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1. Introduction

1.1 ABOUT MEDIA KIT MANAGER

Media Kit Manager is used to update information about your publication. Media Kit
Manager (MKM) is accessed through a web browser.

Information stored in MKM includes:

o Publication profile

o Readership profile

o Rate cards for advertising

o Deadlines

o Specifications for insertions, and other technical information

o Contact details

o MKM inclusions for PDFs

You can set the specific details for each category of information that you enter.

1.2  OBJECTIVES
By the end of this course you should be able to:
o Create publications
o Maintain the following information within publications:
Publication profile
Fast facts
Publication setup
Rate cards
Specifications
Deadlines

O O O O O O O

Contact people

o Update cover images

o Use Setup forms to update data

o Specify inclusions for the Media Kit PDF

o Use the Bulk Upload feature to update information.

FLB: itechne Page 3 of 40
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2. Creating publications

Publications probably won’t need to be created very often. Usually you’ll be
updating publications that have already been created.

Once you’ve created the publication refer to the instructions for editing publications

to

Frances Barkman B Logout

7 Medialii

&7 IvViedlai\It

MANAGER v4 Fublications  Publishers  Users
Publications Admin | Publications
Publishers
Users
Publications

To edit a puhlication selectthe publisher, the publication category and then select the
publication you wish to edit. Click here to create a new publication.

Pacific Magazines [+

General |w

Better Homes and Gardens factive
Bride To Be inache

Diabetic Living achve

Famous mactive

Girlfriend active

Heart Healthye | ivinn mae-fivee

Figure 1: Publications list.

1. Click on Click here in the instructional paragraph to create a new publication.
2. You are taken to the Publication Profile form.
3. Title: You must enter a title. Other information may be entered later.
4. |Save|or|Apply|your changes.
5. The Publication Setup form displays. You will see that there are a lot of
Outstanding Tasks.
FLB: itechne Page 4 of 40
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Outstanding tasks:

= There is currently no publication logo. Click here to upload a logo.

= There is currently norate card. Click here to reviesw the rate card.

= There is currently no readership profile. Click here to review the readership profile.

= There are cutrently on deadlines far this publication. Click here to review the deadlines.
= There are currently no insertion specifications. Click here to review the specifications.
#= There are currently no contacts for this publication. Click here to review the contacts.

= There are currently no header strap for the media Kit. Click here to review the media kit

= There are currently no footer strap for the media Kit. Click here to review the media kit

Figure 2: Outstanding tasks for a new publication that has only the Title information entered.

The procedures used to enter information are the same as when you are editing a
publication. Please refer to those sections in this user guide.

FLB: itechne Page 5 of 40
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3. Editing publications

6. Login to MKM. The development URL is
http://webapp3.itechne.com/pacmagsmediakit but please check with itechne for the
address of the live site.

7. The Publications screen displays with all publications listed in alphabetical order.
Each publication has a status — publications under development, or test
publications, have a status of Inactive. Inactive publications are not listed on the
website.

Admin | Publications

Publications
To edit a puhlication selectthe publisher, the publication catec
publication you wish to edit. Click here to create a new publica

Pacific Magazines |+

General | v

Better Homes and Gardens
Bride To Be

Diahetic Living

farmily circle

Famous

Gitlfriend

Heart Healthy Living inactive

Home Beautiful
I Shile

Figure 3: List of publications showing Active and Inactive publications.

8. Click on the publication you need to update.

The Publication Setup screen displays. All updates to the publication are made
through this screen.

NOTE:

The left side of the screen contains a navigation pane. This just gives you another
way of accessing the information you need to update.

FLB: itechne Page 6 of 40
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Frances Borkman B% Logout
v - L %
& MediakKit
MANAGER v4 Fublications  Publishers  Users

Setup Fublication | Publication Setup

Profile

Rate Cards

Fsadorhip Profiies Better Homes and Gardens

Deadlines Outstanding tasks:

Specifications anding tasks:

Contacts = There is currently no publication bogo. Click here to upload a logo.

Media Kit » The currentissue does not have a cover image. Click here to review the deadlines.

= There are currently no header strap for the media kit. Click here to review the media kit.
= Thera are currently no footer strap for the media Kit. Click here to review the media kit.

Publication Profile Specifications
Click here to edit the publication prafile Click here to update the specifications
including the description, fast facts and including insertions and technical information.
logos.
Rate Card Contacts
Click here to update the rate card. Click here to update the contacts
Readership Profile Media Kit

Click here to update the readership profile. Click here to setup the media kit

Deadlines
Click here to update the deadlines and upload covers.

Below are the deadline fields for this publication. The deadline fields allow you to specify the

columns available when editing the deadline dates. Click the name to edit the field or click
here to add a new deadline field.

Cn Sale Date (On Sale Data)
Booking Date
FOF Material Date

Insert Delivery Date
Cancellation Date

Editors
Below are the editors with access to this publication. Click here to add an editor ta this
publication ar create new editors.

Figure 4: Publication Setup page. You update the entire publication from this page.

3.1  OUTSTANDING TASKS
This lists everything in this publication that either has no data, or needs updating.
Each outstanding task has a Click here link to let you update that information.
3.2 ACCESSING THE EDIT PAGES FOR THE PUBLICATION’S MEDIA KIT
Each type of information entered in MKM is accessed in the same way from the
Publication Setup screen.
Each information type has a heading with a Click here link.
Click on cClick here to go to that type of information. There will be instructional
paragraphs at the top of most pages and links in the page body to update specific
information.
FLB: itechne Page 7 of 40
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Below are the rates for this publication. Click edit next to the rate card name to edit the rate
card details including the spend levels and adding new categories. Click edit next to the rate
card category to edit the individual rates. Click here to add a new rate card.

Figure 5: example of the instructional paragraph at the top of a page. Follow the appropriate
Click here links to update information.

FLB: itechne Page 8 of 40
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4. Publication profile

This contains information about the publication. The information entered here
displays when a person first selects the magazine on the website.

