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Advertiser Goals Analysis (12 Month) 

Use this report to compare the advertiser’s goal to what is sold for each month and showing the 
percentage of goal reached. 

Information Gathering 

This report gets the advertiser goal information from the advertiser itself. When editing an advertiser, you 
can click on the button for Purchase Goals and History where you can enter a goal value [g] for each 
month for the advertiser. That goal information is then printed on the report. The report will compare the 
goal for each month to order projections for current and future unclosed months. The report will also 
compare the goal to historical dollars based on Purchase History for the months that are closed through 
Statement Processing. 

Important Information 

Running the report Media, will force the report to reflect media month figures for each month--regardless 
of the billing cycle--for projected and historical dollars; monthly advertiser goals will also be converted to 
a media month value (this version only). Running the report Calendar will force the report to reflect 
calendar month figures for each advertiser regardless of its billing cycle. Combined will look at the billing 
frequency and show the figures for each month based on how the order will be billed or how the invoice 
was billed if run historically. It looks at the Invoice Date to determine what month the invoice will fall into 
for historical months. That’s why it is very important to be sure that each invoice is properly dated with the 
correct closing date (official date) prior to committing invoices to history. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Advertiser 
Statement Group 
Station 

A/R Account Name 
Advertiser 
Statement Group 
Station 

Billing or Income Based 
Gross or Net 
Include/Exclude Non-Spot Billing 
Include/Exclude Optional Billing 
Media, Calendar, or Combined Cycle 

Sample Report 
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Advertiser Goals Analysis (3 Month) 

Use this report to compare advertiser’s goal to what is sold for each month while also showing the 
percentage of goal reached. 

Information Gathering 

This report gets the advertiser goal information from the advertiser itself. When editing an advertiser, you 
can click on the button for Purchase Goals and History where you can enter a goal value [g] for each 
month for the advertiser. That goal information is then printed on the report. The report will compare the 
goal for each month to order projections for current and future unclosed months. The report will also 
compare the goal to historical dollars based on Purchase History for the months that are closed through 
Statement Processing. 

Important Information 

Running the report Media, will force the report to reflect media month figures for each month--regardless 
of the billing cycle--for projected and historical dollars; monthly advertiser goals will also be converted to a 
media month value (this version only.) Running the report Calendar will force the report to reflect calendar 
month figures for each advertiser regardless of its billing cycle. Combined will look at the billing frequency 
and show the figures for each month based on how the order will be billed or how the invoice was billed if 
run historically. It looks at the Invoice Date to determine what month the invoice will fall into for historical 
months. That’s why it is very important to be sure that each invoice is properly dated with the correct 
closing date (official date) prior to committing invoices to history 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Advertiser 
Statement Group 
Station 

A/R Account Name 
Advertiser 
Statement Group 
Station 

Billing or Income Based 
Gross or Net 
Include/Exclude Non-Spot Billing 
Include/Exclude Optional Billing 
Media, Calendar, or Combined Cycle 

Sample Report 
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Average Unit Rate - Percentage Fill 

Use this report to show the percentage of commercial revenue sold with an average unit rate. 

Information Gathering 

THIS REPORT IS ONLY AS ACCURATE AS THE LAST RECALCULATE DATA PROCESS. This report 
depends on the Log Availabilities calculation. You can manually update the data under the Logs Menu in 
VT by selecting Log Availabilities. To get the most current data on this report, make sure this calculation 
has been performed recently before running the report. 

 NOTE - The report can also be run historically up to 1 year from the last accepted log 
date. 

Important Information 

Notice under the grouping options you have your choice of grouping by Date or Log Week. This will 
determine if the report will print “weekly” totals or “daily” totals. You can also group by Log Event, which is 
based on how the logs are set up. You must have Log Events on the log for each “Program” or “Time 
Range” you want to track. The Revenue column represents commercial Gross Income dollars. The Units 
Available column is the total number of commercial units allowed. The Units Sold column is the total 
number of commercial units sold. The report will NOT include Non-Commercial revenue or units. 
Commercial Matter is determined by how the Log Avail Codes are set up under the Logs menu in VT. If a 
Log Avail Code is marked. Adds to Commercial Time, it is considered Commercial Matter. If not, it is 
considered Non-Commercial Matter. 

Report Options 

Grouping Options Filter Options Other Options 

Date 
Log Event 
Log Week 

Log Event 
Spot Priority 
Spot Type 
Station 

Include/Exclude Bumped Spots 
Include Weekend Spots 

Sample Report 
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Bulk Progress Report 

Use this report to track the status of each advertiser’s bulk purchase agreements so that their fulfillment 
can be monitored when no one single order is entered to cover the entire agreement for a particular 
period time. 

Information Gathering 

The report gets its information from the Bulk Purchase Setup found under the Orders Menu. You select 
the advertiser, create a Bulk Purchase Name, and enter the total agreement amount for units and dollars 
and any units and dollars already used previously if needed. You can also access this screen from within 
the order by clicking on the Commissions and Discounts button. For the order to count against the Bulk 
Purchase, it must also be attached to the order at this same location. 

Important Information 

Once the Bulk Purchase is attached to the order, this report will list all of the current order numbers 
associated with the Bulk Purchase for that advertiser. It will then print the amounts ordered along with 
what has been used. The report adds committed invoices associated with the Bulk Purchase to the Used 
columns. So, the invoice has to be committed to history and attached to the Bulk Purchase to be counted 
on this report. 

Report Options 

Grouping Options Filter Options Other Options 

Bulk Expire Date 
Salesperson 

Advertiser 
Bulk Purchase Name 
Salesperson 
Statement Group 

Order Approval Status to Include 

Sample Report 
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Collections Worksheet 

Use this report to print each advertiser’s current A/R balance that is owed in addition to the last payment 
info, contact name and phone number and a comment area to write notes. 

Information Gathering 

The report pulls in the A/R balances directly from the advertiser’s statement. The contact and phone 
information pulls directly from the advertiser record or the agency if a default agency is attached to the 
advertiser. If an advertiser or agency has additional contacts or phone numbers other than the default, the 
document group selected on the report will control which contact or phone number that will print. The 
report ages based on the Aging Type that is selected on the statement group (Daily, Monthly Calendar, or 
Monthly Media). 

Important Information 

The report has an Aging Cutoff option that allows you to filter the report to advertisers that have an A/R 
balance of so many days or older. For example, if 60 days or older is selected, then the report will only 
print advertisers that have 60 days or older balances, leaving off any advertisers that only have balances 
of 30 days or less. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Agency 
City 
Salesperson 
Statement Group 
Zip/Postal Code 

A/R Account 
Advertisers 
Agency 
City 
Salesperson 
Statement Group 
Zip/Postal Code 

Include/Exclude Disabled Advertisers 
Include/Exclude Advertiser w/Legal Action 
Include/Exclude Official Invoices 
Document Group 
Aging Cutoff: 30, 60, 90, 120, 150 days or 
older 

Sample Report 
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Daily Sales Report 

To show sales for a specific period, regardless of billing frequency, while also including spot length 
breakouts, average rate, and lowest rate information. 

Information Gathering 

When the report is run for current sales it pulls the spots from online log days for current and future log 
dates as well as current invoices for any logs that are accepted for the specified date range. Once an 
invoice is committed to history, those spots will be removed from the current report. 

If the report is run for historical sales, the report will pull spots from historical invoices in Invoice History. 
Invoices must be committed to be historical. The report pulls in the spots based on the date they literally 
ran (not the invoice date). 

Important Information 

This is an INCOME based report. The report will exclude bumped spots. Non-Spot and Billable Program 
dollars will show up in the Misc. $ column based on the "run date" or "billing date" of the item. A common 
grouping or filter for this report is by Daypart. The daypart info used on this report is found in VT by 
selecting the System Menu then Edit Stations. Then go to the Station Daypart Setup Tab. Be sure this 
section is set up correctly for each station when running this report by daypart. 

 NOTE - The report will show daypart information based on Spot Placement rather than 
the schedule target of the order. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Date Scheduled 
Daypart 
Income Account 
Industry Code 
Primary Product Code 
Salesperson 
Spot Type 
Statement Group 
Station 

A/R Account 
Advertiser 
Daypart 
Income Account Station 
Industry Code 
Primary Product Code 
Salesperson 
Spot Type 
Statement Group 
Station 

Current/Historical 
Include/Exclude Non-Commercial Spot 
Include/Exclude Network Spots 
Include/Exclude Zero Rate Spots 
Include/Exclude Non-Spots 
Gross or Net Income 
Summary/Detail 
Summary Page 1 
Summary Page 2 
Summary Page 3 

 



Visual Traffic – Reports Manual 

© 2010 Marketron Broadcast Solutions ● www.marketron.com ● help@marketron.com ● Updated: 11/09/2010 ● Page 11 

Sample Daily Report 
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Forward Sales Summary 

Use this report to track all orders entered into VT using the Forward Sales Campaigns feature found 
under the Orders Menu by showing the campaign the order is for as well as the salesperson, start date, 
end date, spot count, and total value of the order. 

Information Gathering 

This report pulls all of its information from the Forward Sales Campaigns section of VT found under the 
Orders Menu. A general campaign or “schedule” is entered into the system where you can then attach an 
advertiser to that campaign. This will then create an order using that campaign schedule. A campaign will 
have campaign segments, which are the different “spot patterns” of the campaign that are added when 
creating the order for the advertiser. This type of scheduling can save order entry time when there are 
multiple advertisers wanting to run the exact same schedule. It would be just a matter of adding the 
advertiser to the campaign to create the order. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Campaign 
Campaign Segment 
Salesperson 
Statement Group 

 Order Approval Status to Include: (Pending 
Order Only/Approved Orders Only/Declined 
Orders Only/Both Approved & Pending/All 
Orders) 

Sample Report 
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Goals Report 

This report shows advertiser or salesperson goals for the year based on the calendar or media billing 
cycle. 

Information Gathering  

Advertiser goals are set up in VT by editing an advertiser and clicking on the button for Purchase Goals 
and History. In addition to viewing the advertiser's purchase history for each month and year [h], you can 
also enter a goal value [g] for each month for the advertiser, which prints on this report. Salesperson 
goals can be set up in the same manner by editing a salesperson and selecting History and Goals. 

Important Information 

The Goals Report can be run by the calendar or media billing cycle. When goals are entered for either the 
advertiser or salesperson, all the values you enter are considered calendar dollar values. When printing 
the report using the calendar billing cycle, you will simply see the goals that were literally entered for each 
month. If the report is run for the media billing cycle, the report converts the goals to media month values. 
It is if you asked, "How much is the goal worth based on the media month rather than the calendar 
month?" The report would then take the original goal amount entered for the month and convert it to a 
media month value. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Salesperson 
Statement Group 
Station 

A/R Account 
Advertiser (No Groups) 
Salesperson 
Statement Group 
Station 

Advertiser or Salesperson Goals 
Billing Cycle (Calendar or Media) 
1

st
 Summary Page 

2
nd

 Summary Page 
3

rd
 Summary Page 

Sample Report 
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Highest Bill Report 

Use this report to track historical sales for a particular spot length by advertiser ranked from highest billed 
to lowest billed with spot count. 

Information Gathering 

This report pulls its information directly from Advertiser Purchase History; therefore, in order for dollar 
amounts to show up on this report, invoices must be committed to history. This report will only include 
invoices that are in Purchase History that are actually dated within the period specified. This means that 
ensuring invoices have the correct closing date (official date) prior to committing them to history is 
essential. 

Important Information 

There are multiple ways to group/sort this report that include the ability to see billing ranked from highest 
to lowest for a particular spot length. 

Report Options 

Grouping Options Filter Options Other Options 

Date 
Electronic Invoicing 
Income Account 
Industry Code 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
Spot Length 
Spot Type 
Statement Group 
Station 

Advertiser 
Electronic Invoicing 
Income Account 
Industry Code 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
Spot Type 
Statement Group 
Station 

Include/Exclude Non-Spots 
Include/Exclude Historical Adj 
Include/Exclude Optional Billing 
Include % 
Include Remaining Dollars 
Include Spot Count 
Report on Advertiser or Agency 
Top X Selection 

Sample Report 
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Low/High/Avg. Rate Report 

Use this report to show the Lowest, Highest, and Average Unit Rate for a specified date range, regardless 
of billing frequency, by spot length. 

Information Gathering 

This report pulls spots from online log days for current and future log dates as well as current and 
historical invoices for any logs that are accepted for the specified date range. Be sure that if the report 
is run for future dates, that those logs dates are indeed online in VT Log Maintenance; otherwise, no 
spots will show up on the report for those days. This is an INCOME based report. Non-Spot Dollars will 
show up in the Other Column based on the “run date” or “billing date” of the item. Bumped Spots are 
included. A common grouping or filter for this report is by Daypart. The daypart info used on this report is 
found in VT by selecting the System Menu then Edit Stations. Then go to the Station Daypart Setup 
Tab. Be sure this section is set up correctly for each station when running this report by daypart. 

 NOTE - The report will show daypart information based on Spot Placement rather than 
the schedule target of the order. 

Important Information 

The report will also print an advertiser name associated with the Lowest/Highest/Average Rate found. 
Keep in my mind that there could be multiple advertisers that have that rate, and the report is only printing 
one occurrence. If the report is grouped by Schedule Target it will look at the spot’s order to determine 
what absolute time or log event it is targeting. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account 
Date Scheduled 
Daypart 
Income Account  
Primary Product Code 
Salesperson 
Schedule Target 
Spot Type 
Station 

A/R Account 
Advertiser 
Daypart 
Income Account  
Primary Product Code 
Salesperson 
Spot Type 
Schedule Target 
Station 

Include/Exclude Non-Commercial Spot 
Include/Exclude Network Spots 
Include/Exclude Zero Rate Spots 
Include/Exclude Non-Spots 
Gross/Net 

Sample Report 
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New Business Report 

Use this report to show new orders that have been entered within a specified date range to show what 
new business has been added for each station. 

Information Gathering 

This report looks directly at an order’s actual entry date to determine if it was entered within the date 
range specified on the report. The Order Total represents the entire ordered billing amount regardless of 
when it actually is projecting. The report also tracks the approval status of an order showing if it is 
pending, unapproved, or declined. 

Important Information 

This report does NOT track changes that have been made to an order due to modifications, cancellations, 
etc. It will only show total order dollars for all orders entered for the specified date range. See the 
Business Track Report for tracking changes and modifications to an order. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Exchange Source 
Order Entry Date 
Receivables Group 
Sales Category 
Salesperson 
Spot Type 
Statement Group 
Station 

A/R Account 
Advertiser 
Advertiser Add Date 
Exchange Source 
Receivables Group 
Sales Category 
Salesperson 
Spot Type 
Statement Group 
Station 

Gross or Net 
Include/Exclude Order Detail 
Include Only First Time Business (Y/N) 
1

st
 Summary Page 

2
nd

 Summary Page 
3

rd
 Summary Page 

Order Approval Status to Include: (Pending 
Order Only/Approved Orders Only/Declined 
Orders Only/Both Approved & Pending/All 
Orders) 

Sample Report 

 



Visual Traffic – Reports Manual 

© 2010 Marketron Broadcast Solutions ● www.marketron.com ● help@marketron.com ● Updated: 11/09/2010 ● Page 17 

No Activity Report 

Use this report to print all advertisers with no A/R activity for a specified number of months from today’s 
date. 

Information Gathering 

This report looks at each advertiser’s A/R activity to determine whether or not to print on this report. The 
report does NOT look at Order Projections. The spot count and dollars for each listed advertiser 
represents the gross dollars and spot units billed for the past year. 

Important Information 

The report will always run starting with “Today’s Date” back. So when you specify a particular number of 
months to show advertisers with no activity, the report will always count from today’s date backwards. A/R 
Transactions such as payments and adjustments must be POSTED to the A/R Journal in order to be 
counted as “activity”. Invoices must be committed to history to be counted as “activity”. 

Report Options 

Grouping Options Filter Options Other Options 

Default Salesperson 
No Activity 
Primary Product Code 

Advertiser 
Default Salesperson 
Primary Product Code 

Months of No Activity to Report (up to 12) 
Include/Exclude Advertisers with no history 
Base no activity on Charges/Credits/Both 
Include/Exclude Disabled Advertisers 
Document Group 

Sample Report 
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Order Expiration 

Use this report to provide a list of orders that are due to expire within a specified date range. 

Information Gathering 

The report pulls its information directly from orders. 

Important Information 

The date range used on the report is an End Date range, which means that the report will only print 
orders that literally end within the date range specified. 

When grouped by station the report looks at the order’s spot pattern date rages to determine the 
expiration date and dollars for each station. 

Report Options 

Grouping Options Filter Options Other Options 

Electronic Invoicing 
Exchange Source 
Order Description 
Sales Category 
Salesperson 
Statement Group 
Station 

Advertisers 
Electronic Invoicing 
Exchange Source 
Order Description 
Sales Category 
Salesperson 
Statement Group 
Station 

Order Approval Status to Include: (Pending 
Order Only/Approved Orders Only/Declined 
Orders Only/Both Approved & Pending/All 
Orders) 

Sample Report 
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Order Projections 

Use this report to show monthly order projections for up to one year at a time. 

Information Gathering 

This report pulls its information strictly from orders. The report does NOT take into account any bumped 
or deleted spots on the log. This is strictly a report based on what is ordered and will reflect any dollar 
changes due to direct revisions of the order. 

