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Responsibility

As a Director of Community Event Sales you are responsible for creating relationships
with the directors and people in your area that can help you stay on top of the events
happening locally. You also need to develop a good relationship with people in the
other departments of the station, having good relationships with the news department,
traffic and billing, production, and especially the outside AE’s will help your Community
Event Coordinator (CEC) team do a better job of serving the local business owners.
Events that you are selling might be newsworthy, and you should let the news
department know about it. As a department designed to generate revenue, you are also
generating more work for traffic and billing and production. The three departments
should do everything possible to make transitions smoother. The AE’s might be
servicing the same accounts you are calling upon and anything the AE knows about
those businesses should be information that the CEC's have access to and vice versa.
The CEC department needs to have good relationships with everyone at the station!

As a Director of Community Event Sales you are also responsible for motivating your
team of CEC’s. They should be competitive, money motivated people, but that doesn’t
mean that they won't need an occasional motivator, especially when they encounter a
lot of no’s from the business owners they are calling. It might take seven to ten no’s
from one business owner before he/she says yes, but the more he/she talks to a CEC on
the phone, the closer he/she comes to saying yes for the first time! There are lots of
ways to motivate your team. Everything from laying a $50.00 bill on the table and
offering it to the first person to sell X new accounts to handing out an inspirational flyer.
In order to get the most from your team, you'll have to get to know your team members
and find out how each person is motivated.

The final thing that the Director of Community Event Sales needs to do is keep calling!
You need to be the top seller on the team, and you have to practice to keep up on your
skills. Not only should you be calling on your contracts to keep you updated on events,
you should be generating the goals and materials for your new events, motivating your
team, and helping to sell the events on the agenda. Your team will follow their leader
and gain courage and confidence just by doing as you do.

We would like to suggest

Contact list

SalesReady® suggests making a list of contacts to call about area events, and updating
that list frequently. The Event Contact List Page included in your information is an
example and a beginning for your update.

Keep 6 to 10 events selling at all times

SalesReady® suggests keeping the Event Calendar complete with six to ten events at all
times. Find events any way possible, funnel ideas from anyone and everyone. Make
decisions on packaging, pricing, and when the messages are going to air. Schedule
everything for the events so that the CEC team can see electronically what is on the
menu, so they can keep calling, moving to the next event.
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Record of events sold each year

SalesReady® also suggests keeping a record of what events were sold each year, as
well as what your target goal was, and how much money was actually collected on that
event. This record will give you good insight on year-by-year record of how your CEC
department is doing. You have access to an electronic record of sales in the Event Info
screen, and a hard copy, fill-in-the-blank form is in your packet of materials.

Concept: Why SalesReady® makes event sales profitable
SalesReady® is a business model for your station, cluster, or group. It is not a
software/hardware combination, but rather a proven, thought-through, reproducible,
systematic, reliable, flexible revenue generator. Outlined below are reasons why event
sales work and how they have been proven to work.

Event sales as a numbers game

Definition

An event sale, simply put, is the promotion of local, regional, national, or international
happenings or occurrences. Whatever happens, occurs, takes place or is recognized in
your coverage area, can be packaged and sold.

The evolution of event sales

Event promotions often referred to as PSAs (Public Service Announcements), in the past,
and to a certain extent even today, often were aired for free. Many media outlets
realized that if someone or an organization believes the event is important enough to be
publicized then someone else probably feels it is important enough to pay for
sponsorship.

Characteristics of an event sales package

Events span from the dedication of a bridge, to a pancake feed, to a local festival, to
high school sports, to safety and awareness weeks and months of every flavor, to
national holidays, to...well, you name it. The main element is that a given demographic
amongst potential business customers in your coverage or market area identify with the
event. Especially if an event package can be pitched with an element of emotional
content, some businesses in your coverage area will buy it.

Event sales as a profit center

The point in selling events is that the seller has maximum flexibility in the pricing,
structure of the ad copy, schedule placement, and frequency. In some small market
stations, the dollars per airtime minute yield rate on event packages run 3 to 6 times
higher than their average ROS rates. Ironically, event sales provides the means to
regain control over your account executives, who often have no feel for yield
management and sell large packages with freebies at rates substantially under your
average or desired ROS rates.

Low dollar event sales improve your ROS
Event sales do not dilute the pricing structure quoted to your regular advertisers. In
situations where a regular advertiser complains that someone buying an event package
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gets a better rate than them, quite the opposite is true. Sure, event package buyer may
be paying an effective $10 a minute, while the regular advertiser is paying $12. But the
regular advertiser is then informed that event package buyer was only one of three to
five different sponsors with tags in the package which was aired, which means the event
sponsor paid effectively 3 to 5 times as much.

Broaden the customer base

Everyone knows the old saying, “don't put your eggs all in one basket”. Event sales
have the advantage over traditional advertising packages in that the price of admission
is rather low to the buyer, which results in sales to many businesses who normally
would not spend money at the radio station.

Increase sales from regular advertisers

Event sales allow stations to extract more dollars from their regular advertisers. Even
though the regular advertiser may have budgeted a specific amount for their
advertising, they too can make emotional decisions or wish to be seen as providing a
community service, and pay to sponsor events. Targeting specific events to specific
regular advertisers often results in a slam-dunk sale. Everyone knows that the ones
most likely to buy from you are the ones already buying from you.

Possibility of add-on sales

Many stations combine event sales with customized advertising for the buyer. The
buyer may be a sponsor tagged on the event but simultaneously get a series of ads
specific to them. In most cases this is offered as an incentive to sponsor the package.
In some cases this eventually leads the buyers into becoming regular advertisers.

A typical objection: Event sponsorships dilute the quality of our programming

While many stations air the events with a straight voice and no beds, the structure of
the event promotion can be made to sound like a news item instead of advertising and
as such is a public service. On the other hand, if the event packages can yield a per
minute rate 3x or more higher than your average ROS, don't you think it would be
worthwhile to look to see the impact of doubling or tripling the production costs and
creating on-air events in line with your current programming? Chances are, the
effective yield rate will still be higher than the ROS.

Another typical objection: Event sales underestimate post-sales costs

Profiting from a large number of small dollars sales is not difficult if you use a system
which removes steps in customer billing, makes use of pre-established ad copy, and
allows you to tag multiple sponsors in an ad. Event Sales provides a way to gain back
the certain amount of lost revenue and opportunity that occurs because AE’s are simply
unable to service everyone. The AE’s and CEC’s (Community Event Coordinators) should
be working together to provide maximum opportunity to more businesses. By tagging
multiple sponsors to event packages, the ROS rate can triple, meaning new revenue
where revenue was previously lost.
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Concept: Understanding templates

The Role of Templates in SalesReady®

A template is a form designed prior to use, which contains everything you wish the
customer to see. Itincludes the station/cluster letterhead and logos as well as specific
information about a specific event. When a template is launched in SalesReady®, it is
no longer a general, boilerplate form for that event, but rather a personalized document
specific to a single customer because SalesReady® uses merge fields to import the
customer information. The reason that we have created templates to create
personalized documents is to save sales people the time-consuming step of hand-writing
customer contact information on multiple forms every time they make a sale. In event
sales, the main limiting factor is the number of optimal phone minutes in a day; make
the most of those minutes.

SalesReady® “Master” templates need to be stored in a location that makes sense to
everyone. The most accessible place to locate your templates is in the “general” folder
of the “Shortcut to Docs.” The person responsible for revising/ editing the templates
can find them and copy & paste them to a new location when used for a new event.

One single order-form or brochure for each event includes all the possible pricing
packages as well as all the current ad copy variations. Then when a CEC launches the
template, he/she simply deletes the pricing packages that are not relevant to a
particular call, and deletes any ad copy that the customer did not agree to, and re-saves
the new document into a completed folder.

Components of the SalesReady® provided events:
You can start selling from day one with over 100 SalesReady®-provided events.
The starter pack of events includes:

The template broadcast order-form

(can be used as a liaison between CECs & Production)

The template (pre-customized) order form/ invoice

The template customer information sheet/ faxable brochure

The template ad copy sheet

1. SalesReady® Broadcast order-form

The SalesReady® Broadcast template is meant to fill the need of a communication link
between the telesales department and the traffic and billing/production. It gives those
departments a way to schedule how and when the event messages will run.

2. SalesReady® order-form/ invoice
The order-form is pre-customized by SalesReady® to match your station or cluster’s
brand or image. It has a polished, professional image.

While the customer is under no obligation to use the SalesReady® order-form, its use
saves money and makes money. Savings and increased earnings are achieved because
the order form simultaneously performs three functions: Invoice, Production Order, and
Traffic/Scheduling.
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Invoice Function--When an order is taken, and after the CEC has confirmed the
customer address information, the customer is asked if they would prefer to be invoiced
by fax, email or mail. When the form is launched, it is automatically personalized with
the updated customer contact information. Now, depending upon the philosophy of the
station, the CEC simply deletes the information that is inaccurate. For example, if the
customer buys the $100 package, the CEC deletes the $50 and $150 lines and the other
options are gone, the customer has an easily understood document.

Production Order Function--Preloaded onto the order-form template is boilerplate
version(s) of that event's ad-copy. If the CEC chooses, he/she could cut and paste the
tag the customer wants directly from the customer notes section in the database into
the appropriate space in the ad copy of their choosing.

SalesReady® Traffic/Scheduling Function--Since events usually have predetermined
days or weeks in which they run, and that they may be scheduled BTA or have already
been given pre-defined rotations, this information is entered onto the invoice/sales order
template. Thereby, when the sales person deletes the inappropriate sales package
lines, the correct scheduling information remains. In some cases, this may save yet
another form to be filled out.

Sending the customer the invoice after the sale makes you money because the quicker
you invoice, the quicker you get paid, and lessens the likelihood of slow payment or
non-collections due to "buyer's remorse". The smartest thing is to get the money
upfront, prior to production. By sales directly invoicing the customer right after the sale,
you potentially save the cost of producing unpaid ads. Because we recommend selling
events 4 to 6 weeks prior to the event airing, accounts receivable has plenty of time to
let sales know which accounts are still open as far as two weeks before production
begins. The sales person can flag the accounts and remind them to pay with a call. If
the money is still not there at production begin, the non-paid orders can be pulled at
managements discretion.

Note: SalesReady® does not interface with existing Traffic and Billing systems.

3. SalesReady® brochure/ customer information sheet

The faxable brochure is a customizable template onto which SalesReady® embeds the
station or cluster’s logo, contact information, etc. to maintain brand image. The station
may also wish to pre-define the package size(s) that can be loaded onto the template
ahead of time. The brochure has merge fields, which enables the CEC to send a
personalized fax or letter describing the event at the customer’s request. This faxable
brochure serves two purposes:

More information -- Some customers may be interested in the event, but either don't
have time to listen to the pitch, or they require more information. The brochure enables
the CEC to send the customer the information almost instantly from the computer via
fax or email, allowing them to provide efficient customer service in a fraction of the time
usually required.
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For mass faxing or emailing -- Fax 80 to 150 brochures per CEC per day, and do follow-
up calls to the businesses the next day while the fax is still on the decision maker's
desk. The close ratio with this technique is typically above 10%. This technique is still
not as good as cold calling with a good pitch, but its advantage is that even people with
reluctance to cold calling can make sales, because viewed psychologically; they are
"following up."

If you choose, the brochure also serves as an order confirmation form. Assuming you
add the cost of sponsorship to the template, then all the customer has to do is sign it
and send it back. For stations that never accept an order without a customer's
signature, this brochure template may be renamed "order confirmation template".

Then, after the verbal phone sale, the order confirmation template may be launched and
sent to the customer with the request that they sign it and fax it back.

4. SalesReady® ad copy sheet

Each SalesReady® provided event has between 2 and 5 versions of ad copy. The ad
copy is designed to support multiple sponsors, the number of which is the decision of
the station or cluster. We are adding ad copy versions on a continual basis. Customers
on our support plan receive regular updates.

Security management features

Learning the extra features of the software
Certain management buttons will be disabled for most members of the call team, but
the manager needs to have a good grasp on these features of the software (you can
always call 1-800-833-4459 and ask for Event Service Department for assistance with
features of the software). Specific features allowed for managers only include:
¢ Rep management
o Adding new reps to the system (new hires)
o Generating reports to keep on top of your team and your sales
o Motivation/ incentives to keep the team calling and selling
¢ Event management
o Navigating the event information sources in the software
o Event editing buttons
o Adding a new event
o Event document editing buttons
e Additional management tools
o Pitch delete
o Last caller change
o Sales rep assignments change
o Mass update (database)
o Import export (accounts for database)
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Community Event Coordinator management: Adding new reps to the system
(new hires)

SalesReady® provides easy automatic monitoring of your reps to maintain an encourage
accountability. Due to turnover issues, you WILL have to add and delete user names
from the software, not only so your new employees can log in & old employees cannot
sabotage, but also for statistical purposes.