Fublication | Profile

Better Homes and Gardens

Active:
Categorny:
Title:
Logo:

Description:

FastFacts:

Cansumer
LIl

Update
Request
Contact:

General | »

|Eletter Haomes and Gardens |

| || Browse... | [l oelete mage
B7U | E==|:=i= FEY-LX:
--Format - [ % || -- Styles - | » | - Font family - | - Font zize - | W | A b7
OB H | | | | | bm
As the leading home living brand, Better Homes and Gardens is o

characterized by a strong and loval follawing, The appeal of Better Homes
and Gardens iz that it recognises the value of the home, providing creative
inspiration that can be uzed.

Our readers are enthusiastic achievers, They're smart resourceful and know
what they want from their lives, Farmily is important, as is security, cormnfort
and a place to call hame, That iz why 79%%* of our readers either own or
are paying off their hormes.

How their horme 'feels' is important to our readers. They take pride in how
it looks and want their guests to always feel welcome, And whether they're
planning their spring garden, a meal far the family or 2 new project around =

Freguency: Monthly
Circulation: 295,000 Source: ABC Audit, June 2007 Ay Met Paid Sales)

Readership: 1,453,000 Source: Roy Morgan Readership, July 2006 - June 2007
australia anlyd
Edit Fast Facts

|www NakhooT com.aubhg

|Iaura.jilwan@pa-:ificmags.u:u:um.au, n1

Attachments: Mew Attachiment (Mame, File)

| || || Browsze. ..

| Apply | |Save | | Cancel | | Delete |

Figure 6: Publication Profile form.

FLB: itechne
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4.1 FIELDS IN THE PUBLICATION PROFILE

[ Status
Either Active or Inactive. Inactive publications are not listed on the website.
When you create a new publication the default status is Inactive. Leave it at Inactive

until you have entered all the data required for the first issue.
I Category

There is only one choice — General.
i Title

The title of the publication. The title is used on the website and displays in the
dropdown list of magazines, and also when a magazine has been selected.

Better Homes and Gardens ¥

¥ Owerview

* Rates

¥ Specifications

¥ [Deadlines

¥ Audience

* Contacts

Bride To Be [ 3
Diabetic Living [ 3
farmily circle [ 3
Famous [ 3
Girlfriend [ 3
Hormo Hoatifial Y

Figure 7: Publication titles listed in the navigation pane on the website. These titles also
display in the pulldown menu for Magazines.

v Logo
1. Click on to locate your publication’s logo image.
2. Click on Open to insert the logo into the Profile.

Looo: | || Browse. . |f [ oelete Image

The logo displays at the right of the publication’s description on the website.
To view a logo that has been added to your publication, move your mouse over the

i

To remove a logo, tick the Delete Image box.

FLB: itechne Page 10 of 40
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aifr?erHDmgs Better
ling creative Homes

and Gardens:

eful and knowy
ity comfort

21OV OFare © MAGCAZINE SPECIFICATIONS

jde in how it
qer they're
lject around
H=1=5

Figure 8: Logo as displayed on the website.

v Fast facts
The Fast Facts displays as Quick Facts on the website.

s T LTI ANNd AT i praete e,

© Gluick Facts

Frequency: Monthhy

Circulation: 295,000

BEC Audit, June 2007 (&g Met Paid
-

Salesn

Readership: 1,453,000
(Roy Morgan Readership, July 2006 -
June 2007 (Australia onki)

Figure 9: Fast facts as displayed on the associated website.

You can select the type of information that is in the Fast Facts.
To edit the Fast Facts, click on Edit Fast Facts.

Editing fast facts
See Bulk Upload for instructions on updating using this technique.

Fast facts is divided into 2 columns. The Label column displays in bold coloured text
on the website. The Value column displays the first word in bold and the remainder
in a normal weight font.

FLB: itechne Page 11 of 40
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Fublication | Fast Facts Setup

Lahel Yalue Delete
|Frequenu:y ||ru1|:|r|thl':.f | ]
|Circulation ||295,000 Source: ABC Aud []
|Readership ||1 453,000 Source: Roy I'-.-1|:| |:|
| | |1 O
| | | O
| | | O

| Apply | |Save | | Cancel |

Bulk Upload

Figure 10:Fast Facts Setup, where you edit fast facts.

vi Consumer URL
The address you enter here displays in Official website at the bottom right of the
webpage.
When you enter this address you do not need to enter the http:// - just enter the
address from the www. For example, www.yahoo7.com.au/bhg
© OFFICIAL WEBSITE
hoo¥ .com.auhhg
Figure 11: Consumer URL displays as Official Website.
Vil Update Request Contact
This is the email address of the person who is responsible for updating this page.
Only people at Pacific Magazines and itechne staff will see this information.
If you need to enter several people, separate each with a comma. For example,
laura.jilwan@pacificmags.com.au, nicole.latham@pacificmags.com.au
jome | ContactUz | Feedback Search _ 3
Request Changes
ale faor this
Figure 12: Contact person displaying at top right of webpage.
FLB: itechne Page 12 of 40
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. Request Changes . . . . .
When you click on your email editor opens. The email subject is

pre-filled with standard information pacificmagazines.com.au request for update:
and the title of the publication.

The email will be addressed to request.change@pacificmagazines.com.au
The CC will be taken from the Update Request Contact field in MKM.
Type your change request and send your email.

[ Send ] [ Save MNow ] [ Dizcard ]

From: | Frances Borkman =frances@hjork net= w

T0: |t acey adameg@itechne com

Ce: request change@itechne . com; laura jilvwan@@pacificmags .com.au; nicole lastham@pacificmags.com.au

Add Boo

Subject; pacificimagazines .com.au request for update: Better Homes and Gardens

Figure 13: Email editor containing the Update Request Contact. Note that as this is in
development the current person is an itechne staffer. This will be updated before going live.

FLB: itechne Page 13 of 40
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5. Rate cards

Advertising rates are entered here. You can have separate rate cards for each type of
advertisement — for example, Page Rates and Inserts.