Important Information 

The report can be run Media, Calendar, or Combined. Media will force all orders—regardless of their 
actual billing frequency—to report monthly dollars based on the Media month. It is a way to see how 
much the media month is actually worth. Calendar will force all orders—regardless of their actual billing 
frequency—to report monthly dollars based on the Calendar month if you want to see how much the 
calendar month is literally worth. Combined will follow the billing frequency of each order to determine 
what month the dollars should fall into. This is the most common and most closely follows what is 
projected to bill out each month. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Advertiser 
Agency 
Commission 
Electronic Invoicing 
Exchange Source 
Income Account 
Industry Code 
Order Description 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
Spot Type 
Statement Group 
Station 
Zip/Postal Code 

A/R Account 
Advertiser 
Agency 
Commission Method 
Electronic Invoicing 
Exchange Source 
Income Account 
Industry Code 
Order Description 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
Spot Type 
Statement Group 
Station 
Zip/Postal Code 

Report Style (Monthly/Weekly) 
1

st
 Summary Page 

2
nd

 Summary Page 
3

rd
 Summary Page 

Billing or Income Based 
Gross or Net 
Include/Exclude Non-Spot 
Include/Exclude Optional Billing 
Include/Exclude Order Detail Y/N 
Include/Exclude Spot Dollars 
Media/Calendar/Combined Cycle 
Order Approval Status to Include: (Pending 
Order Only/Approved Orders Only/Both 
Approved & Pending) 
Separate Sales Group Members Y/N 
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Sample Monthly Report 

 

Sample Weekly Report 
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Pacing/Business Track Report 

Use the Business Track report style to show changes in business activity for billing dollar amounts and 
spot units from one specified date to another. The Pacing report style shows full projections in addition to 
changes in business activity. 

Information Gathering 

The report gets its information from the changes made directly to orders that affect spot count and/or 
order projections due to modifications, cancellations, etc. made by the operator. It also tracks new orders 
that have been entered for the period requested. 

Important Information 

There are two sets of dates on the report. There is the Projected Date Range, which controls what 
months the report will print for projections for any changed activity. Then there is the Base Period Date. 
This date is the date you are starting from and where the report will begin to track changed activity. The 
Compare To Date is the last date that will be compared. For example, if the Base Period Date is 7/12/09 
and the Compare To Date is 7/13/09, the report will track any dollar or unit differences between 7/12/09 
and 7/13/09 for ordered activity. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account 
Advertiser 
Agency 
Commission Method 
Income Account 
Industry Code (Adv) 
Order Description (Current) 
Order Number 
Primary Product Code (Adv) 
Receivables Group 
Salesperson 
Secondary Product Code (Adv) 
Spot Type 
Statement Group 
Station 
Zip/Postal Code (Current) 

A/R Account 
Advertiser 
Agency 
Commission Method 
Income Account 
Industry Code (Adv) 
Order Description (Current) 
Order Number 
Primary Product Code (Adv) 
Receivables Group 
Salesperson 
Secondary Product Code (Adv) 
Spot Type 
Statement Group 
Station 
Zip/Postal Code (Current) 

Billing or Income Based 
Column Options (6 months/12 months) 
Gross or Net Billing 
Include/Exclude Non-Spot Billing 
Include/Exclude Optional Billing 
Report Style (Business Track//Pacing 
Report/Pacing Report w/Goals) 
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Sample Report 
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Projection Vs History 

Use this report to compare projections for a particular month to what was billed for the same month last 
year. 

Information Gathering 

The report will print monthly figures based on order projections for the month/year range specified on the 
report, which prints on the first detail line (Proj). The second detail line is based on purchase history for 
the previous year (Hist). The invoices must be committed to history to show up on the historical detail line. 

Important Information 

The report will allow up to 12 months to be run at one time starting with any month of the year you wish. 
The report will automatically adjust the monthly columns to begin with the first month you select. The 
report will also automatically include the historical detail line based on one year from the projected 
month/year range selected. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
A/R Account 
Name 
Agency 
Income Account 
Industry Code 
Primary Product 
Code 

Receivables 
Group 
Salesperson 
Secondary 
Product Code 
Spot Type 
Statement Group 
Station 

Advertiser (No 
Groups) 
A/R Account 
Name 
Agency 
Income Account 
Industry Code 
Primary Product 

Receivables 
Group 
Salesperson 
Secondary 
Product Code 
Spot Type 
Statement Group 
Code Station 

Media/Calendar/Combined 
Gross or Net 
Include/Exclude Non-Spot 
Include/Exclude Optional Billing 
Billing or Income Dollars 

Sample Report 
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Purchase History 

Use this report to show sales history for a specified period. 

Information Gathering 

This report pulls invoice dollars directly from Advertiser Purchase History. Invoices must be committed to 
history for the period specified in order to show up on this report. 

Important Information 

There are two report styles. The Monthly Summary version without comparing to previous year shows 
monthly dollars up to one year at a time. The Invoice Detail version prints each invoice in history for the 
period specified while also including spot count for 30s and 60s as well as both gross and net dollars. To 
get advertiser detail on either report, you must group the report by advertiser. Otherwise, you will get 
general totals for each grouping item or if no grouping is chosen, you will get report totals only. The 
Monthly Summary version also allows you to compare the month/year range specified to the previous 
year. When choosing this option, you get quarterly totals as well as monthly totals. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account 
Name 
Advertiser 
Agency 
Default 
Salesperson 
Electronic 
Invoicing 
Income Account 
Industry Code 
Invoice 
Description 

Primary Product 
Code 
Receivables 
Group 
Salesperson 
Secondary 
Product Code 
Spot Type 
Statement Group 
Station 
Zip/Postal Code 

A/R Account 
Name 
Advertiser 
Agency 
Default 
Salesperson 
Electronic 
Invoicing 
Income Account 
Industry Code 
Invoice 
Description 

Primary Product 
Code 
Receivables 
Group 
Salesperson 
Secondary 
Product Code 
Spot Type 
Statement Group 
Station 
Zip/Postal Code 

Monthly Summary/Inv Detail 
Compare Against Prev. Year Y/N 
Gross or Net 
Include/Exclude Non-Spot 
Include/Exclude Optional Billing 
Billing or Income Based 
Media/Calendar/Combined Cycle 
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Sample Purchase History Monthly Summary Report 

 

Sample Purchase History Invoice Detail Report 
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Revenue by Log Event 

Use this report to show how much income was generated by Log Event for each advertiser for a specified 
date range. 

Information Gathering 

This report pulls its information directly from current and committed invoices; therefore, logs must be 
accepted to billing in order for any information to show up on this report for the date range specified. 

Important Information 

Since the report is tracking income by log event, orders MUST be entered to target a specific log event 
rather than a time range to track how much revenue was generated for a particular log event; otherwise, 
those spots will be listed on the report as <Undefined Event> for that advertiser. The report automatically 
groups by Income Account then by Log Event. Then the report will total each advertiser’s activity by date 
for each log event. 

Report Options 

Grouping Options Filter Options Other Options 

Salesperson 
Station 

Advertiser 
Income Account 
Log Event 
Salesperson 
Spot Type 
Statement Group 
Station 

 

Sample Report 
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Sales Goals Analysis 

Use this report to compare the salesperson's goal to what is sold for each month and show the 
percentage of goal reached. 

Information Gathering 

This report gets the salesperson goal information from the salesperson itself. When editing a 
salesperson, you can click on the button for History & Goals where you can enter a goal value [g] for each 
month for the salesperson. That goal information is then printed on the report. The report will compare the 
goal for each month to order projections for current and future unclosed months. The report will also 
compare the goal to historical dollars based on Purchase History for the months that are closed through 
Statement Processing. 

Important Information 

There are two Report Styles for this report: 3-Month and 12-Month. 

Running the report for the Media Cycle, will force the report to reflect media month figures for each 
month, regardless of the billing cycle—for projected and historical dollars; monthly salesperson goals will 
also be converted to a media month value. Running the report for the Calendar Cycle will force the report 
to reflect calendar month figures for each salesperson regardless of the actual billing cycle. Running the 
report for the Combined Cycle will look at the billing frequency and show the figures for each month 
based on how the order will be billed or how the invoice was billed if run historically. It looks at the Invoice 
Date to determine what month the invoice will fall into for historical months. That's why it is very important 
to be sure that each invoice is properly dated with the correct closing date (official date) prior to 
committing invoices to history. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Sales Category 
Salesperson 
Statement Group 
Station 

A/R Account Name 
Sales Category 
Salesperson 
Statement Group 
Station 

Report Style (3-Month/12-Month) 
Media/Calendar/Combined Cycle 
Level Detail Sales Goals 
Billing or Income 
Gross or Net 
Include/Exclude Non-Spot Billing 
Include/Exclude Optional Billing 
Separate Sales Group Members (Y/N) 
1

st
 Summary Page 

2
nd

 Summary Page 
3

rd
 Summary Page 
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Sample 3 Month Report 

 

Sample 12 Month Report 
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Salesrep Collection Report 

Use this report to show what A/R balances are currently owed for each advertiser in addition to tracking 
any month-to-date payments, net sales, or adjustments that have been applied to that advertiser. 

Information Gathering 

This report pulls information directly from the A/R Statement of each advertiser. The Balance Month End 
column represents the beginning balance from the prior month. In the Month-to-Date section, the report 
tracks any payments, net sales, or adjustments that have been applied to the advertiser as of the month 
requested on the report. The Current Balance column is the total net balance that is owed for the 
advertiser followed by the aging section that ages the amounts from 0-30 to 120+. 

Report Options 

Grouping Options Filter Options Other Options 

Primary Product Code 
Receivables Group 
Salesperson 
Statement Group 

A/R Account 
Advertiser 
Primary Product Code 
Receivables Group 
Salesperson 
Statement Group 

A/R or A/R Holding 
Include/Exclude Official Invoices 
Suppress Zero Balance Advertisers 

Sample Report 
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Standard History Report 

To show historical monthly transaction totals for Gross/Net Sales, Spot Count, Payments, A/R 
Adjustments, & Finance Charges in any combination for up to 5 years at a time all on one report. 

Information Gathering 

The report pulls from advertiser purchase history to get the gross/net sales & spot count; therefore, 
invoices must be committed to history in order to show up on this report.  All A/R transactions must be 
posted to the A/R Journal in order to show up on this report. 

Important Information 

When running the report using the combined cycle, it will age A/R transactions based on the aging type 
that is set up for the statement group (Monthly Calendar or Monthly Media). If the Daily aging type is 
used, then A/R transactions will age based on the calendar month. 

Rules for A/R Transactions & Income Accounts: If the transaction is applied to an invoice using only one 
type of income, then those dollars will be shown under that specific income account. If, however, multiple 
types of income accounts are used on the invoice or the transaction is not applied to an invoice, then the 
dollars will be shown under the advertiser's Default Income Account. 

Rules for A/R Transactions & Station reference: If the transaction is applied to an invoice using only one 
station, then those dollars will be shown under that specific station; however, if multiple stations are found 
on the invoice or the A/R transactions are not applied to an invoice, then those dollars will be shown 
under an <Unassigned> station. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account 
Advertiser 
Agency 
Default Salesperson 
Electronic Invoicing 
Income Account 
Industry Code 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
Statement Group 
Station 
Zip/Postal Code 

A/R Account 
Advertiser 
Agency 
Default Salesperson 
Electronic Invoicing 
Income Account 
Industry Code 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
Statement Group 
Station 
Zip/Postal Code 

Sales to Display (Gross/Net/Both) 
Billing or Income Based 
Electronic Invoicing 
Include/Exclude Non-Spot Billing 
Include/Exclude Optional Billing 
Include/Exclude Payments 
Include/Exclude A/R Adjustments 
Include/Exclude Finance Charges 
Include/Exclude Spot Count 
Media/Calendar/Combined Cycle 
1st Summary Page 
2nd Summary Page 
3rd Summary Page 
4th Summary Page 
5th Summary Page 
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Sample Standard History Report 
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Visual Traffic 
Order Reports 
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Open Orders 

The Open Orders report lists all orders that are open, currently running or not expired as of the date 
specified. 

Information Gathering 

This report looks directly at an orders run date to determine if it is considered open within the date range 
specified. 

Important Information 

The Spot Quantity and Order Total represent the entire order and not just the amounts within the 
specified date range the report was run for. If the report is grouped or filtered by station the Spot Quantity 
and Order Totals will only represent the station(s) specified. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account 
Advertiser 
Agency 
Agency Discount Name 
Electronic Invoicing 
End Date 
Exchange Source 
Invoice Frequency 
Order Description 
Order Discount Name 
Order Type Name: Per Spot, Per 
Spot AvgRate, Package 
Receivables Group 
Sales Category 
Salesperson 
Salesperson Commission 
Start Date 
Statement Group 
Station 

A/R Account 
Advertiser 
Agency 
Agency Discount Name 
Electronic Invoicing 
End Date 
Exchange Source 
Invoice Frequency 
Order Description 
Order Discount Name 
Order Type Name: Per Spot, Per 
Spot AvgRate, Package 
Receivables Group 
Sales Category 
Salesperson 
Salesperson Commission 
Start Date 
Statement Group 
Station 

Order Approval Status to Include: (Pending 
Order Only/Approved Orders Only/Declined 
Orders Only/Both Approved & Pending/All 
Orders) 

Sample Report 
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Order Audit Trail 

This report shows all changes made to an order while also including the date/time the change was made 
and the user name and machine name from where the change originated. 

Information Gathering 

The report prints all changes or revisions directly made to orders by the user. This report can also be 
printed from within VT by going to the Create/Edit Orders menu, highlighting a particular order for an 
advertiser, and selecting the Audit Info button at the bottom. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Current Salesperson 
Order 
Statement Group 

 

Sample Report 
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Order Audit Trail (Deleted Orders) 

This report shows all changes made to a deleted order while also including the date/time the change was 
made and the user name and machine name from where the change originated. 

Information Gathering 

The report prints all changes or revisions directly made to an order that has since been deleted by the 
user. You can view all deleted order numbers for a particular advertiser as well as printing this same audit 
information in VT itself by going into the Orders Menu and selecting Utilities and then Deleted Orders. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Deleted Orders 

 

Sample Report 
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Order Listing (Detailed) 

Use this report to print a listing of all orders entered for a specific date range with more detailed 
information for accuracy checking. 

Information Gathering 

This report looks directly at an order’s actual entry date to determine if it was entered within the date 
range specified on the report. The Order Total represents the entire ordered billing amount regardless of 
when it actually is projecting. 

Important Information 

This is a very useful report when you want to see not only what business has been added for a specific 
date range but also how general information has been coded on the order for accuracy checking to 
proactively correct mistakes. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account 
Exchange Source 
Order Entry Date 
Receivables Group 
Sales Category 
Salesperson 

A/R Account 
Advertiser 
Exchange Source 
Receivables Group 
Sales Category 
Salesperson 
Statement Group 

Order Approval Status to Include: (Pending 
Order Only/Approved Orders Only/Declined 
Orders Only/Both Approved & Pending/All 
Orders) 

Sample Report 
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Order Manager Workflow Audit 

Use this report to see the actions that have been taken on orders that have gone to the Order Manager 
for approval. 

Information Gathering 

This report pulls its information directly from the Order Manager located in the Orders menu of VT. 

Important Information 

This report can also be run directly from the Order Manager. 

Report Options 

Grouping Options Filter Options Other Options 

 A/R Account 
Advertiser 
Order 
Owner 
Statement Group 
User 

 

Sample Report 
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Order Renewal Queue Listing 

Use this report to see a list of TFN orders grouped by Approval Status. 

Information Gathering 

This report pulls its information directly from the Order Renewal Queue located in the Order Menu in 
Visual Traffic. 

Important Information 

The report can also be run directly from the Order Renewal Queue in VT. This report lists TFN orders that 
are up for renewal. This report prints based on the selected filters. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Advertiser ID 
Renewal Status 
Salesperson 
Statement Group 
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Sample Report 
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Order Spot Targeting Detail 

Use this report to print spot pattern definition level information for each order including a 2-week 
schedule. 

Information Gathering 

The report pulls information directly from each spot pattern of an order that is running within the 2-week 
schedule window specified on the report. 

Important Information 

This report is very useful when you want to know what schedules have been entered for certain spot 
patterns. If the spot type is used to track sponsorships, for example, you could filter this report to just 
certain sponsorships to track their schedules. The MDS column will print the number of spots scheduled 
per week for MDS spot patterns. The “F” column is the line frequency that refers to the number of weeks 
the schedule is repeating. The I.F. Column refers to the Invoice Frequency of the order. If no grouping 
options are chosen, the report will automatically print in Schedule Target order. There is also another 
version of this report called Order Spot Targeting Detail (w/ Spot Type) that will actually print the spot type 
for each spot pattern in addition to all of the other information. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Agency 
Avail 
End Date 
Exchange Source 
Exchange Source Order ID 
Income Rate 
Order Number 
Primary Product Code 
Salesperson 
Scheduled Target 
Spot Length 
Spot Priority 
Spot Type 
Start Date 

Advertiser 
Agency 
Avail Name 
Exchange Source 
Exchange Source Order ID 
Income Account 
Income Rate 
Order 
Primary Product Code 
Salesperson 
Scheduled Target 
Spot Length 
Spot Priority 
Statement Group 
Station 

Filler Only 
Include/Exclude Non-Commercial Spots 
Include/Exclude Network Spots 
Include/Exclude Zero Rate Spots 
Order Approval Status to Include: (Pending 
Order Only/Approved Orders Only/Declined 
Orders Only/Both Approved & Pending/All 
Orders) 
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Sample Order Spot Targeting Report 

 

Sample Report with Spot Type 
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Orders Contract/Confirmation 

Use this report to print orders that have been input into VT to confirm they are in the system and are 
correct. This format can also be used to send to advertisers and agencies since it prints general 
information. 

Information Gathering 

This report gets information directly from orders entered by the user. Confirmations do NOT show any 
revisions due to spots being bumped or deleted off the log, etc. It shows only what was directly entered or 
revised by the user. 

Important Information 

The Added/Modified Date option controls what confirmations will print for the date range chosen, whether 
it is based on only modified orders, only newly added orders, or both. The Document Group selected 
controls which address prints for the advertiser and the phone/fax number, etc. Also, the report can be 
run by going to the Orders Menu and selecting Edit/Create Orders and highlighting a specific advertiser’s 
order and clicking on the Print Confirmation button. 

