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Welcome

This guide will provide you with full instructions on how to use our online ordering system —
Penna AdLine+ and how this tool will assist you with your day-to-day advertising requirements
and more.

Penna AdLine+ is our password protected web-based system that is provided free of charge to
our clients and can be accessed 24/7 through www.pennaadline.com

Penna AdLine+ allows you as the client to access all of Penna’s services so that you are making an
informed decision as to the best solution for your needs. The tool allows you to request quotes,
ask for advice and submit, track and approve your orders, with automated email alerts at each
stage of the process so to keep you informed of the progress of your orders.

Placing an order simply involves accessing the site via a personalised log-in and password and
then entering your requirements into pre-determined boxes (job/advertisement title, location,
salary, reference number and so on).

Multiple contacts can submit advertising requests through Penna AdLine+ at any time of the day
(or night for that matter) using the online ‘ready to place’ order form. The sophistication of the
tool allows you to state whether you would like your order collated as part of a print composite
should any other part of your organisation submit a request with the same insertion date and
media title. It also has the added functionality of allowing you to select alternative approvers
should you know you may be away from the office.

With the added functionality of our asset library you can view previous print advertisements
online and select your required templates or logos for your digital requests where uploaded.

The solution enables clients to provide Penna with complete information in the correct format
and re-keying is kept to the absolute minimum. The advertisement production process is speeded
up, with no increased risk of error and/or omission; indeed, the built-in ‘prompts’ ensure
improved accuracy and consistency.

The online proofing tool allows you to drop a pin and mark up your amends instantly, so no need
to key the detail into an email anymore!

Penna AdLine+ improves efficiency but in no way replaces the human element of the service; the
AdLine+ system just makes communication more effective and efficient.

Your Team at Penna will be able to provide full support on the system during working hours
please email your account co-ordinator or donna.warren@penna.com

Thank you, from all at Penna.
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Getting Started

The URL for Penna AdLine+ is nice and simple: www.pennaadline.com

All emails sent from the system are addressed from “AdLine+". Please do not respond to any
AdLine+ emails without copying in your Account Co-ordinator as this is an automated email
service and will not be picked up. Preferably please send back to just your Account Coordinator.

You should have received two emails to get you started:

1. The first email will contain your username which is your email address.

2. The second email will be a system generated password. You will be asked to log into
Penna AdLine+ and change this immediately to a password of your preference.
Remember passwords are case sensitive.

Once you enter your username you can request this to be saved so that you do not have to re-
type this every time you log into the system.

If you cannot locate your user name or password please email donna.warren@penna.com

If you cannot remember your password at anytime you can request a new password by clicking on
“Forgot Your Password?” as indicated below under the ‘sign in’ button.

O Penna AdLine+

test@penna com ‘

LOGIN

Remember username

Forgot Your Password?

Helpline: 0121 788 6699
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You will then need to key in your email address and request password reset by clicking on the
green button.

0 Penna AdLine+

PASSWORD RESET

Please confirm your username/email address below.

test@penna. com

When you click on the button below you will receive an email with a link that will
allow you to reset your Adline password.

REQUEST PASSWORD RESET

Helpline: 0121 788 6699

An email will then be sent to your preferred email address confirming that you have requested a
new password. You’'ll be instructed to follow the email link to reset your password.

b Penna AdLine+

SET NEW PASSWORD

‘ New Password ‘

‘ Re-type New Password ‘

SAVE NEW PASSWORD

Helpline: 0121 788 6699
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Home Page

Once you have logged into the system you will be directed to the ho

P Ad Li Client Logo Here
enna Ine+

Blelll= BOOKING SEARCH MI INVOICES ASSET LIBRARY USER GUIDE

Quotes place
order

Sponsored Job Posting on Linkedin

Promote your vacancy on Linkedln as a
sponsored job posting for £600

Contact your account co-ordinator for details.

me page. This will be branded with your corporate logo top right.

