manually on-line.

Click Save Directory.

The Dims tab allows you to enter specifications for the dimensions of the directory itself
and for ad dimensions. This tab is available only on-line. A tab does not exist in the
spreadsheet. Table mode is recommend for all data entry on this tab. Block mode
operation is different for this tab. You must have knowledge of HTML to enter
information in block mode for dimensions.
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To add or update dimension specifications:

Click Publisher Admin Tools in the left navigation bar.
The menu expands to reveal multiple options.

Click Add Directories in the left navigation bar.

The menu expands to reveal two options.

Click Add Print Directory.

The Add a Directory screen appears.

Click the DIMS tab.

Dimensions entry data appears.

9 CMR GATEWAY

......... Guick sEancH

B I B2 cros s wioi or partad drectary hembes b saarch for valatis Srectories EJ view Putlisher Netices

B Home

B My Account

B Logout [ +- eamecranr [ 3 waves | 3. seeciar wares [ o arusvrnr [ o weanimes | 6. a seces | o aims |
e

£l Pralishar Admin Tooks
uick Rate Lpdaln 7. BENUONE B flockHode | [ TableMods | £ Aefresh |

Modify a Directory

Bl Add Direclories Directory Trim Size: |
Add Print Direclonies r "
Footer: [ 07 82 & acesmly twa ainge F7 g put sogether. O shouid bt submied a3 bwo se2d

Acd VP Directonies: - :

B Update Directories Demensions Type: ) mca O pomrs & mcres

Update Print Direclones el
< Ad Dimensions
Ugpdats [YP Directories = R o
Upload Marketng Matenats I
Update Print Dineciones L !
Ugpdats [YP Directories
o : PP e— 113 recoess)
RN A G DIENSIONS Action
Update IYP Directories 12K LI S % 0
Uploas Manketng Watenats 25 ¥ X B L |
EditMarketng Malerials
ASUESE Contacts Lt L % 0
AU Nocn 51 wox s % @
s & Invoices. sn 128 x 18 % 9
. 734 125 X % 0
asH 125 x r_3
© CHR Tocts ML
wen 1 X 1 % O
W 1A s % A
g 1 X 1% % 09
w3 1 X % a
e 175 X 1 % 0
WeL 5 X W o
&

o MadawTraks:

Enter the desired directory information on-line.
Enter the desired ad dimension information on-line.
Click Add for each allowed dimension.

The dimensions are added to the table below.

Click Save Directory.

Adding and updating I'YP Directories is very similar to adding and updating print
directories. The main differences are that not all tabs are available for I'YP directories
and that IYP directories are not dependent on an acceptable UDAC list. It is important to
note that the Special Rates tab in Print Directories and the Rates tab in I'YP directories

.+ User Manual
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are equivalent (in both the spreadsheet and on-line). They can both use custom codes.
See “Adding/Updating Print Directories” on page 3-5 for information on each available
tab.

If you prefer to wipe away all your existing rates or special rates and have them replaced
by a completely new list of rates or special rates, you can use the convenient Quick Rate
Update feature to upload your rates from a spreadsheet. This method is quicker than
going through the Update Directory screens. These are special spreadsheets (CSV
formats). There is one for special rates and one for regular rates. These files are sent to
you from MediaTraks at some point after you have been working in the system. See
“Understanding the Excel Spreadsheet” on page 3-13 for details about these
spreadsheets.

To quickly update only your rates:

Click Publisher Admin Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Quick Rate Update in the left navigation bar.

The display area is populated with Quick Update selections.

MedewTraks

Select the desired Publisher.

Click the Browse button to search your network or drive for the desired spreadsheet file
file and select that file.

Indicate whether you are updating rates or special rates via the radio buttons.
Click Upload File.
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Understanding the Excel Spreadsheet

In order for your rates to be quickly updated from the Excel spreadsheet, you must enter
data correctly on the spreadsheet. Unlike the Add Print Directories Spreadsheet, the
Quick Rate Update spreadsheets are Comma Separated Value (CSV) formatted. The
spreadsheet must remain in this format to be properly read after upload. There are no
header rows in this spreadsheet to avoid possible parsing errors. Do not add headers.

File

Edit  Wiew Insert Format Tools Data  ‘Window Help  Adobe PDF - @ X
el & [2) 2 i -0 - B ZIUSEE=EE$% E L -D-A- 2
i T ¥ 5 g2 .
esi-ER. S QSnagIt 21" windaw -,
Al - A"
A B C D E F G H J K —
1 996345 |1HS 456 —
2 996345 |2HS 661
3 996345 |3HS 900
4 996345 3HS 1176 —
5 996345 |[4HS 1140
6 996345 4HS1 1488
7 996345 |5HS 1380
8 996345 5HS T 1800
9 996345 [6HS 1560
10 996345 BHS1 2028
11 996345 ABLN 0
12 996345 AL 156
13 996345 BAGHN 13356
14 996345 BIPC 11160
15 996345 BLN 276
16 996345 CBL 276
17 996345 CC 16224
18 996345 CPB 9000
19 996345 CPFP 16140 -
W« » v} Quick Rate Update Test Sheet / [«] | W[
Ready MM
Rates
The Quick Rates Update spreadsheet has the following columns:
Column Description
B Numeric Directory Code.
C National UDAC/Item Code.
F Annual National Rate for relevant National
UDAC found in column 'C' of same data row.
o User Manual
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Special Rates

The Quick Special Rates Update spreadsheet has the following columns:

Column Description

B Special Pricing numeric code for Marketing
Program to which UDAC and Rate apply.

D Numeric Directory Code.

E Special Pricing Category description reference
codes applicable to the UDAC and rate shown
in same row of data.

F National UDAC/Item Code.

I Annual National Rate for relevant National
UDAC found in column 'F' of the same data
row.

User Manual
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Chapter 4: Marketing Materials and Graphics
Management

It is important that as CMRs navigate the system they can see In This Chapter
your Marketing materials and use them to make purchasing « Ubloadin
decisions. The CMR Gateway allows you to display your Mzrketin 3
company and directory marketing materials to CMRs. Materials
. ¢ Editing
The CMR Gateway also provides the tools you need to manage .
. . Marketing
ad graphics transmitted by CMRs as well as a value added NistEall
proofing mechanisms for managing the ad proofing process with )
other advertising clients. * Ma”ag'”g CMR
Graphics
¢ Graphics
Proofing

¢ Tear Pages

You can upload your Marketing Materials so that CMRs can view
them on-line. You can display General Marketing Materials so
that CMRs can learn about your company or Marketing Materials
that describe a specific directory.