Report Options 

Grouping Options Filter Options Other Options 

Date Entered 
Date Modified 
Electronic Invoicing 
Exchange Source 
Order Type 
Receivables Group 
Salesperson 
Statement Group 

Advertiser 
Electronic Invoicing 
Exchange Source 
Exchange Source Order ID 
Order 
Order Type Name 
Receivables Group 
Salesperson 
Statement Group 
User Name 

Date Added/Date Modified/Both 
Include/Exclude/Only Include Cancelled 
Orders 
Document Group 
Include/Exclude Copy/Cart Information 
Include/Exclude Extra Order Header Info 
Include/Exclude Station Totals 
Include/Exclude Extra Line Info 
Include/Exclude Income-Only Rates 
Order Approval Status to Include: (Pending 
Order Only/Approved Orders Only/Declined 
Orders Only/Both Approved & Pending/All 
Orders) 
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Sample Report 
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Orders by Salesperson 

Use this report to print an order listing by salesperson for all newly added orders for a specific date range. 

Information Gathering 

This report looks directly at an order’s actual entry date to determine if it was entered within the date 
range specified on the report. The spot count is the total number of spots that are projected to run for the 
entire order. 

Important Information 

This report is used a lot of times to identify certain types of orders that have a particular Order or Invoice 
Description. If the general order description is used, you can print this report to identify which orders are 
entered into the system for a particular campaign, sponsorship, etc. The report will automatically group by 
salesperson. 

Report Options 

Grouping Options Filter Options Other Options 

Add Date 
End Date 
Exchange Source 
Exchange Source Order ID 
Invoice Frequency 
Order Description 
Order Number 
Order Type 
Start Date 

Advertiser 
End Date 
Invoice Frequency 
Order Description 
Order Type Name 
Salesperson 
Start Date 
Statement Group 
Station 

Order Approval Status to Include: (Pending 
Order Only/Approved Orders Only/Declined 
Orders Only/Both Approved & Pending/All 
Orders) 

Sample Report 
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Scheduled Spot Times by Order 

Use this report to print spot placement for an order for each log date specified. 

Information Gathering 

The report pulls the spot times directly from any unaccepted log day. It will print the spot time if it is on the 
log, or will show that it is bumped if in the bump list. The report does not include deleted spots. The 
numbers that print below the spot time are the Spot ID for tracking purposes and the spot pattern number 
[in brackets] that spot came from. Once a log day has been accepted to billing, those spot times will no 
longer appear on this report. See the Post Times Report to print spot times for accepted logs. 

Important Information 

This report can also be printed from other locations within VT itself. You can highlight any order from 
within the Edit/Create Orders screen and click on the Print Spot Times button. There is also a place to 
print this report from within the Log Editor if you choose to view the Related Spots Window. There, you 
can click on the printer icon to print the report for the advertiser or order of the selected spot. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Order 
Salesperson 
Station 

Display Spot ID and Order Line # 

Sample Report 
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Visual Traffic 
Cart/Copy Reports 
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Available/Used Carts Lists 

Use this report to print a list of cart numbers showing what carts are in use or are available for the 
specified date range while also printing blank lines for each available cart number to allow the user to 
manually track and write in new cart assignments as needed. 

Information Gathering 

The report gets the cart numbers directly from each piece of copy that is entered into the system for each 
advertiser. It will then print all of the used cart numbers running for the specified date range identifying the 
advertiser, copy name, etc. All available cart numbers will be listed with a blank line. 

Important Information 

The cart number filter must be used and the cart range must be the same number of digits you are using 
so that don’t have extra cart numbers that are not used being printed on the report. Plus, the report could 
get much longer if a cart range is not specified. 

Report Options 

Grouping Options Filter Options Other Options 

Cart Assignment Method 
Copy Name 
Salesperson 
Station 

Advertiser 
Cart Assignment Method Name 
Cart Number 
Salesperson 
Station 

Carts to Show 
Summary (Y/N) 
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Sample Report 
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Cart/Copy Master List by Log Date 

Use this report to print a listing of cart numbers that is being used for a particular station and log date 
showing the advertiser, length, Log Description/Copy Name, and start date & end date of each cart. 

Information Gathering 

The report looks directly at the log to determine which cart numbers are running for a particular log date. 
Copy MUST be rotated and assigned to that particular log date in order for the carts to show up on this 
report. Any spots that are on the log but have not been assigned a cart for whatever reason will be 
identified on the report with a “blank” cart number. 

Important Information 

Once the log has been accepted to billing, this report will no longer report any cart or copy information for 
the accepted log date. Also, the report will automatically group by Station and Log date if multiple stations 
and log dates are specified. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Cart Number 
Copy Name 
Log Description 

Advertiser 
Cart Number 
Copy End Date 
Copy Start Date 
Log Description 
Station 

 

Sample Report 
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Cart/Copy Master Listing 

Use this report to print a general cart/copy listing of all copy in the system grouped by advertiser and then 
by station based on the filtering options specified. 

Information Gathering 

The report pulls its information directly from the copy that has been entered into the VT system for each 
advertiser. In addition to the general information it prints for each piece of copy, it will also print any copy 
permit or prohibit restrictions as well. The report can also be used to track what copy has been entered as 
co-op. It can also be run from within VT itself by going to the Advertiser Menu and selecting Edit Copy & 
Script. When selecting an advertiser, you can click on the Print Button, which will print all of the copy for 
that advertiser. 

Important Information 

The “�“ symbol will print next to the co-op name of each piece of co-op copy that does not have script 
entered. This allows the user to track not only which pieces of copy have been flagged as co-op, but also 
if script has been entered for it. An asterisk prints next to the copy name of each piece of copy that is 
marked to “keep” after expired date. This flag is considered when running the Clear Expired Copy Utility, 
which is found under the Advertiser Menu in VT. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Cart Number 
Co-op Provider 
Copy End Date 
Copy Length 
Copy Name 
Copy Start Date 
Default Salesperson 
Primary Product Code 
Station 
Tape Number 

Advertiser 
Cart Number 
Co-op Provider 
Copy End Date 
Copy Length 
Copy Start Date 
Default Salesperson 
Primary Product Code 
Station 
Tape Number 

Include All Activity/Exclude Coop/Coop Only 



Visual Traffic – Reports Manual 

© 2010 Marketron Broadcast Solutions ● www.marketron.com ● help@marketron.com ● Updated: 11/09/2010 ● Page 51 

Sample Report 
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Cart/Copy Missing (Station/Date/Advertiser) 

Use this report to print spot times for each advertiser’s orders with missing copy for a particular log date 
range giving a general reason of the problem. 

Information Gathering 

This report is based on the latest missing copy information that was generated from Log Options or the 
Log Editor. The latest copy missing information MUST be updated prior to running this report; otherwise, 
the report could contain outdated information. If you need to run the report for future log days that are not 
yet ready for airing, go into the Logs Menu in VT and select Log Maintenance. Then click on the button 
for Log Options. Check the box for Copy Missing and select your log dates and station(s) you want to 
check for missing copy. Then click Execute. Once the update process is complete, it will generate the 
report automatically showing any spots that have missing copy. This method of calculation actually looks 
at each advertiser’s orders and compares them to their copy instructions checking for valid copy for the 
log dates specified. This report is normally run from Log Options; however, you do have access to it here 
in Report Center. One big reason is that you can group the report by Salesperson from within Report 
Center if needed. 

Important Information 

There is another method you can use to run the copy missing report from within the Log Editor. This 
method involves actually rotating and assigning copy to the log. Once the log is edited and is ready to air, 
click on the Edit Menu from within the Log Editor and select Cart/Copy Assignment. Then select Rotate 
Copy and Assign Carts. Once the process is complete, you will be prompted if you want to print the Copy 
Missing Report. By saying Yes, you can preview and also print the Copy Missing Report for that date. 
This method simply checks to see if all spots on the log have a cart number assigned. Regardless of 
which method you choose, it is worth mentioning that you should NEVER actually rotate copy and assign 
carts to future log dates that are not ready for airing. Otherwise, you run the risk of the wrong copy 
running IF changes are made to an advertiser’s copy instructions after the fact. As a general rule, once a 
cart number is assigned to a spot on the log, it will not change—even if changes are made to the copy or 
copy rotation for the advertiser. That’s why the Log Options Method is highly recommended. You can 
always safely execute the Copy Missing Report in Log Options and get an accurate listing of what orders 
have missing copy without having to actually rotate and assign copy first. This is a very detailed report 
listing each spot time that has a problem. The report will automatically group by Station and list copy 
problems for each specific log date requested. If bumped spots have copy problems, (b) will print next to 
those spots to show they are on the bump list. 

Report Options 

Grouping Options Filter Options Other Options 

Salesperson Advertiser 
Salesperson 
Statement Group 
Station 
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Sample Report 
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Cart/Copy Missing (Summary) 

Use this report to print each advertiser’s orders with missing copy for a particular log date range in a more 
summarized format. 

Information Gathering 

This report is based on the latest missing copy information that was generated from Log Options. The 
latest copy missing information MUST be updated prior to running this report; otherwise, the report could 
contain outdated information. Go to the Logs Menu in VT and select Log Maintenance. Then click on 
the button for Log Options. Check the box for Copy Missing and select your log dates and station(s) 
you want to check for missing copy. Then click Execute. Once the update process is complete, it will 
automatically generate the more detailed Cart/Copy Missing (by Station/Date/Advertiser) Report showing 
any spots that have missing copy. You will then need to go to Report Center and run this report for the 
same dates you requested in Log Options. This report looks at each advertiser’s orders and compares 
them to their copy instructions checking for valid copy for the log dates specified. 

Important Information 

It is worth mentioning that you should NEVER actually rotate copy and assign carts to future log dates 
that are not ready to air when performing the above function. Otherwise, you run the risk of the wrong 
copy running IF changes are made to an advertiser’s copy instructions after the fact. As a general rule, 
once a cart number is assigned to a spot on the log, it will not change—even if rotation or copy changes 
are made to the copy or copy plan for the advertiser. You can always safely execute the Copy Missing 
Report in Log Options and get an accurate listing of what orders have missing copy without having to 
actually rotate and assign copy first. If bumped spots have copy problems, (b) will print next to the order 
to show they are on the bump list. The Date Range column shows the actual date range containing copy 
problems for each order within the overall date range you ran the report. 

Report Options 

Grouping Options Filter Options Other Options 

Income Account 
Receivables Group 
Salesperson 
Station 

Advertiser 
Income Account 
Receivables Group 
Salesperson 
Statement Group 
Station 

 

Sample Report 
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Copy Book 

Use this report to print copy script for each advertiser’s spots based on the times they appear on the log. 

Information Gathering 

This report pulls in the copy script information directly from the copy that is entered for each advertiser for 
the run date(s) specified. When you go into a piece of copy, you can select the script button to enter script 
for production or co-op purposes. That script will print on this report if requested. Notice there are spot 
times that appear at the upper right hand side of this report. This is based on exactly where that 
advertiser’s spots have placed on the log. A copy of the script will print for each time a spot appears on 
the log. Therefore, you want to be sure the log is “ready to air” before running this report. Any bumped 
spots will be ignored. 

Important Information 

You can filter the report by copy type allowing you to select the specific types of copy you want the report 
to print whether it is Commercial, Live, Promo, or PSA. Copy does not have to be rotated and assigned 
directly to the log before you can run this report; however, you still need to be sure all of the spots you 
need are on the log 

Report Options 

Grouping Options Filter Options Other Options 

 Copy Type 
Date(s) 
Statement Group 
Station 
Time(s) 

 

Sample Report 
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Copy Incomplete 

Use this report to print any copy that has not been assigned for airplay on any station whatsoever. 

Information Gathering 

This report looks at each piece of copy that has been entered into the VT system and checks to see if any 
stations are assigned. If there is not at least one station assigned to the copy, it will print on this report. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser  

Sample Report 
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Copy Plan Master List 

Use this report to print each copy plan of a particular advertiser and list all of the copy rotation information 
associated with it. 

Information Gathering 

The report looks at all of the copy plans that have been entered into the VT system for each advertiser 
and lists all of the copy that is in rotation for that copy plan. The rotation information (# Times to Play) is 
listed by iterations regardless of whether the plan is rotating by %/Ratio or View Rotation. This is the 
information found for the copy plan on the initial screen right after you select an advertiser in VT. It is 
literally how the copy will rotate in the plan based on the rotation instructions that was entered by the 
user. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Copy Plan 

 

Sample Report 
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Copy Script-Production 

Use this report to print copy and script information for each advertiser for production purposes. 

Information Gathering 

This report looks at each piece of copy in the VT system and prints out any that have script entered 
based on your filter selections. When you enter copy into VT, you can click on a button called Script, 
which will take you to the section where script can be entered for that piece of copy for production and/or 
co-op purposes. That script will print on this report along with other information about the copy as well as 
internal use fields that can be used during the production process 

Grouping Options Filter Options Other Options 

 Advertiser 
Copy Description 
Copy End Date 
Copy Start Date 
Script Entry Date 

 

Sample Report 
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Daily Copy Roster 

Use this report to print a listing of all copy that is eligible to run for a particular log day. 

Information Gathering 

The report pulls in all copy that is ELIGIBLE to run for a particular log date. It is important to distinguish 
between eligible copy and copy than will be actually running on that date. If, for example, there were 
several pieces of copy in a copy plan, the actual pieces of copy that would run would depend on how the 
rotation is set up and the number of spots that were running per day. This report shows all copy that is 
eligible to run. Even so, this report is a very good report to use when you want to know everything that 
could possibly run on a particular date. 

Report Options 

Grouping Options Filter Options Other Options 

Cart Number 
Copy Name 
Primary Product Code 
Station 

Advertiser 
Primary Product Code 
Station 

 

Sample Report 
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Expired Copy 

Use this report to print a listing of all copy that is due to expire for a specified date range. 

Information Gathering 

The report pulls from the actual copy that has been entered into the VT system for each advertiser and 
checks the copy end date to determine if any copy ends during the date range specified on the report. 

Important Information 

The report can also be filtered to just copy that have carts assigned or it can include all copy that is 
expiring even if no cart number is assigned by using the Display Carts Only option. 

Report Options 

Grouping Options Filter Options Other Options 

Cart Number 
Salesperson 

Advertiser 
Statement Group 
Station 

Display Carts Only Y/N 

Sample Report 
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Visual Traffic 
Log Reports 
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Automation Overlay Report 

This report will print all automation overlay elements for a particular station. 

Information Gathering 

This report prints the automation overlay templates saved in VT when downloading to automation. 

Report Options 

Grouping Options Filter Options Other Options 

 Overlay Name 
Station 

 

Sample Report 
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Bumped Spots Listing 

Use this report to print a list of spots that are in the bump list for a specified bump date range. 

Information Gathering 

The report pulls in bumped spots directly from the logs as displayed in Log Editor for the date(s) 
specified. The “Date” column or Bump Date is the date the spot is currently bumped off the log. The 
Target Date is the date the spot was originally scheduled to by the order. LST is the last scheduled time 
the spot was on the log prior to being bumped. This report can also be printed from within the Log Editor 
in VT under the Print Menu. 

Important Information 

The report will print bumped spots from any log status including accepted logs. If you need access to any 
bumped spots on accepted logs for future log placement or deletion, you must go into the VT Log Editor 
for any unaccepted log day and change your bump list filter to either Show One Day or Show Date 
Range and select the date or date range of the bumped spots you wish to see. Then you will have access 
to those bumped spots. If you need to add bumped spots to a current invoice, you can edit that invoice 
and click on Add From Bump List where you can select the bumps you want to add. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Contract End Date 
Contract Start Date 
Filler 
Income Account 
Primary Product Code 
Salesperson 
Spot Length 
Spot Priority 
Spot Rate 
Spot Target Avail 
Spot Target Date 
Spot Type 
Station 

A/R Account 
Advertiser 
Contract End Date 
Contract Start Date 
Income Account 
Primary Product Code 
Salesperson 
Spot Length 
Spot Priority 
Spot Rate 
Spot Target Avail 
Spot Target Date 
Spot Type 
Station 

Include/Exclude Bumped Filler Spot 
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Sample Report 
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Daily Roster 

This report prints a spot time listing of spots that are on a particular log day also including the cart number 
and copy name assigned as well as the gross and net income rate of each spot. 

Information Gathering 

The report prints spot times of each spot that is actually on the log for a particular date range. Bumped 
Spots are NOT included on this report. This is an INCOME based report showing gross and net income 
rates and total dollars. 

Important Information 

This report can also be run from within the VT Log Editor under the Print Menu. The report can only be 
run on UNACCEPTED log days. If the log is already accepted and you need spot time information, see 
the Post Times Report 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Agency 
Avail Code 
Cart Number 
Copy Name 
Order Number 
Salesperson 
Spot Length 
Spot Type 

Advertiser 
Agency 
Avail Name 
Copy Description 
Order 
Salesperson 
Spot Length 
Spot Type 
Station 

Include/Exclude Non-Commercial Spots 
Include/Exclude Network Spots 
Include/Exclude Zero Rate Spots 
Include/Exclude Spot Rates 
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Sample Report 
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Deleted Spots Report 

Use this report to print a list of spots that are in the deleted list for a specified deletion date range when 
deleted off of a log by an operator. 

Information Gathering 

The report pulls in deleted spots directly from the logs as displayed in the Log Editor for the date(s) 
specified and also includes the date the spot was actually deleted as well as the user name and machine 
name that performed the deletion. The “Date” column or Deleted Date is the date where the spot is 
currently deleted off the log. The Target Date is the date the spot was originally scheduled to by the order. 
LST is the last scheduled time the spot was on the log prior to being deleted. 

Important Information 

The report will print deleted spots from any log status including accepted logs. If you need access to any 
deleted spots on accepted logs for future log placement or to restore to another log date, you must go into 
the VT Log Editor for any unaccepted log day and change your bump/deleted filter to either Show One 
Day or Show Date Range and select the date or date range of the deleted spots you wish to see. Then 
you will have access to those deleted spots under the deleted spots section of the bump list. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Salesperson 
Order 
Station 

 

Sample Report 
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Locked Spots Report 

Use this report to print a list of spots that have a status of “Locked” on the log date(s) specified. 