You have the three following options from here:

1. Quotes — if you simply want to find out the cost of certain media please enter your
request here. You must know which media you want a quote for at this stage.

2. Ready to place order - this is where you know what you’d like to request from Penna and
you simply complete the order form and submit accordingly. Any copywriting requests
come through here also.

3. Need advice — when you require additional advice tap into our advice service. This could
be for hard to fill roles or roles where there are a number of openings or even if you want
to just talk to us about a fresh approach or see what other services we have to offer to
support your overall recruitment needs.

Current Offers

Remember to look out for information on trending media options or current deals at the landing
home page.
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Navigation — Home Page continued

Booking Search — you can search on the progress of your order here and see all information
relating to it as well as proofs of your advertisements, copy and media quotes.

MI - standard Management Information will be stored here for easy access. Make sure you are
set-up to receive Ml contact your Account Co-ordinator.

Invoices — you can view your invoices from this option but only those that have not been paid so
still outstanding on our ledger.

Asset Library — this will be a full library of any logos and templates we hold for your organisation
and any previous print templated advertisements which have been requested through Penna

AdLine+.

User Guide - A full copy of the user guide is uploaded here.

Quotes

This is where you can request a quote if you already know the media you want to use. Click on
“Quote” and this will take you to the request quote form.

Logged in as Sarah Kate (Test Client) Log out

Client Logo Here

O Penna AdLine+

HOME BOOKING SEARCH MI INVOICES ASSET LIBRARY USER GUIDE

Request Quote

Your Name [Test Ciient | Telephone No. [o28 77326 2882 |
Department [ [  Atternative Approvers [ =]
Job / Notice Title | ‘ Purchase Order No. L ‘
Job No Cost Centre/Other Ref |
Please select the media you would like a quote on E‘][Add o Quolel

Holpline: 0121 758 6699 y |
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If you have previously saved data in the order form you will need to click on the clear button (top
right) to clear the order form. Then proceed to complete the fields of the form.

Your Name - please enter your complete name so that we know who to contact should we need
to call and discuss your request with you. This field is mandatory.

Your Phone Number — please enter your telephone number so that your Team at Penna can
contact you should they need to. This field is mandatory.

Under Department — we have uploaded the relevant Departments/Directorates according to your
set-up request. Please pick the appropriate Department/Directorate where there are options.
Click on the drop down for all options. Please note that this also determines invoicing contacts
and it is the responsibility of the client to select the correct Department.

Alternative Approvers — this function allows you to select another person in your organisation to
be copied into the email trails should you know you will be away or unavailable they then have
authorisation to approve your requests on your behalf. Again these will be pre-populated in line
with your set-up.

Job/Notice Title — please enter the full title of the advertisement here (i.e. the job or notice title).
This field is mandatory.

Purchase Order/Cost Centre Other References — it is important that you provide us with your full
PO as you need it to appear on your invoice. We appreciate that you may not have the PO at this
stage so you can enter TBC and update the order at a later stage.

Penna will not book any media space until a valid PO is provided. If you require any other
reference on your invoice i.e. job reference and/or cost code please state this here. If you need
more space you can also enter this information in the “Special Instructions” field at the bottom of
the page.

Ignore the job number as this will be generated by the system once the request is sent through to
Penna.
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Clear Form <

028 77826 2882 ‘

|Sonia Tanda @

frec |

11245 |

[l (Add to Quote]

Request Quote
Your Name ‘Tesl Client ‘ Telephone No.
Department ‘Depaﬂmenl Name [.] Alternative Approvers
Job / Notice Title ‘IT Analyst ‘ Purchase Order No.
Job No Cost Centre/Other Ref
Please select the media you would like a quote on W,
Desired start date for advertising [ |

Please nate for Print advertising we can only provide an estimate based on the copy provided.
If you would like a more accurate cost please contact us directly.