General Marketing Materials

General Marketing Materials are marketing materials that are
universal for all directories or specific to your company. For
example: Heading Lists, Special Pricing, CMR Forms, Logos,
and Ad Specifications.

To upload general marketing materials:

Click Publisher Admin Tools in the left navigation bar.
The menu expands to reveal multiple options.
Click Upload Marketing Materials.



Uploading Marketing Materials

Marketing Materials and Graphics Manage-

The Marketing Information Interface is displayed.

9 CMR GATEWAY

I 0] e & whete ce sartsl Srecory number to search far avadabie drectires E] view Putlisher Notices

B Homa Upload Marketing Materials

£ My Accoun

B Logout - Te wlasd oo trg maleril, ol & calegnry, ender the nams of
a A Touls Te materan. saect the fle acd type. 80d Chok walosd Marketng Kit Help.
Guick Rabe Lipdate Selected Publisher; CARIALD PUULISHING
£ Add Directories Setect Category: | General Uaterian -
B Update Directories Maierial Ciapiay Name |
Update Print Direcones - o)
Updats [YP Directories arketiog Fle: | =)
Uploa Marketng Materiats File Typa: |- Seiect Tyoe -
Ecit Uaresting Materials

AU Contacts
AT At Nolice

Direciory Materials - T usioad drectory specitic markesng materisl, plesse seiect s drectory, enter
Crders & Invaicas #ue nae of e o

the: fie and hype. and cick uplsad

Graphics

Selected Pulslisher: CAMACD PUBLISHING
Chent Management

Sebect Directorys |- Stiect 8 Drectory ~l
Matoriad Diagiey tarme |

3 CMR Tooks Warketing File: | =]
B Predud Saarch Fitm Type: [ Seimcs Type . |
Prink Ditectanins -
S
Intaraciive Directeries
Maobile Directones
Dieciory Assistance
Publishers
Markeling Maberial Search
Map it
Pubhisher Nolices
Pretotype Direclonies
MNatsnal Diredory Clases
Saved Direclories List

Tear Pages

Performance Metrics

or MedETraks:

In the General Materials area (top half of page), select the Category Type.

The following table describes each category type:

Category Description

General General information materials (Prototype
Conversions and Special Pricing).

Forms Forms that you may need filled out by a CMR as
a client is moving from Local to National status.
This would also include order cancellation or
change requests.

Heading Heading information materials (Heading Lists
and New Headings Available).

Other Other items you may want to make available
(Logos, ad samples, and presentations).

Enter the name you want the CMR to see when searching through your marketing
materials.

Browse to select the desired marketing file.
Choose the file type of the selected file.
Click Upload Materials.

.+ User Manual
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Uploading Marketing Materials

Marketing Materials and Graphics Management
Directory Marketing Materials

Directory Marketing Materials are materials specific to a directory. For Example:
Directory Coverage Area, RCF Results, and Usage Studies.

To upload directory marketing materials:

Click Publisher Admin Tools in the left navigation bar.
The menu expands to reveal multiple options.

Click Upload Marketing Materials.

The Marketing Information Interface is displayed.

9 CMR GATEWAY

I 0] e & whete ce sartsl Srecory number to search far avadabie drectires E] view Putlisher Notices

B Homa Upload Marketing Materials
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B Logout - To uhoad o trg maleril o & calegary, erier the narms of
e maerils, Seisct the fie 85 typd, 800 Chck L3kt
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Gulck Rate Ugpdalt Selected Publisher: CARIACD PUDLISHING

% Add Diteclories Setect Category: | General Uaterian el
B Update Directories Material Cvapiay Name | ]
Update Print Directones - X
Update IYF Direciones Marketing File: | j[=="m|
Uploa Marketng Materiats Fite Type |- Select Tyos - G
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In the Director Materials area (bottom half of page), select the name of the directory for
which the materials apply.

Enter the name you want the CMR to see when searching through your marketing
Materials.

Browse to select the desired marketing file.
Select the file type.
Click Upload Materials.
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Once Marketing Materials have been uploaded, you can edit, replace, or delete them.

Note: All editing features open in new windows. Once a change has been made, click Refresh

List to reload the materials.

To edit marketing files:

Click Publisher Admin Tools in the left navigation bar.
The menu expands to reveal multiple options.

Click Edit Marketing Materials.

The Marketing Materials Edit Interface is displayed.

If you are editing General Materials go to step 5. If you are editing Directory Materials go

to step 4.
Select the desired directory name and click Display.
The marketing materials are listed in a summary table.

) CMR GATEWAY

3 Home
o My Account
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it Durectory Materials - To edt materials on a drectony bas, please Seiect s dreciory, Men seiect
= t terain 1o w3, repc, or

Cleril Managemen " ’

Select Directory: |- Seiect 8 Drectory - | =)

Select the editing action for the desired item listed in the table.
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Action Description

Edit Select this option if you wish to edit the title,
category, or file type for a specific marketing
material.

Replace Select this option if you wish to replace an

existing file with a new file. The file name and
category remain the same.

Delete Select this option if you wish to delete the file
from the system completely.

Note: When replacing an existing file within the system, you also select the file type.

As CMRs receive graphic files from their clients, those files can be transmitted to you
for inclusion in your directories. The CMR gateway provides a mechanism for tracking
these graphics files. The Graphics History interface allows you to locate and view CMR
provided graphics. You can locate a graphic by directory name or search the graphics
archive to locate a specific item.

To locate graphics by directory name:

Click Publisher Admin Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Graphics.

The Graphics Page is displayed.

Click Go to Graphics History Interface in the top half of the screen.

User Manual
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The Graphics History Interface is displayed. Links to all graphics from all directories are

displayed in the table. You can click the ., within the table to view the graphic. You
may also search for a specific directory.

) CMR GATEWAY

I 3 croec s wincis of partad drectary namber b saarch for avalatis drsctories E] view Putlisher Hetices

J Home
3 My Account

Graphic History Interface

3 Logout Directory Sort: - Select Dreciary -

¥ (Gar)
7 Pubisher Admin Tools Orders
Quick Rate Update
2 Update Direcones
A

00203 UednTraks

Uipload Marketing Matenats a
Edit Marketing Materials

AddEdt Contacks

243545 edaTraks 3

00001 UeduTraks 67890
00001 MedaTraks 12%458
50201 WedaTraks 48

00001 UedaTraks 200000

PREPPEE

Creasar.

Flags are only Accepred by the
Pubkater

A4 Codes in blug e Special Coses

romanes or MEGECTrake

Select the directory name from the list and click Display.
Click the ., within the table to view the graphic.

To search the graphic archive:

Click Publisher Admin Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Graphics.

The Graphics Page is displayed.