Information Gathering 

This report looks directly at the log and finds spots either on the log or on the bump list that have a locked 
status and prints them on this report. Locking a spots prevents the VT Scheduler from being able to move 
the spot around on the log; however, the user can still move the spot if needed. You can set a spot to 
“Locked” by opening the Spot Properties window in Log Editor, highlighting the desired spot on the log, 
and double clicking where it says “*Locked” in the window which will change it from “No” to “Yes”. You 
can also set multiple spots to “Locked” at one time by going into the View Menu from within the Log Editor 
and selecting Find Spots. You can highlight multiple spots here and then select the Lock Spot button at 
the bottom of the screen. 

Important Information 

The Target Day column on the report refers to the log date the spot was originally scheduled to from the 
order. The Log Day column is the log date the spot is currently locked on. 

Report Options 

Grouping Options Filter Options Other Options 

Log Date Advertiser 
Log Date 
Salesperson 
Target Date 

 

Sample Report 
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Log Conflicts Report 

Use this report to print any spots that have violated advertiser separation, primary or secondary product 
separation, or spot pattern separation due to manual spot placement by the operator. 

Information Gathering 

This report uses the last log conflicts data that was generated from the Log Editor or Log options. You 
MUST update the log conflicts data prior to running this report; otherwise, the data that prints could be 
outdated. To update the log conflicts data, go to the Logs Menu in VT and select Log Maintenance. Then 
select Log Options. Check the box to print Log Conflicts for the date range and station(s) you need. Once 
the log conflicts data has been regenerated, the report will print out automatically directly to your printer. 
That same information is then available in Report Center if needed. 

Important Information 

When spots violate the Default Advertiser Separation, it is referring to the global advertiser separation 
setting found under the Station Setup for all advertisers in general. There is also an Override Station 
Default Advertiser Separation setting that you can set for a specific advertiser that this report will also 
keep track of when you need a particular advertiser to have a unique advertiser separation. When you 
edit an advertiser, you can click on Advertiser Codes where you can set it up there for each individual 
advertiser if needed. The report is especially useful if you have several instances where an advertiser has 
multiple pieces of copy that are in a rotation plan with different primary product codes. The log will use the 
advertiser’s default primary product code in these cases until copy is rotated and assigned to the log. 

Report Options 

Grouping Options Filter Options Other Options 

 Log Time 
Salesperson 
Station 

 

Sample Report 
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Log Directives Placement Analysis 

Use this report to print all occurrences of log directives for specific log dates. 

Information Gathering 

This report prints log directives directly from online log days for a particular date range and prints the log 
placement time, directive name, the directive string or command to the automation system, and the print 
flags showing whether or not these directives will print on the work logs and/or official logs. This report is 
very useful when you want to know exactly what time each directive is falling on the log. 

Grouping Options Filter Options Other Options 

Directive Name Directive Name 
Station 
Time 

 

Sample Report 
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Log Event Placement Analysis 

Use this report to print all occurrences of log events for specific log dates. 

Information Gathering 

This report prints log events directly from online log days for a particular date range and prints the log 
placement time, event name, source, FCC type code, and the print flags showing whether or not these 
events will print on the work logs and/or official logs. This report is very useful when you want to know 
exactly what time each log event is falling on the log. 

Report Options 

Grouping Options Filter Options Other Options 

Log Event Log Event 
Log Time 
Station 

 

Sample Report 
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Log Format Template 

Use this report to print log templates or skeleton logs that have been entered into VT that are available for 
dropping onto the log calendar in Log Maintenance. 

Information Gathering 

This report pulls directly from the log templates that were set up and saved in Log Maintenance for any 
given station. The report will print the location of each log event, log note, log directive, and availset that 
was added to the template. Also, this report can be accessed by editing a particular log template and 
selecting the Print button at the bottom. 

Important Information 

Log templates are available for dropping onto a particular station’s log calendar. If changes to the 
template are necessary, revise the template, then redrop the template onto future log days in order for the 
changes to take affect. Simply revising the template will not change any current online log days that 
already have a template dropped on them. Log templates should not be dropped onto Official log days 
since all spots will go to the bump list and will not be rescheduled which would require manually adding all 
of the spots for that log back onto the official log. If incorrect templates are being automatically dropped 
onto future log days after logs have been accepted to billing, check the Projection Defaults located at the 
bottom of the Log Maintenance Screen. This controls which log template is automatically dropped onto 
each day of the week for that particular station as new future log days are opened up. 

Report Options 

Grouping Options Filter Options Other Options 

 Station: Template 
Time (offset) 
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Sample Report 
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Log Note Placement Analysis 

Use this report to print all occurrences of log notes for specific log dates. 

Information Gathering 

This report prints log notes directly from online log days for a particular date range and prints the log 
placement time, note text, and the print flags showing whether or not these notes will print on the work 
logs and/or official logs. This report is very useful when you want to know exactly what time each log note 
is falling on the log. 

Report Options 

Grouping Options Filter Options Other Options 

Note Text Log Time 
Note Text 
Station 

 

Sample Report 
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Log – Daily Content Summary 

Use this report to print summarized minute and percentage totals for FCC Type Code content used on a 
particular log date as well as average rate, spot count, total dollars, and percentage of units and minutes 
sold for each daypart based on spot placement. 

Information Gathering 

This report looks directly at the log and pulls in information based on spot placement. The daypart 
breakout listed on the report is based on how the dayparts are set up for that station under the Station 
Daypart Setup Screen. The report does NOT include non-spot billing of any kind or any non-commercial 
matter. The log date must be UNACCEPTED in order for the report to show information. This report is an 
INCOME based report. 

Report Options 

Grouping Options Filter Options Other Options 

 Log Date 
Station 

 

Sample Report 
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Program Log – Portrait 

To print the log in portrait style format for general on-air purposes showing basic information such as the 
log description of the spot, spot length, copy name, and spot priority. 

Information Gathering 

This report gets its information directly from online log dates in Log Maintenance. You cannot print the log 
for log dates that have been already accepted to billing. You can select to print the report hourly, which 
will print each hour on a separate page. You can also choose to print live script on the log. To do this, the 
copy for the spot must be set to the Live Cart Range Type which is found at the upper right of the Copy 
Maintenance screen. This section becomes disabled when at least one station is assigned to the copy. If 
editing is needed on an existing piece of copy, you must un-assign the station(s), change the cart range 
type to Live, and then reassign the station(s). Then you must have script entered for that piece of copy. 

Important Information 

There are other important report settings that affect how the log will print. Print Times on All Spots gives 
you control over whether or not you want to print a scheduled time next to all spots on the log or only a 
general begin time at the first position of each break. Print Open Avails gives you the ability to control how 
you want empty avails to print on the log. Selecting No will ensure no empty avails or breaks will print on 
the log; selecting Yes w/availcode name will print the availcode name for each empty avail, and Yes 
without availcode name will leave a blank line for each open avail position. Choosing to print Available 
Break Info will print how much commercial time is remaining for all breaks. 

Report Options 

Grouping Options Filter Options Other Options 

 Station 
Time 

Page Break after each Hour (Y/N) 
Print Live Script (Y/N) 
Print Grid (Y/N) 
Print Times on All Spots (Y/N) 
Print Open Avails (No, Yes w/availcode 
name, Yes without availcode name) 
Print Times on Log Events (Y/N) 
Print Times on Log Notes (Y/N) 
Print Available Break Info (Y/N) 
Print Spot Priority (Y/N) 



Visual Traffic – Reports Manual 

© 2010 Marketron Broadcast Solutions ● www.marketron.com ● help@marketron.com ● Updated: 11/09/2010 ● Page 77 

Sample Program Log 
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Program Log – Landscape 

To print the program log in On-Air Format or Work Format using landscape orientation with options to 
print the log hourly, with live script, etc. 

Information Gathering 

This report gets its information directly from online log dates in Log Maintenance. You cannot print the log 
for log dates that have been already accepted to billing. You can select to print the report hourly, which 
will print each hour on a separate page. You can also choose to print live script on the log. To do this, the 
copy for the spot must be set to the Live Cart Range Type which is found at the upper right of the Copy 
Maintenance screen. This section becomes disabled when at least one station is assigned to the copy. If 
editing is needed on an existing piece of copy, you must un-assign the station(s), change the cart range 
type to Live, and then reassign the station(s). Then you must have script entered for that piece of copy. 

Important Information 

There are other important report settings that affect how the log will print. Print Times on All Spots gives 
you control over whether or not you want to print a scheduled time next to all spots on the log or only a 
general begin time at the first position of each break. Print Open Avails gives you the ability to control how 
you want empty avails to print on the log. Selecting No will ensure no empty avails or breaks will print on 
the log; selecting Yes w/availcode name will print the availcode name for each empty avail, and Yes 
without availcode name will leave a blank line for each open avail position. Choosing to print Available 
Break Info will print how much commercial time is remaining for all breaks. 

Report Options 

Grouping Options Filter Options Other Options 

 Station 
Time 

Report Style: On-Air Format/Work Format 
Page Break after each Hour (Y/N) 
Print Live Script (Y/N) 
Print Grid (Y/N) 
Print Times on All Spots (Y/N) 
Print Open Avails (No, Yes w/availcode 
name, Yes without availcode name) 
Print Times on Log Events (Y/N) 
Print Times on Log Notes (Y/N) 
Print Available Break Info (Y/N) 
Print Talent (Y/N) 
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Sample Program Log – On Air Format 

 

Sample Program Log – Work Format 
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MDS Placement Analysis 

Use this report to print each MDS and MDS Extended spot pattern’s schedule for the date range specified 
to show how the spots are currently scheduled onto the log. 

Information Gathering 

This report prints the schedule of each MDS and MDS Extended spot pattern running for the date range 
specified based on how the spots are currently scheduled on the log. The order only shows the number of 
spots that are allowed per week (or for a particular period of time if MDS Extended) and the days of the 
week that are allowed, but until the spots are scheduled onto the log, there is not a way to see specific 
spot placement. This report shows the MDS schedule based on literal spot placement on the log. This 
report will only show information on unaccepted log days. 

Important Information 

As MDS spots are moved by the VT Scheduler or manually moved by the user, this report will show 
where the spots are currently located at the time the report is run. Any day marked with an asterisk (*) 
signifies that the spot count includes spots that are currently bumped or deleted. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Order 
Salesperson 
Station 

 

Sample Report 
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Projections vs. Actual (by Order Date with Date Detail) 

Use this report to compare what was ordered to what has scheduled for a particular date range to locate 
and/or correct discrepancies prior to billing. 

Information Gathering 

This report looks strictly at orders that are running during the date range selected for the Ordered 
Column. Any revisions or cancellations made directly to orders will be reflected in that column. The report 
then compares what has been ordered to what has been scheduled. If the log date has not been 
accepted to billing, this column represents spots that are currently on the log. If the log date has been 
accepted to billing, then the report looks at the invoice to determine what spots have been scheduled. 
The report can be run at anytime for either online log days or accepted log days. The Bumped and 
Deleted columns look directly at the log to determine if any exist, even for accepted log days. There are 
two difference columns: Difference and Total Difference. The Difference column simply subtracts the 
scheduled column from the ordered column to show any discrepancies; the Total Difference column does 
the same thing except it also adds back any bumped or deleted spots to show an overall difference. If the 
discrepancy were only due to bumped or deleted spots, this total would be zero. There are two versions 
of the report: Projection vs. Actual and Projection vs. Actual (Discrepancy Only). There are also 3 detail 
options: Advertiser, Order, or Date Detail. Date Detail is especially helpful when you need to see the 
exact dates the discrepancy is on. The regular report lists all activity for the period requested. The 
discrepancy only version only lists those items that have a discrepancy. It is important to note that on the 
discrepancy only version, the total amount ordered and scheduled may not represent the full amounts of 
the entire order because it is simply adding all of the dates with a discrepancy together omitting any dates 
that do not have a discrepancy. 

Important Information 

This report makes an educated guess on the number of spots that have been ordered per day for MDS 
and MDS Extended orders. Because the order itself does not store the number of spots literally 
scheduled for a particular date (the order just tracks the number of spots allowed per week for MDS or for 
a particular date range for MDS Extended), the report must project what it sees as the mostly likely spot 
placement. This means that on a day-to-day basis, you might see discrepancies for a MDS order, for 
example, but as long as all of the spots run for the WEEK, there really is no discrepancy. If you have a lot 
of MDS orders, you should run the report always starting on a Monday and ending on a Sunday. This will 
ensure that the report can see entire weeks that have been ordered and scheduled giving you accurate 
results. As for MDS Extended, it works the same way, except you are not necessarily dealing with a 
weekly schedule; it would be the entire date range of the spot pattern. If you have any of those and it is 
showing discrepancies, you need to run the report for the entire ordered date range for that advertiser to 
see if a discrepancy truly exists for the overall schedule. MDS order numbers are marked with a “!”. 
Orders entered as Daily Quantity do not have this issue. 
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Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Agency 
Income Account 
Receivables Group 
Salesperson 
Station 

A/R Account 
Advertiser 
Agency 
Income Account 
Receivables Group 
Salesperson 
Statement Group 
Station 

Report Style (Full/Discrepancies Only) 
Include MDS – Yes/No 
Include Packages – Yes/No 
Show Bumped and Deleted (Yes/No) 

Sample Report 
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Reconciliation Report 

This report shows all logged VT spots for a given Station and date range between VT-logged Spot times 
and the Automation audit information. Both logged and actual air times are reflected. It also shows any 
unresolved discrepancies such as bumps, new items, and changed cart numbers created by the ELR 
process. 

Information Gathering 

This report pulls from the VT logged spot times and the automation audit information 

Important Information 

This report only reflects the LAST reconciled information generated from the Logs/Log Reconcile menu. 

Report Options 

Grouping Options Filter Options Other Options 

Date 
Station 

Station  

Sample Report 
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Reconciliation Summary Report 

This report defaults to a summary which shows any unresolved discrepancies such as bumps, new items, 
and changed cart numbers created by the ELR process. 

Information Gathering 

This report pulls from the VT logged spot times and the automation audit information 

Important Information 

This report only reflects the LAST reconciled information generated from the Logs/Log Reconcile menu. 
This report can also be run for detailed information. 

Report Options 

Grouping Options Filter Options Other Options 

Date 
Station 

Station Include Reconciled Items (Detail) 

Sample Report 
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Spot Placement Discrepancy 

Use this report to print any spots that have been manually placed on the log that have violated certain 
spot placement rules such as schedule target, first/last avail only, and target date. 

Information Gathering 

This report uses the last Spot Placement Discrepancy data that was generated from the Log Editor or Log 
options. You MUST update the Spot Placement Discrepancy data prior to running this report; otherwise, 
the data that prints could be outdated. To update the Spot Placement Discrepancy data, go to the Logs 
Menu in VT and select Log Maintenance. Then select Log Options. Check the box to print Spot 
Placement Discrepancy for the date range and station(s) you need. Once the Spot Placement 
Discrepancy data has been regenerated, the report will print out automatically directly to your printer. That 
same information is then available in Report Center if needed. 

Important Information 

This report is used primarily to make sure that spots have not been manually placed outside of the order’s 
schedule target whether it is targeting an absolute time range or a specific log event. You can also use 
the Log Conflicts Report in conjunction with this report to catch any advertiser or product code separation 
issues due to manual placement. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Order 
Salesperson 
Station 

 

Sample Report 
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Visual Traffic 
Inventory Reports 
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Availabilities (Summary) by Week, Log Event 

Use this report to print the time, units, and percentage available to sell in a summarized format for each 
log event and date specified. 

Information Gathering 

THIS REPORT IS ONLY AS ACCURATE AS THE LAST RECALCULATE DATA PROCESS. This report 
depends on the Log Availabilities calculation. You can manually update the data under the Logs Menu in 
VT by selecting Log Availabilities. To get the most current data on this report, make sure this calculation 
has been performed recently before running the report. 

 NOTE - The report can also be run historically up to 1 year from the last accepted log 
date. 

Important Information 

The report uses Log Events to track inventory and looks at the actual logs to determine availability; 
therefore, you must have all of the log events for each block of time you want to track placed on the log 
whether it is dayparts, sporting events, or sponsorships you are tracking. For example, if you want to track 
inventory for each of your dayparts, you must place log events on the log for each daypart you want to 
track. Then it is just a matter of selecting which log events you want to see on this report. When the report 
calculates the number of units available, it is only considering commercial units in the calculation; 
therefore, when setting up avail codes, be sure that the inventory you want to track Adds to Commercial 
Time. Otherwise, those units will be considered non-commercial inventory and will not be tracked on the 
report. When the report calculates the time available, it is only considering commercial time; it adds up the 
time of all the commercial spots scheduled and subtracts it from the total commercial time allowed for the 
entire log event (it adds all of the maximum commercial times of each availset together to get that total.) If 
you make changes in the avail code setup or on any of your existing log templates, you MUST redrop 
those log templates in Log Maintenance AND recalculate the Log Availabilities data in order for any of 
those changes to appear on the Availabilities report. Also be sure to check your Projection Defaults in Log 
Maintenance to make sure that the correct log template is chosen for each day of the week. This ensures 
that when running avails reports for future offline log days that the report knows which log template to use 
when making calculations. 

The Time or Unit Based report option refers to the percentage available and whether to base that 
percentage on time available or units available. The Include/Exclude Pre-emptible spots report option 
refers to whether or not you want the report to base what is available on what is literally left to sell on the 
log (the Exclude setting), or whether you want what is available to be based on ADDING any pre-
emptible spots to what is literally available to show what you actually have left to sell if you were to 
remove all of your pre-emptible spots off of the log (the Include setting). There are two versions of this 
summary report: Availabilities (Summary) by Log Event, Week and Availabilities (Summary) by Week, 
Log Event. Both show the same information. You are just selecting the order in which you want the report 
to sort the weeks and log events. 
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Report Options 

Grouping Options Filter Options Other Options 

 Avail Name 
Log Event 
Spot Priority 
Spot Type 
Station 

Time or Unit Based 
Include/Exclude Bumped Spots 
Include/Exclude Pre-emptible Spots 
Spot to Include 

Sample Report 
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Availabilities by Avail Code 

Use this report to print the units and percentage available to sell by Log Event for each Avail Code. 

Information Gathering 

THIS REPORT IS ONLY AS ACCURATE AS THE LAST RECALCULATE DATA PROCESS. This report 
depends on the Log Availabilities calculation. You can manually update the data under the Logs Menu in 
VT by selecting Log Availabilities. To get the most current data on this report, make sure this calculation 
has been performed recently before running the report. 