51 FIELDS IN A RATE CARD
Fields when adding a Rate card:

Order — order that the rate card is listed on your screen. Use 10s numbering —
For example, Number the top card as 10, the second card as 20, the third
card as 30 and so on. This means that if you want to move them around later
you can easily insert numbers between the existing numbers without having
to renumber all other cards. For example, if you want card order 30 (the third
card) to become the second card, give it a number of 15. That way the first
card is still 10, the second is 15 and the new third is 20.

Name — the title of the rate card. For example, Rates, Insert Rates
Spend Label — This appears at the left of the Spend column

Spend - these are the headings for each column of rates.

Spend: ||:asual | |x2 | |x4 | |x5 | |x5 | |:<B | |><EI |

|x?’ | |xE |

Notes: Any specific note about this rate card. They appear above this Rate
Card on the website. Most people put the Notes on the last Rate Card so they
appear toward the bottom of the webpage.

When you have added and saved this information, you need to create a category.
This where you enter details of the advertising sizes and amounts.

52 FIELDS IN A CATEGORY

FLB: itechne

Order — If you have more than one category for a rate card, you can order
them on the webpage.

Name (the first one, under Order) — appears as the left column on the Rates
webpage. (Note that in the screen capture below, the Page Rates column
heading is entered the first name field.)

Name (the second one) - appears as the left column on the Rates webpage. In
the screen capture below ‘Page Rates’ is the content of the Name field.

Page 14 of 40
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Page Rates

Double Page Spread

Right, First Half Guaranteed
Full Page

Half Page

Third Page

Quarter Page

Ingide Front Cover Spread
Ingide Back Cover

Out=ide Back Cover

Figure 14: Column under Page Rates is from the Name field on the Rate Card Setup

form.

Casual

45,049
24,779
22,530
13,510
9,010

6,760

54,058
27,018

29,279

X3

43,923
24,163
21,967
13174
8,783

6,587

52,706
26,347

28,544

x5

42,994
23,535
21,405
12,839
8,555

6,425

51,354
25,666

27,851

Level (x) — content of each column. When you created the Rate card you
entered ‘Spend’ columns. The number of Levels must be the same as the
number of Spends. You can have up to 9 Levels (and Spends).

Page 15 of 40
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6. Readership profiles

Readership profiles are where you enter details about the readership of this
publication. You can break the details into further categories, for example Age,
Socio-Economic status, Occupation, State-Breakdown.

The screen capture below has two readership profiles
e Readership Profile and
e All People.

Each of these profiles has categories.

Fuhblication | Feadership Profiles

Better Homes and Gardens

Below are the readership profiles for this publication. Click edit to edit the profile or click here
to create a new readership profile.

Edit Readership Profile
Profile %

000's U Mang. Pop.
Edit Readership
All People 1,453 26% 100%  100%
AllYyvormen 1,049 122% 7T22% 507%
All Men 404 48% 2T8% 49.3%
Grocery Buyers 1,078 10.7% 4% 459.2%
Grocer' Buyers with Kids in HH 3T 11E%  Z545% 183.83%
People with Kids in HH a2 B4%  359% 364%

Edit all People
Profile %

111118 I Mag. Pop.
Edit Age
14-17 years az 2.8% 2.2% 6.7 %
18- 24 years a4 2 7% 3.8% 12%
28- 34 vears 203 T2% 139% 167%
35- 49 vears 44k 9% 307% 267%
a0 - G4 vears 455  122% HM.3% 22%
65 years and over 262 7% 1831% 16%
Edit Socio-Economic
AB 283 a4%  195% 20%
C 2491 a.6% 20% 20%

Figure 15: Readership Profiles.

FLB: itechne Page 16 of 40
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7. Deadlines
Deadlines are where you enter the deadline dates and also upload the cover images
for various issues of the publication.
Cover images that have been uploaded display on the website, but are not displayed
until the On Sale Date of the issue.
7.1  UPDATING DEADLINES
Deadlines are updated in two places in MKM.
o Publication Setup — where you maintain the Deadline fields.
o Deadlines — where you maintain deadline dates for the Deadline fields. This is
also where you update cover images.
Deadlines
Zlick here to update the deadlines and upload cowvers.
Below are the deadline fields for this publication. The deadline fields allow yvou to specify the
columns available when editing the deadline dates. Click the name to editthe field or click
hete to add a new deadline field.
on Sale Date (On Sake Date)
Booking Date
FDF Material Date
Insert Delivery Date
Cancellation Date
Figure 16: Deadlines section of the Publication Setup form.
[ Updating Deadline fields — from the Publication Setup form
This allows you to change the field name, and to reorder the fields so that they are
listed in a different order on the website (and in the Deadline Fields table on the
Publication Setup form — as above).
1. Click on the Deadline field that you want to update. The Deadline Field Setup
form displays, as below.
2. Change the information as required.
Better Homes and Gardens
Order:
MHame: |EI|:u:|king Diate
Date Format [cie manan sy | 2o dot WA ey
0n Sale Date Field: []
| Appaly | |Save | | Cancel | | Delete |
Figure 17: Booking Date deadline field. Note the format of the date.
FLB: itechne Page 17 of 40
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Date format:

The Date Format you specify must be used when you are updating the deadline

dates. This means that if you specify Date Format for the Booking Date field as dd

MMM yyyy in the Deadline Field Setup form, you must use that format for all dates
entered in that field.

Special case — On Sale Date field:

The On Sale Date field is marked with (On Sale Date) and cannot be deleted. You
can change the name — for example, to Sale Date.

Better Homes and Gardens

Order
Mame: [on Sale Date
Date Format: [oict bttt sy | e ot b

2n Sale Date Field:

| Apply | |Save | | Cancel | | |

Figure 18: On Sale Date field indicated.

I Updating Deadline dates
You can change the deadline dates and add cover images for issues from here.

1. Use the Click here link just under the Deadlines heading on the Publication Setup
form. The Deadlines page displays

Better Homes and Gardens

Below are the deadlines for this publication. Click here to update the deadlines or click the
covericon to upload a cover image.