Click Go to Graphics History Interface in the top half of the screen.
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The Graphics History Interface is displayed. Links to all graphics from all directories are

displayed in the table. You can click the ", within the table to view the graphic. You
may also search for a specific file.
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4. Click Graphic Archive.
The screen is repopulated with search criteria.

Homa
My Account

Graphic History Interface

DIECEOry ST | . Simct a Drwctiry - E

Orders

i = § The Busisher Grders Uodsie aapiays

e et bl B By defaut orders recesved wihi the
Rl ) days. Included i the kg i

Select Birectony: [ Seiecs a Drecoory - - e e 4 G020 WS NECHVES, i

drecioey number sasocated wih e

Lrter CHAR: | E Srcims, T CAIR st ) surn

and the Drer numer the CIAF has

assigned s s srder

“ CMRNUMDER | ORDERE | ACTION
Dirccinries - To fer erders by
)

aQ dreclory, Bmply BHACH e Srectony
fram e drap dows.

oI wma @
Flaas - Fiags are waenings or
V20N B0001 MedaTraks e G ORI RIS by U D
suzaaner 20001 LmtuiTrakn s G, Publsher or e CUAL These fags
musad bo Acompied (resshe] belorn
Mz U001 WedTraky eME 9 SrecAabng a0 roe.
v SOOI WeduTraks wos 9 Ta g an Bem i the oroe, chck e
siza0aT BO001 WecfiuTraks sosoos G o, me Hassing e e AsCode
you wish b g
B ey

@ Pseiag
@ conptes pug
Sracatn Fings arm ooty wistin 1o T
Creator.

Flags are only Accepted by e
Publnhe:

Ad Codes in bve are Special Cotes

 MediEuTraks

5. Enter the desired search criteria and click Display.

. Click the “L within the table to view the graphic.
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Marketing Materials and Graphics Manage-

As a value-add, the CMR Gateway provides you a proofing mechanism for managing
the graphics proofing process with your local clients. You can manage graphics already
uploaded, manage clients, and review graphics status.

Managing Uploaded Graphics

You can review graphics that have been uploaded to the system for client ads and send
these graphics to clients for approval.

To manage uploaded graphics ready for proofing:

Click Publisher Admin Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Graphics.

The Graphics Page is displayed.

Click Go to Graphics Proofing in the bottom half of the screen.
You are placed in the Manage Graphics tab.

Select the desired Client.

A summary table appears with available graphics to proof.
Select the desired action.

You can sand a message internally to your organization (not to the client) using the € .
You can view the graphic using the .. You can e-mail your clients a direct link within

the system at which they can review and approve proofs using the .. When clients
view this message and click the link, they open a browser window where they can see
the graphic and approve it or enter a change request. When you view reports via the
reports tab, the status of the graphic’s approval is displayed.

Review Graphic Proofing Status
You can review the status of graphics that have been sent to clients for approval.

To access the graphics proofing management system:

Click Publisher Admin Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Graphics.

The Graphics Page is displayed.

Click Go to Graphics Proofing in the bottom half of the screen.
You are placed in the Manage Graphics tab.

Click the Reports tab.

A summary table appears with available Status for all graphics. You can narrow the data
displayed by entering the search criteria above the table. A check mark indicates
whether the graphic has been approved or a change request has been entered.

User Manual
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Tear Pages

Marketing Materials and Graphics Management
Client Management

The Clients tab operates in the same manner as the Client Management feature. See
“Client Management” on page 3-3 for more information.

Tear pages can be uploaded to the CMR Gateway by publishers for CMRs to view. Tear
pages may be sent in any graphics or graphics authoring format using the Graphics
Client available for download on the Graphics Proofing page. The ability to upload tear
pages is an add-on feature to the CMR Gateway and is paid for separately. The actual
tear pages can be viewed by CMRs via Tear Pages in CMR Tools.

To access the graphics proofing management system:

Click CMR Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Tear Pages.

The left navigation bar is repopulated with search criteria.

Select the publisher, directory, section, and page view or enter search criteria.

Search criteria can be AND, OR, NOT, and parentheses (). Surround specific phrases
with quotation marks.

Click Search.
The results are displayed in the Results box.
Click a Result.

The tear page is displayed in the Display area. Use the Home link to return to the default
left navigation bar.

User Manual
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Chapter 5: Client and Contact Management

You can manage your client and contact list through the CMR
Gateway as well as supply notices to CMRs about your
directories.

There are typically multiple contacts at each publisher site that a
CMR might need when deciding to purchase or when purchasing.
There are four types of contacts you can maintain for CMRs:

Contact Type Description

General The contact person for CMRs to call or e-mail if
they have a general sales question about a
heading, close date, and bundled offer.

Billing The contact person for CMRs to call with
questions about an invoice they have received,
or about the billing process for the directory.

Order The person that receives the link to the order
from the Gateway for processing. This is also
the contact for the CMRs for order changes,
cancellations, or other general ordering
questions.

Graphic The person that receives the link to download
the graphics for the orders. This is also the
contact person for general questions about sizes,
exceptions, and fonts.

To edit or add contacts:

Click Publisher Admin Tools in the left navigation bar.

The menu expands to reveal multiple options.
Click Add/Edit Contacts.

In This Chapter

Adding and
Editing
Contacts
Client
Management

Adding and
Editing Notices

5-1



Adding and Editing Contacts

Client and Contact Management

@ User Manual
5-2

The Publisher Update Contact Interface is displayed.

s Publisher Update Contact Interface
My Account

Logout To opate your company castact niormatin, smect from ane af I cantact rols and ciek ot Detsis
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This is sl Sie comtnel person e
Genaral Questions s3out ses.
excegtons, forts, et

2. Select the desired contact type.
4. Click Edit Details.

The page is repopulated with the contact’s information. The General Information contact

sheet is shown here.
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5. Enter/Modify the desired criteria.
©. Click Update Record.

o ar MadiETrake



Client Management

Client and Contact Management

For local clients that do not order through CMRs, the CMR gateway provides a database
tracking system. CMRs can also be considered clients for the purposes of this module.

To add clients:

Click Publisher Admin Tools in the left navigation bar.
The menu expands to reveal multiple options.

Click Client Management.

The Client Management page is displayed.

Click Add Client.

The page is repopulated with the data entry information.

9 CMRGATEWAY

[EJ Erter  wicin o partt direcisry rramber 1o Saarch for svaabie drsctones 3 View Pubiisher Notices

o Homa
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2 Logout
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£ Update Directones
Upload a
Emt Marketing Mateials
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Enter the desired criteria.
Click Add Client.

To edit clients:

Click Publisher Admin Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Client Management.