 NOTE - The report can also be run historically up to 1 year from the last accepted log 
date. 

Important Information 

The report uses Log Events to track inventory and looks at the actual logs to determine availability; 
therefore, you must have all of the log events for each block of time you want to track placed on the log 
whether it is dayparts, sporting events, or sponsorships you are tracking. For example, if you want to track 
inventory for each of your dayparts, you must place log events on the log for each daypart you want to 
track. Then it is just a matter of selecting which log events you want to see on this report. When the report 
calculates the number of units available, it is only considering commercial units in the calculation; 
therefore, when setting up avail codes, be sure that each avail code you want to track Adds to 
Commercial Time. Otherwise, those avail codes will be considered non-commercial inventory and will not 
be tracked on the report. If you ask for an Avail Code that is considered non-commercial matter, you 
would see 100% availability on the report since the report would not count those spots. If you make 
changes in the avail code setup or on any of your existing log templates, you MUST redrop those log 
templates in Log Maintenance AND recalculate the Log Availabilities data in order for any of those 
changes to appear on the Availabilities report. Also be sure to check your Projection Defaults in Log 
Maintenance to make sure that the correct log template is chosen for each day of the week. This ensures 
that when running avails reports for future offline log days that the report knows which log template to use 
when making calculations. 

The Include/Exclude Pre-emptible spots report option refers to whether or not you want the report to base 
what is available on what is literally left to sell on the log for that avail code (the Exclude setting), or 
whether you want what is available to be based on ADDING any pre-emptible spots to what is literally 
available to show what you actually have left to sell if you were to remove all of your pre-emptible spots 
off of the log (the Include setting). 

Report Options 

Grouping Options Filter Options Other Options 

 Avail Name 
Log Event 
Spot Priority 
Spot Type 
Station 

Include/Exclude Bumped Spots 
Include/Exclude Pre-emptible Spots 
Spots to Include (Commercial, Non-
Commercial, All) 
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Sample Report 
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Availabilities by Week, Log Event 

Use this report to print inventory that is available to sell for each log event and date specified in a detailed 
format, which includes time/units allowed and scheduled, bumped spots, and pre-emptible spot tracking. 

Information Gathering 

THIS REPORT IS ONLY AS ACCURATE AS THE LAST RECALCULATE DATA PROCESS. This report 
depends on the Log Availabilities calculation. You can manually update the data under in the Logs Menu 
by selecting Log Availabilities. To get the most current data on this report, make sure this calculation 
has been performed recently. 

 NOTE - The report can also be run historically up to 1 year from the last accepted log 
date. 

Important Information 

The report uses Log Events to track inventory and looks at the actual logs to determine availability, you 
must have all log events for each block of time you want to track placed on the log whether it is dayparts, 
sporting events, or sponsorships you are tracking. For example, if you want to track inventory for each of 
your dayparts, you must place log events on the log for each daypart you want to track. Then it is just a 
matter of selecting which log events you want to see on this report. When the report calculates the 
number of units allowed and available, it only considers commercial units in the calculation; therefore, 
when setting up avail codes, be sure that the inventory you want to track Adds to Commercial Time. 
Otherwise, those units will be considered non-commercial inventory and will not be tracked on the report. 
When the report calculates the time allowed and available, it is only considering commercial time; it adds 
up the time of all the commercial spots scheduled and subtracts it from the total commercial time allowed 
for the entire log event. If you make changes in the avail code setup or on any of your existing log 
templates, you MUST redrop those log templates in Log Maintenance AND recalculate the Log 
Availabilities data in order for the changes to appear on the Availabilities report. Also be sure to check 
your Projection Defaults in Log Maintenance to make sure that the correct log template is chosen for each 
day of the week. This ensures that when running avails reports for future offline log days that the report 
knows which log template to use when making calculations. 

The Time or Unit Based report option refers to the percentages that print on the report and whether to 
base those percentages on time or units scheduled or available. Pre-emptible spots are also tracked 
based on the pre-emptible threshold that is set up for that station. The Subtotal line represents what is 
literally available on the log. The Total line represents what is available to sell if all of the pre-emptible 
spots were to be removed off of the log. There are two versions of this report: Availabilities by Log Event, 
Week and Availabilities by Week, Log Event. Both show the same information. You are just selecting the 
order in which you want the report to sort the weeks and log events. 

Report Options 

Grouping Options Filter Options Other Options 

 Avail Name 
Log Event 
Spot Priority 
Spot Type 
Station 

Time or Unit Based 
Include/Exclude Orphaned Avails 
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Sample Report 
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Availabilities Sold by Income Account 

Use this report to show the number of commercial units and the amount of revenue sold for each Log 
Event broken out by income account including the average unit rate. 

Information Gathering 

THIS REPORT IS ONLY AS ACCURATE AS THE LAST RECALCULATE DATA PROCESS. This report 
depends on the Log Availabilities calculation. You can manually update the data under the Logs Menu in 
VT by selecting Log Availabilities. To get the most current data on this report, make sure this calculation 
has been performed recently before running the report. 

 NOTE - The report can also be run historically up to 1 year from the last accepted log 
date. 

Important Information 

You must have Log Events on the log for each “Program” or “Time Range” you want to track. The Total 
Dollars column represents commercial Gross Income dollars. The Units Sold column is the total number 
of commercial units sold. The report will NOT include Non-Commercial revenue or units. Commercial 
Matter is determined by how the Log Avail Codes are set up under the Logs menu in VT. If a Log Avail 
Code is marked “Adds to Commercial Time” it is considered Commercial Matter. If not, it is considered 
Non-Commercial Matter. This report will NOT include Non-Spot Billing of any kind. The report also shows 
the total available units for each log event allowing a comparison to the number of units sold to what was 
available to sell. 

Report Options 

Grouping Options Filter Options Other Options 

 Avail Name 
Log Event 
Spot Priority 
Spot Type 
Station 

Include/Exclude Bumped Spots 
Include/Exclude Pre-emptible Spots 

Sample Report 
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Log Avails Over-Filled 

Use this report to print any availsets for a given log day where the maximum commercial time has been 
exceeded. 

Information Gathering 

This report looks directly at the log and checks to see if any availsets are overfilled due to manual spot 
placement that exceeds the maximum commercial time of the availset. Non-Commercial Time is not 
tracked. The log must be online for this report to show any data. 

Report Options 

Grouping Options Filter Options Other Options 

 Station  

Sample Report 
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Log Avails Status (Scheduled & Open) 

Use this report to show each avail that is open and/or scheduled for a particular log day for inventory 
purposes. 

Information Gathering 

This report can show open and scheduled avails without printing any other log elements such as Log 
Events. This allows the user to focus specifically on the avails for a particular log day. 

There are three versions of this report. The first one is the Log Avails Status (Open Avails). This version 
will only print the avails that are open and not filled on the log. This can help in determining what avails 
are left to sell for a particular day in conjunction with the Avail Set Information that shows how many units 
and how much commercial time is available in the break. The second version is the Log Avails Status 
(Scheduled Avails). This version only prints avails that have been filled in addition to the advertiser name, 
spot avail name, and spot type of the spot that placed there. The Avail Name is the avail code that is on 
the log at that location. The Spot Avail Name is the avail code that is coded to the order’s spot pattern for 
that spot. This allows the user to not only see what is scheduled, but also to see if any spots placed in a 
position on the log that does not match the avail code of the spot. The third version is Log Avails Status 
(Scheduled & Open). This prints both what has been scheduled onto the log as well as any avails that are 
currently open that have not yet been filled. These same reports can also be run from within VT by going 
into the Log Editor and selecting the Print Menu and then choosing Log Avails Status. 

Grouping Options Filter Options Other Options 

 Avail Name 
Station 
Spot Avail Name 
Spot Type 
Time 

 

Sample Report 
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Wheel Plan Availability 

Use this report to show what slots are available for a wheel plan for the date(s) specified. 

Information Gathering 

The report pulls its information directly from the Wheel Plan itself. Each participant is assigned a slot 
number, which is then scheduled onto the log to specific positions (avails) each day based on how the 
rotation is set up within the Wheel Plan. You can view all the participants within a wheel plan by editing 
the Wheel Plan in VT and clicking on the Participants button at the top of the main screen. You can also 
view the rotation for each day the wheel plan rotation runs by double clicking on a particular date on the 
calendar. This report just provides a general overview of where each log position is located for each date 
on the log and if the slot is filled or available. 

Grouping Options Filter Options Other Options 

 Advertiser Slot 
Station 
Wheel Plan 

 

Sample Report 
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Avails Set Up Instructions 

In order for Visual Traffic to return the accurate inventory figures by way of the Availabilities Reports it is 
vital that the components that make up the log are set up correctly. Avail Codes and Events, must be set 
up properly as well as the Log Templates. The instructions below are designed to show you the proper 
way to set up VT or assist in researching why your Availabilities Reports may not be reflecting the correct 
time and/or units available. 

Avail Codes 

From the VT Main Menu, choose Logs>Log Avail Codes. This lists all of the defined Avail Codes in the 
system. When you edit an Avail Code, there are three (3) Avail Code checkboxes at the bottom. If you 
want a particular Avail Code (and the spots that are scheduled to that Avail Code) to be included in the 
calculation of all Avails Reports, you must check the Adds to Commercial Time checkbox. 

Sample Log Avail Setup Screen 

 

 NOTE - There is also a print button on the Log Avail Setup Screen that will allow you to 
print out all of the Avail codes at their current settings to help with this setup. 

Log Events 

Once you have all of the Avail Codes you wish to be included in the avails calculations of all Avails 
Reports set up, you must then be sure there are Log Events set up for each daypart you want to track on 
your Avails Reports. 

First, go into Logs/Log Events from the main VT menu. This will list all of the Log Events that are set up 
in the system. In order to track avails for each daypart you MUST set up log events for each daypart. For 
Example, AM Drive 6a-10a, Midday 10a-2p, PM Drive 2p-6p, etc. If they are not set up, you will need to 
click on New, put in the event name and enter the correct event length. Be sure to check the box that 
says Orders may target this event. The Log Event Type would be a Standard Event. Click on Save when 
finished. Continue this process until you have log events set up for each daypart. 
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Sample Log Event Setup Screen 

 

Once all of the dayparted Log Events are accounted for, add each Log Event Daypart to the log 
template(s). Each should be added at the time the Daypart begins. For Instance the AM Drive Log Event 
would be added to the Log Template at 6AM. This is done by going from the Main Menu of VT, choosing 
Logs/Log Maintenance and editing each of the Available Templates that are currently being used. 
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Sample Log Template Editor Screen 

 

It is important that every hour of the log day is covered by one of your dayparted log events. For example, 
notice above that there is a Log Event starting at 6am that runs through 10a. Any spots falling in those 
hour ranges would be counted in that Log Event on Avails Reports. Then starting at the 10am hour, you 
should have a Mid-Day Log Event, etc. If you need to add a Log Event to the log, first under Log Item 
Type towards the left of the screen, choose Log Event. Then, you can highlight the log event and click on 
Add. Then you will key in the starting time of that log event. Continue this process until the entire log day 
is accounted for then save the template. If adjustments need to be made, you will need to make them on 
all your regular log templates for each station. 

If your station is Time Based, you also want to check to be sure that the Commercial Time Limit for each 
availset is correct. This affects what the avails reports use to determine the maximum commercial time 
allowed for each Log Event. 

If you had to make any changes to the Avail Codes or to the log templates, you will need to re-drop your 
log templates onto the log calendar to refresh the log data. You can do this by clicking on the Drop Many 
button on the Log Maintenance screen at the bottom. 
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Sample Log Maintenance Screen 

 

 NOTE - Do not drop templates on Official Logs. Only drop them on future online log 
days 

Projection Defaults 

The next setting we need to check is the Projection Defaults. This setting controls not only which log 
templates will be automatically placed on future logs, but also what log templates will be used for each 
day of the week for avail reporting when that log day is not online yet. Click on Projection Defaults at the 
bottom of the Log Maintenance screen and ensure that the correct log template is chosen for each day of 
the week. You’ll need to check this for each station. 

Sample Default Projection Templates Screen 
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Before avails reports are run, it is important to be sure that the latest up to the minute avails data is being 
used for the reports. From the VT main menu choose Logs/Log Availabilities. At the top choose “Both” 
avails actuals and projections. You also choose the station you want to calculate and the date range. Be 
sure the date range includes the dates you want to run the avails report. Repeat this process for each 
station. 

Sample Log Availabilities Screen 

 

Once that is done, VT will send a message to calculate the avails. You can monitor its progress by 
choosing System/System Information from the VT main menu. You want to wait until the processes are 
complete before running the report. 

After that is complete, you are ready to run the avails reports. There are several to choose from. 

When you run the report, you can choose the date you want to see. You also need to choose the station 
and log events you want to see on the report. Choose all of the dayparted Log Events you set up and add 
them to the report. 

Sample Message Queues Screen 
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 NOTE - When running Availabilities report, if you select Log Events that overlap, this 
will cause any overlapping Avail Codes to be counted multiple times. For Example, if you 
select the AM Drive Log Event and Local News, an Avail Code for Local News Sponsor 
during AM Drive would be counted twice because it falls within both events. 

The avails reports look at the log only. That is why you must have log events set up for each daypart on 
the log itself so that the avails reports will pick them up. Any spot that falls within that event will be 
included regardless if the order was entered to target that event specifically or if the order was entered 
using a time range and the spot scheduled during that event. 

The report will then show the total units and time allowed, scheduled, and available. Bumped spots are 
also accounted for. The Pre-Emptible section includes all spots below your pre-emptible threshold that 
could be removed off the log to free up more inventory. Also notice the information is grouped by each 
Log Event chosen. You can also run this report to track other events as well in addition to your regular 
dayparts. 

Orphaned Avails 

Orphaned avails will appear on Availabilities Reports when: 

1. The order is targeted to an Event that is not on that day’s log. 

2. The order is targeted to an Event that does not have an availset within it. 

3. The order is targeted to an Event that has an availset but the avail requested is not valid within 
that availset. 

4. The order is targeted to an absolute time that does not have any availsets within the time 
requested. 

5. The order is targeted to an absolute time that has availsets but the avails within the availsets do 
not match the avail on the order. 

6. The order is targeted to an absolute time that has availsets for that avail code, but the availset the 
spot placed in does not fall within any Log Event on the log. 
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Visual Traffic 
Accounting Reports 
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A/R Adjustment List (Holding) 

Use this report to show manually entered or system generated A/R Holding adjustments for a specified 
date range. 

Information Gathering 

This report looks directly at the A/R Holding statement of each advertiser and prints any A/R Holding 
adjustments that were entered by the user or generated by the system for the date range specified. 
System generated A/R Holding adjustments occur when the total billing (what was invoiced) does not 
match the total income (what was earned). This typically happens with package orders where the 
package billing for the month does not match the value of all the spots that ran for the month. In some 
cases this is ok if the order’s billing and income match overall but it is running multiple months. Once all 
the spots run at the end of the schedule, the income and billing would eventually match in the end; 
however, there are some cases where a mistake is made or not all of the spots run for the order. In this 
case, an A/R Holding adjustment would be generated and would remain on the advertiser’s A/R Holding 
statement unless an A/R Holding adjustment is made to zero it out. A/R Holding is strictly an internal 
calculation and something the advertiser does not see on their regular A/R statement. 

Important Information 

There are two versions of this report: Detail and Summary. The Detail version is printed above which 
shows extra information such as what the adjustment is applied to, offset account information and the 
salesperson name of each adjustment. The summary version omits that information and allows more 
room for lengthier descriptions that can be printed on the report. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Advertiser 
Date 
Offset Account 
Salesperson 
Statement Group 

A/R Holding Account Salesperson 
Advertiser 
Offset Account 
Salesperson 
Statement Group 

Summary or Detail Version 

Sample Report 
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A/R Revenue Adjustment Detail 

Use this report to show what revenue adjustments have been entered into VT for a specific date range. 

Information Gathering 

This report will only show revenue adjustments that have been entered in a specific location of VT. This 
location can be found in VT under the Orders Menu and then by selecting Utilities and then Revenue 
Adjustments. The adjustments that are entered in this section of VT do not affect the statement or any 
other aspect of VT. These adjustments only appear on the report and nowhere else 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account 
Income Account 
Receivables Group 
Statement Group 
Station 

A/R Account 
Income Account 
Receivables Group 
Statement Group 
Station 

 

Sample Report 
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A/R Statement Inquiry 

Use this report to print an internal statement for an advertiser that shows not only their current open 
transactions but also any historical transactions that have since gone to statement history. 

Information Gathering 

This report pulls its information directly from the advertiser’s statement. It will print the current open 
transactions and any historical transactions that have since gone to statement history primarily for 
research purposes. You can view this same information in VT by going to the A/R Menu and selecting 
View/Edit Statement and then [by] Advertiser. Once you select an advertiser, you can view the 
advertiser’s current open transactions and/or historical transactions by clicking on the checkboxes for 
Show Current or Show History at the upper left hand side of the screen. 

Important Information 

When a particular month is closed in VT through Statement Processing, transactions that have been 
reduced to a zero balance will be removed from the current statement to history. You can then access the 
historical portion of the advertiser’s statement with this report for research purposes. The number of 
months that the statement will store history depends on the History Retention settings for the statement 
group, which is found under the A/R Menu, and then Statement Groups. Then select the Parameter Setup 
tab. Under History Retention is where you will find the number of months the Statement History will be 
stored. You can store up to 72 months of history. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Default Salesperson 
Receivables Group 

A/R Account Name 
Default Salesperson 
Receivables Group 
Statement Group 

Document Group 
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Sample Report 
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Advertisers Credit Summary 

Use this report to compare each advertiser’s credit limit to their current outstanding balance. 

Information Gathering 

This report pulls the Credit Policy and Credit Limit information directly from the advertiser record. The 
Outstanding Balance is only as accurate as the last time a Credit Policy Check has been performed on 
the advertiser in VT. You can access this in the Advertiser Menu by selecting Credit Policy Check and 
processing a credit check. You can perform a credit policy check for a specific advertiser by editing that 
advertiser and clicking on the A/R Settings button and selecting Run Credit Policy Check. You can also 
run a credit policy check on a specific agency as well by editing that particular agency. 