OnSale Booking PDF Material Insert Delivery Cancellation

IssueName |\ te Date Date Date Date Cover
July 2007 ggnﬂa? gg#‘r 30Apr2007 00 May2007 28 Mar2007 [
August 2007 gga'_jﬂ” ggn'"’;a? 28 May 2007 06 Jun 2007 25 Apr2007 [
gggtfmher ggn“';“ gga';'” 25Jun 2007 04Jul2007  23May2007 [
October 2007 335}“9 1236';” 23.Jul2007 01 Aug 2007 20Jun 2007 [
gjl'j:';?mber égnafp ;S;}“g 20 Aug 2007 20 Aug 2007 18Jui2007 [
g’;g_:?mber é;n‘%}“ ;gngfp 17 Sep 2007 26 Sep 2007 15Aug 2007 [
ggu”ftmas égnr“;w ;SDOT“ 150ct2007 24 0ct2007 12 Sep2007 [
Figure 19: Deadlines page.
FLB: itechne Page 18 of 40
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Note:

Issue Name is a field that is not listed in the Deadlines fields list. That is because this
field is automatically created by MKM. It is a text field (not in date format). The field
contents are entered in the Deadlines Setup form.

2. Click on the Click here link to update the deadlines. The Deadlines Setup form
displays. You will see that each date field is formatted as dd MMM yyyy.

Fublication | Deadlines Setup

FDF Material  Inser Delivery Cancellation

lssue Mame  On Sale Date  Boaking Date Diate Date Date Delete
Luly 2007 |l30 May 2007 |[25 spr 2007 |[30 apr2oo7 e may 2007 |[28Mar2007 | [
ltugust 2007 |27 oun2007  |[23may 2007 |[2emeyv 2007 B aunzoor |25 Apr2007 | [
[September 2007 |25 Ju 2007 |[2ooun2007  |[esaunz2007 pdawizoor |[23mayzo07 | [
[october 2007 |22 sug 2007 | w2007 |z3awzoor ||t Awgzoor |[2owunzoor | [
Iovember 2007 |19 5ep 2007 |15 Aug 2007 |[zo Aug 2007 |29 awgzoor |fswuizony | [

[becember 2007 |17 oct2007  |12sep2007 |17 Sep2o0r |26 Sepzo07  |[15Auwgz007 | [
[christmas 2007 |14 mMov 2007 |10oct2007  |fisoct2007 |24 0ctzoor |[12sepconr | [

| | | | [ | | O
| | | | [ | O
| | | | [ | O
| | | | [ | O
|
|

| | | [ | | O
| | | [ | O

| Apply | |Save | | Cancel |

Bulk Upload

Figure 20: Deadlines Setup form with data already entered.

3. You update the fields by either typing the new information over the old, or by
using Bulk Upload.

FLB: itechne Page 19 of 40
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Note - Bulk Upload

If you are going to use Bulk Upload to update the dates, you must ensure that
your Excel file (that you upload from) has dates formatted the same way.

7.2  COVER IMAGES
Cover images are inserted from the Deadlines page. If a cover image has already
been added for an issue, there will be a magnifying glass icon #~ next to the cover
icon 0.
Cover images do not display on the website until the On Sale Date.
Cancellation
Date Cover
28 Marz007 [0
258pr2007 [0
23May 2007 [0
Figure 21: Right side of Deadlines page, showing cover icon and indicating cover images
with a #
Move your mouse over the #~ and the image is shown.
Cover
i}
Figure 22: Mouse over #~ shows cover image.
FLB: itechne

Page 20 of 40
12 September 2007



MKM Manager User Guide
[ Inserting a cover image
1. Clickon I, The Cover form displays.

Fublication | Cover

Better Homes and Gardens

on Sale Date: 2¥ Jun 2007

Caver. | || Browse.. | [Joeiete Image
Covers uploaded must be a hi resolution Git or Jpeg

| Apply | |Sa'-.-'e | | Cancel |

Figure 23: Cover image form.

Fields
e On Sale Date: Date that this issue goes on sale.
e Cover: path of the cover image.

2. Browse to the cover image and select Open.

3. The path of the image is in the Cover field. There isnow a # to indicate that a
cover has been added.

Cover: |C:'I.D|:u:uments anl Setting” Browse... | #
Covers uploaded must be a hi resolution Gif o 2

I.ﬂ-.ppl':.-' I |Save | | Cancel |

Figure 24: Cover image form where a cover image has been inserted.

I Deleting a cover image
1. Open the Cover form.
2. Check the Delete Image box.
3. Save your changes.
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8. Specifications
Specifications are divided into two main categories
e Insertions dimensions and
e Technical specifications.
8.1 INSERTIONS
Enter specifications for dimensions of insertions in this form. Dimensions are in
millimeters and are Height X Width.
You can use Bulk Upload to update information.
Fublication | Insertions Setup
Insertion Bleed Type Trim Delete
[Full Page |lz85 225 2452185 |lzrs =215 | [
[Haif Page Horizortal — |[146x 225 |[1oex 185 |f3sx215 | [
[Hai Page wertical 235 x 117 24577 2752107 | [
[Third Page Horizortal (101 x 225 |1 =185 |l =215 | [
[Third Page vertical a5 xs1  |lasxa1 |lzzs=m | [
I | | | O
I | | | O
I | | | O
| Apply | |Sa'-.-'e | | Cancel |
Bulk Upload
Figure 25: Insertions Setup form.
8.2  TECHNICAL SPECIFICATIONS
Enter separate Technical Specifications for information about Colour Proofs,
Production Contacts, Disclaimers etc.
1. Click on the New Technical Information link at the bottom of the Specification
form.
e Order — enter the order in which you want this specification to display.
¢ Information — type the text to be displayed.
FLB: itechne Page 22 of 40
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Order: D

information: gy W | = 4= | | o Ga @ G @&
|-- Farmat -- - Slyles -- - Fant family -- -- Font size | A-¥.
T IR T I

| Apply | |Save | | Cancel | | Delete |

Figure 26: Technical Information Setup form — no technical information entered yet.

