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STRATIA

PRINT & OUTDOOR ORDER QUICK REFERENCE

AEInbox
W

Welcome to STRATA'’s AEInbox service! You are now truly connected
to your buyers and ready to start making it even easier for them to do
business with you. Please refer to this quick reference guide to help

you get up to speed on how to use the service. If you have questions or
need help please e-mail us at 11AEInbox@stratag.com.
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Register for the service

Step 1: Open your web browser and go to www.1laeinbox.com

Step 2: On the main page, go to the bottom of the screen and click on “Don’t have an account? Request one Here.”

AEInbox
W

Please enter your User ID and Password in the boxes below:

Username: [NIINININGING
Password: [NIEINININININI5:N5G

User Agreement | Don't have an account? Reguest one Here. | Forgot assword?

Questions? Please call STRATA Client Service at 1-800-95TRATA and select 2 if yvou represent a radio
station, newspaper, magazine, outdoor, or interactive vendor a cable system, or 5 for a TV station.
You can also email us at 11AEInb:
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Step 3: On the registration page, fill in all the fields. We need all of this information to properly set you up with an
AEInbox account.

AEInbox
N\

REGISTRATION

Please fill in all fields and add the Vendors (TV, radio, cable, print or outdoor) that you
represent.

— User Info [ -]

1

Select Question

— Vendor Info [ -]

4

Can't find vour Vendor in the available Lst?

Vendor Name | Media

Return to AEInbox Login

Step 4: Once you enter the registration information and click “Submit” your information will be received by STRATA.
You will receive your username and password within one business day.

Step 5: Once you receive your login information, go to the website and make sure that you are able to access your
account. You won't have orders yet but you can make sure that you can log in.

Step 6: Change your password and add any vendors (Print or Outdoor) to your account. See the Account Settings
section for instructions.
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AEInbox allows you to change your password, change your contact information, or add or remove vendors on your

account. All of this can be done through the Account Settings screen.

Step 1: From the main screen, click on the Account Settings option.

Don’t Re-Type. Download to Strata!

Woatch schedules load automatically into your avails software.

Send to traffic without re-keying orders.

Orders Received

The Best Workout

At Horne Magazine-
r e 4/2/2009 Print Clubs

Billboards 'R Us- The Best Warkout
r e 4/2/2009 DQutdoor Clubs

STRATA TV client?
Call 1-800-9 STRATA.
Want STRATA?

[ CLICK FOR MORE DETAILS!

PRINF
-

t=)

1/1/2000  4300.00 1 Received

6/1/2009  $5,000.00 1 Received

Step 2: A pop-up window will open and show you your account settings. Here you can edit your Phone Number,
Primary and Secondary Email addresses, Password, and your vendor mappings.

Note: AEInbox sends email notifications to the Primary and Secondary email addresses whenever you

receive a new order or revision.

Vendor mappings will only add you to the list of available AE’s for each specific print or outdoor vendor, it
will not give you access to any orders that have already been sent to other AEs. Orders must be sent to

you specifically.

e To add a Print or Outdoor Vendor to your account, select Print or Outdoor in the Select Media drop-
down menu. Select the Vendor you wish to add and click the Add button.

auer
12-222-1555
bauer@pubs.net

24 Horas (Mewark, M1)

Abilene Reporter-News (Abilene, TH)

Acento Latino (Fayetteville, NC)

Ada Evening News {ada, OK)

Adelante {Columbia, MO}

Adelante (El Centro, CA)

Adirondack Daily Enterprise {(Saranac Lake, NY)
Advertiser-Tribune, The (Tiffin, OH)

Advertising Age

Advocate Messenger, The (Danville, K)
Advocate, The (Stamford, CT)

Aeqis, The (Bel air, MD)

Afro-american (Baltimare, MD)

Ahora (Reno, NV)
ahora sil {Austin, TH)

jbauer@pubs.net

Unassigned

Favarite mowie?

= SRR
lngr £
=
4| |«

Update

At Home Magazine
Billboards 'R Us
Computers Today

Tourtown County Review (Yourtown)
Tourtown Daily {Yourtown)
Yourtown Outdoor (Yourtown)
Yourtawn Times (Yourtown)

Note: If you cannot find your Vendor listed, click on the "send email" link to send an email of what Vendor

you need to have added.

Step 3: Once you have completed your changes, click the Update or Save & Close button to save your changes.
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Receiving e-mail notification that you have a new order

Step 1: Once a buyer sends you an order you will receive an e-mail naotification. The notification will be sent to the
address that you entered in the registration form.