Important Information 

There are 3 types of Credit Policy Definitions: Total Outstanding Balance, Percentage of Advertiser 
Balance Past Due, and Amount of Advertiser Balance Past Due. The first item, Total Outstanding 
Balance, is the only one that looks at the advertiser’s current A/R Balance in addition to order projections. 
It will then add the two together to come up with the Total Outstanding Balance. Notice that you set the 
number of days to gather non-billed order amounts. The report will literally calculate how much is 
projected for the number of days you set. The other two credit policy definitions only look at the A/R 
balance of the advertiser. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Agency 
Credit Policy 
Default Salesperson 
Disabled/Legal Status 
Income Account 

Advertiser 
Agency 
Advertiser Add Date 
Credit Policy 
Default Salesperson 
Disabled Account 
Legal Action Taken 

 

Sample Report 
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Aged Cash Receipts 

Use this report to show what payments have been collected for a particular date range while also showing 
aging information based on the age of the transaction the cash receipt is paying. 

Information Gathering 

The report pulls its information directly from the A/R Statement of each advertiser. The report will also 
show historical payments that have since gone to statement history if needed. Any such payments would 
be marked with an “H” to the left of the salesperson name. 

Important Information 

The report has an aging cutoff date under the Dates Tab. This is used to control not only the aging cutoff, 
but also what month the report will begin aging. Under the Filters Tab you will find the Receipt Date(s) 
filter. This will need to be used if you want to filter the report to payments for a certain month or period of 
time; otherwise, the report would list ALL payments including historical payments up to the aging cutoff 
date. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Receivables Group 
Salesperson 

A/R Account 
Advertiser 
Receipt Date(s) 
Receivables Group 
Salesperson 
Statement Group 

 

Sample Report 
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Cash Receipts Deposit Slip 

Use this report to print a listing of cash and checks deposited for a particular date. 

Information Gathering 

The report pulls its information directly from Cash Receipts and Deposits, which is found under the A/R 
Menu in VT, for the particular Deposit Date Range selected. This report will also show Payment Reversal 
information if any payment reversals affect the deposit. That information will print at the bottom of the 
report to show what payments were reversed and what the adjusted deposit amount is. This report can 
also be run from within VT itself by clicking on the A/R Menu and selecting Cash Receipts and Deposits. 
From there, you can highlight a deposit and click on the Print button. 

Important Information 

When you set up your Bank Account in the Chart of Accounts section of VT, you can enter your actual 
bank account number as the account number of the bank account you are using for your deposits. This 
information then prints on the deposit slip allowing you to use the document as your actual deposit slip for 
banking purposes. Also, there is an option to print a Custom Deposit slip, which can print a special note 
towards the upper left of the report. To activate this option, add a note name called _Deposit under 
corporation setup by clicking on the System Menu in VT and selecting Corporation. Then click on the 
Note button where you can add the Note Name to the list and then enter the desired text. When you run 
the Cash Receipts Deposit Slip Report, be sure to select the Custom Option. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Check Amount 
Check ID 

Deposit Account 
Deposit Number 

Regular or Custom 

Sample Report 
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Commissions Report 

Use this report to calculate salesperson commissions based on billing or collections as specified in VT. 

Information Gathering 

This report pulls in information based on the commissions that are set up in VT and whether or not each 
salesperson is paid based on billing or collections. There are 3 different commission types you can set up 
and code to each salesperson’s order, which will then be coded to the corresponding invoice. You first 
need to set up your commission plans in VT. This is found under the System Menu and then 
Commissions and Discounts. When you add a new commission plan, you’ll have 3 commission types to 
choose from. Sales (Billing) allows you to setup a salesperson’s commission to pay on what was literally 
billed for a particular period. Sales (Collections) would pay the salesperson based on what was collected 
for the period based on the cash receipts collected. Sales (Aged Collections) would pay the salesperson 
based on collections but would also look at the age of the invoice to determine what commission 
percentage they would receive. Each commission type also allows you to set up Tiers where you can 
control what percentage of commission they receive based on the amount they actually collect or bill. For 
example, you could say if they collect up to $10,000, they get 15%. If they collect between $10,001 and 
$15,000 they get 20%, etc. 

You can set up as many different types of commission plans as you like. For example, you may want to 
set up specific commission plans for each salesperson or you may have general commission plans that 
could be used for multiple salespersons. It is just a matter of setting them up and making sure that the 
correct commission plan gets coded to the order. If you pay your salesperson on billing, any invoices that 
have been committed to history will automatically show up on the report. You can also choose to include 
official invoices on the report if needed. The report simply looks at the commission plan that is attached to 
the invoice and calculates the commission. If you pay your salespersons on collections, the report will 
look at the commission plan that is attached to the payment and calculate the commission. Keep in mind, 
that as invoices are paid, the payment’s commission plan will default to what is on the invoice. If 
corrections need to be made to the commission that is coded to the invoice or payment, you can do so on 
the advertiser’s statement by editing the item and selecting the correct commission plan and rerunning 
the report; however, if the payment or invoice has already gone to history due to a month being closed, 
you can no longer directly edit those transactions. Of course, if you pay on billing and the invoice is a 
current official invoice, you can simply edit the invoice. 

Important Information 

If you charge sales tax, those taxes will automatically be deducted from the commission base whether 
you pay each salesperson based on collections or billing. You can also run the report to include non-
commissionable items, which will show all items collected or billed for the period requested regardless if 
any commission will be paid to the salesperson. If you pay each salesperson on collections, payment 
reversals do affect this report and will deduct from the salesperson’s commission. 

Report Options 

Grouping Options Filter Options Other Options 

Commission 
Salesperson 
Statement Group 

Commission Method 
Salesperson 
Statement Group 

Include/Exclude Official Invoices 
w/Page Break on (Salesperson) (Y/N) 
Include/Exclude Non-Commissionable Items 
Separate Sales Group Members (Y/N) 
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Sample Commissions Report 
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Credit Policy Analysis 

Use this report to show which advertisers have credit policies that have exceeded their credit limit. 

Information Gathering 

This report is only as accurate as the last time a Credit Policy Check was performed on the advertiser. 
This can be accessed in the Advertiser Menu by selecting Credit Policy Check and processing a credit 
check. You can perform a credit policy check for a specific advertiser by editing that advertiser and 
clicking on the A/R Settings button and selecting Run Credit Policy Check. You can also run a credit 
policy check on a specific agency as well by editing that particular agency. This report will only print 
advertisers that have exceeded their credit limit. 

Important Information 

There are three types of Credit Policy Definitions: Total Outstanding Balance, Percentage of Advertiser 
Balance Past Due, and Amount of Advertiser Balance Past Due. Total Outstanding Balance, is the only 
one that looks at the advertiser’s current A/R Balance in addition to order projections. It then adds the two 
together to come up with the Total Outstanding Balance. Notice that you set the number of days to gather 
non-billed order amounts. The report literally calculates how much is projected for the number of days set. 

Report Options 

Grouping Options Filter Options Other Options 

 A/R Account 
Advertiser 
Agency 
Cust. Default Credit Policy 
Default Salesperson 
Industry Code 
Policy Checked Against 
Receivables Group 
Statement Group 

Document Group 
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Sample Report 
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Outstanding Invoices 

Use this report to print a listing of unpaid or partially paid invoices for a particular date range. 

Information Gathering 

This report only prints invoices that have been committed to history. Current and/or official invoices are 
NOT included. The report will then look at the A/R Statement for each advertiser to pull in the invoices 
that are still outstanding. The Net Amount Column is the full original amount of the invoice. The Net 
Amount Due Column is the amount that is currently due on the statement taking into account any credits 
that have been applied to the invoice. The Net Commission Base Amount Column shows how much of 
the invoice is commissionable based on a commission structure paying on Sales (Billing). 

Important Information 

When the report prints the Net Amount Due, it is based solely on what has been applied DIRECTLY to 
the invoice. Unapplied payments or adjustments of any kind would not be reflected on this report since 
they would not be directly applied to an invoice. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Agency 
Invoice Date 
Salesperson 

A/R Account 
Advertiser 
Agency 
Salesperson 
Statement Group 

 

Sample Report 
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Payment Analysis Detail 

Use this report to show what was collected for each advertiser while also showing the average payment 
time. 

Information Gathering 

The report looks at the A/R Statement for each advertiser to determine this information. It compares the 
date of the payment to the date of the transaction it paid to come up with the number of days it took for a 
transaction to be paid. This is also measured by the aging information, which can be based on a daily 
aging (Aged column) or monthly aging, which is the number of billing months it took to be paid based on 
the monthly aging type selected on the statement group (Monthly Calendar or Monthly Media). 

Important Information 

There is also a summary version of this report that only prints the average percentage paid, average 
number of days, and average Aged (Daily) and average aged (monthly) for each advertiser without the 
distribution detail. 

Report Options 

Grouping Options Filter Options Other Options 

Agency 
Credit Policy 
Salesperson 

Advertiser 
Agency 
Credit Policy 
Salesperson 
Statement Group 
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Sample Detail Report 

 

Sample Summary Report 
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Post Times Report 

Use this report to print a spot times listing for each advertiser for logs that have already been accepted to 
billing showing run dates, times, spot length, copy info, and optionally the billing and/or income rates of 
each spot. 

Information Gathering 

This report pulls its information directly off of each advertiser’s invoice; therefore, logs must be accepted 
to billing for the days requested on the report. The report will pull spot times from current invoices as well 
as historical invoices as long as they are retained in invoice history for the dates requested. The history 
retention settings for invoice history can be found under Statement Group Setup in VT. This report is used 
quite often to track what spot times ran for a particular advertiser and what copy ran for those spots. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Agency 
Copy Name 
Date Scheduled 
Income Account 
Order Number 
Salesperson 
Spot Type 
Station 

Advertiser 
Agency 
Copy Name 
Income Account 
Order 
Salesperson 
Spot Type 
Station 

Include/Exclude Billing Rates 
Include/Exclude Income Rates 

Sample Report 
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Sales Tax Collection Report 

Use this report to print the sales tax collected for cash receipts deposited for a particular date range. 

Information Gathering 

The report looks at each advertiser’s A/R Statement to find any cash receipts that have been applied to a 
transaction to determine how much sales tax was collected. If the payment is applied to an invoice, it will 
look at the actual invoice to determine the tax. If the payment is applied to an adjustment, it will look at the 
advertiser’s default tax information to determine the tax collected. 

Important Information 

In order for cash receipts to appear on this report, they MUST be directly applied to a transaction with tax. 
Payments that are set as Unapplied or Apply To Order will NOT show up on this report. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Sales Tax 
Salesperson 
Statement Group 

A/R Account 
Advertiser 
Salesperson 
Statement Group 
Sales Tax 

 

Sample Report 
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Unapplied Credits Report 

Use this report to show any advertiser that has unapplied credits that could possibly be applied to other 
debits under the same A/R Account. 

Information Gathering 

The report looks at the advertiser’s statement to determine if there are any unapplied credits on their 
account. If so, they will print on this report along with outstanding debits (if any) that the credit could be 
applied to. If you have a lot of unapplied credits in the database, this report will help tremendously in 
easily identifying what advertisers have unapplied credits and if there are any debits they could be applied 
to. You can view/edit the advertiser’s statement and apply all or part of the unapplied credit to another 
debit to clean up their account. 

Important Information 

The report will NOT include payments that are set to Apply To Order or Auto Apply since these payments 
will eventually be applied to a transaction. There are two versions of this report: Summary and Detail. The 
Detail Version will print transaction detail whereas the Summary Version will only print credit and debit 
totals so you can see at a glance if any unapplied credits could be applied to any debits. 

Report Options 

Grouping Options Filter Options Other Options 

Default Salesperson 
Statement Group 

A/R Account 
Advertiser 
Default Salesperson 
Statement Group 

Summary or Detail 

Sample Report 
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Visual Traffic 
Month-End Reports 
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A/R Adjustments Detail 

Use this report to show manually entered A/R adjustments for a specified date range. 

Information Gathering 

This report looks directly at the A/R statement of each advertiser and prints any A/R adjustments that are 
dated within the specified date range requested. The report can be run historically as long as statement 
history has been retained for that period of time. See the History Retention Settings in the Statement 
Group Setup in VT for more information on how long statement history is being retained on your system. 

Important Information 

There are two versions of this report: Detail and Summary. The Detail version is printed above which 
shows extra information such as what the adjustment is applied to, offset account information and the 
salesperson name of each adjustment. The summary version omits that information and allows more 
room for lengthier descriptions that can be printed on the report. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Advertiser 
Date 
Offset Account 
Salesperson 
Statement Group 

A/R Account 
Advertiser 
Offset Account 
Salesperson 
Statement Group 

Summary or Detail Version 

Sample Report 
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A/R Aging 

Use this report to print what A/R balances are currently outstanding for advertisers only associated with 
agencies without printing any direct advertisers. 

Information Gathering 

The report looks at the A/R Statement of each advertiser associated with an agency and prints the 
balances that are currently outstanding. The report will print the total net balance owed for each 
advertiser and then age the balances out based on the Aging Type setting for the Statement Group. 
When aging Monthly Calendar, each column represents a literal calendar month and is pulling invoices 
and transactions that are dated within the calendar period of each month. For Monthly Media, each 
column represents a literal media month and is pulling invoices and transactions that are dated within the 
media month of each aging column. The Daily Aging Type is based on the number of days you select as 
being the current period. This setting is used to customize the number of days of each billing period. Each 
column in this case would represent a particular number of days i.e. Current, 31-60, 61-90, etc. if 30 days 
were entered as the number of days for the current period. 

Important Information 

There are two main versions of this report: Summary and Detail. Summary will summarize the total net 
balance and each aging column to the total amount that is owed. The Detail version will print each current 
or open transaction that makes up the balance in addition to the totals so you can see transaction level 
detail for invoices, payments, adjustments, etc. If invoices for the current period have not been committed 
to history, you can run the report to include official invoices. If included, those invoices will have an 
asterisk (*) next to them to signify they are official. In addition, you can include or exclude advertisers with 
a zero balance and group the report by the Default Salesperson of each advertiser or the Salesperson 
that is coded to each transaction. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Agency 
Default Salesperson 
Receivables Group 
Salesperson 
Statement Group 

A/R Account 
Advertiser 
Agency 
Default Salesperson 
Receivables Group 
Salesperson 
Statement Group 

A/R or Holding 
Document Group 
Include/Exclude Official Invoices 
Salesrep Group for Sep Stmnt Grps 
Summary or Detail 
Suppress Zero Balance Advertisers 
1

st
 Summary Page 

2
nd

 Summary Page 
3

rd
 Summary Page 
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Sample Detailed Aging Report 

 

Sample Summary Aging Report 
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A/R Journal Entry 

Use this report to print a listing of all Journal Entries grouped by chart of account. 

Information Gathering 

These reports will only show POSTED transactions. There are two ways to post transactions to the A/R 
Journal. Simply closing the month will automatically post all of the transactions for that month to the A/R 
Journal as of the end of the statement period you are closing, allowing those posted transactions to show 
up on an A/R Journal Report within the date range of the month closed. This is highly recommended 
since there is no special intervention needed from the user. (It is required, however, for sites using 
Finance Charges since those transactions will not post to the A/R Journal until the month is closed and 
are not allowed to post while the month is open). If A/R Journal information is needed PRIOR to closing 
the month, you can go into Statement Processing in VT and only post transactions through a particular 
date without closing the month; however, this requires careful attention to the posting date being used. 
The A/R Journal Reports ONLY looks at the posting date of the transactions and NOT the actual entered 
or run dates of the transactions. So, it is very important that if, for example, you are going to post March 
transactions that a March posting date is used so that posted March activity will show up in March on the 
A/R Journal Reports. 

Important Information 

The reports are based on how the Chart of Accounts is set up in VT. It is very important that those 
accounts are set up exactly the way you want for reporting purposes and that they are coded correctly to 
orders. If you use one income account for multiple stations, you can still get station level income totals on 
these reports by making sure that each income account in the chart of accounts has a sub-account 
number for each station set up prior to posting transactions. A/R Journal Entries can also be exported to 
various third party accounting packages including Great Plains, Quick Books, and our own InterAcct 
system. There are also exports in Comma Delimited, Tab Delimited, and Fixed Length Binary formats that 
may work with other accounting packages not listed. You would need to check with the maker of that 
accounting package to see if any of those formats would work. 

 NOTE - The A/R Journal Entry Detail Report will print advertiser detail for each chart of 
account. You can run the report with no grouping and see all of the detail simply grouped 
by chart of account. You can also run the report grouped by advertiser. The A/R Journal 
Entry Summary Report will summarize each chart of account to show the total balances 
for each one. Advertiser grouping is also available on this report as well. 

Report Options 

Grouping Options Filter Options Other Options 

Account Name 
Advertiser 

Account Name  
Account Number 
Advertiser 
Statement Group 
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Sample Detail Report 

 

Sample Summary Report 
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A/R Journal Entry Posting 

Use this report to print a listing of all Journal Entries grouped by Transaction Type/Date followed by chart 
of account. 

Information Gathering 

These reports will only show POSTED transactions. There are two ways to post transactions to the A/R 
Journal. Simply closing the month will automatically post all of the transactions for that month to the A/R 
Journal as of the end of the statement period you are closing, allowing those posted transactions to show 
up on an A/R Journal Report within the date range of the month closed. This is highly recommended 
since there is no special intervention needed from the user. (It is required, however, for sites using 
Finance Charges since those transactions will not post to the A/R Journal until the month is closed and 
are not allowed to post while the month is open). If A/R Journal information is needed PRIOR to closing 
the month, you can go into Statement Processing in VT and only post transactions through a particular 
date without closing the month; however, this requires careful attention to the posting date being used. 
The A/R Journal Reports ONLY looks at the posting date of the transactions and NOT the actual entered 
or run dates of the transactions. So, it is very important that if, for example, you are going to post March 
transactions that a March posting date is used so that posted March activity will show up in March on the 
A/R Journal Reports. 