The Client Management page is displayed with a table listing existing clients.

Click the ® for the desired client.
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The page is repopulated with the data entry information. It also displays all orders and

invoices for that client.

Quick Rate Lpdaln

0 Add Direclories

2 Updalt Directones
Upload Marketng Uatenats
Edit Marketing Materials
ASUE Conlacts
Addae Noace
s & Invices.
Gaaphics.

Chend Management

Enter the desired criteria.
Click Modify Client.
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E] view Putlisher Notices

Clients
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Ciiena Types [ 9
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Address B

[ osity Cient ] [_Detete Clent ] [_Back to Clent Ut

o MadawTraks:

From this screen, you can also delete the client.

Adding Notices

The CMR Gateway notice system has two types of notices; general and directory
specific. Notices can be viewed via the Quick Access bar, the Publisher Notices link in
CMR Tools, or by viewing a notice on a specific directory details page.

You can add a directory or a general publisher notice.

General Publisher Notices

General notices are about the publisher or are global for all directories.

To add notices:

Click Publisher Admin Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Add/Edit Notices.
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The Notice Interface page is displayed.
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5. At the top half of the page, Click Add Notice.
The page is repopulated with the data entry information.
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/. Enter the title of the notice and the notice text.
5. Click Post Notice.
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Directory Notices

The Directory Notice Interface lets you add a special notice about the directory for the
CMR. For example, if the directory has been changed from a 12 month to 15 month

issue.

Once a notice has been posted, you have the ability to edit or delete that notice.

To add directory notices:

Click Publisher Admin Tools in the left navigation bar.
The menu expands to reveal multiple options.

Click Add/Edit Notices.

The Notice Interface page is displayed.

7 My Account
3 Logout
1 Putiisher Admin Tools
Guick Rate Uipdats
£ Add Direclories
B Update Directories
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Select the directory from the list provided in the bottom half of the page and click

Display.

In the same area, Click Add Notice.
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The page is repopulated with the data entry information.
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You can add directory re-scope information. If this is a re-scope notice, select yes, enter

the effective date, and enter the new directory number. The system handles the rest.

Click Submit.
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Chapter 6: Client Accounting

You can manage your client orders and invoices through the
CMR Gateway.

The Publisher Orders module displays orders received within the
last 60 days. Included in the summary table listing is the date the

order was received, the directory number associated with the
order, the CMR name and number, and the order number the
CMR has assigned to the order. Separate summary tables are

provided for closed, rejected, processed, and submitted orders.

You can filter orders by directory. Flags provide warnings or

comments made by either the Publisher or the CMR. These flags
must be accepted (resolved) by publishers before processing an

order.

The order process is not always linear. For some reason you may

not be able to accept a submitted order. The CMR Gateway
provides the mechanisms to flag, reject, and accept submitted
orders. A typical order process could be:

Locate the order.
View the order.

Flag and reject the order.
Accept the flags and process a resubmitted order.

Locating Orders

Using the summary tables, you can locate specific orders in
specific stages of the ordering process.

To search for specific orders:

Click Publisher Admin Tools in the left navigation bar.
The menu expands to reveal multiple options.

Click Orders and Invoices.

Click Go to Orders in the top half of the screen.

In This Chapter

¢ Orders
¢ Invoices
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The Publisher Order page is displayed.
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Privae Flags are cnly visible lo the
Creator

Flags are oaly ACCapied by the
Pusisher

000033 OHU1/07 000003 0 PUBLISHIG Pizza tin
000079 0IRLUT 0OSOMY i

000028 D1EAT 000003 Zeverwm Tech STITE00 Process
TOTAL CLOSLD: $93,797.00
Ad Codes n blue are Specel Codes

0ZUTT QOIO03  Cariacs CWR, inc saus S1.53.00 Process
005042 ODSAT GOIO0 Cariacs MR, ke Pizea Hut 5222000 Process
005043 OHDNOT G0M003 Super Grande CMR  Big Banking S$16.224.00 Process
Super Grands CUR Lbau 3138000 Praces

TOTAL PROCLESID: $22260.00

Saus
0ZUZUT G0N0 Supee Grance CMR  Unau SLT1000 Process
TOTAL REJECTED: $4.370.00

SUBMITTED
R N s
bis

000072 OMIOOT D000ND  MesaTrats SLU00 Process
W@ D025 D1RENT DOMOI  Caraco CUR. he Zeurwn Tech 3158000 Process
TOTAL SUBMITTED: $8.384.00

TOTAL CROFRE: $174,711.80

»r MadEuTraks

All orders are provided in the summary tables. The tables are listed from the most
current processing action to the least current. The following summary tables are
available:

Summary Table Name Description

Closed Closed orders have no additionally functionality
and may be viewed

Processed Processed orders can be closed.

Rejected An order has been rejected. All Rejected orders
must be reviewed and then processed.

Submitted An order has been placed. All submitted orders
must be reviewed and processed or rejected.

4. If desired, select the desired directory, status, and date to sort orders.
5. Click View Orders.

The order tables are displayed as requested.

.+ User Manual
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Viewing Orders

You can view any order listed in any of the summary tables.

To view the orders:

In the action column for the desired order, click the word Process, if available.
The order is displayed.

9 CMRGATEWAY

BIRESTORY GUICK SEAREH PUBLISHER NOTICES
B3 Erner  wici or parta directary namber 1o sasrch for sraksbie dractones ] view Publisher Notices

Publisher -

Process Order
B My Account

B Logowt Order: Q0063
B Putishar Admin Ted STATUS PROCESSED
Quick Rate Update .
 Asd Directories. CUR Carsco CUMR, Ine.
Aad Print Direclonins. Chent BUs
Asd IYP Directories Drectnry; 000003
B Updatt Directonss
Updale Prin Direclories Sporting Goods-Fetad
Update VP Direclories. s 1172 mch Soace Lsting 0N
Usload Matketing Ualerists HTAL ]
Ecit Marketing Materials
AOUED Conacts TOTAL ORDER: $900.00
AR Notica
e e
Graphics
Clend Management

2 CMR Gateway

e only Accepted by e

24 Coses in biee are Specil Cotes

MedawTIraks

You can print, e-mail, or export this order to a PDF document. If the order is submitted
or rejected, you can take action on the order. If you need to communicate with the client
about the order, you can add flags.

Review or take action on the order.

Processing Orders

To process a submitted or rejected (resubmitted) order, all flags must be accepted. See
“Accepting Flags” on page 6-5.

To process an order:

Note:

In the action column for the desired submitted or rejected order, click the word Process.
The order is displayed.

Accept all flags.

Each flag must be accepted individually.

The Process Order button becomes active.
Click Process Order.