You need to determine whether you have (1) secure logins or (2) workstation logins.

To add rep logins for a workstation setup:

Begin by clicking the yellow Sales button (alt-9 on your keyboard).

Go to the SalesReady32 menu on the left side of the screen. The drop down menu
includes a choice called Edit Sales Reps. See the diagram below to find the
SalesReady32 menu as well as the Edit Sales Reps drop down option.

2 WireReady32 ===l
SalesReady3z File Progryms  User  Window Help
Fax Selected
Mass Lpdate
x|
4 F& | Ctrb0 | Wiew | Delete | Event
| 4dd | Eeport| User | Record| Record| Info
Account | | categor | sales Rep | callBack | Last pitch on | B
24 Hour Swe & Repair 5531-23 —
2nd To Mun 7536-01
3 G Electric Inc 1731-01
4 Paws Pet Grooming ... 7520-04 07110/2003
5-5 Distributors 5962-01
5-5 Trucking 4213-04
7L Hunting Ll 7999-34
84 Lumber Co 5211-42 Wed 08/04/2003 11:30 06(04/2003
96 '8 Quick 5411-03
A 8 A Advertising 3993-02
A & A Body Shop 7532-01
A & A Exterminating 7342-01
A & A Roofing & Cons... 1542-13
A & A Trading B221-04
A & B Spirits s921-02
A 8 CRental 6513-03
AL Ak Gallery 8. C... 5999-59
A & W Family Restaur,.. 5812-08
A & Doerr Merc Co 5231-07 0&/04/2003
A Cuk Above 7241-01
A G Edwards & Sons Inc 6211-05
A G Liquid Systems Inc 5083-10
A G Systems Inc 5083-05
A G Yentures 7620-03
A I Leasing 7359-33
A M Clevenger Amwa,. . 5963-04
A M Heartland Invest... 6211-05
A Plus Appliance Sve 7629-04
A R Supplies S087-24
ATERT 4899-03
A To £ Land Surveying &713-01
A To Z Land Surveying 8713-01
A's Counseling B Ref... §399-02
A-1 Custom Exhaust ... 7538-01
A-1 Glass Co 5231-10
A-1 Locksmithing 7699-62
A-15ign Co 3993-02
A-1 Storage 7389-83
Aai Bondinn R3G1-1 El
|MClose%s 0 YClose® 0 |User: Rita Conners - Rita |Database: sales |Records: 5379 4
I ersian 3,803 5M; 9708 pigharn [ [Test Gerial # o+:43:01 P
iﬂstart”J il Nl ) |] [@lib...| Bce... | Eisal.. | £170...] Eod...| Eiral..| E1E. i|;§\wr... [ mE S @ AR auzmm

Upon choosing Edit Sales Reps, a separate dialog box opens giving a manager the
opportunity to assign month-by-month goals, as well as save the user complete names
to be used as salutations on the order-forms and brochures. See the diagram on the
following page.
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Sales Reps

Fep | Guan | O-Feb | Qdar | Getpr | Oday | Odun | BJul | Ossug | B5ep | 0-0ct |
Krs 2000 2000 3000 3000 3000 4000 4000 4000 4000 SOO0 F
Mick 1000 1000 1000 2000 2000 2000 2RO0 2500 SROO0 3000 :
Bob 0 0 0 0 0 0 0 0 0 0 [
Dave 0 0 0 0 0 0 0 0 0 0 [
Rita 0 0 0 0 0 0 0 0 0 0 [
Peon 0 0 0 0 0 0 0 0 0 0 [
Katd 0 0 0 0 0 0 0 0 0 0 [
Api 0 0 0 0 0 0 0 0 0 0 [
whsi 0 0 0 0 0 0 0 0 0 0 [
Josh O 0 0 0 0 0 0 0 0 0 [
|
Delete

Cancel

-

Click on the New button to add a new rep name. You are limited to 4 characters, no
spaces in the first box. Tab through the remaining boxes to add information as you see
fit.

zl
Fep Initialz Fep Name

|iaru:| |J arrod Heinze Cancel

— Salez Quotas
Januarny Februamy  March April hd an June
{2000 [2500 | | | |
July August  September October  Movember December
I I I | | I

Click OK to exit the Edit Sales Rep box back to the Sales Reps box. Again click OK to
exit back the SalesReady® database.

To add rep logins for secure login setup:

To enter, use, modify, or remove representatives in SalesReady®, you must execute the
Setup32 utility separately from the SalesReady® program. To run the Setup32 utility:

Click on the Start button in the bottom left corner of the computer screen.

Click on Run.

Find the following path in the drop down list: w:\wire\INSTALL\setup32.exe
If that path is not present, then type it in yourself.

Page 11 of 55: version 4.009 10/11/07 CECDirectorHandbook-LATEST.doc

Copyright © 2002-2003 WireReady NSI. For use by the SalesReady customer, their employees, and their advertisers only.
Not for reproduction, duplication or distribution in part or whole, to third parties outside your facility without the expressed written permission of WireReady NSI.

SalesReady 24/7 technical and sales support line (800) 833-4459.

=



5. If your desktop is not already cluttered with shortcuts, you may consider adding this
file as a shortcut.

OR

From the desktop, double-click on the My Computer icon.

Double-click the server drive containing the SalesReady® software. ( w: )
Double-click the Wire folder.

Double-click the Install folder.

Double-click the Setup32.exe file.

AR E

To add a new user(s) login, select the User Configuration tab at the top of the
screen. See the diagram below to find the User Configuration tab.

Setup32 v 3.59 xl
WinCap Configuration I Sales I phekaentfio I Storm Config

Custom Folders | PCapture Configuration I LIzer Configuration I Systern Configuration

CustomFolders (RSWEegqne I

r— Custom Folders

| fiotual Path | lias Mame
campaigns ADD
[ weliners liners —
=] wehjingles jingles
D whnewscasts rewscasts :
[ wieweepers FWEEPErS Modiy |
a whproduction Production
[ wehsalesarders Sales Orders
Delete |
LConfigure
Audio/Text
anly Falders
Save
4« i
_I Setllp32
Wersion 3.539

From the User Configuration Page 1 worksheet, double-check to make sure the “User”
radio button is highlighted. See next page.
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Setup32 v 3.59 1 x|

WinCap Configuration I Salez I ECapture Config I Storm Config I
Cusztom Folders I PLapture Configuration User Conliguration I Syztem Configuration
|1zer Configuration Page 2| Allow Buttu:unsi I:u:umTaIkI a'-‘l.utu:umatiu:unl Sales Cunfiguratinnsl
Current Selection
—dudio Setiings
Temp tam Files
™ Flay from Temp Pathl |
</ ADD | Users — Modem &vailability——  — Default Directories
€ newsT [ Enable &utadisler
£ :alesd MiatePad |
pelete || @ ki R
| Recording I
Reset F'asswurdl _Default Area Code i
—Automation
Copy To et A udio l
e Crefault Play Path ] 1616 Port#
Autostart Playlist I
westar Rt T alkover Volume 50
----- CLOME----
From Standard . -
HGE e Fader Full ¥olurme |F”:|
--=-CLOME -
--.-’f«LL Uzers Rotations In Logs ¥ 1616 Input | 1616 Qutputl
with Standard
ﬂ_’ ﬂ Feztore Configurationz : :
----- All whork stationz---- el L Save |

Click the Add button to add a new user(s) to your system. You are allowed only 8
characters total, no spaces to add your new user name. See below for the dialog box
that you will see when you click the Add button.

Add Mew User/Workstation

b ax Character 8
ADD Firizhed

Click the Add button on the small dialog box and then click Finished when you have
added all the new users you want to add.

NOTE: Think ahead when planning user names because the user name must match the
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rep name that you will also assign to this new user (Example: user name = "kris-met”,
rep name = "kris”).

Call WireReady if you have special permissions or restrictions for your new user(s). 800-
833-4459. Now you must go back and add a rep name that matches your user name.
Follow the steps outlined below:

To add a representative, begin by clicking the yellow Sales button (alt-9 on your
keyboard).

Go to the SalesReady32 menu on the left side of the screen. The drop down menu
includes a choice called Edit Sales Reps. See the diagram below to find the
SalesReady32 menu as well as the Edit Sales Reps drop down option.

2 WireReady32 ===l
SalesReady3z File Progryms  User  Window Help
Fax Selected
Mass Lpdate
x|
Fé | Ctrhl | View | Delste | Event
Feport | User | Record | Record | Info
Account | | categor | sales Rep | callBack | Last pitch on | B
24 Hour Swe & Repair 5531-23 —
2nd To Mun 7536-01
3 G Electric Inc 1731-01
4 Paws Pet Grooming ... 7520-04 07110/2003
5-5 Distributors 5962-01
5-5 Trucking 4213-04
7L Hunting Ll 7999-34
84 Lumber Co 5211-42 Wed 08/04/2003 11:30 06(04/2003
96 '8 Quick 5411-03
A 8 A Advertising 3993-02
A & A Body Shop 7532-01
A & A Exterminating 7342-01
A & A Roofing & Cons... 1542-13
A & A Trading B221-04
A & B Spirits s921-02
A 8 CRental 6513-03
AL Ak Gallery 8. C... 5999-59
A & W Family Restaur,.. 5812-08
A & Doerr Merc Co 5231-07 0&/04/2003
A Cuk Above 7241-01
A G Edwards & Sons Inc 6211-05
A G Liquid Systems Inc 5083-10
A G Systems Inc 5083-05
A G Yentures 7620-03
A I Leasing 7359-33
A M Clevenger Amwa,. . 5963-04
A M Heartland Invest... 6211-05
A Plus Appliance Sve 7629-04
A R Supplies S087-24
ATERT 4899-03
A To £ Land Surveying &713-01
A To Z Land Surveying 8713-01
A's Counseling B Ref... §399-02
A-1 Custom Exhaust ... 7538-01
A-1 Glass Co 5231-10
A-1 Locksmithing 7699-62
A-15ign Co 3993-02
A-1 Storage 7389-83
Aai Bondinn R3G1-1 El
|MClose%s 0 YClose® 0 |User: Rita Conners - Rita |Database: sales [Records: 5379 4
I ersian 3,803 5M; 9708 pigharn [ [Test Gerial # o+:43:01 P
mstart”j MG E LB |G @ | @ | &0 | Eoid.| el | e |[Fwir.. [ mE S @ AR auzmm

Upon choosing Edit Sales Reps, a separate dialog box opens giving a manager the
opportunity to assign month-by-month goals, as well as save the user complete names
to be used as salutations on the order-forms and brochures. See the diagram on the
following page.
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Sales Reps x|

Fep | Guan | O-Feb | Qdar | Getpr | Oday | Odun | BJul | Ossug | B5ep | 0-0ct |
Krs 2000 2000 3000 3000 3000 4000 4000 4000 4000 SOO0 F
Mick 1000 1000 1000 2000 2000 2000 2RO0 2500 SROO0 3000 :
Bob 0 0 0 0 0 0 0 0 0 0 [
Dave 0 0 0 0 0 0 0 0 0 0 [
Rita 0 0 0 0 0 0 0 0 0 0 [
Peon 0 0 0 0 0 0 0 0 0 0 [
Katd 0 0 0 0 0 0 0 0 0 0 [
Api 0 0 0 0 0 0 0 0 0 0 [
whsi 0 0 0 0 0 0 0 0 0 0 [
Josh O 0 0 0 0 0 0 0 0 0 [
|
Delete

Cancel

-

Click on the New button to add a new rep name. You are limited to 4 characters, no
spaces in the first box. Tab through the remaining boxes to add information as you see

fit.

Edit Sales Rep

Cancel

x|
_ Conedl |

Fep Initialz Fep Name
|iar|:| |J arrod Heinze
— Sales Quotas
January Februare  March Bl b &y June
f20o0  [es00 | | | |
July August  September October  Movember December

Click OK to exit the Edit Sales Rep box back to the Sales Reps box. Again click OK to

exit back the SalesReady® database.

NOTE: You can go back and edit properties for each rep at any time.
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Community Event Coordinator management: Generating reports to monitor
your team and your sales

Anyone can pull reports; in fact, management might even receive a daily report emailed
each day. Email reports are not enough; they are just a quick glance with only the
bottom dollar in mind. As the director of the Community Event Sales team, you need to
know your partners well, and understand what is happening each day with each person
in your new department. Pulling reports at the end of each day and week will help you
stay on top of your team.

Call Detail reports: Monitoring everyday activities

A Call Detail report outlines each call made by each individual CEC with information
about what time the call was ended, how long the call lasted, who was called and why
they were called. This report also totals minutes spent on the phone during the day, as
well as average call lengths, number of qualified calls and unqualified calls.