Important Information 

The reports are based on how the Chart of Accounts is set up in VT. It is very important that those 
accounts are set up exactly the way you want for reporting purposes and that they are coded correctly to 
orders. If you use one income account for multiple stations, you can still get station level income totals on 
these reports by making sure that each income account in the chart of accounts has a sub-account 
number for each station set up prior to posting transactions. A/R Journal Entries can also be exported to 
various third party accounting packages including Great Plains, Quick Books, and our own InterAcct 
system. There are also exports in Comma Delimited, Tab Delimited, and Fixed Length Binary formats that 
may work with other accounting packages not listed. You would need to check with the maker of that 
accounting package to see if any of those formats would work. 

 NOTE - There are two versions of this report. The Detail version will print advertiser 
detail for each chart of account in addition to the transaction type/date totals. The 
Summary version will just print chart of account totals for each transaction type/date with 
no advertiser detail. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Statement Group 

Detail/Summary 
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Sample Detail Report 

 

Sample Summary Report 
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A/R Statements - Presentation 

Use this report to print open item A/R statement documents to show the total outstanding A/R balance for 
each advertiser for mailing purposes. 

Information Gathering 

If finance charges are used, you should run A/R statements from within VT using the Print Wizard in order 
to ensure all finance charges calculated correctly for the current month prior to printing. This report prints 
current open transactions from each advertiser or agency’s A/R statement. As credits are directly applied 
to other debits, such as invoices, and are reduced to a zero balance, they will automatically come off of 
the advertiser’s current A/R Statement and move to statement history once the month is closed. There 
are 3 main statement styles you can choose to print: Advertiser, Advertiser w/remittance slip, and Agency 
statements with remittance slip. Samples of these statement styles are on the following pages. You can 
also choose how you want to handle your return address. You can choose to print the return address 
directly onto the statement, print no return address if they are printed on letterhead, or print a logo. 

Important Information 

You can have up to 2 alternate addresses per advertiser. This means that if, for example, you needed to 
send a copy of an advertiser’s statement to 2 different billing addresses, you can do this by setting up a 
default address and an alternate address on the advertiser. You can then set up statement printing to use 
that alternate address and print two copies of the statement with each one going to a different address. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Direct Then Agency 
Default Salesperson 
Receivables Group 

A/R Account 
Advertiser 
Agency 
Default Salesperson 
Receivables Group 

2
nd

 Billing Recipient 
3

rd
 Billing Recipient 

Advertiser Default Invoice Frequency 
Combine A/R Accounts Y/N 
Document Group 
Exclude Transaction Notes Y/N 
Exclude Zero Balances Y/N 
Include/Exclude Official Invs 
Logo Options 
# of Copies 
Print Direct/Agency/All 
Print Salesperson Name? 
Return Address Options 
Statement Group 
Statement Required Override (Y/N) 
Statement Style 
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Sample Advertisers Statement 
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Sample Advertisers Statement with Remittance 
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Sample Agency Statement with Remittance 

 



Visual Traffic – Reports Manual 

© 2010 Marketron Broadcast Solutions ● www.marketron.com ● help@marketron.com ● Updated: 11/09/2010 ● Page 133 

Billing Accrual 

This report shows what was billed for each advertiser, payments, adjustments, and finance charges that 
were entered or generated during the advertiser’s normal billing cycle. The report shows “unbilled” 
dollars, payments, adjustments, and finance charges for the rest of the calendar month that would 
normally be in the next billing month in order to show true calendar month activity regardless of billing 
cycle. The accrued or unbilled dollars typically come from media month advertisers that have activity 
between the last day of the media month and the end of the calendar month. 

Information Gathering 

This report MUST be run for the last month CLOSED via statement processing. The Billed This Month 
column represents invoices that have been billed and committed to history for the last closed month 
specified on the report based on the regular billing cycle of each advertiser. This column also includes 
any payments, adjustments, and finance charges that were dated within the advertiser’s default billing 
frequency. The Billed From Prior Months column shows the previous month’s accrued amounts (billing 
dollars, payments, adjustments, and finance charges) between the last day of the media month and the 
end of the calendar month. The Current Month Not Billed column includes anything not invoiced for the 
last month closed. Payments, adjustments, and finance charges for media month advertisers with dates 
between the last day of the media month and the end of the calendar month are also included. The 
Current Month Activity column takes the Billed this Month column and subtracts any amounts in the 
Billed From Prior Months column and then adds any amounts for Current Month Not Billed. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
A/R Offset Account 
Agency 
Default Salesperson 
Receivables Group 
Statement Group 

A/R Account Name 
A/R Offset Account 
Agency 
Advertiser 
Default Salesperson 
Receivables Group 
Statement Group 

Summary/Detail 
Show Grouping Detail (Y/N) 
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Sample Report 
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Cash Receipts Application Analysis 

Use this report to print a listing of all cash receipts for a specific date range. 

Information Gathering 

The report pulls its information directly from Cash Receipts and Deposits as well as the A/R Statement 
and reports what has been deposited for the date range selected. The Dates Tab on the report controls 
the Deposit Date Range—what was literally deposited. However there are other types of dates you can 
use in the filters tab which include Posted Date (the date the receipt was posted to the A/R Journal) and 
the Entered Date (the date the receipt was literally entered into the system which is based on the current 
system date at the time). The report will also show undistributed payments. These are receipts that have 
been added to a deposit but not applied to the advertiser’s statement. These will show up on the report 
with no amount under the Amount Applied column. You can also filter the report by Applied Status if you 
want to see just undistributed payments, applied payments (receipts that have been applied to a 
transaction on the statement or are set to Apply to Order or Auto Apply on the statement), or unapplied 
payments (receipts that have literally been set as unapplied on the statement). Undistributed payments 
will automatically show up on this report UNLESS you filter the report by statement group. Then they 
would be excluded since undistributed payments are not a part of any statement group until they are 
applied to the statement. If you filter the report by salesperson, any undistributed payments would use the 
default salesperson of the advertiser. This report can be run historically as long as statement history has 
been retained for that period of time. History Retention settings are found under Statement Group Setup. 

Important Information 

The report will also include any payment reversals and deduct them from the total. You can reverse a 
payment only if the payment has not gone to history. You can make a payment reversal by going into the 
deposit. Once a payment is reversed, it cannot be undone. If the payment were applied to anything, it 
would remove the payment and set it as unapplied and then apply the payment reversal to it. You must 
give the payment reversal a separate date. Keep in mind that will affect when the reversal will show on 
report since the original payment and the payment reversal carry their own separate dates. Typically a 
payment is reversed due to insufficient funds. If a regular adjustment is made to the statement directly, 
those do not affect the cash receipts report. 

Report Options 

Grouping Options Filter Options Other Options 

A/R / Offset Account 
Advertiser 
Agency 
Date of Deposit 
Date Entered 
Date Posted 
Deposit Account 
Receivables Group 
Salesperson 
Statement Group 

A/R Account 
Advertiser 
Agency 
Applied Status 
Date Entered 
Date Posted 
Deposit Account 
Receivables Group 
Salesperson 
Statement Group 

Format Style (Full Detail or Condensed) 
All Receipts or Undistributed Only 
Include/Exclude Salesperson Totals Report 
1

st
 Summary Page 

2
nd

 Summary Page 
3

rd
 Summary Page 



Visual Traffic – Reports Manual 

© 2010 Marketron Broadcast Solutions ● www.marketron.com ● help@marketron.com ● Updated: 11/09/2010 ● Page 136 

Sample Report 
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Cash Receipts Master List 

Use this report to show a simple listing of payments that was deposited while also including any 
undistributed payments or payment reversals. 

Information Gathering 

The report pulls its information directly from the deposits that are entered in the A/R Menu under Cash 
Receipts and Deposits. This report will print both undistributed and applied payments. Undistributed 
payments are cash receipts that have been entered into the deposit slip but have not actually been 
applied to the advertiser’s A/R statement. These types of payments do NOT show up on such reports as 
the A/R Aging or on the A/R statement. Undistributed payments would have a “!” next to the payment 
while viewing the deposit on the screen from within VT. You can also run this report to show undistributed 
payments only so you can track them down. Applied payments have been applied to the advertiser’s A/R 
statement whether it is directly to an invoice or set as unapplied or applied to order, etc. 

Important Information 

Payment Reversals are also included on this report. You can reverse a payment due to insufficient funds, 
etc. by going to the deposit in VT, highlighting the payment and selecting the Payment Reversal button. 
You are then warned that any applications as a result of the payment will be removed. A reversal date is 
then entered which is separate from the payment date. The payment will then be offset by the reversal. 
You may only reverse payments that have NOT gone to statement history. They must be on the 
advertiser’s current A/R statement in order to be reversed and affect this report. Once a payment has 
been reversed, it no longer can be edited or undone, even if the month is still open. Regular A/R 
adjustments made to the advertiser’s statement do NOT affect this report. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Check Amount 
Check Number 
Date of Deposit 
Deposit Account 

Advertiser 
Check Number 
Date Entered 
Deposit Account 
Deposit/Reversal Date 
Receipt Date 
Receipt/Reversal Date 
Reversal Date 

All Receipts/Undistributed only 

Sample Report 
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Copy Script Invoice 

Use this report to print script for a particular piece of copy in addition to the invoice that shows the number 
of times announcements ran, the spot rate, and spot dollars with notary information for co-op purposes. 

Information Gathering 

This report prints the copy text or script directly from the copy record for the advertiser. The rate, spot 
count, and dollars are all figured automatically based on the invoice that contains that piece of copy. If 
discrepancies occur on the script, you can simply edit the current invoice and correct the spot rate, the 
number of spots attached to the copy, etc. and reprint the script. If the invoice is co-op, keep in mind that 
the invoice will only allow copy that is specifically attached to that co-op name on the invoice to be 
assigned. Script can also print with the advertiser’s invoice when printing a normal batch of invoices if 
desired. 

Important Information 

Script can be run historically for a particular invoice in case you need to reprint them as long as Invoice 
History has been retained for that period of time AND Expired Copy has not been cleared; however, since 
a committed invoice cannot be changed, you can no longer edit the invoice to change such things as the 
rate or the copy that was assigned to each spot time. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Invoice 
Salesperson 
Statement Group 
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Sample Report 
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Copy Script Production 

Use this report to print script to be used for production purposes. 

Information Gathering 

This report uses information directly from the copy record that is entered into VT for the advertiser 
including flight dates, length, co-op name, tape number, talent, mood, and station cart number 
information. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Copy Description 
Copy End Date 
Copy Start Date 
Script Entry Date 

 

Sample Report 
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Finance Charge Listing 

Use this report to print a listing of all finance charges generated for a particular date range. 

Information Gathering 

This report pulls any finance charges that are generated and are on the advertiser’s A/R Statement. 
Finance charges are automatically updated when changes are made to an advertiser’s A/R Statement. 
They are also recalculated for accuracy when A/R statements are run in VT, which is typically at the end 
of the current statement period or current month. They are projected finance charges that will print on this 
report and on the A/R Statement when run for the current month. If you find an advertiser for the current 
month that should not have finance charges generated, you can go to that advertiser and uncheck the 
option to allow finance charges. When you rerun the A/R statement or this report, the advertiser will be 
updated. Once the month is closed, the finance charges become real posted transactions allowing you to 
run this report historically if needed; however, it will only reflect activity for months that are retained in 
Statement History. You can check your history retention settings under Statement Group Setup if needed. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account A/R Account 
Statement Group 

 

Sample Report 
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Invoice - Detail 

Use this report to print documents for an advertiser showing what ran for a particular month and how 
much is owed while also including dates and times spots ran, spot length, station, rate, quantity of spots, 
and total due. Notary information can be included as well. 

Information Gathering 

Printing current invoices directly from Report Center does not automatically update the print status of the 
invoice. Invoices MUST be printed and set official through the Print Wizard or Edit/Create Invoices in VT 
prior to committing invoices to history. This report pulls directly from invoices listed under the Billing Menu 
in Edit/Create Invoices. These same options are also available in the Print Wizard in VT; however, unlike 
the Print Wizard, you can export invoices from the Report Center to a file and in various report formats 
such as Word and Acrobat (PDF). You can also customize your return address options to print the return 
address, exclude the return address in the case of letterhead, or print the logo directly on the invoice. 

Important Information 

You can have up to 2 alternate addresses per advertiser. This means that if, for example, you needed to 
send a copy of an advertiser’s invoice to 2 different billing addresses, you can do this by setting up a 
default address and an alternate address on the advertiser. You can then set up invoice printing to use 
that alternate address and print two copies of the invoice with each one going to a different address. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Agency 
Electronic Invoicing 
Receivables Group 
Salesperson 
Statement Group 

A/R Account 
Advertiser 
Agency 
Electronic Invoicing 
Invoice 
Frequency – Calendar 
Frequency – EOS 
Frequency – Media 
Frequency – Weekly 
Salesperson 
Statement Group 

2
nd

 Billing Recipients 
3

rd
 Billing Recipients 

Current/Historical 
Document Group 
Force # copies to Order 
Invoice Sorting Options 
Logo Options 
# of Invoice Copies 
Notary Date Options 
Print Direct/Agency/All 
Print Invoice Override Y/N 
Print Log Events Y/N 
Print Notary First Y/N 
Print Script Options 
Print Summary/Detail 
Return Address Options 
Show Duplicate Y/N 
Show Duplicate Watermark Y/N 
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Sample Invoice Detail Report 
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Invoice Detail Journal 

Use this report to print an invoice listing for each advertiser, while breaking out the invoice dollars by chart 
of account. 

Information Gathering 

This report only shows invoices that are COMMITTED to history. It does NOT show any current and/or 
official invoices. It pulls this information from multiple sources including the A/R Statement, Statement 
History, and Invoice History depending on the invoice date range used. That allows the report to be run 
historically as long as statement history and invoice history have been retained for that period of time. 
The report prints in advertiser order, while also breaking out each invoice by chart of account to show 
billing and income allocations, etc. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Statement Group 

 

Sample Report 
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Invoice Recap Journal 

Use this report to print an invoice listing for each advertiser, while breaking out the invoice dollars by chart 
of account. 

Information Gathering 

This report only shows invoices that are COMMITTED to history. It does NOT show any current and/or 
official invoices. It pulls this information from multiple sources including the A/R Statement, Statement 
History, and Invoice History depending on the invoice date range used. That allows the report to be run 
historically as long as statement history and invoice history have been retained for that period of time. 
The report prints in account type order based on the chart of accounts, while also breaking out each 
invoice by advertiser, etc. 

Report Options 

Grouping Options Filter Options Other Options 

 Account Name 
Statement Group 

 

Sample Report 
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Pre Commit Invoice Report 

Use this report to print an invoice listing for all current invoices for a particular invoice date range. 

Information Gathering 

This report pulls directly from the Edit/Create Invoices screen in VT, which can be found under the Billing 
Menu. This report will only show CURRENT invoices. Once invoices have been committed to history, they 
will no longer appear on this report. As soon as logs are accepted to billing for a particular month, 
invoices are created for all of the spots that ran. At that point, the invoices will start to appear on this 
report. If logs are accepted multiple times during a month, the invoice will automatically be adjusted on 
this report to reflect all of the spots that ran, etc. At month end, this report can be used to see what is 
actually scheduled to bill. Since the invoices would be current, changes can still be made directly to the 
invoice for any corrections. The report begins with the gross amount of the invoice (Current Inv Amt) and 
nets down from there. 

Important Information 

You should take advantage of all of the grouping and filtering options this report has to offer prior to 
committing them to history. If corrections need to be made to an invoice directly, you can only make 
changes while the invoice is current. Also, it is a good idea to run this report at month-end both prior to 
committing invoices to history and after committing invoices to history. This way, you can see right away if 
any invoices appear on the report after the commit process that should have been committed to history 
for the current month. Invoices as a general rule must be marked printed and official in order to be 
committed. Invoices that will be billed next month should only appear on this report after invoices have 
been committed for the entire month. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account 
Advertiser 
Agency 
Agency Discount 
Electronic Invoicing 
Income Account 
Invoice Date 
Invoice Description 
Invoice Frequency 
Invoice Status 
Order Discount 
Primary Product Code 
Receivables Group 
Salesperson 
Salesperson Commission 
Secondary Product Code 
Statement Group 
Station 

A/R Account 
Advertiser 
Advertiser ID 
Agency 
Agency Discount Type 
Electronic Invoicing 
Income Account 
Invoice Description 
Invoice Frequency 
Invoice Status 
Order Discount Type 
Primary Product Code 
Receivables Group 
Salesperson 
Salesperson Commission 
Secondary Product Code 
Statement Group 
Station 

1
st
 Summary Page 

2
nd

 Summary Page 
3

rd
 Summary Page 
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Sample Pre Commit Invoice Report 
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Post Commit Invoice Report 

Use this report to print an invoice listing of gross billing, net billing and income for a particular date range. 

Information Gathering 

Invoices must be committed to history before they will show up on this report. It does NOT include current 
and/or official invoices. From there, it pulls all of its information from the A/R Statement of the advertiser 
showing each invoice and the gross amount along with all of the discounts, optional billing, and sales tax 
amounts to get to the net amount of the invoice. The report can be run historically as long as statement 
history is being retained for that period of time. You can find the statement history retention settings in the 
Statement Group Setup of VT. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account 
Advertiser 
Agency 
Agency Discount 
Electronic Invoicing 
Income Account 
Invoice Date 
Invoice Description 
Invoice Frequency 
Order Discount 
Primary Product Code 
Receivables Group 
Salesperson 
Salesperson Commission 
Secondary Product Code 
Statement Group 
Station 

A/R Account 
Advertiser 
Advertiser ID 
Agency 
Agency Discount Type 
Electronic Invoicing 
Income Account 
Invoice Description 
Invoice Frequency 
Order Discount Type 
Primary Product Code 
Receivables Group 
Salesperson 
Salesperson Commission 
Secondary Product Code 
Statement Group 
Station 

1
st
 Summary Page 

2
nd

 Summary Page 
3

rd
 Summary Page 



Visual Traffic – Reports Manual 

© 2010 Marketron Broadcast Solutions ● www.marketron.com ● help@marketron.com ● Updated: 11/09/2010 ● Page 149 

Sample Post Commit Invoice Report 
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Sales Journal (Pre-Close) 

Use this report to summarize each advertiser’s A/R activity since the last month closed. 