2. Enter information and Apply / Save your changes.
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9. Contacts
Contacts contains information about the contact people for a publication.

Fublication | Contacts

Better Homes and Gardens

Below: are the contacts for this publication. Click the link to edit a contact, click here to add a
new contact ar click here to do a bulk upload.

Kini Hickson Editoral Co-ordinator SV
Conna Hodoes Mlational Advertising Manager  HNSWY
karen Goldhawk  Brand Manager [ S
Zoe Petrou Marketing Executive [ S
Lindy Butler Online Content Producer SV

Figure 27: Contacts form.

1. To edit a contact click on their name in the Name column. To add a new contact
use the Click here link in the instructional paragraph.

2. The Contact Setup form displays.
3. Enter data as required then Apply or Save your changes.

Fublication | Contact Setup

Better Homes and Gardens

Qrder: D

Hame:

Title:

Location:

Ermail Address:

Phone Mumber: | |

| Apply | |Save | | Cancel | | Delete |

Figure 28: Contacts Setup form to setup a new contact.

The completed contact details are listed on the Contacts webpage.
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Better Homes and Gardens: Contacts

Hame
Kini Hickson
Donna Hodges
Karen Goldhawk
Zoe Petrou

Lindy Butler

Title
Editoral Co-ordinator
Hational Advertizing Manager
Brand Manager
Marketing Executive

Online Content Producer

Location
HEW
HEW
HSW
HSW

HSW

£ Email Media Kit ™ PDF Media Kit
= Print Media Kit 2 Export io Excel

Phone
(02} 94961 2650
(02} 9461 3309
(02) 9464 3461
(02) 9464 2675

(02) 9464 2643

Figure 29: Contacts page as it displays on the website.

FLB: itechne

Email
kinihick=on@pacificmags.com.au
donna.hodges@pacificmags.com.au
karen.goldhawk@pacificmags.com.au
zoe.petrou@pacificmags.com.au

lindy.butler Ipacificmags.com.au
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10. Media Kit Manager

Set the information contained in MKM that you want to save as a PDF when people

2} PDF Media Kit

click on the link from any webpage for that publication.

You can change the order of information in the PDF.

Fublication | Media Kit Setup
Better Homes and Gardens
PDF Media Kit

Attachments

Header Strap: | | Browse.. | /' [Ioelete Image

Footer Strap: | || Browse... | [ oelete image

Readership Profile Page
Include:

Bookmark: |Readership Profile

Rates Page
Include;
Bookmark: [Rates

Deadlines Page

Include;
Bookmark: [Deadiines
Specifications Page

Include:
Bookmark: |Speu:ifiu:atiu:uns
Contacts Page

Include;
Contacts: [Cortacts
Page Inserts e

Figure 30: MKM Setup form - use this to control which information appears in a PDF of the
MKM.

Fields:

e Attachments If a header or footer strap image has been added you will see a
magnifying glass icon. Move your mouse over the icon to see a popup of the
strap.

O Header strap — this appears as a header in the PDF.
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o0 Footer strap — this will be the footer in the PDF.

e Readership Profile Page. You can change which pages are included in the PDF.
0 Include — do you want to include these details in the PDF?

o Bookmark — the name of the Bookmark in the PDF. Bookmarks are
similar to a Table of Contents.

[ Page Inserts

You can add extra information that is not entered in MKM to the PDF. For example,
a title page.

Click on New.

Fublication | Media Kit Page Insert

Better Homes and Gardens

Order: D

Position: | prepend Meci Ki M

Pdf Page: | [Browse.. ] -
Bookmark: | |

|App|§.-' I |Sa'-.-'e | | Cancel | | Delete |

Figure 31: Page Inserts setup form.

Fields:
e Order — order in which you want this information to be in the PDF

e Position — select the position in the PDF where you want your insert to be
placed.

e PDF Page — Browse to the PDF that you want to include.
e Bookmark - type in the name of the bookmark to be listed in the PDF.

Bookmarks ;4

u; Options -

& Readership Prafile
K] Rates

[| Deadlines

& Specifications

[| Contacts

Figure 32: Bookmarks listed in the PDF.
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11. Setup forms with Bulk Upload

Many of the forms in MKM are updated in the same manner. These include:
e Rate Cards
e Readership Profiles
e Deadline dates (but not deadline fields)
¢ Insertion specifications
e Contacts

Deadline dates is covered in a separate section of this User Guide, as you can update
more information about this feature.

11.1 ADDING A NEW SETUP NAME
1. Look at the first paragraph of text. Click on the Click here link.
2. The Setup form opens.

3. Complete the fields as required (details of the fields are listed separately in this
User Guide).

4. Apply your changes.

test publication - Delete Me

Order:

Mame: |Readership Profile |

| Ay | |Save | | Cancel | | Delete |

Profile %
000's U Mang. Pop.

Add Cateqory

Figure 33: Setup form for Readership Profile.

11.2 ADDING A CATEGORY TO A SETUP NAME FORM

Categories contain the details of the items. This usually means that they have a
heading and numerical data for that heading breakdown.

The field names in the categories (eg. Name, 000’s, Level 1) are set by MKM and
cannot be changed by end-users.

1. Click on Add Category.
2. The Setup form for that category displays.
3. Update the field contents as required, or use Bulk Upload.
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Fublication | Readership Profile Setup

Qrder: D

Mame: | |

Marme ooo's % Mag % FPop % Delete
| | | | | | O]

| | | | | | O]

| | | | | | O]

| Apply | |Sa\-'e | | Cancel | | Delete |

Bulk Ulpload

Figure 34: Category form for Readership Profile.

NOTE:

You can copy and paste information from Excel into these fields.

4. Apply or Save your changes

11.3 EDITING CATEGORIES
Setup name refers to the name in which you create categories.

For example Readership Profile, Rates would be Setup hames. Socio-economic,
Page Rates would be category names.