The order is moved to the next processing level and displayed in the appropriate
summary table.

\o' User Manual
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Flagging and Rejecting Orders

When publishers want to reject an order, it is customary to add a flag to the order to tell
the CMR why it is being rejected. The CMR can then take action, address the flag, edit
the order, and resubmit it to the publisher. At this point the order becomes ‘““submitted”
again and the publisher can choose to accept the flags and then reject or accept the flags
and process the order. The instructions for accepting a flag are described in “Adding
Flags to Orders” on page 6-4. Instructions on rejecting submitted orders are described in
“Rejecting Orders” on page 6-5.

Adding Flags to Orders

Flags provide warnings or comments made by either the Publisher or the CMR. These
flags must be accepted (resolved) by the publisher before processing an order.

To add flags to orders:

In the action column for the desired order, click the word Process, if available.
The order is displayed.

Click the Order number, Heading, or AdCode you wish to flag.

The flag comments box appears.

Order: 00072

STATUS: SUBMITTED

CMR: MediaTraks
Client: B.J.s
Directory: 000003

A B C-Coupons

DCwT 52,784.00
TOTAL: $2,784.00

Accountant-Certified Public

2 inch Space Listing £1,140.00
TOTAL: $1,140.00

Dairies

S 1 1/2 inch Space Listing

ABLN  Anchor Bold Name & Number Listing 50.00
TOTAL: $900.00

TOTAL ORDER: $4,824.00

ADD FLAG COMMENTS TO: 72/ /

D Private Flag

Enter the desired criteria.

You can enter a comment in the text box. If you wish the comment to be private, check
the private flag box.

Click Add Flag.



Orders

Client Accounting

Flags are displayed in the summary table as follows:

Flag Description

2 Comment Flag

") Private Comment Flag
& Accepted Flag

Rejecting Orders

If you have not accepted all flags in the submitted order (submitted orders are listed in
the submitted orders summary table), you must reject the order.

To reject an order:

In the action column for the desired submitted or rejected order, click the word Process.
The order is displayed.
Do not accept the flags.

You can accept some of the flags, but at least one must not be accepted to reject the
order.

Click Reject Order.
This order is placed in the Rejected orders summary table.

Accepting Flags

When flags have been added to submitted orders, you can accept the flags and then
reject or accept the order. When flags have been added to rejected orders, you can accept
the flags and then process the order. The instructions for accepting a flag are contained
in this section. Instructions on rejecting submitted orders are described in “Rejecting
Orders” on page 6-5. To process the order after accepting all flags see “Processing
Orders” on page 6-3.

To accept the flag:

In the action column for the desired submitted or rejected order, click the word Process.
The order is displayed.
Click the flag.

User Manual
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New information appears below the flagged entry.

Order: _00049 & =%
STATUS: REJECTED

CMR: MediaTraks
Client: SAMS (1236)
Directory: 000003

=} Abrasives

02/06/2007 - RMarquez {pub) - We no longer carry this heading in this ®
directory. Please use Public Accountanis
Accept Flag
=} Tax Return Preparation
02/14/2007 - RMarquez {pub) - We don't carry tax returns as a heading x
Accept Flag
6HS 3 inch Space Listing $1,560.00
TOTAL: §1,560.00

TOTAL ORDER: $1,560.00
Click Accept Flag.
Note: You must accept each flag individually.

Once all flags have been accepted you can process the order. See “Processing Orders”
on page 6-3. If any flags have not been accepted, you must reject the order. See
“Rejecting Orders” on page 6-5.

Publishers can invoice their clients and manage the invoice process.

Viewing Invoices
You can view and print existing invoices.

To view invoices:

Click Publisher Admin Tools in the left navigation bar.
The menu expands to reveal multiple options.

Click Orders and Invoices.

Click Go to Invoices in the bottom half of the screen.

User Manual
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The Invoices page is displayed. All invoices are provided in the summary table.

2 Publisher Invoices
My Account
Logout
Cariaco CMR, Inc. 10 53765880 3 L] $0.00 T 2526720 A m
CARALD PUBLISHING 1 5375840 [} 1 $0.00 ST L} sm v )
MedaTraky 2 $57.19050 2 1 5237850 308200 L3 S E1060 - m
Super Grande CUR 2 $15.84280 L] o 000 0,00 2 1524260 m
o o MedsTraks'
4. Click the + to reveal the invoices for the desired client.
5. Click the Invoice number to display the actual invoice.
@ User Manual
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You can print, e-mail, or save the invoice to a PDF file. You can also close or delete the

invoice.

K CMR GATEWAY

B Home
£ My Account

Publisher -

View Invoice

1 Logaut 5afy
1 Praslisher Admin Tool
Gulck Rate Uipdate

B Add Direclories
Add Print Cin 5 INVOICE
A3 VP Directonies

B Update Directones
Update Print Directones Mo 0030 Date: 03132007
Updale VP Direclonies.

Publishes CMR
Uipload Markibng Uatenats CARIACO PUBLISHING MediaTraks

1019 W 106 AVE CIRCLE 2050 SW 370 Aemnus
Cait Wareeung Matenals Siste #110
AJQEQE Contacts Mzl FL 33130 Miami, FL 33133
AU Notice Ta5-58-0444 30 036

Crders & Invaicas
Graphics ORDER 09022 Zewgram Tech-D00033-Broward Cognty ¥P AMOUNT BILLABLE

P— 01 - ABRTION ALTLRRATIVS

S 112 inch 5 ling 300 00 81000
B 3 2 g $1.300.00) 5124200
B Product 3sanch T Tradermark Amgutar Typse lame (upper asd kaer cann) | 318600 514040

Print Directones Listing
IYP Directories WEL | imtn Fage Amguse Typs Hame Laing s1se00] sua0an
Interactied Direchones TOTAL: $2,332.30

Wobile Dire 02 - ABORTION SERVICES.
Directory As: AnCH WS 1172 mch Space Lstng woom oL
Publishers HE 2R 3136800 $1.24200

Marknting Mateeial Saarch TR | Tradema: jr Type Hame (upoer aed lower case) | $156.00 514040

MR WEL | iWhie Page Aeguisr Type Hame Listng 800 $14040
Puslisher Hotices TOTAL: 8233250
Pratotype Diteciones Ty
Hational Directory Clases MS | 11@mch Space Latng 550000 $510.00
Aaved Direcionas List WS 22 L0 14200
Tear Pages m ok Rsguular Type Hame (upeer aed kraer canel | S155.08) 314040
Parimance Metrics

WRL | Wihkn Page Aeguls: Type Name Lnting $15200] 314040

TOTAL: $2,280

TOTAL BVOICE: $6,998.40

This invoice reflects & CMR dscount of 10.00%

rowians nr MOSEDTrake’

[Ccosenwoice | (Coeiete mvoce Baci iz nvaces

Click Back to Invoices to return to the invoice summary table.