Special Instructions

Helpline: 0121 788 6699

Please select the media you would like us to quote on from the drop down list and click on the

green “Add to Quote” button.

Key in the first few letters of the media you require so to see the titles available. Some online
titles are stated under www. If you cannot locate your preferred media or there are a number of
options under the media you require please contact your Account Co-ordinator for advice.

Where your preferred media is not available Penna will ask you to submit your order under a
different media title and then we will set the media up on the system so when the quote is
returned the media will be updated correctly for you. You must however state in special

instructions the correct media required.

penna.com



Request Quote

‘Your Name |Tes( Client | Telephone No. 028 77826 2882 ‘
Department |Deparlmem Name E.] Alternative Approvers \Soma Tanda E.]
Job / Notice Title |IT Analyst | Purchase Order N pu:1e e — ‘
Job No cog#entre/Other Ref  [11245 \\ |
Please select the media you would like a quote on \Evaning Standard [;][Add to Quote]

Desired start date for advertising [ |

Please note for Print advertising we can only provide an estimate based on the §opy provided.
If you would like a more accurate cost please contact us directly.

Special Instructions

Helpline: 0121 788 6699

Next you will need to select a “Desired start date for advertising” from the dropdown calendar
and input any special instructions for the team in the box below this. This could be to alert them
that you’d like a quote for a button or a banner or simply a standard listing.

You'll now be asked to upload your advertisement copy and any supporting files from your local
directory. There is no restriction on the amount of files you can upload. This field is not
mandatory to receive a quote.

Once your file has been uploaded you will then see your file name below. You can delete if you
have uploaded the incorrect file and reload.

penna.com 9



Job No Cost Centre/Other Ref 11245

Please select the media you would like a quote on ‘Evenmg Standard &“Add to Quote

Desired start date for advertising Evening Standard X | Www Compufing couk X

Please note for Print advertising we can only provide an estimate based on the copy provided
If you would like a more accurate cost please contact us directly.

Special Instructions
Type in special instructions here

Uploads

Upload File

| |
= TemCopydoc sxB osiosan1s 338

REQUEST QUOTE

Halpline: 0121 788

You then click on the “REQUEST QUOTE” button to proceed. At this point if you are submitting a
a recruitment request you will be prompted as to whether you would like to promote your
vacancy on any social media channels? Simply click “Yes” or “No” accordingly. Your Account
Co-ordinator will then know whether to include this in your quote or not. You will be asked if you
wish to proceed, if you do, click on yes and this will send an email to your Account Co-ordinator.

(= e =
a@ ‘ @ nttps://www.uat pennaadiine.com/NewQuote.aspx o-a8c H (22 OneVPN platform - Home ‘ @ penna x | ‘ ﬂh * {:{)}
Job / Notice Title ‘lT Analyst | Purchase Order No_ |nac ‘ A

Job No Cost Centre/Other Ref  [11245 |
Please select the media you would like a quote on Promote on social media 1 | [Add fo Qume]

Desired start date for advertising 080t Computing.couk X%
Please note for Print advertising we can only provide an estim

If you would like a more accurate cost please contact us direc|

Would you like to promote your vacancy on

3 i ?
Special Instructions social media channels and Google?

Type in special instructions here....

- [ Please send me more information l
Uploads

Upload File

REQUEST QUOTE

Once the system has sent your request you will receive an email alert and also the below
confirmation on screen. Only when you receive an email acknowledgement from Penna AdLine+
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can you be sure that we have fully received your order. So please contact your Account
Coordinator if not received. See example 1 under email alerts.

Logged in as Sarah Kate (Test Client) Log out

Client Logo Here

6 Penna AdLine+

HOME BOOKING SEARCH MI INVOICES ASSET LIBRARY USER GUIDE

Thank you for requesting a quote via Penna AdLine.

Your new Job no. is 510054.
Your quote is now being processed.