[ Edit specific information

1. Click on the Edit link next to the Setup name to edit the specific information
about that Setup. For example, change the name from Rates to Ad Rates, or from
Readership Profile to Our Readers.

2. The Setup form opens. If there are categories already entered they will be listed
as well (you can Edit the categories from here if you like).
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Better Homes and Gardens

Ordar:

Mame: |Readership Profile |

| Apply | |Sa'-.-'e | | Cancel | | Delete |

Profile %

000's U Man. Pop.
Edit Readership
All People 1,443 6% 100%  100%
All Yyarmen 1,049 122% 722% 507%
All Men 404 48% 27T8% 493%
Grocery Buyers 1,078 10.7% 4%  A92%
Grocery Buyers with Kids 474 4159 255%  13.8%
inHH
Feople with Kids in HH a21 gd4%  359% 364%
Add Catedory

Figure 35: Readership Profile Setup form displaying with the category already entered for
"Readership Profile".

I Edit category

1. Click on the Edit link next to the Category name to edit the breakdowns and
specific numbers for that category.

2. The Category Setup form opens, containing the data that needs updating.
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Fublication | Rate Card Setup

Order:

MHame: |Page Rates |

Marme Level 1 Level 2 Lewvel 3 Level 4 Level 5 Lew
[poubls Page Spread |[45,049 |l43 923 |l42.984 |l41 574 |l40.550 |E=X
[Right, First Half Guaral|24,779 |[24.163 |[z2.535 ||z2.520 ||z2 303 | B2
[Fuil Page |[22,530 |[21,287 |[21,405 ||l20,543 ||20,280 [{ER
|Half Page |hz510 |EERED: 1253 12,482 | EERES [iEE:
[Third Page |lBoo |EEER |l5555 |l5338 |EREES |I7 2
[Gusrter Page |lg. 750 |l6.557 |l5.425 |l5.251 |l o3 |
[Inside Frort Cover Spr|s4,058 |ls2,708 ||51,354 |lsa,002 |42 850 |la:
[nside Back Cover  |[27.018 |l25 347 ||25.685 ||24.985 |[24.314 |E=X:
[outside Back Cover |[29,279 |lz5 544 ||z7 51 ||z7 084 ||z5.347 |
| | | [ [ [ [
| | | [ [ [ [
| | | [ [ [ [

| Apply ||Save || Cancel || Delete |

Bulk Upload

Figure 36: Rate Card Setup form for the category “Page Rates” in the “Rates” rate card.

DELETING OLD ROWS OF INFORMATION FROM A CATEGORY SETUP

Each Category Setup form lets you delete a row of information, however when you
use Bulk Upload you must delete the old information before uploading the new. If
you forget your uploaded information is added to the information already there — it

11.4
FORM
does not replace it.
Insert Delivery  Cancellation
Date Date
e May 2007 |[28 Mar 2007
s dun 2007 ][25 apr 2007
s awzoor |[z3 May 2007
1l 2ug 2007 |[20 Jun 2007
row that you want to delete.
FLB: itechne

Delete

=
=
=
| ]

At the right side of the Setup form is a Delete checkbox for each row. Check each
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12. Bulk Upload
Bulk upload is a way of updating all the data in a Category Setup form at once.
12.1 IMPORTANT
Bulk upload uses Excel spreadsheets to export data to a text file. It is then copied into
the Bulk Upload fields. The data used in Excel must be formatted correctly for the
Bulk Upload to work.
If you have any problems using Bulk Upload, please contact itechne.
[ General formatting notes
Remove all % signs from data to be bulk updated (instructions on the simplest way to
do this follow).
Make sure that fields are formatted correctly.
Deadlines Field setup forms have the format that is required for dates. If the
incorrect format is used, the bulk upload won’t work and you’ll get an error message.
Deadlines: dates in the source file must be formatted the same way as they have been
setup in the Deadline Field Setup form.
12.2 USING BULK UPLOAD
[ The Excel spreadsheet
1. Open the Excel spreadsheet that has the data you want to bulk upload.
2. Open the spreadsheet supplied — exce lExport.xls.
excelExport.xlIs has a macro that make it easier (than doing manually) to
convert the data to the format MKM requires.
3. Copy the data into the exce lExport.x1s spreadsheet.
Important
Do NOT copy column headings - just the data.
4. Leave the data selected.
A, B C D E
1 |4l People 1453 86% 100.0%  100.0%
2 [Allvomen 1048 122%  T722%  A0.7%
3 |All Men 404 48%  278%  493%
4 |Grocery Bur 1076 10.7%  74.0%  69.2%
5 |Grocery Bur a7 11.6%  255%  18.8%
B [People witt 521 B4%  350%  36.4%l
Figure 37: Data pasted into the Excelexport.xls spreadsheet.
5. Go to the Tools menu.
6. Select Macro.
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7. Select Macros... The Macro dialogue box displays.

Macro

Macro name

nkerDr awExpart Sy

Run |

Cance
i

Lo | et

enterDrawExportCsy

Figure 38: Macro dialogue box.

8. Click on[Run].

9. The Save As dialogue box displays with the filename “ExcelExport.xIs” entered.

File name: rexceExpDﬂ.ﬂs"

Save as bype! |,.:.||| Files (*.%)

Figure 39: Save as dialogue box with default file name - you must change this to one ending
with a txt extension.

10. Type over this name with one that you prefer. Make sure you enter the extension
“.txt”. For example, allpeople.txt.

11. Click on Save.

I The text (txt) file
1. Open the text file with Notepad (or another plain text editor).

2. You will see that the text file has “delimiters” between each field. The delimiters
are also known as “pipes” |. The example below contains % signs that need to be

removed before pasting the data into the Bulk Upload field.

111 People|1453|5.6%|100.0%|100.0%

A1]l Women| 104912 .2%|72.2%|50.7%

1] Men|404|4.8%|27.8%|49.3%

Gcrocery Buyers| 1075 10.7%|74.0% | 59.2%

Grocery Buyers with Kids in HH|371[11.6%|25.5%|15.8%
People with Eids in HH|521|8.4%|35.9%|36.4%

Figure 40: The text file that you will bulk upload. Note the pipe delimiter |. The % signs will
need to be removed.