To generate a Call Detail report, click the F6 Report button. From the following list of
reports that appears, click the top report, Call Detail. See the diagram below:

PLIE

SalesReady32 File Programs User Window Help
otePad FileLog 2 Wires 3 Player 4 dials Utilities Planner 74 | Record 8 Sales 9 utomate O On-Air
W DoTs% 0 WTS$ 0 ot 0 MOQ$:0 YIS$0 TD#:0 i(]
2 | F3 | mifl | Fe | Qv | i | Delste | Event
Show |FmdID| A Feport ser | Record | Fecord | Info
Account h— I Categor: | Sales Rep I Call Back I Last Pikch On I .J
24 Hour Svc & Repair TIRE-DEALERS-RETAIL o
2nd To Mun GLASS COATING & TL...
3 G Electric Inc ELECTRIC CONTRAC... o7f21/2003
4 Pawis Pet Grooming ... 7520-04 07/10/2003
5-5 Distributars WENDING MACHINES
5-5 Trucking TRUCKING
7L Hunting Lic GUIDE SERVICE
84 Lumber Co LUMBER-RETAIL Wed 06/04/2003 11:30 06/04/2003
26 '8’ Quick COMYENIENCE STORES
A & & Body Shop ALUTOMOEBILE BODY-...
A 2 A Exterminating PEST CONTROL
& 2 A Roofing 2 Cons... BUILDING COMTRAL. ..
A 8 A Trading COMMODITY BROKER!
A & B Spirits LIQUORS-RETAIL
£ 8 C Rental APARTMENTS Ealle" E‘e'fD.',mance
& 8L Ark Gallery 8 C... ART GALLERIES & DE...
£ & W Family Restaur... RESTAURANTS Event Performance
A A Doerr Merc Co PAINT-RETALL Quata Period Repart
& Cuk Above BAREERS
A G Edwards & Sons Inc INVESTMEMT SECURL...
A G Liquid Systems Inc FARM EQUIPMENT (...
A G Systems Inc IRRIGATION SYSTEM. ..
A G Yentures 7620-03
A1 leasing LEASING SERYICE
A M Clevenger Amwa,. . HOME DEMOMNSTRATL. .
A M Heartland Invest.., INYESTMEMT SECURIL..
A Plus Appliance Svc WASHING MACHINES. ..
A R Supplies JANITORS EQUIPME. ..
ATET COMMUNICATIONS
A To Z Land Surveying SURNEYORS-LAND
A To Z Land Surveying SURNEYORS-LAMD
A's Counseling & Ref... ALCOHOLISM INFOR...
#-1 Custom Exhaust ... AUTOMOBILE REPAL..
A-1 Glass Co GLASS-AUTO PLATE ...
-1 Locksmithing LOCKS & LOCKSMITHS
A-15ign Co SIGMNS (MAMUFACTU,
A-1 Storage OFFICE RECORDS-ST...
A Rrndinn RONDS-RATI |
s: 5379 v
| [Version 803 |5h: 9708 |10:01:16 AM
ok I Cancel
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From here, SalesReady® will ask you to choose a date range. If you want a report that
reflects today’s sales, you leave the start date with today’s date that is defaulted in the
window, and then you also leave the end date with today’s date that is defaulted in the

window. See the diagram below:

Enter Starting Date Range x|

Enter D ate

Enter Ending Date Range x|

K

Enter D ate

Cancel

08052003

il

Help

Next you must choose the name of the rep for which you want to review.

See the diagram below:

Select Caller

Mick
Bob
Dave

T
s |

x|

When you click on the appropriate name, a message appears that informs you that the
report has been generated and is in your “Personal” folder. You must now navigate to
the Personal folder in order to view the report. See the section, “Finding the reports you

have generated,” on page 24.
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Below is a sample Call Detail Report. Note the totals section at the bottom.

# WireReady32

_1E=
Motepad3Z2 File Edit Programs Sefup Miew Window User Help
otePad FileLog 2 Wires 3 Player 4 dials Utilities Planner 74 | Record 8 Sales 9 utomate O On-Air
E Call Detail-Kris.05-30-2003.09-06-36.txt Opened as of 09:06:42 05/30/2003 ﬂ
< e ] e s s s s ] g ]
Report: Call Detail 1=
For Kris
Report Generated: 05/30/2003
Drate Range: 05/30/2003 through 05/30/2003
Date Clr Tune Len Event Buy $Amt INotes Account
05/30/2003 Ens 0905 0.1 3 Education Week T 99 Zortman Tax Sve
05/20/2003 Eris 0%:050.1 8 FarmSafetyWeek M 359 Zort Alfalfa
05/30/2003 Kz 0%050.1 10 HalloweenSafety T 199 Zock Eeh Umt
Cualified Call Suramary:
Pitch Type Qnty Fhdax Fhdin Eave F3um
Yes 2 155 99 99 298
Mol 59 59 59 59
TUndecided: 0 0 0 0 0
Cualified Call Close Percentage: 67
Ayerage Minutes Per Qualified Call: 0.07
Average Minutes on all calls: 0.07
Total Qualified Wnutes: 0.20
Total Ungualified Minutes: 0.00
Total Minutes on all calls: 0.20
Total Qualified Calls: 3
Average Dollars Earned Per Qualified Call: 8%
MNon-Cualified Pitch Summary P
s e o i i i H
Line 1 of 31 [ %
|version 3,503 |5h: 9708 |salest [Test Serial # [10:18:22 Am

Caller Performance Reports: Comparing performance among the CEC team

Caller Performance Reports help you compare call and sales totals to see what methods
are most effective among your individual CEC persuasion styles. One CEC might not
make as many dials in a day, but maybe he can sell more people by taking the time to
persuade them. While that method is effective for some, the most proven method is
making more dials to reach more people, and therefore potentially making more sales.

To generate a Caller Performance report, click the F6 Report button. Then choose Caller
Performance from the list of reports. See the diagram on the following page.
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Select Report

Report Specification x|

Call Detail

Caller Perfarmance
Ewent Detail

Ewent Performance
(uota Period Feport

o]

Cancel

Then you must enter a starting and ending date range to define the time period of

which you wish to review.

Enter Starting Date Range x|

K

Enter D ate
Cancel

08052003

Pl

Help

Enter Ending Date Range

Enter D ate

A message appears that informs you that the report has been generated and is in your
“Personal” folder. You must now navigate to the Personal folder in order to view the

report. To find the Personal folder, refer to the section, “Finding the reports you have

generated” on page 24.
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An example Caller Performance Report follows:

IEIEY

Motepad3Z File Edit Programs Setup  YWiew indow User Help

E Caller_Performance.08-05-2003.10-34-30.txt Opened as of 10:34:36 08/05/2003 ﬂ

e o o S s s s ] e

Eeport: Caller Performance =

EReport Generated: 08/05/2003

Date Eange: 08/05/2003 through 08/05/2003

Caller  Tot¥ Totl Tot? AwgT §TotY $Totll FMMAY FAvg/Cal FAve/THr

Ernis oo 0 0o ] ] 0 0 0

Mick (] ] 0.a ] ] ] ] ]

Eob o0 ] 0.0 ] ol o ] 0

Dave non ] 0o ] ] ] ] ]

Other Events

Caller A YV EFTCWETLTUTOPMXEE

Ens Do oo o000 o000 000 0D

Mick oo o000 0000000000

Eob o000 00000000000

Dave Do oo o000 000000 0D o

Other Events

Caller 3 H 3 Z D

Ens Do o oo

Mick oo 000

Eob o0 0 00

Dave 00 Q000

Custom Pitch Key:

L u
|Line 1 of 45 | 7

| Wersion 3,603 Sh: 5708 |salest [Test serial # {11:03:45 AM
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Event Detail Reports: Tracking the calls attempted on a specific event

Event Detail Reports are useful for double-checking the amounts of sales made on a
particular event, or learning that CEC called on a particular customer about a certain

event.

To generate an Event Detail Report, click the F6 Report button. Then choose Event
Detail from the list of reports. See the diagram below.

Select Report

Report Specification x|

Call Detai
Caller Performance

Ewent Performance
(uota Period Report

[ 1

Cancel |

Then you must choose a time period by selecting starting date and ending date ranges.

Enter Starting Date Range x|

0k
Enter D ate
Cancel

08052003

L S

Help

Pl

Enter Ending Date Range x|

Ok

Enter D ate

Cancel

05052003

Help

Pl

Finally, you must choose the number and name of the event you want to view. You may
choose more than one event, or all of the events by choosing the Select All button. We
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advise against using the Event Detail reports to view more than a few events at a time.

See the diagram below:

Event Selector ]

Ewent Filter

I

Cancel

il

Help
Selected Event
1 Diabetes_kaonth
10 HalloweenS afety
11 Hunters afetyiwk,
12 Nl 4-H_ 'wWeek
13 M'tnlddoptioniwk,
14 Car_Care_Month
15 Dental_Hyaiene
16 Red_Ribbon_wlk
17 SchoolBusS afety
18 Weteran's_Day
13 Christmas_Grest
21 ElectionThanks
3 WinterDriving
41 Child_Abduction
51 HS_Basketball

Exvent Detail |
‘-d Select Al |

To Filter the list of events, type some text from the
desired event into the Event Filter. Only events that
hawe that combination of letters will be displayed The
lizt will show all events if the Event Filker iz blank

A message appears that informs you that the report has been generated and is in your
“Personal” folder. Refer to the section, “Finding the reports you have generated” on

page 24. An example Event Detail report follows:

Page 22 of 55: version 4.009

i WireReady32

_1& x|
Motepad32 File Edit Programs Setup Yisw Window Ussr Help
]
B Event_Detail-HunterSafetyWk.08-05-2003.10-34-44.txt Opened as of 11:03:30 08/05/2003 x| |
. e s s s s |
Report: Event Detail
For HunterSafety'Wl
Report Generated: 08/05/2003
Date Range: 08/05/2003 through 08/05/2003
Date  Clr Time Len Event Buy BAmt HNotes Account
Qualified Call Summary:
Eitch Type Qnty FMax FMin bhvg $Sum
Tes 0 0 0 0 0
Mo 0 0 0 0 0
Undecided: 0 0 0 0 0
Qualified Call Close Percentage: 0
Awerage Minutes Per Qualified Call: 0.00
Awerage Minutes on all calls: 0.00
Total Qualified Minutes: 0.00
Total Ungualified Iinutes: 0.00
Total Minutes on all calls: 0.00
Total Qualified Calls: 0
Average Dollars Earned Per Qualified Call: 0
Non-Qualified Pitch Summary
Pitch Type Qnty FMax FMin Bhvg $Sum
Line: 1 of 28 [ A
[ |Version 3,805 SN: 9708 |salest [ |Test Serial # [11:05:24 am
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Event Performance Reports: Comparing totals for all events in a given time period

This report is simply just a list of totals for each event sold in a given time period.
To generate an Event Performance Report, click the F6 Report button. Then choose
Event Performance from the list of reports. See the diagram below:

Report Specification |

Select Report

Call Detail

Caller Performance
Event Detail

Event Performance

Qucta Period Report

ok I Cancel |

Enter the desired time range. See the diagrams below:

Enter Starting Date Range x| Enter Ending Date Range x|
Enter Date Enter Date
e —— Cancel | Cancel |
[8/05/ 2003
Help | Help |

A message appears that informs you that the report has been generated and is in your
“Personal” folder. Refer to the section, “Finding the reports you have generated” on
page 24. An example Event Performance Report follows on the next page.
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T

Motepad3Z2 File Edit Programs Sefup Miew Window User Help

otePad FileLog Wires 3 Player 4 diale Utilities Planner 74 | Record 8 Sales 9 tomate O On-Air ‘

E Event_Performance.08-05-2003.11-12-18.txt Opened as of 11:12:28 08/05,/2003 ﬂ

iReport' Ewent Performance 5

Report Generated: 08/05/2003
Date Range: 08/05/2003 through 08/05/2003

Ewent Tot¥ Totl Tot? AvgT $TotY FTotN $MAX FhAvg/Call SAvgHr

Digbetes Mon 0 0 0 a0 0o 0 0 0 i}
Get Owt & Yo 0 0 0 0o 0 0 0 0 0
Education_We 0 0 0 ao 0o 0 0 0 0
Baby Safety} 0 0 0 0o 0 0 0 0 0
BreastCancer 0 0 0 oo 0 0 0 0 0
CrimePrevent 0 0 0 oo 0 0 0 0 0
DaylightZawi 0 0 0 0o 0 0 0 0 0
FarmSafetyWe 0 0 0 oo 0 0o 0 0 0
FirePreventi 0 0 0 0o 0 0 0 0 0
HalloweenSaf 0 0 0 oo 0o 0 0 0 i
HunterSafety 0 0 0 0o 0 0 0 0 ol
Ml 4-H We 0 0 0 oo 0 0o 0 0 0
M'nlddoptie 0 0 i 0o 0 0 0 0 0
Car_Care Mon 0 0 o 00 0o 0o 0o 0 0
Dental Hygie 0 0 0 0o 0 0 0 0 0
Red Ribbon W 0 0O 0 oo 0 0 0 0 0

SchoolBusSaf 0 0 0 00 0O 0 0 0 0

Weteran's Da 0 0 0 ao 0 0 0 0 0

Chrstmas Gr 0 0 0 00 0 0 0 O 0

ChristmasSaf 0 0 0 00 0 0 0 0 0

ElectionThan 0 0 0 00 0 0 0 0 ]

Grandparents 0 0 0 ao 0 0 0 0 0

HSCrossCount 0 0 0 oo o 0 0o 0 0 El
|Line 1 of 257 [ 4

[version .803 [sn: 9708 |zalest [Test Serial &, [L1:17:10 AW

Quota Period Reports: Comparing sales goals to actual sales totals

To generate a Quota Period Report, click the F6 Report button. Then choose Quota
Period Report from the list of reports. See the diagram below:

Report Specification i x|

Select Report

Call Detail

Caller Performance
Event Detail

Evert Perfomance
[Juots Period Report

Ok I Cancel |
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Next you must choose the month and year in which you would like to view results.