- - ; F ‘ - =X
I'fb;'ij lg 0 a9 Ij} @ ¥ MNew Order for Travel and Fun in Est. AANDE/PROM,3 from Joe Baker at 565 TEST - Me...
- Message Developer Adobe PDF @
— i“k ' 4 x =t S jﬁ % safeLists - || L i 34 Find
—& = ST & (= [ 2y Related ~
Reply Reply Forward | Delete Moveto Create Other Block | Not Junk Categorize Follow Mark as
to All Folder~ Rule Actions~ | Sender - Up~ Unread li Select -
Respond Actions Junk E-mail IF] Options ] Find
From: stationAEInbox @spotbuyspot. com Sent:  Fri 4/3/2009 7:40 PM
To: leff Bauer
Co
Subject: Mew Order for Travel and Fun in Est. AANDE/PROM,S from Joe Baker at SES TEST
_ 2
You have received a new order for Travel and Fun from Joe Baker at SBS TEST o
Advertiser: The Best Workout Clubs
Estimate: 3
Flt start: 1/1/2008
Cost: $5568.88
AE: Jeff Bauer =
Please go to hittp://www.llaeinbox.com/ to receive your order.
Please send guestions or responses regarding this notification to jbaker@adagency.net
-

Step 2: Click on the link in the e-mail or open your web browser and go to www.11laeinbox.com to login to the site.
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Opening and Printing an order

Step 1: On the order summary screen click on the Vendor name or the View order icon %

to open the order as
a *.pdf file in Adobe Acrobat so that it can be printed.

Don’t Re-Type. Download to Strata! o T L
Watch schedules load automatically into your avails software. Want STRATA!

Send to traffic without re-keying orders. : [(cLick For MoRe DETALLS! @

Click on the Vendor name here to open the order

Orders Received

At Homne Magazine-
r @ 44242009 S:i:tm""e Magazine E'l"szes'cw”kwt 1/1/2000 30000 1 Received

Billboards 'R Us- The Best workout .
- @ 47242009 Outdoor Clubs 6/1/2009 $5,000.00 1 Received

ravel and Fun-Prin . eceive
- 4/3/2009 Travel and Fun-Print -(';'l‘fbg'“tw”m”t 1/1/2000  $550.00 1 R d

Step 2: You will be prompted to “Open”, “Save” or “Cancel”. Click the “Open” button.

File Download |
Do you want to open or save thizs file?

Mamme: 3_16_Travel_and_Fun.pdf
Type: Application

Fram: vy, spokbuyspak, com

Open Save | Cancel I

@ “While files fram the Intermet can be uzeful, zome files can potentially

harm your computer. |f vau do nat trast the source, do not open or
zave thiz file. What's the nsk?
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Step 3: Your order will be opened up in a viewable/printable format in Adobe Acrobat. Click on the print button to
print your order.
Click here to print your order
E 6_Travel_and_Fun[1].pdf - Adobe Reader M=] E3
. S Miew Document Tools  Window Help ®
- | s + o
= &l | & [t /1 @ ® 57 - i i (] i[Find .
F
AD Insertion Order
AGENCY
Order Humbs: 3-1 Incerilon Hesder ID: 15
Feviclon Humber: 2 Revickon Commenic: This ks & resvision commient for Trawel and Fun.
From: The Advertising Agency Yourtown To: Travel and Fun Ciroulation: 100000 Dabe: 4722003
1234 Main Steat 1547 Borth Awenus Client: The SBast Workout Clubs
1zt Floar Froduat: 2000 Promiotions.
Yourtown, LS 31313 Yourioan, US E1211 Ectimats: i_}ﬂ?’é‘;" Finesz Promotion 1//00-
Buyer:  Jo= Baker Aftn:  James Pimey <Email travel_sundlryourtown. com=> =
Phome:  312-222-1111 Fax: 312-222-1555 Phoma: 303-293-1242 Fax: 303-233-1212
Statuc  Incer.  Wonth! BE.Cle. M.Cls.  Ad Color Ad Caption Fositicn Eeabion Tane Het Rate Hat
Dot Dy kL] Date Size Humbsr Cosd
General Comments Material Comments
Approve 171500 Jan 12/25/99 1273093 Ful Page ac xi MNew Year Resolution 2nd Cover Travel Fitness  Monthiy §233.75 $2337E
d
Test Comment Hold material for possibie repeat inssrtion
Approve 21500 Feb 1/Z300 13000 Ful Page A0 X B Year Resolution 3rdl Cover Trayed Fiiness  Zone 1 2337 $33TE
d
Fepeat of 1100
Total Cosi: HETHRD
COmmenic:
To b applied bowards an annual contract rabe at  ater date.
Ectimats Comemente:
Frocucts may vary Ovar e yEar. Ay varasons will be OEary iIndicated on INSaron Gers.
Invodess Ghould e st to: Direot Bllling Gueciions to: Eateriale: Lo Mssier Unlgue ollent gontract.
The Advwertizing Agency Yourtown Liza Jomes 1547 North Avenue Alten:  Materals Departme
1224 Miain Sfreed 3F-231222 Youricawn us Be1z11
Afenc Arcounting Dept. 3032931232 303-253-1111 Fax 3032831122
Yoarhoawn us 333 SN & S FOLIroT. DO
Disciabmer: This Is & sampi= print discaimer.
X
Buyes'Authorized 3ignature Dt
-
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Confirming an order