Information Gathering 

This report must be run for the CURRENT OPEN MONTH prior to closing. The report provides an A/R 
summary of what occurred for the current open month for each advertiser. Applied payments refer to 
those receipts that have been literally applied to a transaction such as invoice, adjustment, etc. Unapplied 
payments refer to those payments that are “set as unapplied” on the statement, which are not applied 
directly to a transaction but are on the A/R statement as an unapplied credit. Undistributed receipts that 
have been added to the deposit slip but are not applied directly to the A/R statement are NOT included on 
this report. Gross Sales and Discounts pull directly from committed invoices on the A/R statement OR 
from Official Invoices if that option is chosen. All other types of transactions will appear on this report as 
soon as they are applied to the A/R statement for the current open statement period. 

Important Information 

There is also an option to print the Receivables Group Summary Page. If, for example, Receivables 
Groups were set up by income type, this would allow you to see that income breakdown in a more 
summarized format at the end of this billing report. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
Receivables Group 
Salesperson 
Statement Group 

A/R Account 
Advertiser 
Offset Account 
Receivables Groups 
Salesperson 
Statement Group 

Include/Exclude Official Invoices 
Summary Page 1 
Summary Page 2 
Summary Page 3 
Zero Balance Advertisers (Y/N) 
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Sample Sales Journal (Pre-Close) Report 
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Obsolete Reports 
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Obsolete Reports 

In the Report Center there is a report category called "Obsolete". Reports are moved to the Obsolete 
category for one of two reasons, either the report has been rewritten, which means it's been improved, or 
multiple reports have been consolidated into a single report. You will see reports both moved to and 
deleted from the Obsolete category as new versions of Visual Traffic are released. 

Keep in mind these reports are considered obsolete for a reason. They are slated to be purged from 
Visual Traffic in a future release. Because these reports will be eliminated from the system, it is in your 
best interest to stop using them. Furthermore, if you have scheduled reports that are created from reports 
that have been moved to Obsolete you should stop using them and set up your scheduled reports using 
the most current available. The names of the improved or consolidated reports will often be the same or 
similar to the old reports. 
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Visual Traffic 
Other Reports 
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Email Queue Report 

This report prints all emails that were sent to the Email Queue for the requested date range. The report 
includes the email address, status of the email, and the date it was created and sent. 

Information Gathering 

The report gathers its information from the Email Queue located in the System menu in VT. 

Important Information 

This report can also be run from the Email Queue in the System menu. 

Report Options 

Grouping Options Filter Options Other Options 

Acknowledged by 
Acknowledged Date 
Bcc: Email Address 
Cc: Email Address 
Date Sent 
Source 
Status 
To: Email Address 

Acknowledged by 
Acknowledged Date 
Date Sent 
Email Address 
Source 
Status 

Show Invalid Acknowledged Y/N 
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Sample Report 
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Invoice Audit Trail 

This report shows all changes made to an advertiser's invoice and reflects who made the change and 
when. 

Information Gathering 

This information is pulled directly from the invoice. Changes made by VT will have a user name, for 
example, of AcceptLogsProcess or CommitInvoiceProcess. Any manual changes made by a user will 
have that user’s name in addition to the machine name and the Date and Time of Change. This report 
can be run for any invoice regardless of status; however, Invoice History must be retained for that period 
in order to run this report for a committed invoice. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Invoice 
Salesperson 
Statement Group 

 

 



Visual Traffic – Reports Manual 

© 2010 Marketron Broadcast Solutions ● www.marketron.com ● help@marketron.com ● Updated: 11/09/2010 ● Page 158 

Sample Report 
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Invoice Express Transactions Report 

A list of all transactions sent electronically via Invoice Express.  The report includes the Advertiser, 
Agency, the date the invoice was sent, the Document and Reference ID's as well as the status of the 
invoice. 

Information Gathering 

The report gathers its information from the Electronic Transaction Viewer located in the Billing menu. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Agency 
Document Type 
Source 
Status 

Advertiser 
Agency 
Date Created 
Date Sent 
Source 
Status 
Type 

 

Sample Report 
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Security Profile Report 

Report displays profile hierarchy for each profile in the system, each property and the associated access 
level is listed. 

Information Gathering 

Information for this report pulls from the Profile Setup in Security Management. 

Important Information 

This report may also be printed from the Security Management Screen. 

Report Options 

Grouping Options Filter Options Other Options 

 Profile Name 
Property Access Level 
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Sample Report 
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System Information Report 

This report prints any existing System Processor, Scheduler, and VT system table-level lock messages in 
addition to Statement Group setup and VT Database Version Upgrade information. 

Information Gathering 

This report pulls its information directly from the System Processor, Scheduler, and Print message 
queues in addition to showing any table locks under Records in Use. All of this information can also be 
displayed in VT by going to the System Menu and selecting the System Information menu item. 

Report Options 

Grouping Options Filter Options Other Options 

  Include/Exclude System Processor 
Messages 
Include/Exclude Scheduler Messages 
Include/Exclude System Table Lock 
Messages 
Include/Exclude Version Upgrade Info 
Include/Exclude Statement Group Info 
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Sample Report 
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User Accounts Report 

This report shows the account settings for each user in Security Management. If security profiles are 
included, the report will also show the level of access given to each user based on the security profile 
attached to each one. If multiple profiles are attached to a user, their cumulative access level will be 
shown. 

Information Gathering 

Information for this report pulls from the User Setup in Security Management. 

Important Information 

This report may also be printed from the Security Management Screen. 

Report Options 

Grouping Options Filter Options Other Options 

 User Names Include/Exclude Profiles 
Include/Exclude Data Access 
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Sample Report 
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Advertiser Co-op List 

Use this report to list all the names of the Co-op vendors stored for each Advertiser with Co-op defined. 

Information Gathering 

This report pulls directly from the copy and script information of each advertiser and will list all of the co-
op names that have been added to that advertiser. 

Report Options 

Grouping Options Filter Options Other Options 

 Advertiser 
Co-op Provider 

 

Sample Report 
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Advertiser List (Master) 

Use this report to print a very detailed advertiser list that includes multiple addresses, contacts, and 
phone numbers in addition to all of the other settings directly from the advertiser record. 

Report Options 

Grouping Options Filter Options Other Options 

Agency 
Agency ID 
Credit Policy 
Date Added 
Income Account 
Industry Code 
Misc. Info Field 1 
Misc. Info Field 2 
Misc. Info Field 3 
Misc. Info Field 4 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
State/Providence 
Statement Group 
Tax-Exempt Status 
Zip/Postal Code 

Add Date 
Advertiser 
Advertiser ID 
Agency 
Agency ID 
Credit Policy 
Default Statement Group 
Disabled Account 
Income Account 
Industry Code 
Legal Action Taken 
Misc. Info Field 1 
Misc. Info Field 2 
Misc. Info Field 3 
Misc. Info Field 4 
Order Approval 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
State/Providence 
Statement Group 
Tax-Exempt Status 
Zip/Postal Code 

 

Sample Report 
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Advertiser List (Standard) 

Use this report to print a more compact version of the Advertiser Master List directly from the advertiser 
record that shows most of the advertiser information but only details the default address, contact and 
phone information. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Agency 
Agency ID 
Credit Policy 
Date Added 
Income Account 
Industry Code 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
State/Province 
Statement Group 
Tax-Exempt Status 
Zip/Postal Code 

Add Date 
Advertiser 
Advertiser ID 
Agency 
Agency ID 
Credit Policy 
Default Statement Group 
Disabled Account 
Income Account  
Industry Code 
Legal Action Taken 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
State/Province 
Tax-Exempt Status 
Zip/Postal Code 

 

Sample Report 
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Advertiser List (Summary) 

A scaled-down version of both the Standard Advertiser List and the Master Advertiser List, this report 
shows each Advertiser and the default address, phone, and contact as well as salesperson information 
directly from the advertiser record. 

Report Options 

Grouping Options Filter Options Other Options 

Advertiser 
Advertiser ID 
Agency 
Agency ID 
Credit Policy 
Date Added 
Default Statement Group 
Electronic Invoicing 
External ID 
Income Account 
Industry Code 
Invoice Frequency 
Notary Required 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
State/Province 
Statement Group 
Tax-Exempt Status 
Zip/Postal Code 

Add Date 
Advertiser 
Advertiser ID 
Agency 
Agency ID 
Credit Policy 
Default Salesperson 
Default Statement Group 
Disabled Account 
Electronic Invoicing 
External ID 
Income Account  
Industry Code 
Invoice Frequency 
Legal Action Taken 
Notary Required 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
State/Province 
Statement Group 
Tax-Exempt Status 
Zip/Postal Code 

 

Sample Report 
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Advertiser Mailing Labels 

Use this report to print mailing labels for each advertiser. This report uses the default address information 
directly from the advertiser record and uses mailing labels with dimensions 1 in x 2 5/8 in. 

Report Options 

Grouping Options Filter Options Other Options 

A/R Account Name 
City 
Default Agency 
Income Account 
Industry Code 
Label 1 
Label 2 
Label 3 
Label 4 
Master Salesperson 
Primary Product Code 
Receivables Group 
Secondary Product Code 
State/Province 
Zip/Postal Code 

Advertiser 
Agency 
City 
Income Account 
Industry Code 
Label 1 
Label 2 
Label 3 
Label 4 
Primary Product Code 
Receivables Group 
Salesperson 
Secondary Product Code 
State/Province 
Zip/Postal Code 

 

Sample Report 
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Agency List (Master) 

Use this report to print a more detailed agency list that includes multiple addresses, contacts, and phone 
numbers in addition to all of the other settings directly from the agency record. 

Report Options 

Grouping Options Filter Options Other Options 

Discount Method Agency 
Agency ID 
City 
Default Phone 
Discount Method 
Legal Action Taken (Y/N) 
Zip Code 

 

Sample Report 
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Agency List (Standard) 

Use this report to print a more compact version of the Agency Master List directly from the agency record 
that shows most of the agency information but only details the default address, contact and phone 
information. 

Report Options 

Grouping Options Filter Options Other Options 

City 
Default Phone 
Discount Method 
Zip/Postal Code 

Agency 
Agency ID 
City 
Default Phone 
Discount Method 
Legal Action Taken (Y/N) 
Zip Code 

 

Sample Report 
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Agency List (Summary) 

A scaled-down version of both the Standard Agency List and the Master Agency List, this report shows 
each Agency and the default address, phone, and contact directly from the agency record 

Report Options 

Grouping Options Filter Options Other Options 

City 
Default Phone 
Discount Method 
Electronic Invoicing 
External ID 
Zip/Postal Code 

Agency 
Agency ID 
City 
Default Phone 
Discount Method 
Electronic Invoicing 
External ID 
Legal Action Taken (Y/N) 
Zip Code 

 

Sample Report 
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Agency Mailing Labels 

Use this report to print mailing labels for each agency. This report uses the default address information 
directly from the agency record and uses mailing labels with dimensions 1 in x 2 5/8 in. 

Report Options 

Grouping Options Filter Options Other Options 

City 
Label 1 
Label 2 
Label 3 
Label 4 
State/Province 
Zip/Postal Code 

Agency 
City 
Label 1 
Label 2 
Label 3 
Label 4 
State/Province 
Zip/Postal Code 

 

Sample Report 
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Bulk Purchase Master List 

This report prints all bulk purchase definitions for a given end date range and tracks what amounts and 
spots have been used for tracking purposes when an agreement has been reached and multiple orders 
are entered throughout time period of the agreement. 

Information Gathering 

A Bulk Purchase Name must be added under the advertiser name and then attached to each advertiser’s 
order that is part of that Bulk Purchase Plan. This can be found under the Commissions and Discounts 
button while editing the order. Once the Bulk Purchase Plan Name is attached to the order, it will be 
added to the advertiser’s corresponding invoice once logs are accepted. NOTE: Any invoices associated 
with the Bulk Purchase must be COMMITTED TO HISTORY before any used amounts for that invoice will 
appear on this report. 

Report Options 

Grouping Options Filter Options Other Options 

Bulk Expire Date 
Bulk Purchase Name 
Salesperson 

Advertiser 
Bulk Purchase Name 
Salesperson 
Statement Group 

 

Sample Report 
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Cart Assignment & Parameter Definition 

This report prints a listing of all defined cart assignment definitions showing setup parameters and which 
stations are using them. 

Report Options 

Grouping Options Filter Options Other Options 

 Cart Assignment Name  

Sample Report 
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Chart of Accounts 

This report prints a listing of all charts of accounts set up in VT, which are used for general reporting 
purposes including the A/R Journal reports. 

Report Options 

Grouping Options Filter Options Other Options 

Account Name Statement Group  

Sample Report 
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Commission Master List 

This report prints a master listing of all defined commission types in VT. This includes salesperson 
commission plans, Agency discounts, and order discounts. 

Report Options 

Grouping Options Filter Options Other Options 

 Commission Discount  

Sample Report 
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Corporation Listing 

This report prints a listing of all of the stored defaults and settings for the defined Corporation in VT. 

Report Options 

Grouping Options Filter Options Other Options 

   

Sample Report 
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Credit Policy Master List 

This report shows all of the credit policy definitions that are set up in VT and their current settings. 

Report Options 

Grouping Options Filter Options Other Options 

 Credit Policy  

Sample Report 
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Document Groups Master List 

This report shows each document group that is set up in VT and what type of advertiser or agency 
address, phone number, contact, and/or note information will be used on documents. 

Report Options 

Grouping Options Filter Options Other Options 

   

Sample Report 
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Log Avail Master List 

This report prints a listing of all log avail codes that have been created in the VT database, while also 
including avail code flag setting information for each avail code. 

Report Options 

Grouping Options Filter Options Other Options 

   

Sample Report 
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Log Directives Master List 

This report prints a listing of all Log Directives that have been created in the VT database. These log 
directives are primarily used for DCS log automation systems. 

Report Options 

Grouping Options Filter Options Other Options 

   

Sample Report 
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Log Event Groups Master List 

This report prints all of the Log Event Groups that are defined in the VT database and shows log event 
rotation information for each Log Event Group. 

Report Options 

Grouping Options Filter Options Other Options 

 Event Group Name 
Statement Group 

 

Sample Report 
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Log Event Master List (by Statement Group) 

This report lists all of the log events that have been added to the VT database by statement group and 
includes source, FCC type code, event type, and length information. 

Report Options 

Grouping Options Filter Options Other Options 

Audio Source 
FCC Type 
Log Event Length 
Log Event Type 

Audio Source 
FCC Type 
Log Event Length 
Log Event Type 
Statement Group 

 

Sample Report 
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Name Categories Master List 

This report prints a listing of all Name Categories in VT and the defined names under each one. 

Report Options 

Grouping Options Filter Options Other Options 

 Category Type  

Sample Report 
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Notes Master List 

This report prints a listing of all notes grouped by note type that have been entered into the VT system 
that are eligible to print on documents. 

Report Options 

Grouping Options Filter Options Other Options 

 Note Name 
Note Type 

 

Sample Report 
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Product Listing by Separation 

This report lists all Primary and Secondary Product Codes defined in the VT database grouped by 
separation requirements. 

Report Options 

Grouping Options Filter Options Other Options 

 Separation Method  

Sample Report 
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Product Master List 

An alphabetical listing of all Primary and Secondary Product Codes defined in the VT database. 

Report Options 

Grouping Options Filter Options Other Options 

   

Sample Report 
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Sales Group Master List 

This report prints a listing of all created sales groups in the VT database and their current settings 
including the salesperson commission split percentages. 

Report Options 

Grouping Options Filter Options Other Options 

 Commission Discount 
Sales Category 
Salesperson Group 

 

Sample Report 
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Sales Tax Master List 

This report lists all defined Sales Tax definitions in the VT database. 

Report Options 

Grouping Options Filter Options Other Options 

   

Sample Report 

 



Visual Traffic – Reports Manual 

© 2010 Marketron Broadcast Solutions ● www.marketron.com ● help@marketron.com ● Updated: 11/09/2010 ● Page 193 

Salesperson Master List 

Use this report to print a comprehensive Master Listing of all Salespersons and Sales Groups that have 
been created in the VT database. 

Report Options 

Grouping Options Filter Options Other Options 

Sales Category Sales Category 
Salesperson 

 

Sample Report 
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Salesperson Summary by Category 

This report gives a brief listing of Salesperson names within each Sales Category. 

Report Options 

Grouping Options Filter Options Other Options 

   

Sample Report 
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Statement Group Master List 

This report lists all Statement Groups defined in the Visual Traffic database along with settings and 
defaults. 

Report Options 

Grouping Options Filter Options Other Options 

   

Sample Report 
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Spot Type Master List 

Use this report to see a list of all Spot Types entered into the system. 

Information Gathering 

This report pulls its information directly from Spot Types located in the Setup menu in VT. 

Important Information 

This report can also be run from the Spot Types screen in the Setup menu. 

Report Options 

Grouping Options Filter Options Other Options 

   

Sample Report 
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Station Groups Master List 

This report lists all Station Combo Groups defined in the VT database. The split percentage refers to the 
percentage of INCOME (internal figures for income based reports the advertiser does NOT see) that will 
be assigned to each station on the invoice. The BILLING (invoiced amount the advertiser will see) will 
follow the Master Station. 

Report Options 

Grouping Options Filter Options Other Options 

 Statement Group  

Sample Report 
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Station Master List 

This report lists each defined station in the VT database showing scheduling and log parameters. 

Report Options 

Grouping Options Filter Options Other Options 

 Station  

Sample Report 
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Wheel Definition Plan 

This report shows the default definitions for a Wheel Plan as well as showing active participants in the 
Plan. Full participant rotation is depicted for the life of the plan. 

Report Options 

Grouping Options Filter Options Other Options 

 Station 
Wheel Plan 

 

Sample Report 
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