Monthvear x|
Select Maonth Enter ear

i J IEDDE Cancel
F‘;E?L?;j:}l Two digit years are azsumed
arch to be 200
Apil
[ EN]
_ |dune

A message appears that informs you that the report has been generated and is in your
“Personal” folder. Refer to the section, “Finding the reports you have generated” on
page 24. An example Quota Period Report follows below.

LI
Motepad3Z2 File Edit Programs Sefup Miew Window User Help
otePad FileLog Wires 3 Player 4 dials Utilities Planner 74 | Record 8 Sales 9 tomate O On-Air
E Quota_Period_Report.08-05-2003.11-18-57.ktxt Opened as of 11:21:12 08/05/2003 ﬂ
S o 2 | e s s s s s v i
Report: Quota Period Report
Report Generated: 08/05/2003
Date Range: 05/01/2003 through 05/31/2003
AE Planned Plans Actual Actual®s Yesn Sure(70%)Expected{5 0% Hope d(20%)
Ens 0 % 298 100% 293 0 0 0
Mick 0 %% o 0% i} i} 0 0
Bob 0 % o 0% 0 0 0 0
Dave 0 0% 0 0% 0 0 0 0
Totals 0 298 298 0 0 0
Line 1 of 12 [ %
[version .803 SN: 9708 |zalest [Test Serial &, [L1:21:18 M

Finding the reports you have generated:

When you click on the appropriate name, a message appears that informs you that the

report has been generated and is in your “Personal” folder. You must now navigate to
the Personal folder in order to view the report.

First click OK on the message that tells you to view your Personal folder.
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Next click on the yellow Filelog2 button at the top of your screen. See the diagram
below to find the Filelog2 button.

ireReady32 =8| %
galesRaaw.ams User Window Help
MOQ$:0  YTS$0 TD#:0 |
| 3 | Fa | F& | cter | Few | Delete | Event
howr | Find IDY Add | Eeport| User | Fecord| Recoxd| Info
Account | pus] | Categor | Sales Rep | Call Back | Last Pitch On AJ
24 Hour Svc & Repair TIRE-DEALERS-RETAIL —
2nd To Mun GLASS COATING & TL..
3 G Electric Inc ELECTRIC COMTRALC... 07f21/2003
4 Paws Pet Grooming ... 7520-04 07/10/2003
5-5 Distribukors VEMDIMG MACHINES
5-5 Trucking TRUCKING
7L Hunking Llc GUIDE SERNICE
54 Lumber Co LUMBER-RETAIL ‘wed 06/04/2003 11130 D6/04/2003
26 B Quick CONVEMIEMCE STORES
A & A Advertising SIGNS (MAMUFACTLL..
A & & Body Shop AUTOMOEILE BODY-...
& 8 A Exterminating PEST CONTROL
A B A Roofing & Cons. .. BUILDING COMTRALC...
& 8 A Trading COMMODITY BROKERS
A & B Spirits LIQUORS-RETAIL
A2 C Rental APARTMENTS
A &L Ark Gallery 8.C., ART GALLERIES & DE. ..
A B Family Restaur... RESTALRANTS
A 4 Doerr Merc Co PATNT-RETAIL 06/04/2003
A Cut Above BARBERS
& G Edwards 8 Sons Inc INVESTMENT SECURT. ..
A G Liquid Systems Inc FARM EQUIPMENT (...
A G Systems Inc IRRIGATION S¥STEM. ..
A i3 Ventures FHE0-03
A1 Leasing LEASING SERVICE
A M Clevenger Amwa.. HOME DEMONSTRATL...
& I Heartland Invest. INVESTMENT SECURT. ..
A Plus Appliance Sve WASHING MACHIMES. ..
& R Supplies JANITORS EQUIPME. ..
ATET COMMUNICATIONS
A To Z Land Surveying SURVEYORS-LAND
A To Z Land Surveying SURVEYORS-LAND
A's Counseling 8 Ref... ALCOHOLISM INFOR...
A-1 Custom Exhaust ... ALTOMOBILE REPAL ..
A-1 Glass Co GLASS-ALITO PLATE ...
A1 Locksmithing LOCKS & LOCKSMITHS
A-1 Sign Co SIGNS (MAMUFACTLL.,
A-1 Storage OFFICE RECORDS-ST...
A Bnndinn ROMDS-RATI ﬂ
|MCloses 0 YClose 0 [User: Kris Heinze - Eris |Database: sales |Records: 5379 Z
| [version 3,603 Sn: 9708 |salest | |Test Serial # |10:10:57 am

From the Filelog, click the Ctrl + L Select button to choose from a list of folders. See
the diagram below to find the Ctrl + L Select button.

mEIE)

Filelog File Edit Programs Setup ‘Window User Help
x|
Cl+L | Btel+F | F2 Diel | Ctil+l | Alt+FP | F& F? F2 A+1T + - Fl0 Fl1l F12 Al-R
Select | Befresh| Search | Delete | Info R.\pReaclAn:'hive Motepad | Split |Fundem| [nc Dieo | Edit | Prior | Hext | Lock | Move
& Slug Time Who Writer Date Show Category Mext Broad. =
]

CHRISTIMAS I PEERY... CHRISTMA. .. 00:00:36 el 12/05/2001 NELVINA ol
#1 CEIME PREVENTIO... #1 CEIMEP... 00:00:36 mel 10/15/2001 MHOTUSE ol
#1 EASTER. MESSAGEm... #1 EASTER ... 00:01:.03 mel 03/25/2002 NHOTUSE 0
#1 FEA WAND.06-14-2... #1 FFA ce 00:01:03 tnel 0211572002 NHOTUSE 0
#1 AT FARM SAFETYT... #1 MATFA .. 00:01:05 el 05911472001 NHOUSE ol
#1 MATIONAT 4-HWE... #1 NATION... 00:01:.06 tnel 10/04/2001 MHOTUSE O
#1 MATIONAL AGWA . #1 NATION.. 00:01:28 tmel 03/13/2002 NHOTUSE O
#1 RED FIBBON wand.0... #1 RED EIE... 00:00:35 mel 10/22/2001 NHOTSE ol
#1 STATE 1A-2A TEAC... #1 STATE 1. 00:01:40 el 0541572002 NHOUSE ol
#2 CEIME PREVENTIO... #2 CRIMEP.. 00:01:34 tnel 10/15/2001 IMHOTUSE O
#2 DON-T DEIITE. DRI.. #2DON-T .. 00:03:.07 tmel 12/26/2001 MHOTUSE O
#2 EASTER MESSAGE. . #2EASTER .. 00:00:35 mel 03/28/2002 NHOTSE ol
#2 FIFE PREVENTION.... #2 FIREPE... 00:00:34 el 10/10/2001 NHOUSE ol
#2 GOOD CAR EEEP w .. #2 GOOD C... 00:00:36 tnel 05/22/2002 IMHOTUSE O
#2KRESDOCTOR DA, #2EEESD.. 000146 tmel 032772002 MNHOTUSE O
#2 MOBERLY CHAME. .. #2 MOBERL... 00:01:.07 mel 04/16/2002 NHOTEE ol
#OTTAT A H WEER wan  #2WATAH 000157 mel 1040472001 MNHOTTSE (s
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Click on the Personal button. See the diagram below to find the Personal button.

Select Custom Folder x|

campaigns

Campaigns
newscazts
Production
Sales Orders

Hone_|

Cancel | Help k/Eemr

Now your list of reports appears in the Filelog. Double-click the top report to view the
latest report that was generated. If the report you recently generated does not appear

at the top of the list, click the Ctrl + R Refresh button to redraw the list of reports.

Now your report should be listed at the top of the screen.

£ WireReady32 8] %]
FileLlog File Edit Programs Setup Window User Help
P FileLog [ {W:\WIRE\USERS"SALES1,FILESY)] 5'

Coll [chik | F2 | Del | Chiltl ,;uup_l b I | L AT - | Tl | 1 | 12 Alt-M
Select |Reftesh| Search | Delete | Info |RipReac|Avchive | Metepsd| Split |Rundwn| Dne | Dec | Edit | Prior | Hext | Lock | Move
TWho TWriter Date Show Wext Broad =]
Call Detail-Eris 05-27-20.., Call Detad-E... 0
Caller Performance. 05-16... Caller Perfor. .. 0
Call Detail-Kris 05-16-20... Call Detaid-K 0:
Ewent Performance.05-09-. . Event Perfor... 0:
Event Detail-Graduation ... Event Detail-. 0
Ewent Detail-Digbetes Mo .. Event Detail-. 0
Event Detail-Tiabetes Mo .. Event Detail- 0:
Call Detail-Fris. 05-01-20... Call Detad-F... 0=
Caller Performance. 12-18... Caller Perfor... 1.
Caller Performance. 11-13... Caller Perfor. .. 1
Caller Performance. 11-13... Caller Perfor. .. 1
Call Detail-EL. 11-13-200... Call Detail-E 1
Call Detarl-DEBT. 10-19-2... Call Detad-D... 1
Call Detail-wiki, 10-1%8-200... Call Detail-vi. I
Call Detail-wilkd, 10-19-200... Call Detail-vi. v
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Event management: Navigating the event information sources in the
software

There are 3 places where you can find information on existing events. The Event Detalil
or Event Info screen is the best place to start your search for pertinent information on a
particular event package. The next place to find information is to go to the event
documents. Event documents can be found electronically in the software, and hard
copies of those same documents have been provided in your Event Materials binders.

Event Materials

You can always check out your Event Materials binders to review a hard copy of any
document provided by the SalesReady® Event Service team, but you can view those
same documents electronically easily in the software.

To find the Event Materials, double-click on any customer account. Click on the Event
Materials button in the lower left corner of the screen. See the diagram below:

Saleskntry x|

Account Marne |Designs Etc. Account |D |
Categary |GIFT SHOPS Change | Last Caller [Kris =l
Phone Mumber [500-436-4435 Sales Rep [ s Koris Heinze =1
Call Back Date in?;15;2|:u:|3 Time: [1516 Change | Fax Mumber |300-438-4439

Contact Hame ’Micke_l,l Fozition / Title |Dl.-'\\.|r'u3rxl manager

Summary Motes Ihulida_l,ls! local festivals, fairs SIC Code |

[rate | Caller I Time I Len | Event#l Ewvent I Buy | amt | Motes I

0714/03  Kns 15:29 281 11 HunterSafetyin'l. M 159 call Tues!

O714/03  Krig 14:45 nz 32 BoyScout_Annivy - M 99

07403 Kiis 14:45 01 A BreastCancertith Y 1139

071403 krig 14:45 01 11 HunterSafetak. M 93

071403 kg 14:45 ne 96 tothersDay Y 2]

0741403 Enz 14:44 0.5 19 Chrigtmas_Greet i 299

Change Pitch | Statz | Open Motez l Contracts I

Statcal | [ |
: Cancel |
Contact [nfo | Wiew Old Eallsl Event Info | Erd Cal | New F'itu:hl
Ewent Materialsl Print | Schedule | Record | Help |
Z

From here, you must choose an event, and then an associated document to view. Click
once on the event, and then double-click on the document you want to view. See the
diagram on the following page.
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)

Event Filter

|1

Ewent

l1 1 HunterS afetytafl,

General -
1 Diabetes_bonth
10 Halloveeens afet

11 Hunter5 afetytadk
12 N'tnl_d-H_‘week
13 M'tnlddoptiontak.
14 Car_Care_Month
15 Dental_Hygiene

16 Red_Ribbon_wk

17 SchoolBuz5afety
18 Veteran's_Day
13 Chrigtrnas_Greet
21 ElectionT hanks
31 WinterDriving

41 Child_Abduction
51 HS_Basketball
E1 HS_State Trps

Event Info 1 |

2

SalesReady Items

£ Order-Fom

" Scriptz
" Objection
" Brochues
" Info

" TaDo

" Al Files

—File Typeg———

e Natesg| Edit Nates 2 |

Showing: HunterS afetuhal Launch

Cancel

Eiles -
M ew File

BrochuresHunter faw.rt

Ad-CopyHunterS afety. itf Edit Selected

Broadcast Order Farm. i
BrochuresHunter fas.if
Crder-FormHunter_iree. itf

Help

FELE,

Scriptz. rif
Launch az Copy as |
Form T emplate

Print Al az Form | Print ALL Folders as Farm

Browse to file
[ Enable Browse

Path/File:

Brotwae I

When the document is launched, it will merge the WireReady tags automatically. When
you ask the software to open and document that has WireReady tags, a dialog box pops
up asking if you want to save the document with WireReady tags. Unless you have
opened a valid customer invoice, always click the No button.