3. Copy the text into the required Bulk Upload field.

For example, the text above is for a Readership Profile category called All
People. It must go into the Readership Profile category All People.
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Fublication | Readership Profile Setup

Order:

Mame: [all People

Marme noo's

%

Mag % FPop % Delete

Apply | [Save || Cancel | | Delete |

Bulk Ulpload

1O
1O
1O

A1l Wamen[1 04911 2 2|72 250 7
A1 Men|404]4 8|27 5493

Grocery Buyers[ 107510774 .1059.2
Grocery Buyers with Kids in HH[37111 B[25 5185
People with Kids in HH[221|3 4|35 936 .4

Figure 41: Data from txt file pasted into the Bulk Upload field for the required category.

4. Click on|Apply |

5. If you have formatted the data correctly it will be uploaded.

MHarme oood's % Mag % Fop % Delete
[ Pecple 1453 |gs  |poo oo |
[ wiomen [1osg |22 |22 |lsor |
[ e ll40a  |laz  |lers lsez |
[erocery Buyers  |ors Jnoz e sz | [T
[Grocery Buyers withfi371 |16 |2ss  |hes | [
[Pecple with Wids inHH 521~ Jlsa  |3se |lzss | [T
I [ N I |
I [ I | I |
I [ N N N

| Lpaly | |Sa'-.fe | | Cancel | | Delete |

Figure 42: Correctly formatted data is placed in the fields appropriately.

6. your Setup.

7. Your updated category is now listed

FLB: itechne

Page 34 of 40
12 September 2007



MKM Manager User Guide

Remove any % signs from the text file

% signs must be removed. If you don’t remove the % signs you receive an error
message when you try to Apply the data in the Bulk Upload field.

The following steps are for Notepad (the most commonly used text editor):
8. Open the text file.

9. Select Edit.

10. Select Replace.

11. Find what — type a %

12. Replace with — leave this blank.

13. Click on|Replace All |.

14. Now you can copy the text and paste it in the Bulk Upload field.

12.3 COMMON PROBLEMS EXPERIENCED WITH BULK UPLOAD

[ Incorrect number of columns of data pasted.
This is an extremely frustrating problem that is simple to resolve.
Each Setup form has a number of columns available for data to be entered in.
Sometimes you do not use all the columns.
For example, the Rate card categories have 10 columns of data (including the Name
field) , but often only 9 of those are used. If you only save 9 columns of data as the
text file, and paste those 9 columns into the Bulk Upload field you will receive an
error message:

Incorrect number of columns. Line: 1.

You must save blank columns in the text file so that you end up with the total
available columns (not the number of columns that you have used).
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Fublication | Rate Card Setup

Incaorrect number of columns. Line:
Incarrect number of columns. Line:
Incaorrect number of columns. Line:
Incarrect number of columns, Line:
Incarrect number of columns. Line:
Ihcarrect number of columns. Line:
Incarrect number of columns. Line:
Incarrect number of columns. Line:
Incaorrect number of columns. Line:
lrvalid Rate

Qrdetr: D

Marme: |Testing |

Mame Level 1 Level 2 Level 3 Level 4

| Apply | |Save | | Cancel | | Delete |

Figure 43: Error message above Order field.

Below is the data in the excelExport.xls spreadsheet. Note that there is a blank
column at the end. Count the total number of selected columns — there are 10
(including the blank one). This is the same as the number of columns available for
data.

Run the macro on all 10 columns, saving as usual.

Al - fe Double Page Spread

A B & O E F & H |
1 [Double Pa45 048 43023 42004 41574 40550 229414 98289 a7 ,163
2 |Right, Firs™24.779 24163 23535 2920 203 "pEse 1059 0442
3 |Full Page 22530 21967 1405 20843 0280 M9A17 Mgss Agss2
4 |Half Page 13,510 M3174 fA2839  Az492  M2185 1822 1487 1140
E [Third Page® 010 8783  Bess B339 Bz TaEs Tess Tad
5 |Quarter P26 7B T 537 T 425 T 251 & 02 B o7 5743 5 531
7 |lnside FrorBa058 E2706 51354 EoO02  MBEAD W 2os eodE 4504
B |nside Bac27 018 26347 25pEE 4005 Da314 3pa3 Tposr Rooo
9 [Dutside B29273  PR544  Bras1t Sroed R34y eEzd Bamay Paqm2
10

Figure 44: Selecting the total number of available columns (in MKM) for export. Note that
there is a blank column on the end to make up the correct number.

The resulting text file will have a pipe | at the end of each line:
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114|36269| 37163 |
122303 | 21686| 21059 | 20442 |
| 16552 |
| 11140

1]

3650 47295 | 45946 | 44594 |
132296222291

524| 2458724152 |

Figure 45: Empty column in the text file shows as a | then blank.

This indicates that there is a blank field. If you had two blank columns (ie,.only used
8 of the total 10 columns you would have two pipes - | | at the end of each line).

Now when you paste the selected text into the Bulk Upload field there is the correct
number of columns.

Bulk Upload

o Page|901 D|B7E3(53555/5339)51 12786576587 431 | ~
rer Page|67E0|5557|6425/6251 [5059(591 7|57 43|5551 |

& Front Cover Spread|54058/527 06|51 354[50002/48650)47 20545946445

& Back Cover|2701 8|26347|25666|24995|2431 42364 3| 2296222291 |

side Back Cover|29279[26544(27551 [27054|26347|25624[2450724152)  |w

£ *

Figure 46: Text file pasted into Bulk Upload field.

I Date formats displaying as numbers

Some interesting things can happen when you copy and paste date formats (such as
from the Deadlines dates)

You may need to convert the format to date when in Excel. You will find sometimes
when you export your text file that what appeared as a date has been changed to a
number format.

The example below is for Deadline dates. The first column should appear as the
Issue Name, yet it displays as a number. Christmas 2007 is OK, as Excel does not
recognise this as any type of date.