Step 1: From the order summary screen, select the check box next to the order and click on the Confirm button

to confirm the order back to the agency.

S - o T T
Don’t Re-Type. Download to Strata g iy
: f Watch schedules load automatically into your avails software. Want STRATA?
AEInbox Send to traffic without re-keying orders. [ cLICK FOR MORE DETAILS! 9
N

Click here to select the order WFlky  wUECr Ry
a2 Am

Drders Received

4t Horne Magazine- The Best Warkout
d42/2009 Brint Clubs 1/1/2000 $300.00 1

r e 4/2/2009 W E'I“L?b':e“ Workout 6/1/2009  $5,000.00 1 Viewed

Viewed

W~ 4/3/2009 Travel and Fun-Print The Best Waorkout 1/1/2000  $550.00 1 Viewed
Clubs

Step 2: Enter a confirmation note to go back to the agency or simply click the Confirm Orders button to confirm the
order back to the agency.

Estimate

Travel and Fun- The Best Warkout Type in a confirmation note here.

Print Clubs $550.00

Confirm Orders
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Rejecting an order

Step 1: From the order summary screen, select the check box next to the order and click on the Reject button

to reject the order back to the agency.

. PA— o g STRATA TV client?
Don’t Re-Type. Download Call 1-800.9 STRATA.
. F Watch schedules load automatically into your avails software. et
AEInbox Send to traffic without re-keying orders. ((CLICK FOR MORE DETAILS! 9
~N-

Click here to select the order

REIEC eRINF

3 '
(=)

Drders Received

At Homne Manazing-
7 e 44242008 Q:i:tome Manazine '(I;Ilwfblzest Wworkout 1472000 $30000 1

r e 4/2/2009 W E'I“L?b':e“ Workout 6/1/2009  $5,000.00 1 Viewed

Viewed

ravel and Fun-Prin . iewe
4/3/2009 Travel and Fun-Print ET&EE“W”rkD”t 1/1/2000  $550.00 1 Viewed

Step 2.. Enter a rejection note (required when rejecting) to go back to the agency and click the Reject Orders button
to reject the order back to the agency.

AEInbox
~

Agency tdvertiser Estimate | Daollars

Type in a comment explaining why you are rejecting the order.

At Horme Magazine- SBS The Best workout
Print TEST Clubs $300.00

Reject Orders
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Finding orders in the File Cabinet

Step 1: From the order summary screen, click on the file cabinet button E

Step 2: You will see the File Cabinet search screen. You can pick one or more criteria to search by including Date
Received, Vendor, Agency, Advertiser, Estimate, Flight Start, and Status.

Click on one or more of the criteria to enter or select what you are searching for

CARNGE PRINF
A
— ' f — '

S

Submit Search Return To Inbox Reset Search

Step 3: Once you click on the criteria you want to use to search (e.g., Vendor) you will see a box allowing you to
pick the selections available. Once you have selected one or more of the stations you can either click on
the submit search button or click on other criteria by which you'd like to search.

Once you click, a box will come up letting you select from available options

Submit Search Return To Inbox Reset Search
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Step 4: When you click on Submit Search it will return the results of your search.

oAANGE PRINF
A
()

vendaor

Travel and Fun- The Best Wworkout

4/3/2009 Print Clubs

3 1/1/z2000 $550.00 1

Search Again | Return To Inbaox
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