5

WireReady32

BrochuresDiabetes_Fasx,rtf has WireReady fags,
wiould waou like to save a copy of this file?

e
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Event Detail Screen

The Event Detail window holds information about the event in relation to how it will be
executed at the radio station. What price the package is offered for, how many spots
you get for that price, when the event will be sold, when the event will be aired, the
name of the event, a reference number for the event, and a sales goal are all types of
information that can be found in the Event Detail screen.

To find the Event Detail screen, click on the Event Info button. See the diagram below
and the Event Info screen on the next page:

PLIE

SalesReady32 File Programs User Window Help
otePad FileLog 2 Wires 3 Player 4 dials LUtilities Planner 74 [Record & Sales 9 utomate 0 Or-Air
W DoTs% 0 WTS$ 0 MTS$0 MOQ$:0 YIS$0 To#0 i(]
2 | F3 | m | Fe iz | Deletf | Event
Show |FmdID| Add | Beport Fecord | Reco: Info
Account I o] I Categor: | Sales Rep I Call Back I Last Pikch On I .J
24 Hour Svc & Repair TIRE-DEALERS-RETAIL o
2nd To Mun GLASS COATING & TL...
3 G Electric Inc ELECTRIC CONTRAC... o7f21/2003
4 Pawis Pet Grooming ... 7520-04 07/10/2003
5-5 Distributars WENDING MACHINES
5-5 Trucking TRUCKING
7L Hunting Lic GUIDE SERVICE
84 Lumber Co LUMBER-RETAIL Wed 06/04/2003 11:30 06/04/2003
26 '8’ Quick COMYENIENCE STORES
& 8 & Advertising SIGMNS (MAMUFACTU,
A & & Body Shop ALUTOMOEBILE BODY-...
A 2 A Exterminating PEST CONTROL
& 2 A Roofing 2 Cons... BUILDING COMTRAL. ..
A 8 A Trading COMMODITY BROKERS
A & B Spirits LIQUORS-RETAIL
A 8 CRental APARTMENTS
& 8L Ark Gallery 8 C... ART GALLERIES & DE...
A 8\ Family Restaur... RESTALRANTS
A A Doerr Merc Co PAINT-RETAIL 06/04/2003
& Cuk Above BAREERS
A G Edwards & Sons Inc INVESTMEMT SECURL...
A G Liquid Systems Inc FARM EQUIPMENT (...
A G Systems Inc IRRIGATION SYSTEM. ..
A G Yentures 7620-03
A1 leasing LEASING SERYICE
A M Clevenger Amwa,. . HOME DEMOMNSTRATL. .
A M Heartland Invest.., INYESTMEMT SECURIL..
A Plus Appliance Svc WASHING MACHINES. ..
A R Supplies JANITORS EQUIPME. ..
ATET COMMUNICATIONS
A To Z Land Surveying SURNEYORS-LAND
A To Z Land Surveying SURNEYORS-LAMD
A's Counseling & Ref... ALCOHOLISM INFOR...
#-1 Custom Exhaust ... AUTOMOBILE REPAL..
A-1 Glass Co GLASS-AUTO PLATE ...
-1 Locksmithing LOCKS & LOCKSMITHS
A-15ign Co SIGMNS (MAMUFACTU,
A-1 Storage OFFICE RECORDS-ST...
A Rrndinn RONDS-RATI |
|MClose%s 0 YClose® 0 |User: Kris Heinze - Kris |Database: sales |Records: 5379 5
| |version 3,503 |5h: 9708 |salest | [Test Serial # |11:58:00 AM

The screen that follows lists each event in numerical order, by default. You may
rearrange or sort the information by clicking once on any column header to reorganize
the information according to the type of information found in that column. Clicking again
on the same column header will reverse the order of the information. For example, if
you click on the Start Sell Date column header, the event lines will be rearranged with
January events listed at the top, according to the year. By clicking the same header
again, the event lines will be rearranged again to put December events at the top,

according to the year. See the diagram on the following page:

Page 30 of 55: version 4.009 10/11/07 CECDirectorHandbook-LATEST.doc

Copyright © 2002-2003 WireReady NSI. For use by the SalesReady customer, their employees, and their advertisers only.
Not for reproduction, duplication or distribution in part or whole, to third parties outside your facility without the expressed written permission of WireReady NSI.

SalesReady 24/7 technical and sales support line (800) 833-4459.



>
Ewvent # | Event | Event Long Mame | Guota | Actual | Brand | Start Sel | Stop Sel | Start Air -
1 Diabetes_Month  American Diabet... 500 0 STAT... 09/23/2003 10/23/2003 11/01/2003
2 Get_Out & V.. GetOut&Vote 1000 i] STAT... 09/25/2003 10/15/2003 104302003 |
3 Education ..  Amercan Educa.. 500 ] STAT... 10/01/2003 10/20,2003 11/10/2003
4 Baby Safetyd... Baby Safety Mo.. 500 ] STAT... 09/01/2003 03/20,/2003 10/01./2003
5 BreaztCancer..  Breast Cancerd.. 500 a STaT.. 09/01/2003 09/2042003 10401/2003
A CrimePrevention  Crime Preventio.. 500 a STAT..  03/01/2003 0342042003 104072003
7 DaylightSavings  Daylight Savings... 500 ] STAT... 0941072003 10407 ,/2003 10/19/2003
8 FarmS afetyw'..  Farm Safety Week 1000 0 STAT... 0BA0/2003 03/01 /2003 09/21/2003
) FirePrevention  Fire Prevention ... 1000 ] STAT... 08/01/2003 09/20,/2003 10/08/2003
10 HalloweenSaf..  Halloween Safety 500 0 STAT... 09/20/2003 10/10/2003 10/24/2003
1 HunterSafety...  Hunter Safety M... 1000 ] STAT... 10410/2003 11./01./2003 11/15/2003
12 Ml 4-H_‘we.. Mational 4-H 'we... 1000 ] STAT... 09/01/2003 09/20,2003 10/05/2003
13 M'tnlddoption...  Mational Adoptio.. 500 0 STAT... 10/20/2003 11M10/2003 11/23/2003
14 Car_Care Mo..  Mational Car Car,.. 1000 1] STAT... 09/01/2003 09/20,/2003 10/01/2003
15 Dental Hygiene  Mational Dental ... 500 i] STAT... 09/01/2003 09/20,2003 10/01/2003
16 Red Ribbor_... Nat@onal FedFi.. &OO i] STAT... 0940/2003 10407 /2003 1018/2003 &
<_i ' | r
Edit | LClear Actual Wiew Motes | Edit Motes |
Hew Cancel |
Help |

This window is also a good place to monitor sales progress in comparison to the goal
you have set for a particular event. The Actual column keeps a running total of all sales
for an event.

Event management: Event editing buttons
You can edit the information listed in the Event Detail at any time for any event. These
changes will be reflected on the event documents also because of the WireReady tags.
The WireReady tags are merge fields that insert customer information into event

documents. A list of the WireReady tags can be found in the Appendix at the end of the
handbook. To edit the information that appears where WireReady tags are, click on the
Event Info button.

57
SalesReady3z  File Programs User Window Help
WIS$0 MIS$0 MOQ$:0 YIS0 oo x|
2 | 3 | 74 | m8 |cuwu| view | Deletfl] Event
Show |FdID| Add |Report| User | Record| Recodl| Tnfo
Accourt: (B | cateqar ‘\/ | Sales Rep | call Back. | Last Pitch on |

GIFTWARES-WHOLE. ..
DRAPERIES & CLURTA. ..

Blessed Designs

D &R Designs

Designs By Melinda
Etc,

Madra's Signs & Designs

T-N-T Designs

SIGNS (MAMUFACTU. ..
EMBROIDERY
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In the Event Detail screen, click once on the number 1 in the number column, and then
quickly type the number of the event you wish to modify. While the event line of the
event you wish to modify is highlighted with a blue line, click the Edit button. See the
diagram below:

Event Detail X

Help

Ewerit ﬁ' Event | Ewent Long Mame | Guata | Actual | Brand | Start Sell | Stop Sell | Start Air ;!
15 Dental Hygiene  Mational Dental ... 500 0 STAT.. 09/01/2003 09/20/2003 10/01/2003
16 Red Ribbon_...  Mational Red Ri.. 500 0 STAT.. 09/10/2003 10/01/2003 10/18/2003
17 SchooBusSaf.. | Mational School... 500 0 STAT.. 0941072003 10/01/2003 1041942003
18 Veteran's_Day  Veteran's Day 500 0 STAT.. 10/01/2003 10/20/2003 11/04/2003
19 Chiistmas_Greet | Christmas Greeti.. | 2000 0 STAT... 10/20/2003 11/415/2003 11/28/2003
20 ChristmasSafety | Christmas Safety... 1000 0 STAT.. 11/01/2003 11/25/2003 12/10/2003
A ElectionThanks | Election Thank-.. 500 0 STAT... 10/10/2003 10/25/2003 11/06/2003

22 Grandpare... | Grandparent... 500 0 STA... 08/01/2003  08/20/2003  09/01/2003
23 HSCrazsCauntry | High Schoal Cro... | 500 0 STAT.. 08A15/2003 09/10/2003 09/15/2003
24 H5Wolleyball High Schoal*oll... 500 0 STAT.. 08/15/2003 03/10/2003 03/15/2003
25 HolidayS afety Heliday Safety ... 1000 0 STAT... 11A110/2003 12/01/2003 12/15/2003
Homecoming Homecoming 1200 0 STAT..
“ﬁ!ﬁ“ﬁ“

Memanial Day  Memarial Day |00 0 ST.&T... 05/10/2004 05/17/2004 05/24/2004
28 Murses_‘Week | Mational Murges ... 1000 1] STAT.. 04/17/2004 04/24/2004 05/01/2004

30 Teacher_App.. | Teacher Appreci.. 800 0 STAT.. 04/16/2004 04/23/2004 05/01/2004 o

1 of

Edit )Iear Actual I Wiew Notes | Edit Mates |

o’
New Cancel |

In the following box, tab through the fields until you arrive at the field you wish to
modify. Make your changes and click OK. See the diagram below:

Edtevent x|

Available 1Dz Ewent Brand Mame
|27 Fl |HomelandSecue | [N-BRAND

Exent Mame (long form]

IS.:"I'I Remembrance

Start Sell Date  Stop Sell Date Start Air Date Stop Air Date
IDBID‘I f2003 |DBI2EI£2EIE|3 |EISEE|4£2DE|3 09/11/2003

Ewent Length  Ewvent Quata

|3U |auuu

Price Law Frequency Price Medium  Frequency

{75 |1n [125 20

Frice High Frequency

175 |3n

Home Team Wisitor Team

[0 [0

User Replaceable Tag 1 User Replaceable Tag 2
[0 o

User Replaceable Tag 3 User Replaceable Tag 4
|n ID

User Replaceable Tag &

Event Docs Bazed on:

|2? Cancel |
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Event management: Adding a new event
Adding a new event to this list of possibilities is similar to editing event properties.

Step 1: The Event Detail screen
Begin by clicking on the Event Info button to bring up the Event Detail screen.

£ WireReady32 g e |

SalesReady3z  File Programs User Window Help

WTS$ 0 MT5$ 0 ™MODO$:0 TTIS$ 0 T"#0 l(]
F2 F3 F4 F& | Cti+T1 Dieletlf| Event
Show |FindID| Add | Bepost| User R.ecm'd Fecod Info
Account I jis]) I Categor: v I Sales Rep I Call Back I Last Pitch On I
Blessed Designs GIFTWARES-WHOLE ...
D & R Designs DRAPERIES & CURTA...

Ey Melinda PLANTS-RETAIL

:Desiqns Ebe GIFT SHOPS A
Nadra's Signs & Designs SIGNS (MAMUFACTU. ..
T-N-T Designs EMEROIDERY

In the Event Detail screen, click the New button.