The cell format in excel needs to be updated so that the data is in the correct format
for Bulk Upload.

[9264|30 May 2007|25 Apr 2007|30 Apr 2007|095 May 2007|258 Mar 2007
39295|27 Jun 2007|23 May 2007|258 May 2007|06 Jun 2007|25 Apr 2007
39326|25 Jul 2007|20 Jun 200725 Jun 2007|04 Jul 2007(23 May 2007
39356|22 Aug 2007|158 Jul 200723 Jul 2007|01 Aug 2007|20 Jun 2007
393587|19 Sep 2Z007|15 Aug 200720 Aug 2007|29 Aug 2007|158 Jul 2007
3941717 Oct 2007|122 Sep 200717 Sep 2Z007|26 Sep 2007|15 Aug 2007
Christmas 2007|14 Nowv 2007|10 Oct 2007|15 Oct 2007|224 Oct 2007|122 Sep 2007

Figure 47: The first column has been converted to a number and is not displaying as a date.
this will cause problems with bulk upload.

1. Goto excelExport.xls where you have copied the deadline dates.
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2. Select the column that is in the wrong format.

Al - A July 2007
A, B C ] E F
July 2007 30 May 2007 25 Apr 2007 30 Apr 2007 09 May 2007 28 Mar 2007
August 2007 27 Jun 2007 23 May 2007 28 May 2007 | 06 Jun 2007 245 Apr 2007
September 2007 25 Jul 2007 20 Jun 2007 25 Jun 2007 04 Jul 2007 | 23 Mgy 2007
October 2007 22 Aug 2007 18 Jul 2007 23 Jul 2007 01 Aug 2007 20 Jun 2007
Movernber 2007 §19 Sep 2007 15 Aug 2007 20 Aug 2007 29 A0g 2007 18 .Jal 2007
December 2007 | 17 Oct2007 12 Sep 2007 17 Sep 2007 26 Sep 2007 | 145 Aug 2007
Christmas 2007 814 Mov 2007 10 0ct2007 15 Oct 2007 24 Oct2007 12 Sep 2007

=l oMo L R

=]
Figure 48: Select column that displays in wrong format (as large number instead of text)

3. Go to the Format menu.
4. Select Cells.
5. The Cell Format dialogue box displays.

f Format Cells

Numl:uerl Aligriment l Font ] Border l Patterns l Praotection l
Cateqgary: Sample
General J July 2007
Mumber
CUFrency Tvpe:
Accounking
Date | yyyy
Time o ##0.00 ;-4 #J##n.un_-;_ﬂ
Perrentage R RR0.00_--F L #R0.00_- ¥
Fraction TAIFAIMT
Scientific dfromyey i@
Text dd mimm ey
Special [$-C09]dddd, d mmmm s j
Cuskarm J TRITRIFTITTD ' il
Delete
Type the number Farmat code, using one of the existing codes as a starting
paink.

K | Zancel

Figure 49: Format Cells dialogue box in Excel.

6. Category: Select Custom.

7. Type: enter mmmm yyyy. This means that the month and year display in full. For
example, August 2007.

8. Select all the cells to be exported and run the macro as usual.
When you open the text file it will now have the data formatted correctly.
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July 2007|330 May 2007|25 Apr 200730 Apr 2007|029 May 2007|258 Mar 2007
Iugust 200727 Jun 2007]23 May 2007|285 May 2007|06 Jun 2007|225 Apr 2007

Septewmber Z007|25 Jul 2007|20 Jun 200725 Jun 2007|04 Jul 2007|23 May 2007
October 2007|22 Aug 200718 Jul 2007|223 Jul 2007|01 Aug 200720 Jun 2007

November 2007|19 Sep 2007|15 Aug 200720 Aug 2007|229 Aug 2007|158 Jul 2007
Decenber 200717 Oct 2007|12 Sep 2007|117 Sep 200726 Sep 2007|15 Aug 2007
Christmas 2007|14 Nowv 2007|10 Oct 2007|15 Oct 2007|224 Oct 2007|122 Sep 2007

Figure 50: Note that the left column is now displaying as text, not a number.

10. Copy and paste into the bulk Upload field and | Apply | and | Save | as usual.

Incorrect format — Invalid item error

This error is caused by attempting to paste data with non-alphanumeric characters
into the Bulk Upload field.

Characters that must be removed from your text file include % and $.
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Fublication | Eeadership Prafile Setup

Irvalid itermn. Line:1 Column:3
Irvalid iterm. Line:1 Column:d
Irvalid iterm. Line:1 Column:a
Irvalid iterm. Line:1 Column:3
Irvalid iterm. Line:1 Column:d
Irvalid itermn. Line:1 Column:g
Irvalid itermn. Line:1 Caolumn:3
Irvalid iterm. Line:1 Calumn:d
Irvalid itermn. Line:1 Column:a
Irvalid iterm. Line:1 Column:3
Irvalid iterm. Line:1 Column:d
Irvalid iterm. Line:1 Column:a
Irvalid itermn. Line:1 Column:3
Irvalid itern. Line:1 Column:d
Irvalid itermn. Line:1 Column:a
Irvalid iterm. Line:1 Calumn:3
Irvalid itermn. Line:1 Column:d
Irvalid iterm. Line:1 Column:a
Irvalid Item

Order:

Mame: [all Pecple |

MHame ooo's % Mag % FPop % Delete
| | | | | | O
| | | | | | O
| | | | | | O

| Apply | |Save | | Cancel | | Delete |

Bulk U'pload

A1 Peoplel1 4538691 00.0%/100.0% ~
A1 vamen(1 049]1 2 296[72.29%|50. 7%

Figure 51: Error message displayed when you try to Apply the Bulk Upload when it contains
% or $ signs.

The following steps are for Notepad (the most commonly used text editor):
Open the text file.

Select Edit.

Select Replace.

Find what — type a %

Replace with — leave this blank.

Click on|Replace All |.

Now you can copy the text and paste it in the Bulk Upload field.

N o g ~ D
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