Creating Invoices

You can create invoices to be sent to clients. Invoices can be created referencing one or
more orders. Once the Invoice has been created, you will be redirected to the Invoice
Form, where you can select to e-mail, print, or export the document to pdf.

To create invoices:

Click Publisher Admin Tools in the left navigation bar.
The menu expands to reveal multiple options.

Click Orders and Invoices.

Click Go to Invoices in the bottom half of the screen.

The Invoices page is displayed. All invoices are provided in the summary table. For

clients where an order has been placed, but no invoice has been created, the appears

in the action column of the client.

Click the for the desired client.

I 2 croes s wicie or partad drectiry nember b saarch for avalatis Grectores E] view Putlisher Hetices
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The Create Invoice screen appears.

9 CMRGATEWAY

rter & whole o pactal dreciary fember 10 S8ACh for avalatie drecionss View Publisher Netices

Homa
My Account

Publisher -

Create Invoices

R MediaTraks
Adsean 2950 SW 278 Averwe Frees
Suite #1140 Eraste Bretncen by ratsemicng 1 or
mare crdrs. Jeat chck he checkbox
Gy, Shate: Wheert, FL e b e doaied cedr b vveice and
Fhane 054443006 thck It Croale nyveice Buzon
Gnce the nvoice has been creaied, 3
il st i 3 b Cpen, s yoos
onpens sica Form,
e cun cun Enm wiare you 8 Beiect 1o emal. print 2
Select Orders  Chent  Processed Amount  Fes  Amount  CMR Gt Lo b
B | oo [zewramreen | 2ot | snrvens| 1noom| sree] sssessn
O | coses [nasascs mosar | A0 10008 M WTEM
Aresice Stabus
SELECT THE ORDERIS) YOU VASH TO INVOSCE TO THIS CMR AND EHOOSE AN OPTION BELOW u Dper

L an nviice 8 Open. the
e and prices reflected in €

e
in the system

Ceger States are setis
Closad
when an nvsics i Open

adstments made 10 AsCodes
ke will o be refiescied i the
e, Coasd nvesces
eanaet b deeter

¥ 8 nvoice is Reopensd
B stalic Ine de are
ted,

dale

= B3 sui B et
Open

= s Orders are setio
Procrased

Click the checkbox to the left of the desired order to invoice(s).
Click the Create Invoice button.

The invoice is created and displayed. You can print, e-mail, or save the invoice to a PDF
file.

Click Back to Invoices to return to the invoice summary table.

3 User Manual
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Chapter 7: Finding Directories and Uploading

Note:

Graphics

CMRs can search directories to locate prime listing opportunities
for their clients. Publishers can search for their own directories to
verify their availability.

Once CMRs locate the desired directory for which they want to
place an order, they can place that order from the directory’s
Directories Headings subtab. To start the order process, use the
Headings subtab and the shopping cart. See “Creating and
Submitting Orders” on page 8-1 for details.

The CMR Gateway offers multiple ways to search for directories.
National closings for directories are listed in the in-line help area.
Please note these notices as you are searching for directories.

To search for specific directories:

Click CMR Tools in the left navigation bar.
The menu expands to reveal multiple options.
Click Product Search.

The menu expands to reveal multiple options.
Click Print Directories.

In This Chapter

Print Directories
IYP Directories

Other Directory
Types

Publisher
Details

Uploading
Graphics

Other Directory
Views

Maplt

7-1



Print Directories

Finding Directories and Uploading Graphics

Print Directories search criteria boxes are displayed.

s CMRGATEWAY

5 | EEEE il ceucory st 0 Baach e vadabl drectors

B Homa
£ My Account

Directory Search

B Logout

The CMR Gateway offers mutile ways to search for drectories
£ Publishar Admin Tools

National Closings

Tip Coda Quick Search DMA Quick Search
Enter 3 3p coge 1o Search for Salect 3 DA area 1o Search for
WAL Dreciones avalable deeciones. (Top 100
listed)
Zoces . [
‘The folowing diectories wil cose
|- Select a DMA - | satenaly o the next £ daya
Arua Code Quick Search A‘Ig{\“:"k':q::':w
Enter an area coce b search for R
avanlable dreclories. e
anagement () R e s BETIE3 - Velow BookUSA
Area Codes ] - ovtame0r
Enber an Ad Code (IOAC) sndior
descripbon fo search for avadable SEETED - Velow Beok USA
oo High Panhansie
State Qukck Search DRITE - 042007

Ad Code:
Ad Descripten: Linn-erton Counties

0F - BIHAZ007

B CMR Tools :ﬂlld!ﬂ’.ﬂ-wu-dﬂm available

Same:

| - seeet samtePravesnce — - ol 100541 - Yelow Book US4
> Uidiesex Cousty

] o

Stte:

[~ et Stammravaence — -
Town Quick Search

- Seiect Regen - |9

10501 - & h
S o .
Town Mame: mwmuuu::w S 210 GG irectones

ooy w5 3ATOOF
anxzm:r' Median Income Quick Search SHEEE - FI. Lisderdals Publiashing. he:

Suser Huge Tast Deectory
i Select 3 minimum and madum FL- 00152007

T mgcian income range, to search for

— Geest SuteProveence - - eatiaria. Fepact Chaian Tinphione Demesary
Washigion - 03152007

Minimum: | wder $10.000 M

SOUE6 - Vabey Velow Pages

Maximum: | over 5100000 M i
e i eansa00F
County Duick S L
il TO RAow Yool S420CR, S949c1 ) 203507 - Yelow Beok USA
Entir M Rame of 3 county within Fegion of e LS 10 Search or Tucsos Regenst
e acea AZ - WIS 007
counte| | WS Region| - Seect fsgen - 9| 102023 - Maines Publshing, inc
Livingalon County
State. HY - SAE007
T RAMow your search. selecta .
state 1o 58arch for available 104181 . Ogeen Drcten
directories. ayetie Co
- Pa - O3ME00T
State: . N
e p———— :Iow g2 o Constvebew Pages
Ca < adnaaeT

Search
103763 - Whie Drectory Publaners
Jncisimme Beacnes Lrep
FL . oaaz00r

104435 - Whie Birectory Publshers
Saaops-Giens Fals Area
WY - BAHER007

P e i W ST NS N et P

/. Enter the desired search criteria.