X
Event ﬁl Ewent | Event Long Mame | Qugta | Actual | Brand | Start Sell | Stop Sell | Start Air ;‘
15 Dental Hygiene  Mational Dental ... 500 0 STAT.. 09/01/2003 09/20/2003 10/01/2003
16 Red Ribbon_...  Mational Red Ri.. 500 0 STAT.. 09/10/2003 10/01/2003 10/18/2003
17 SchooBusSaf.. | Mational School... 500 0 STAT.. 0941072003 10/01/2003 1041942003
18 Veteran's_Day  Veteran's Day 500 0 STAT.. 10/01/2003 10/20/2003 11/04/2003
19 Chiistmas_Greet | Christmas Greeti.. | 2000 0 STAT... 10/20/2003 11/415/2003 11/28/2003
20 ChristmasSafety | Christmas Safety... 1000 0 STAT.. 11/01/2003 11/25/2003 12/10/2003
A ElectionThanks | Election Thank-.. 500 0 STAT... 10/10/2003 10/25/2003 11/06/2003
22 Grandpare... | Grandparent... 500 0 STA... 08/01/2003  08/20/2003  09/01/2003
23 HSCrazsCauntry | High Schoal Cro... | 500 0 STAT.. 08A15/2003 09/10/2003 09/15/2003
24 H5Wolleyball High Schoal*oll... 500 0 STAT.. 08/15/2003 03/10/2003 03/15/2003
25 HolidayS afety Heliday Safety ... 1000 0 STAT... 11A110/2003 12/01/2003 12/15/2003

Homecoming Homecoming 1200 0 STAT..
“ﬁiﬁ“ﬁ“
Memanial Day  Memarial Day |00 0 STAT... 05/10/2004 05/17/2004 05/24/2004
29 Murses_‘Week | Mational Murges ... 1000 1] STAT.. 04/17/2004 04/24/2004 05/01/2004
30 Teacher_App.. | Teacher Appreci... a0a 0 STAT.. 04/16/2004 04/23/2004 05/01/2004 o
4| 1 3
LClear Actual Wiew Notes | Edit Mates | ak.

Cancel

Help

Fli

Start by selecting a number for your new event. SalesReady® assigns unique numbers
to each event. There are two categories of numbers to choose from: National and Local
events. National events were pre-loaded on your original SalesReady® software and can
include any event that could be used at any radio station around the country. Local
events are those events that only happen in your area. You can choose to have
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SalesReady® assign the next available National or Local number for your event, or you
can choose your own number from the list.

Tab to enter the short name of the new event. Event hames cannot exceed 15
characters, and cannot contain spaces. (You may use the underscore (_) to separate
words in the event name text box).

Tab to go to the next text box labeled Brand Name. Here you may enter information
about your station or cluster. Again, there are no spaces allowed here.

Tab to the Event Name (long form) text box. Here you may write out the name of the
event as you wish it to appear as the title on a Brochure or Order-form.

[Editevent X]

Sxalable D Ewent Brand Mame
[111 | |'N ew_Event [MyRaic

Ewent fame [lang form]

!New Ewvent Mame Goes Here “wWiite it Pretiyl

Start Sell Date Stop Sell Date  StarkAir Date Stop Air D ate

Event Length  Ewent Quota

o E

Brice: Low Erequency Price Medium  Frequency

|0 ]n |0 0

Frice High Frequency

In |n

Home Team Yigitor Team

IJszer Replaceable Tag 1 Uzer Replaceable Tag 2
IJzer Replaceable Tag 3 |zer Replaceable Tag 4

Ilzer Replaceable Tag &

Event Docs Bazed or;

I Cancel |

Keep tabbing through this dialog box where you will be given opportunities to enter
Start and Stop Sell Dates. We suggest selling most events 4 to 6 weeks prior to the
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event. The reason is two-fold. First, beat your media competitors to the punch and
deny them the money for that event. Remember, most people won't sponsor the same
event with more than one vendor because the buy was emotional. Secondly, by selling
way in advance of the event, your likelihood of being paid before you have invested
production time is much, much higher, and the time spent on collections is reduced.
When choosing your sell time period, make sure you leave enough time for Production
to create the finished spots.

The next tab is Start and Stop Air Dates. Start airing about a week ahead of the event’s
actual date. Stop airing the last actual day of the event.

The next tab is the Length of the event sponsorship, including the sponsorship tags
(most likely be 30 — typical 20 second message with 10 seconds of room for two
Sponsors).

The next tab is the Event Quota (this is for the entire department to achieve together).

Now enter the pricing packages: low, medium and high, each with frequency
(frequency is the number of mentions the customer gets for the price).

Click the OK button to save this information.

Step 2: Adding a new folder to hold your associated event materials

In addition to creating the new event, you will have to create a new folder to house new
event documents such as brochures, invoices and ad copy. For this task, you need a
shortcut on your desktop.

Double-click on the My Computer icon on your desktop

Double-click on the WR-Salesserver W: drive.

Double-click on the Wire folder

Double-click on the Users folder

Double-click on the Public folder

Double-click on the Sales folder

Right-click on the Docs folder and choose Send To > Desktop (create shortcut).

Close the open window and double-click on your new shortcut on your desktop.
Right-click anywhere in the white space of this window and choose New > Folder.

When the new folder appears at the bottom of your window highlighted in blue, rename
the folder to match the number of the new event that you added. For example, if you
created event #111, then you must create a new folder also named 111. The software
will not work correctly if you add anything to the name of the folder besides the
number.
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Event Management: Event document editing buttons

While as a manager you are welcomed to make edits yourself, you can always fall back
on the Event Service Team when you need assistance creating new event materials or
editing existing documents.

Editing existing documents

There may come a time when you would like to edit the ad copy, wording, or graphics
on brochures, invoices or ad copy sheets. When a member of your team launches a
document by double-clicking it or clicking the Launch button, the WireReady tags
merge information into the documents automatically. When the WireReady tags are
merged, the document is no longer savable when changes are made. It may not give
you an error message, but it is guaranteed that your changes will not be saved. Because
of this feature, you must open your documents a different way when you want to make
permanent edits.

To open an event document so that you can make permanent changes:

Double-click any customer account

Click on the Event Materials button in the lower left corner

Choose the number and event by clicking once

Click once on the particular document you wish to edit

Click the Edit Selected button on the right side of the screen to open the document for
editing. See the diagram below:

5
Exent Filter ‘Shnwing: HunterS afetuak
I Cancel |
Event S Files New Fil
|11 HunterS afetyiw'k Lo e ErochuresHunter fax.it —_—
General - " OrderForm id-CopyHunterS afety.itf < Edit Selected P
1 Diabetes_Maonth : Broadcast Order Form. i
2 Get_Out_%_Vote " Bample-Ad BrochuresHunter Fam.rif Help I
3 Education_Week  Ad-Copy Order-FarmHunter_inw.itf

4 Baby_Safetybinth Scriptz.rtf

5 BreastCancerth " Spripts

E CrimePrevention " Objection
T DaylightS avings

8 FarmS afetyh/sek " Brochures
9 FireFrevention

10 Halloweens afet « Info

11 HunterSatetywk = ToDo

12 N'tnl_4-H_week
13 H'tnladoptional
14 Car_Care_Month " AlFil

15 Dental_Hygiene RIS
16 Red_Fibbon_wk |

Ewent Info 1 | Launch as

Copy az
Template

Print A1l a2 Form | Print ALL Folders as Form

Farm

ViewMNotes 2| Edit Notes 3 |

Browsze to file
[ Enable Browse

Path/File;
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Adding new documents to a new event folder from the master templates
When you create a new event and event folder, you will also want to add template

documents at that time. Adding or associating documents with a new event is a simple

task.

Double-click any customer account

Click on the Event Materials button in the lower left corner

The General folder contents will be in view, by default. This is good because you want to

copy the master templates from the General folder to your new folder.

Click once on the BrochuresMaster.rtf file

Click on the Copy as Template button. See the diagram below:

SalesReady Items

Showing: General Launch

Cancel

Filez ;
MHew File

Brochureshkd aster it

2004 - JUME UPDATED COMI Edit Selected

Brochure-t azter-Buffalo, itf
BrochuresKLTQ-KYDZ. i Help
Brochureszid azter itf

mazter events st doc

Order-Formbd agter. itf

i

Exvent Filter
Ewvent o
IGeneraI iEEREs
£ Order-Fom
1 Diabetes_Month :
2 Get_Out & Vote " Sample-Ad
3 Education_‘Week " Ad-Copy
4 Baby_Safetybinth i
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8 FarmS afehyiwieek " Brochures
9 FirePrervention
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Choose the number of your new event & Click OK. See the diagram below:

Event Selector ) %]

Ewent Eilter
| LCancel |
Help
Selected Event
95 MatherzD ay -
97 WetSalutes _J
93 Severs\t eather

93 ProztateCancer
100 MO_COMTACT
101 RelayforLife

102 FlagD awlunel4
103 SunSkinS afety
104 FireworksS afety
105 HotweatherS afet
106 ChildDrentalkd ant
107 WWarnenzHiztonko Event Detail |
108 Child&busePrewd
109 CommunituB oozte

110 Alcoholbwwarekd o Select Al I

To Filter the list of events, type some text from the
dezired event into the Event Filker. Only events that
have that combination of letters will be displayed The
list waill showe all events if the Event Filter iz blank

Repeat this process with the Order-formMaster.rtf file.

When you are finished copying the master templates to your new event folder, double-
check your work by entering the number of your new event into the event filter on the
left side of the screen. When you click on that number, your 2 new documents should
appear in the window on the right side of the screen. At this point, all that’s left is to
edit the ad copy if you so wish.

Additional management tools: Pitch delete

Once in awhile, a member of the CEC team will make a mistake and log the wrong
amount sale, or log a yes when it should have been a no. Sometimes a customer will
change decisions an increase or decrease the amount of their buy. As the manager, you
are responsible for correcting the mistake. In addition, you are the only member of the
team that has the button to do this task.

To delete a pitch, you must first open the account that contains the mistake.

Click once on the date of the incorrect pitch listed in the Sales History window to
highlight the incorrect pitch.

Click on the Delete Pitch button in the lower left corner of the screen. See the diagram
on the following page:
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Additional management tools: Last caller change

The Last Caller field indicates the last person to make a change to a single customer
record. For the CEC team, the Last Caller field is grayed out so it cannot be edited, but
it does show the name of the last caller to them even though it is grayed out.

As a manager, you have the authority to edit the Last Caller field, but you should refrain
from changing this frequently. The only time you might want to change the last caller
field is when you have deleted a pitch for another CEC, and you want that CEC’s name
to remain listed as the last caller rather than your own, since you did not actually call on
the customer. For updating large numbers of accounts last caller, see Mass Update.

Additional management tools: Sales Rep change

The Sales Rep field indicates the person assigned to maintain a particular customer
record. In most cases, the Sales Rep field is grayed out for the typical CEC, but the field
still shows the assigned rep. CEC’s should be cautious and remember to glance at this
field each time they open a new account to make sure not to step on someone else’s
toes by calling on an assigned account.
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As a manager, you have the authority to change the Sales Rep field and assign accounts
if you so wish. How you divide accounts among the team is up to you; one method is to
assign accounts. Some call teams never assign accounts; accounts are kept open for
anyone to call depending on the event that is being worked at the time.

You are also the liaison between the AE’s and the CEC team. When your sales manager
lets you know that a particular car dealership account is assigned to a particular AE, you
need to mark that account in SalesReady® so your team knows not to call that
dealership. Use the drop down list to assign a rep name or AE name to a particular
account. For updating large numbers of accounts sales reps, see Mass Update.

Additional management tools: Mass update (database)

The Mass Update tool is extremely useful for assigning reps to particular accounts, or
even for updating an area code change in particular phone numbers. Those are just 2 of
the 5 instances where you can use the Mass Update tool to quickly and easily modify
information in your database.

To find the Mass Update tool, double-check that you are viewing the sales database.
At the top of your screen, there is a menu named SalesReady32. When you click on this
menu, the drop down list includes the Mass Update tool. See the diagram below:

PR
SalesReady3z File Programs User Window Help
Fax Selected
Mass Lpdate
Edit Sales Reps TS$0  MOQ$:0  YTS$0  TD#:0 |
2 | | ¥4 | . Wiz | Delete | Event
Showr |Find ID]| Add | Rapar Record | Record | Info
Account | 1D | Categor | Sales Rep | Call Back. | Last Pitch ©n |
Blessed Designs GIFTWARES-WHCLE. ..
D &R Designs DRAPERIES & CLURTA. .,
Designs By Melinda PLAMTS-RETAIL
Desians Ete, Tue 07/15(2003 1516 07/ 14/2003
Madra's Signs & Designs SIGNS (MAMUFACTL. ..
T-N-T Designs EMBROICERY
|MClose%s 0 YClose® 0 |User: Kris Heinze - Kris |Database: sales |Records: & &
I ersian 3,803 5M; 9708 |salest [ [Test Gerial # 04:50:43 P
iﬂstart”J & & P |] [ rbox - icr... | yOLD Sales ... | E|5ales Mana... ”‘ﬁ wireRead... & [100-Rhett .. |G B @R sz
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There are 5 ways you can mass update the database. Choose from the list. Follow the
directions from that point to finish the task. See the diagram below:

Mass Update i x|

Select Update Type

Area Code Change
Last Caller Change
Sales Bep Change
Call Eack Chanage
Mass Pitch

ak I Cancel |

Additional management tools: The List Button (exporting database records)
The List button allows users to create a list of accounts to be printed or saved to a file.