To check the status of your quote please click here

Helpline: 0121 788 6699

Any quotes submitted will show as (Quote Requested) under ”Publicatoins” on the BOOKING
SEARCH SCREEN.

Logged in as Sarah Kate (Test Client)

6 Penna AdLine+

HOME Q:lelel Rl el M|l INVOICES ASSET LIBRARY L

Booking Search

Job No. = H Search

Insertion Date Range: Last 60 Days | Betwi

Job No Department Order Ref Ref 2 Publication

510056 Department TBC 445345 (Copywriting Adline)
MName pywriting
Department People Management

510055 TBC 33434 ;
Mame (Recruitment)

Department
510054 TBC 1
MName

{Quote Requested)

Helpline: 0121 788 6699

penna.com 11



Ready to place order

This is where you upload your order whether for recruitment or public notice requests.

Please note that one order should be submitted per campaign. An order can consist of more than
one media request.

Fomr the home page click on “Ready to place order”
This will take you to the below order form.

If you have previously saved data in the order form you will need to click on the clear button (top
right) to clear the order form.

Client Logo Here

6 Penna AdLine+

HOME BOOKING SEARCH Ml INVOICES ASSET LIBRARY USER GUIDE

Ready to place order
Your Name [Test Ctient | Telephone No. [o28 77826 2882 |
Department [ ]  Atternative Approvers [ El
Job / Notice Title ‘ ‘ Purchase Order No. ‘ ‘
Cost Centre/Other Ref | |
Job No Allow Composite

Helpline: 0121 788 6699

You can then populate the main fields of the online form.

Your Name — please enter your complete name so that we know who to contact should we need
to call and discuss your request with you. This field is mandatory.

Your Phone Number — please enter your telephone number so that your Team at Penna can
contact you should they need to. This field is mandatory.

Under Department — we have uploaded the relevant Departments/Directorates according to your
set-up request. Please pick the appropriate Department/Directorate where there are options.
Click on the drop down for all options. Please note that this also determines invoicing contacts
and it is the responsibility of the client to select the correct Department.

penna.com 12



Alternative Approvers — this function allows you to select another person in your organisation to
be copied into the email trails should you know you will be away or unavailable they then have
authorisation to approve your requests on your behalf. Again these will be pre-populated in line
with your set-up.

e @ @ https://www.uat.pennaadline.com/ReadyToPlaceQrder.aspx p - E 0 @ OneVPN platform - Home @ B x {% * {@}

Logged in as Sarah Kate (Test Client) Log out

Client Logo Here

O Penna AdLine+

HOME BOOKING SEARCH MI INVOICES ASSET LIBRARY USER GUIDE

Ready to place order

Your Name ‘Tm Clieat Telephone No.

‘025 77826 2882

Department [Department Name =]

[Clanastasia Kozlova (pwe.com)

[Clazfar Live

Costlentoiotor et e MeC
ostiyentre/Uiner Re [Jsonia Tanda %

[CIDonna Test

Job / Notice Title \

Allow COégposite

Job/Notice Title — please enter the full title of the advertisement here (i.e. the job or notice title).
This field is mandatory.

Purchase Order/Cost Centre Other References — it is important that you provide us with your full
PO as you need it to appear on your invoice. We appreciate that you may not have the PO at this
stage so you can enter TBC and update the order at a later stage.

Penna will not book any media space until a valid PO is provided. If you require any other
reference on your invoice i.e. job reference and/or cost code please state this here. If you need
more space you can also enter this information in the “Special Instructions” field at the bottom of
the page.

penna.com 13



Ignore the job number as this will be generated by the system once the request is sent through to

Penna.

‘Your Name [pest Ctient | Telephone No. 028 77826 2882

Department [Department Name Alternative Approvers [Sonia Tanda

Job / Noftice Title |HRManager | Purchase Order No. ‘TBC ‘

Cost Centre/Other Ref 33434 x|

Job No

Allow Composite N H

Other Services

Copywriting O

Upload File

Allow composite field for a standard solus booking this will be “No”. We will guide you through
submitting a composite request later on in this guide.