Select one type of search and enter search criteria. The following search type boxes are
available:

Search Box Type Explanation
Zip Code Search by ZIP code
DMA Search by Designated Market Area ™

Area code Search by area code

State Search by state
Ad Search by UDAC ad codes and descriptions
Town Search by town
County Search by county
5. Click Search.
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The directories are displayed in summary tables for open and closed directories. You
can click on the directory number to view details about the directory and publisher (see
“Publisher Details” on page 7-5) as well as to upload graphics. See “Uploading
Graphics” on page 7-8.

You can search for Nationally Branded or Locally Branded I'YP directories.

Nationally Branded
You can search specifically for Nationally branded I'YP directories.

To search for nationally branded I'YP directories:

Click CMR Tools in the left navigation bar.
The menu expands to reveal multiple options.
Click Product Search.

The menu expands to reveal multiple options.
Click IYP Directories.

Click Nationally Branded.

The I'YP Search Results screen appears with all nationally branded directories listed in
the table. You can narrow your search by entering search criteria provided to the right of
the screen. You can click on the directory name to view details about the directory and
publisher (see “Publisher Details” on page 7-5) as well as to upload graphics. See
“Uploading Graphics” on page 7-8.

.......

B Home
B My Account
B Logout VP DIRECTORIES MATIONALLY BRANDED

VP Dirmetaries

CMR - I¥YP Directories - Search Results

B Publisher Admin Toots
B CMR Tooks
B Predud Search
Print Directones
YP Direclories
Intaractive Directories
Maobite Dineciones.
Directory Assistance
Publishers

Nty

Markating Wateral Search
Maph

PuBlishes Noices
Prototipe Direclonses
Mabonal Direcon Clses.

Saved Direclories List
Taar Pages
Perarmance Meincs

MedewTraks

\0' User Manual
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Finding Directories and Uploading Graphics

Locally Branded
You can search specifically for Locally branded I'YP directories.

To search for locally branded IYP directories:

Click CMR Tools in the left navigation bar.
The menu expands to reveal multiple options.
Click Product Search.

The menu expands to reveal multiple options.
Click IYP Directories.

Click Locally Branded.

Select the desired region.

The I'YP Search Results screen appears with all locally branded directories listed in the
table. You can narrow your search by entering search criteria provided to the right of the
screen. You can click on the directory name to view details about the directory and
publisher (see “Publisher Details” on page 7-5) as well as to as well as to upload
graphics. See “Uploading Graphics” on page 7-8.

--------------

B Homa
B My Account
B Logout IYP DIRECTORIES LOCALLY BRAMDED IN THE SOUTH WEST

|||||||||||||

CMR - I¥YP Directories - Search Results

2 Publisher Admin Teols
3 CMR Tocls
B Product Search
Print Directones
TYP Direclories
Intaractive Directones
Mabite Dineclonies.
Directory Assistance
PubliShers
Markating Wabseial Search

Mapit
Publisher Noioes
Prefotypa Directories

Matanal Directory Clases
Saved Direclories List
TearPages
Purtoimance Metics

o MedawTraks:

You can also search specifically for Interactive Directories, Mobile Directories, and
Directory Assistance.

.+ User Manual
7-4



Publisher Details

Finding Directories and Uploading Graphics

Once you have located the desired directory in the summary tables you can click on its
directory number to invoke the Directory Details screen. This screen provides details
about the directory and the publisher as well as the ability to upload graphics. This
section summarizes the information available about the directory and publisher. In
addition, publisher notices and directory closings are available on the right side of the
screen.

About

The About tab provides summary information about the publisher. You can also get to
this tab via the Publishers link in the left navigation bar.

I 2] e s whcle ce gartnl Seecory number to search foe avadabie drectires EJ \eew Publishar Notices

3 Home

B My Account

B Logout

[ Pubisher Admin Toots

B CMA Tooks

B Preduc Search

Print Directonies
IYP Directones
Interscive Directcries

ugh elow Dock's
Vel ook one o Pubasher Notces
Marketing Material Search

mech
Map i o s July 2005 ac ahrig, o 2
Pulisher Notics Cohambea. Far more ifoemabion visk the Compsny wiebads at wiww yeRwhSoL com
FPrototipa Directones
MNational Directory Closes:
Haved Ditectones List
Tear Pages
Peramance Uetnics

76 - High Pantandie
DN - 04007

R v LN N - ‘_'_.___AJH\_/'}-‘—'-";-‘JJgW Soutes A
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Directories

The Directories tab provides summary information about the directories provided by the
publisher. Individual directory level detail is available by clicking the directory number

in the directory summary tables.

9 CMRGATEWAY

01261 MO Bowe

Cloasd Durmesorinn

Farformance Matrics
012450 MO Canrol Cosnty
SIMTE WD Obey
0392 WD Crofoe

Cpan: Dirwcsarins [chick haades b sort by deaired fisld)

DISTRIBUTION [RATIONAL CLOSE

45500

N
85,000
17800

2000

04TR0NT

I T [ e

0102007
onwaar
02eNR0T

View Putlisher Notices

This Fuslsher as not activaced the
CUR Ordering systen

W WD Martord sMmo  0sasIeT Publisher Notices

WS WD Lawel 0100 oTIRNT i
[rp—

SIMEZ MO Hewand County 400 1022007

MY WD Calosavile W00 HATRNT

Bedks closing I the hasd 30 days

v or MadiEoTrake'

Once you have selected a directory, you are placed in the Directory level details subtab
and you can save a directory to a search list by clicking Save Directory to Search List.

o Homa

1 My Account

B Logout

2 Putlishor Admin Tooks

£ CMR Tooks
o P arch
Print Direcis
TYP Dirs
Intracti Directonies

bite
Durectory Livel Details

Heatinge | Ad Rates | Specisl Hates | Ad Spece | Demogeaphics | Area bap | Town Bistibation | Marketing infarmation

Sareg i ote Sosch Liat Pulb Code: 0603
Durectory Detals This Pusliaher has nct Bctvated the
M 032283 - Bowie: AR Girdming systen
Tram tolkirwing ave e detals for this directony. Pubabor Nolons
Directories List YPA Publisher: Ye3 Protosype Drectony: ——
Te ] Directoey Name: Boae Directory Status: Open o
Performance Melrics Directory Number. 232263 Cotumny: 3

Mamonal Close: (4272007
White Page Close: S4272007
Pul Date: 0792007

Distributioe: 45,900
Primary Language: Engist
Second Language:

Version Lengthe mentts

Rate Lock in effect untit 043772007

Bocks clesing in e next 3 days

Direetory Version: 1
Rmte Leck: Yes

e or MeciECTrake

Note: CMRs use the subtabs in this tab to begin the order process. To start the order process,
use the Headings subtab and the shopping cart. See “Creating and Submitting Orders”
on page 8-1 for details.
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Finding Directories and Uploading Graphics
Contact Information

The Contact Information tab provides general contact information for the publisher.