List Type

= Calling List: Generates a list of accounts that includes Account Name, Contact, Contact
Title and Phone Number fields, sorted in the order they appear on the screen.

= Mailing Label Data: Generates a list of accounts that includes Account, Contact, Title,
Address1, Address2, City, State and Zip Code fields, sorted in the order they appear on
the screen.

= Current Browser: Generates a list of accounts that includes the fields currently
displayed on the screen, sorted in the order they appear on the screen.

Source

= Selected Records: Uses only the records that are selected (highlighted) in the list of
accounts for the output.
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= Entire Browser: Uses all the records currently displayed on the screen in the browser
for the output.

Destination

= File: The list will be created into a file that can be stored in any folder available to the
user. When giving the file a name, include the extension.
= Printer: The list will be generated to the printer.

Delimiter

= Space (Text Documents): The list will be generated as a text file. A choice for both
File and Printer output.

= Comma (CSV/Excel Format): The list will be generated as a Comma Separated
Value file. Only available when saving to a destination file.

See the diagram below:

=
—Lizt Type
LalingList ¢ Mailing Label Data ¢ Curent Browser ﬂl

— Source
*' Selected Records ¢ Entire Browser

— Destinatian
i~ File % Printer

— Drelirniter
{*' Space = Comma
[Text Documents] [C5W/Emcel Format]
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Additional Management Tools: Creating Mailing Labels

Using the Mail Merge feature to create mailing labels or envelopes printed from
records in your SalesReady® database

We have created templates for use with some of the basic Avery labels or with standard #10
envelopes. You may use these templates to speed the time it takes to set up a mail merge using
records from your SalesReady database, or you may create your own new template for a label
not included on the list.

To use an existing template for your mail merge:

—

Select the business records in the database that you wish to use.
2. Click the List button
a. Check the “Open MS Word Merge File” checkbox
b. The “Mailing Label Data” radio button will become checked by default. Leave it
selected.
c. Choose your Selected Records or the Entire Browser
d. Leave the default choice on “save to a file.”
e. Leave the default choice on the format of the file.
Click OK.
Navigate to your Mail Merge Templates folder and open the Template document you
wish to use (ex: Envelopes10.doc or Avery8660.doc) and click the Merge button.
a. You may have to click the View Merged Data button on the Word toolbar to
view your merged data, rather than only the formatted merge fields.
b. You can also choose to click the Merge button on the Word toolbar and choose
to merge your data into a “new document.”
5. Print.

Hw

NOTE: If your merged information does not display immediately, call 800-833-4459 for
assistance.
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To create your own document template from scratch:

1. Set up your blank template document

a. Click on your Shortcut to Docs icon on your desktop and navigate to your Mail
Merge Templates folder.

b. Right-click in the white space and choose New Microsoft Word Document. Name
the new document in a way that reflects the name of the labels you wish to print
upon (ex: Avery8660.doc).

c. Double-click the new document to open it.

2. Select data from the WireReady database

a. Go back into WireReady and select the business records in the database that you
wish to use.

b. Click the List button

i. Click on the “Mailing Label Data” radio button

ii. Choose your Selected Records or the Entire Browser

iii. Leave the default choice on “save to a file.”

iv. Leave the default choice on the format of the file.

c. Save the data file using the same name as the template you wish you use and
make sure to save the data file to your Mail Merge Templates folder (example:
Avery8660.txt)

3. Format your document template

a. Go back to your Word document named after the labels you wish to use and go
to the Tools menu and choose Mail Merge from the list.

b. The Mail Merge Helper window will open and allow you to configure your new
Template document.

i. In Step 1 of the Mail Merge Helper window, choose your type of Merge
(i.e. envelopes, mailing labels, etc), and also choose to use the “Active
Window.”

ii. In Step 2 of the Mail Merge Helper window, choose to open your data
source, and navigate to the .txt file you saved earlier that matches the
same name as this Mail Merge document (ex: Avery 8660.doc and
Avery8660.txt). You may have to use the dropdown file type
menu to display all the files in the folder, so that the .txt files
are visible.

1. If you are merging into labels, Word will ask you to setup your
document by choosing the Avery labels from the list of available
labels.

2. Word will also ask you to set up the merge fields you wish to use
for this merge. You can format the merge fields with returns,
punctuation and spacing.

iii. In Step 3 of the Mail Merge Helper window, click the Merge button.

c. When the Mail Merge Helper window closes and the Word document opens with
the formatted fields, click on the Merge button on the toolbar and choose to
merge the information into a “new document.”

4. Print.
5. Before you close the template document (i.e. Avery8660.doc), click the Save button on
the toolbar to save your mail merge configurations for use at a later time.
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Additional Management Tools: Printing an event document for selected
records:
(to stuff the envelopes for your mail merge labels/ mailing or for mass faxing)

1. Select the business records in the database that you wish to use.

2. Choose “Printed event doc for selected records” from the SalesReady 32 menu
at the top left of the screen

3. Choose the document you wish to print and click Launch.

4. The documents will spool and begin printing immediately.

NOTE: If you have chosen to print a large number of documents, the computer will take a
significant amount of time spool the large print job, so be prepared to let the computer sit for
awhile while printing.

Additional Management Tools: The SalesReady® Shot Clock™

Smart Dialer is a positive reinforcement tool
The only thing that stops the clock is when the user starts a call and stays on it.

It's a very effective, game-like, positive reinforcement tool.

The default shot clock time is 60 seconds, not so much because reps need a full minute
in between calls, but because 60 seconds means that each penalty is exactly 1 minute
and the penalties represent the minimum amount of time that was wasted.

If the rep doesn't call someone else before the clock reaches 0, the P: penalty field on
the top of the screen registers a penalty. We track daily, weekly, monthly and yearly
penalties. Each penalty means they took more than 60 seconds in between regular
calls.

When they score a sale (Y), the clock counts down from 5 minutes, both as a reward
and for time to do paperwork

Reps get three 10-minute breaks and a 30-minute lunch. The on-screen codes show
how many breaks have been taken and if lunch break was taken. Once breaks and
lunch are taken, the Smart Dialer won't let the reps reset the codes.

NOTE: The shot clock system can be shut off in the INI if it interferes with your system
or you decide it's not what you want.

Improved efficiency with SalesReady Smart Dialer

Because reps can cheat by not ending a call in the software at the same time they
physically hang up the phone, we introduced another check. Right now, when the user
hits New Pitch, the length of the call is only the time elapsed from start of call to the
time the End Pitch button is depressed. We added in the time that occurred FROM the
time you pitched, to the time you hit DONE and move on to another record.
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So if you see lots of 10 and 15-minute non-qualified phone calls, it means the rep left
the SalesReady account open well after they stopped speaking with the client.

To speed entry/logging non-qualified calls, we have changed the way the software
reacts upon hitting the DONE button. If the DONE button is hit and no pitch has been
made, we will automatically bring up the pitch screen displaying the last event pitched.
If this call is the same as the last call, all the user has to do is hit DONE one more time
and move on to the next call.

In this fashion, we will now start capturing the time (even when they haven't reached a
decision maker), so this shows up on the call detail report. Again, if a rep thinks they
can cheat by making a 45-minute bogus call, sooner or later these “breaks” will become
noticeable on the call detail report.

Smart Dialer on-screen codes:

P = Penalties. Total number of penalties.

B = Breaks Taken. Total number of breaks taken.

L = Lunch Taken. Y = Lunch has been taken, N = Lunch not taken.

SC = Shot Clock. Countdown timer in MM:SS format displays the total time for the
current operation (shot clock, lunch, break). If in shot clock mode, the timer will display
the time before a penalty on the current pitch wait cycle. When taking a break, it will
display a countdown for the current break (duplicated in the ‘break’ dialog explained
later).

Shot Clock & Penalties

When smart dialer is active, the shot clock information is displayed next to the stats in
the window frame title. When the shot clock expires, a Penalty is accumulated.
Whenever a penalty is acquired, it will be saved to the daily stat file.

When the SalesReady screen is first opened, the shot clock will start counting down
from 5 minutes. This provides a 5-minute sign-in time to give users a little time to get
ready to start the day. After the first 5 minutes, the shot clock then follows its default.

When the user enters a record, the shot clock information will be duplicated on the
record entry dialog's window title. This timer may appear to be slightly behind the main
timer, but they are actually the same. Itisn't possible to sync them, but the Sales Entry
Dialog reads the values from the main timer.

When the user initiates a call, the timer will stop until the user either hits the End Call
button, or exits the record.

If the user enters a ‘Y’ type pitch, they will receive a bonus amount to their shot clock
based on the BonusYPitchSeconds setting in the ini file.
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Breaks

To start a lunch break, either hit CTRL+L or x|
select SmartDialer and Start Lunch from the
menu. This will launch the Lunch Active
timer. Also, the lunch indicator will be changed : e li :
in the daily stat file to indicate that the user has s e
taken lunch. If the lunch timer reaches zero, a

End Break
penalty will be incurred and the daily stat file

will be updated.

Lunch Active

If the user has already X

taken lunch today, a
message box will pop to ! E Lunch has already been taken, Cnly one lunch per day allowed,

tell them they can't have

another lunch.

To start a reqular break, either hit CTRL+B or x|

select SmartDialer and Start Break from the

menu. This will launch the Break Active

timer. If the user attempts to exceed the max Time Remairing: 000554
number of breaks, they will receive an error

message. The break timer Dialog works the

same as for lunch.

WireReady32 |

L] E Total allokment of breaks has been used, Mo more breaks allowed
[ ]

Break Active

When a break or lunch timer is overrun, the clock is stopped to keep unnecessary
penalties from accumulating. The shot clock will resume counting down when the user
hits the ‘End Break’ button on the break or lunch timer dialog.
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Additional management tools: Protect Buttons (Do Not Call Requests, Bad
Telephone Numbers and Protected Accounts)

The 2 Protect buttons enable a manager to block the telephone and fax number on any
particular account so that CECs cannot call those blocked accounts. Software can be
configured to let the CECs view blocked accounts, but with a warning message that
explains the account is blocked and there is no access to it, or configured to make the
blocked accounts “disappear” from the database (the manager can still view blocked
accounts). Call our 800 number for help configuring viewing blocked accounts.

When you wish to block an account, you simply click the Protect Button near the phone
number or fax number, depending on which you wish to block. A box pops up with 3
reasons for blocking this number, you must click the radio button that corresponds with
your reasoning. See the diagram on the following page.
= Protect: If the number is protected, the sales rep who owns the account can
still access and view the account, but all others will be locked out. The account
turns red to signify it's been blocked.
= Bad Number: If the number if a bad or disconnected number, the sales rep
who owns the account can still access and view the account, but all others will
be locked out. The account turns red to signify it's been blocked.
= Do Not Call: If the customer has requested not to be called the sales rep who
owns the account can still access and view the account, but all others will be
locked out. The account turns red to signify it's been blocked.

File Edit Wiew Schedule

Account Mame |4-M Painting Account 1D I

Town 11?21 01 Change | Last Caller I j

Phane Number | BB0-EA5-6527 Mp | -]

Call Back Date l Time: | Change | FaxMNumber | MJ-
Cantact Name ILee M Queen Sr Pazition & Title IDwne[

Surnmary Motes I

Q Buziness Code

bock rumber SR |

Date I Ealler_l Time I Len I Ex it | Muates |
How should the number be blocked?

" Do Mot Call

" Bad Mumber

" Protect Eancel |

Schedule | Change Fitch | Ewent Info I Contact Info I Open Motes | Done I
StatCal || |
ChngSched 3| Delste Pitch | Evnt Materials | Stats | View Did Calls| Cancal |

. : ErdCal | MewPitch |
Frint | Contracts | E mail | Recard | Help I
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Appendix A: Quick synopsis of each button in SalesReady

Database Window

To get to the SalesReady Database Window, you must first start the WireReady software from
the computer desktop, login, and then click on the yellow “Sales-9” button at the top right of the
screen.

Button Name: F2 Show

Function: Standard window button

Use: To sort or organize the entire database or narrow the database to a manageable list of
accounts. Lists can be sorted by city, category, zip code, total amount bought, callbacks
scheduled...just about any sort parameter you would need.

Button Name: F3 Find ID

Function: Standard window button

Use: To quickly find a particular account(s) using an ID number only. Unique ID numbers have
to be assigned account-by-account before the search can be utilized.