We have also built in the option to request Copywriting services from Penna. We will refer to
these in full again later on in the guide.

Onto the next section — Uploads

You'll now be asked to upload your advertisement copy and any supporting files from your local
directory. There is no restriction on the amount of files you can upload.

Once your file has been uploaded you will then see your file name below. You can delete if you
have uploaded the incorrect file and reload.

Copywriting m]

Upload File

| I I I
2| R sxs osona01s 0009 Deete

Media Title [ ] Insertion Date I [ |

Colour\Style RushJob? [J

Special Instructions

ASSET LIBRARY ” ADD TO ORDER

Helpline: 0121 788 6699

penna.com
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Under the Media section

Starting with Media Title — please select the media you require for this order. Key in the first few
letters of the media you require so to see the titles available. Some online titles are stated under
www. If you cannot locate your preferred media or there are a number of options under the
media you require please contact your Account Co-ordinator for advice.

Where your preferred media is not available Penna will ask you to submit your order under a
different media title and then we will set the media up on the system so when the proof is
returned the media will be updated to the correct media for you. You must however state in
special instructions the correct media required.

Under Colour/Style field you then need to select the correct format to meet your request for the
media title you have just selected. If you are unsure of the technical terminology please hover
over each style for a description. For standard black and white advertisement requests please
select “B&W".

You are then requested to select an Insertion Date or start date if online. Simply click on the
calendar.

The Rush Job option is another new function of the system and offers you the option to rush a job
through Penna in 4 working hours as opposed to your standard SLA. So this is 4 hours from
submission of your order to first proof. Please note that this does carry an additional fee which
will be confirmed to the right of the box if ticked. You will be charged this if you have committed
to ticking the box.

If this is an online option the rush job does not mean that your request will appear online within 4
hours it simply means that it will be pushed to the front of our workflow. The usual SLA for the
media to place an ad online still applies.

Media Title |Peop\eManagement(ﬂecm\tmenl) ; Insertion Date \ms.:mg .
Colour'Style Baw B Rushlob? @ Fee

Your order will be returned within 4 hours and applies to this media booking

Special Instructions

In the Special Instructions box you can pass on any additional information to Penna which you
would normally send in an email.

Where we have uploaded your logos and templates you then have the option to upload the
required template or logo from the Asset Library.

Click on the green Asset Library button. This takes you to the full library.

penna.com 15



Where we have uploaded your logos and templates you can view them in full from the new Asset
Library.

Starting with templates you will see any print templates which we hold for you and which will
have been agreed at the time of your account set-up and on-boarding process.

O Penna AdLine+

HOME BOOKING SEARCH M| INVOICES gaSsISIREERAUAE USER GUIDE
LE RIS | OGOS/IMAGES PREVIOUS PRINT

BACK TO ORDER

Search SEARCH

HEADLINE GOES HERE.

Jioln tithe | £ Salary

HEADLINE GOES HERE.
HEADLIMNE GOES HERE.

T | adary

Half Page Template ]

Showing 1-2 of 2
Helpline: 0121 786 6699

You then need to select the relevant template you wish us to set your order in. If your template is
not showing please contact your Account Co-ordinator. If there is a template which is close

please select and note any changes in the “Special Instructions” box later on in the new order
form.

penna.com 16



Select the correct template by ticking the small box — bottom right of the template name.

You may also have a suite of logos or images you wish to use and we can upload these and store
them here for you.

You can select a mixture of templates and logos or previous advertisements. When selecting
previous advertisements, please be clear in your instructions that you just want to re-run the
advertisement in full.

Previous advertisements will be able to be viewed. This will apply for any new orders submitted
through AdLine+ as of the 27" April. Previous advertisement can easily be searched for by date
range, media advertised in or Penna’s unique order number.