\‘_1 CMR GATEWAY

B Home

1 My Account

B Logout

2 Publisher Admin Toots

B CMR Tooks

B Proguct Search
Print Directones
TYP Direclories
Intaractive Directories
obibe Ditectories

This Pusksher has not Betiated the
CUR Orgming system

Putianor Nubces

Prototype Direcionies
Maonal Directory Clases
Saved Direclories List

Tear Pages

Periormance Metrics

o MedETraks:

General Marketing Materials

The General Marketing Materials tab provides access to marketing materials about the
publisher, not to a specific directory. You can also get to this tab via the Marketing
Materials Search link in the left navigation bar.

Directory Marketing Materials

The Directory Marketing Materials tab provides access to marketing materials about a
specific directory. You can also get to this tab via the Marketing Materials Search link in
the left navigation bar.

9 CMRGATEWAY

FUBLISHER SUIEK SEAREH BIRESTORY GUIEK SEAREH FUSLISHER HOTIEES
El I F froe o woom or partsl drsctery ramber to sssech for avaiabis desctonms. D View Publisher Notices

B Homa

£ My Account

Interactive Directones
Mobile Direclories.
D
Putlishers
Marknting Masesial Seanch
Map i

Publisher Nolices
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Note:

Once CMRs have located the desired directory in the summary tables, they can click on
its directory number to invoke the Directory Details screen. This screen provides details
about the directory and the publisher as well as the ability to upload graphics. This
section summarizes the method for uploading graphics for the specified directory and a
specified order.

Most graphics formats are accepted.

To upload graphics from the directory details tab:

Click CMR Tools in the left navigation bar.

The menu expands to reveal multiple options.

Click Product Search.

The menu expands to reveal multiple options.

Click the desired directory type.

Locate the desired directory and click its directory number in the summary table.
Click the Upload Graphics tab.

Upload graphics options appear.

MedawTraks

Select the desired directory name from the list.

Enter the order number in your order file.

Use the Browse button to locate the desired graphics file.
Click Upload Graphic.

In addition to Searching directories, see “Print Directories” on page 7-1, and quick
information about directories, “Quick Information Bar” on page 2-4, you can view



Maplt
Finding Directories and Uploading Graphics

Prototype Directories, see a list of National Directory Closes, and view a list of
directories you saved with a click on these features in CMR Tools.

Maplt
The CMR Gateway allows you to view a map of the area a particular directory serves.

To view directory maps:

1. Click CMR Tools in the left navigation bar.
The menu expands to reveal multiple options.
2. Click Mapilt.

The Left Navigation bar is repopulated with search criteria and the Display area is
populated with a global map.

5. Select the name of the publisher, the directory, and enter the desired zip codes.
4. Click Load Map.

The Display area is populated with the specific map requested.

You can return to the default left navigation bar by selecting Home.

O User Manual
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Chapter 8: Performance Metrics

The CMR Gateway allows you to evaluate the performance of In This Chapter
listings in directories. You can run a variety of marketing and

. - . . * Marketin
financial reports to assist in your evaluation of ad placement. This Reports g
feature is currently available for demonstration. ) )

¢ Financial
Reports

To access performance metrics:

Click CMR Tools in the left navigation bar.
The menu expands to reveal multiple options.

Click Performance Metrics.
Select the desired marketing or financial report link.

) CMR GATEWAY

GimEcToRT GuIck sEAmEH PumLisHER NoTICE
3 rier s wicis or pactal drectiry namber ta saarch for valstis drsctories E] view Putlisher Netices

2 Homa
B My Account
B Logout Fisparing Perfzonance Ustrics for: Texas Publishing dba Greater Corpus Chiistie Telephone Directory

Ferformance Metrics Reporting Center

& Publisher Admin Tooks

1 CHR Tools
B Produd Saarch Cas by Directony and Mopgnn Regan

Marketing Relsted Reparts.

Print Dirsctanss e Coge Bopory - Cals re p code
g WUAL Beport - Cals receved by

Intaractive Direciories

Mobite Dirgctones Financi, a1 Redatst Hiprtn

Directory Assistance
PuBShEs
Markating Material Search
Maph
Publishes Noioes
Prototipe Direclonses
Mabonal Directon (3s6s
Saved Direclories List
Tear Pages
Periormance Wetics

Comd Por Luad by Divectory Reoord

MedewTraks

Enter the desired criteria.
Click Run Report.
The report is displayed.



Marketing Reports

Performance Metrics

Marketing Reports

There are currently three types of reports that can help you evaluate your marketing

SUCCessS.

Report Name

Function

Calls by Directory and
Heading Report

Zip Code Report

UDAC Report

Generates a report that lists calls received by
directory and heading.

Generates a report that lists calls received by zip
code.

Generates a report that lists calls received by
UDAC codes.

The following example is a Zip Code Report.

B Home
B My Account

B Logout

£ CMR Tocks

Perdormance Metrics

.+ User Manual
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Financial Reports

Financial Reports

Performance Metrics

You can run a financial report to evaluate the cost per lead based on calls received.

9 CMR GATEWAY

Selact 8 Publaher ~

Homa

My Account

Logaut

Pudisher Admin Toots

Performance Metrics

Reporting Center

Coepas Christie

Tew Publishes

Reparing Performance Wetrics for: Texay

€PL Report - COST PER LEAD Repert

Bapert Date: Mareh 2007

Directory Hame: Heading DOAC  AdCost  Connected Calls  Avevage Cost
Corpus Christi Area-Wide Telechone Drectory  Carpet & Rug Cieaners oFF 8152200 40 53004
Corpus Christi Area-Wide Teleshone Directory  Coplers & Supples COME  $43800 [ 55475
Corpus Christ Area-ide Teleghone Drectory  Gas Station =21 STI600 sa247
Corpus Christi Area-Wice Telechone Diectory  Giass-Ausomoble =21 STI600 % 51950
Corpus Christi Area-Wide Teleghone Directory  Heating and ArCendiiening P 3152200 6 525087
Corpus Christi Area-Wide Telezhone Directory  House Decorating o STTE00 F ST
Corpus Cheist Area-Wide Teleghone Drectory  Reetal ServiosSteees 8 Yards  CTOP  §0,150.00 L 27T
Corpus Christi Area-Wide Teiezhone Directary  Securiy Systems =] STTE00 & 51252
showm.

specifiz bar 1o display the zipeode

o MeciEuTraks
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