Button Name: F4 Add

Function: Standard window button

Use: To enter a new account to the database.
Recommended Users: The CEC Director/ Team Leader

Button Name: F6 Report

Function: Standard window button

Use: To monitor sales progress or event progress using software-generated reports. Reports
can be generated on one caller, all callers, one event, all events, monthly sales, or leads. Instead
of gathering this information by hand, the software tracks it for you and bundles it into a
summarized report.

Button Name: Ctrl + U User

Function: Standard window button

Use: To switch 4-letter rep name without exiting the WireReady software entirely.

Pro: A manager can login as a CEC to correct a pitch that was logged incorrectly.

Con: This button cannot be used to switch between secure logins (with passwords);
only switches between 4-letter rep names.

Recommended Users: The CEC Director/ Team Leader

Button Name: View Record

Function: Standard window button

Use: To open or view any particular account window. This same function is more commonly
performed by double-clicking the account name.

Button Name: Delete Record

Function: Configurable (grayed out if disabled) for added security
Use: To delete and entire account from the database.

Pro: To clean out any extraneous records that were added.

Con: We recommend NOT deleting records for several reasons.
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1. Deleting a record that has been called upon erases sales history and alters
reports
2. Deleting records interferes with yearly database updates provided by
WireReady. It is possible to end up with that account again anyway when
the database it updated if you have deleted it in the past.
Recommended Users: The CEC Director/ Team Leader or Sales Manager ONLY

Button Name: Event Info

Function: Standard window button

Use: To organize, plan and schedule events in the system in an easy-to-use interface. Managers
can also add new events at this location. Not only does this window help keep a manager on top
of his/her duties, it can be used as a communication tool between CEC’s and their manager
because of the color-coding that indicates when an event is selling and when it is airing.
Managers can also take notes in the Event Info window about events, for their own use, or take
notes to be used in communication with CECs.

Button Name: List

Function: Standard window button

Use: To allow users to create a list of accounts to be printed or saved to a file. For calling lists,
mailing labels and on-screen information capture. You may export the information from the
database either to file or directly to printer.

Recommended Users: The CEC Director/ Team Leader or Sales Manager

Sales Entry Window
To get to the Sales Entry Window, you must first view an account record by double-clicking the
account name or clicking the “View Record” button.

Button Name: Schedule

Function: Standard window button

Use: To schedule meetings or negotiations (track sales leads). This is typically used by an
account executive, rather than a Community Event Coordinator. If an account executive spends
just a few minutes per day entering their negotiations, a sales manager can quickly review the
deals happening and help facilitate a sale.

Recommended Users: Account Executives

Button Name: Chng Schedule 3

Function: Standard window button

Use: To update records of negations or change the pitch on a previously schedule negotiation.
This is a way to track the on-going communications/ relationship between the salesperson and
the client.

Recommended Users: Account Executives

Button Name: Print

Function: Standard window button

Use: To print one account’s information, event history, notes or old calls. AEs can print out this
information to take with them on the street.

Recommended Users: Account Executives

Button Name: Change Pitch
Function: Standard window button
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Use: To update a previous Undecided pitch to yes or no. The goal is to follow up on all those
Undecided calls and persuade the client to go one way or the other. No money should be left on
the table at the end of the month.

Button Name: Delete Pitch

Function: Configurable (no button at all if disabled) for added security

Use: To delete a pitch (usually a mistake or a client changed decision)

Pro: The manager can remove pitches that were entered incorrectly, or sales pitches that that
were not real sales, from the history of that account.

Con: Access to this button will allow the user to delete any pitch. This could be used to delete
real pitches or sales and affect the records of activity on an account or by a CEC.
Recommended Users: The CEC Director/ Team Leader or Sales Manager ONLY

Button Name: Event Info (first explained above)

Function: Standard window button

Use: To organize, plan and schedule events in the system in an easy-to-use interface. Managers
can also add new events at this location. Not only does this window help keep a manager on top
of his/her duties, it can be used as a communication tool between CEC’s and their manager
because of the color-coding that indicates when an event is selling and when it is airing.
Managers can also take notes in the Event Info window about events, for their own use, or take
notes to be used in communication with CECs.

Button Name: Evnt Materials

Function: Standard window button

Use: To access event documents such as ad copy forms, broadcast order-forms, faxable
brochures/flyers, invoices or any other document that might be needed when finished or
negotiating a sale.

Button Name: Contracts

Function: Standard window button

Use: To launch production forms, contracts or event forms
Recommended Users: Account Executives

Button Name: Contact Info
Function: Standard window button
Use: To view account address and email address information

Button Name: Stats

Function: Standard window button

Use: To access sales history information about that account. Lists (in a summary bulleted list):
total number of calls, total number of pitches, total number of buys, close ratio, max $Y pitch,
min $Y pitch, total $ bought, $ earned/ call, total busy attempts, total not in attempts, total
answering machine attempts.

Recommended Users: The CEC Director/ Team Leader or Sales Manager

Button Name: Email

Function: Standard window button

Use: To send customer contact information to a selected email recipient. User simply clicks the
email address to where he/she wishes to send email to, and chooses the destination folder.
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Button Name: Open Notes

Function: Standard window button

Use: To view account notes written by anyone who has happened to call on this account. Any
complicated issues or preferred ad copy can be stored in notes for future reference.

Button Name: View Old Calls

Function: Standard window button

Use: To view sales history past the calls that fit into the sales history window that is already
visible. This holds all the past calls that don't fit into the window. Sales History helps when
figuring target categories or businesses for a particular event. If the customer has purchased or
not purchased similar types of events in the past, it could affect whether this customer is called
when time is crunched.

Button Name: Record

Function: Standard window button

Use: To open a blank *.wav file for recording audio over the phone or through a microphone.
Customized commercials or interviews can be conducted through the telephone and recorded
from SalesReady. This is the same as using the “Record 8" button from the main WireReady32
button bar.

Button Name: Start Call

Function: Standard window button

Use: To open the auto-dialing window and start the call timer. Autodialing saves wear on the
CEC and initiates a call timer for tracking the outcomes of calls.

Button Name: End Call
Function: Standard window button
Use: To stop the call timer after the Start Call button has been used.

Button Name: New Pitch

Function: Standard window button

Use: To open call log window. The New Pitch window is the launch pad for everything a CEC
might log as the result of a call—the event pitched, the buy, the dollar amount, set a callback,
take notes, and open event materials.

Button Name: Done

Function: Standard window button

Use: To finish/ save work on a particular account and let the software officially close the
account. Even when no changes are made, the Done button needs to be clicked.

Button Name: Cancel

Function: Standard window button

Use: To exit an account without saving any changes. This button should only be used when
changes have been made that the user is sure does not need to be saved. When closing an
account, it is best to use the Done button.

Button Name: Help
Function: Standard window button
Use: To open the help website. The Help buttons are not supported at this time.
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Button Name: Change (town or category)

Function: Standard window button

Use: To change the sort specification associated with a particular account. If a business
category or town location changes, the user can update that label with the Change button. This
button will be used to assign a category or town when first adding new records.
Recommended Users: The CEC Director/ Team Leader or Sales Manager

Button Name: Protect 1 (Phone Number)

Function: Standard window button

Use: To block a phone number from regular use by labeling it with Do Not Call, Bad Number, or
Protect.

Pro: Blocking a number prevents CECs from calling on that customer. Software should be
configured so that everyone can see the blocked accounts but cannot access them.

Con: As long as they CEC can view the account (with no access), he/she will not try to add it
back into the database.

Recommended Users: The CEC Director/ Team Leader or Sales Manager

Button Name: Change (callback date)

Function: Standard window button

Use: To change the callback date/time set for that account.

Pro: When a callback has been set, and a CEC makes an attempt to follow up, only to find the
decision maker is still not available, he/she may wish to simply change the callback date for
further into the future. After a call back to the account has occurred, this button can be used to
clear the call back date and time.

Button Name: Protect 2 (Fax Number)

Function: Standard window button

Use: To block a fax phone number from regular use by labeling it with Do Not Call, Bad Number,
or Protect.

Pro: Blocking a number prevents CECs from faxing that customer. Software should be
configured so that everyone can see the blocked accounts but cannot access them.

Con: As long as they CEC can view the account (with no access), he/she will not try to add it
back into the database.

Recommended Users: The CEC Director/ Team Leader or Sales Manager

Event Materials Window

To get to the Event Materials Window, you must first view an account record by double-clicking
the account name or clicking the “View Record” button. For ease of use, you can find the Event
Materials button in 2 different places. From the Sales Entry window, there is an Event Materials
button, and also in the New Pitch window there is an Event Materials button. The most common
way to get to Event Materials is through the New Pitch window.

Button Name: Launch

Function: Standard window button

Use: To open an event materials document (brochure, invoice, etc) so that it auto-grabs the
contact information and event information for the customer and event you choose. This
technology utilizes WireReady tags embedded into template event materials documents. Each
time the template is Launched for a particular customer, it is customized automatically to save
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CEC time. The CECs name is automatically entered as a salutation; there are very few edits the
CEC must perform before sending out the document.

Button Name: Cancel
Function: Standard window button
Use: To close the Event Materials window without opening any documents.

Button Name: New File

Function: Standard window button

Use: To insert a new blank document into an existing event folder. When creating an entirely
new document, this button ensures that the document rests in a location where it can be found
easily using SalesReady software.

Recommended Users: The CEC Director/ Team Leader or Sales Manager

Button Name: Edit Selected

Function: Configurable (grayed out if disabled) for added security

Use: To edit or make permanent changes to the event document template.

Pro: Each time an event is sold each year, the template usually needs to be edited to reflect
changed dates or updated ad copy. NOTE: If you are using the starter pack of events provided
by WireReady, titles and event packaging does not need to be altered on the document template
because it is housed in the Event INFO Screen instead.

Con: The user must be careful not to accidentally delete an entire WireReady tag or part of a
WireReady tag, otherwise the requested information will not auto-fill correctly when the
document is launched by a CEC. Documents cannot be edited if they don't exist to begin with.
Recommended Users: The CEC Director/ Team Leader or Sales Manager

Button Name: Help
Function: Standard window button
Use: To open the help website. The Help buttons are not supported at this time.

Button Name: Event Info 1

Function: Standard window button

Use: To organize, plan and schedule events in the system in an easy-to-use interface. Managers
can also add new events at this location. Not only does this window help keep a manager on top
of his/her duties, it can be used as a communication tool between CEC’s and their manager
because of the color-coding that indicates when an event is selling and when it is airing.
Managers can also take notes in the Event Info window about events, for their own use, or take
notes to be used in communication with CECs.

Button Name: View Notes

Function: Standard window button

Use: To view notes edited by a manager about a particular event. Notes can be used to
remember how an event performed from one year to the next. Notes can also be used to inform
callers of extra information that would be helpful in making a sale.

Button Name: Edit Notes

Function: Configurable (grayed out if disabled) for added security

Use: To edit/add notes about a particular event.

Pro: Notes can be saved to remember how an event performed from one year to the next.
Notes can also be saved to inform callers of extra information that would be helpful in making a
sale.
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Con: A user could change the information in this field, and assign the good accounts to himself,
or remove nhotes the management added about the event.
Recommended Users: The CEC Director/ Team Leader or Sales Manager

Button Name: Launch As Form

Function: Standard window button

Use: To open an event materials document (brochure, invoice, etc) so that it inserts blank lines
where it normally would have auto-grabbed the contact information. This “blank” document can
then be photocopied to be used as template hard copy.

Button Name: Copy As Template

Function: Standard window button

Use: To copy an event materials document (brochure, invoice, etc) template to another event
folder.

Pro: When you add a new event, and you have a master template saved, or just have another
event document that would be similar to what you want for your new event, use the Copy
Template as a starting point. Copy the similar template to the new folder, and then make just a
few edits to the new document instead of starting from scratch.

Con: You cannot copy a document to a new folder if that folder does not already exist. See the
handbook to learn how to add a new event folder each time a new event is added to the system.
Recommended Users: The CEC Director/ Team Leader or Sales Manager

Button Name: Print ALL as Form

Function: Standard window button

Use: To print all the event materials documents (brochure, invoice, etc) in a particular folder so
that it inserts blank lines where it normally would have auto-grabbed the contact information on
each document printed from the folder. This would be most often utilized to gain hard copy of
all documents to work with for any event. If you need a copy of one or two documents, print
each document separately.

Button Name: Print ALL Folders as Form

Function: Configurable (no button at all if disabled) for added security

Use: To print all the event materials documents (brochure, invoice, etc) in all of the event folders
so that it inserts blank lines where it normally would have auto-grabbed the contact information
on each document printed from the folders.

Pro: The “blank” documents can then be photocopied to be used as template hard copies.

Con: It takes time for the computer and printer to “spool” all the information associated with all
the documents (especially because they have color graphics on them). When using this feature,
the computer cannot be used for anything else until it is done spooling.

Recommended Users: The CEC Director/ Team Leader or Sales Manager ONLY
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