So once you have selected the asset(s) you wish us to use for this order please click on the green
back to order button.

Media Title [People Management(Recruitment) @ Insertion Date (082018 [ |

Colour'Style [Baw Bl RushJob? W Fee

Your order will be returned within 4 hours and applies to this media booking

Special Instructions

ASSET LIBRARY || ADD TO ORDER

Helpline: 0121 788 6699

You can now view what you have selected and remove if incorrect. If you forget to select a
template from the library you will be reminded with a prompt.

Your order will be returned within 4 hours and applies to this media booking

S ——

ecial Instructions

nsseTisrary |- Please select a previous advert or template from the asset library
QRDER

Helpline: 0121 788 6699

You are now ready to add all the information to the order by clicking on the green “ADD TO
ORDER” button. Your saved insertions will be noted below and again editable should you have
incorrectly added them.

penna.com 17



Media Title [ Insertion Date I | |

Colour\Style [ Rush Job? [

Special Instructions

l ASSET LIBRARY H ADD TO ORDER I

Saved Insertions

[ [ [ [
Pecpl Mnagemens Racrinmens) 2500019 x|

SUBMIT

Helpline: 0121 788 68

You can then add more media as required by repeating the same steps. When you are happy with
your media selection then click on the “SUBMIT” button. A message will appear to prompt you to
the fact that you will be liable for the costs of this order so far so are you sure you wish to submit.
You will have the option to approve the final costs later on in the process.

At this point if you are submitting a a recruitment request you will be prompted as to whether
you would like to promote your vacancy on any social media channels?

L-ad

@ https://www.uat.pennaadline.com/ReadyToPlaceQrder.aspx

@ Penna

@ OneVPN platform - Home

A
Upload File
| | |
=) TetCopyasc SEB 060872012 00:09

Promote on social media [ )

o | n - n n .
Colour\Style [
Would you like to promote your vacancy on
social media channels and Google?
Special Instructions
[ AT LR ] [ GRID O ERYER I - [ Please send me more information ]
Saved Insertions
| [ | |
Pecple Managemen(Recruitment) 23082000 B

penna.com 18



Simply click “Yes” or “No” accordingly. Your Account Co-ordinator will then know whether to
include this in your quote or not. You will be asked if you wish to proceed, if you do, click on yes
and this will send an email to your Account Co-ordinator.

A message will appear thanking you for your order and providing you with our unique job
number. Please make a note of this should you need to refer to your order.

Logged in as Sarah Kate (Test Client) Log out
X Client Logo Here
Penna AdLine+

HOME BOOKING SEARCH MI INVOICES ASSET LIBRARY USER GUIDE

Thank you for submitting your order via Penna AdLine.
Your new Job Order no. is 510055

Your order is now being processed.
To check the status of your order please click here

You will also receive an email alert within 2-hours confirming that your order has been
received/acknowledged. Only when you receive an email acknowledgement from Penna AdLine+
can you be sure that we have fully received your order. So please contact your Account
Coordinator if not received. See example 2 under email alerts.

penna.com 19



Need advice

When you require additional advice tap into our advice service. This could be for hard to fill roles
or roles where there are a number of openings or even if you want to just talk to us about a fresh
approach or see what other services we have to offer to support your overall recruitment needs.

Logged in as Sarah Kate (Test Client) Log out

Client Loge Here

6 Penna AdLine+

HOME BOOKING SEARCH MI INVOICES ASSET LIBRARY USER GUIDE

Need advice
Your Name ‘TastClam( ‘ Telephone No. |OZE 77826 2882 ‘
Department \ &] Job Title | ‘

Have you tried to recruit for this role(s)

Yes No
before?
If yes, what routes to market have you already used?
Sourcing Execfinterim Search Your own career site

Simply complete as much information as you can on the online form. None of the fields are
mandatory but the more information we have at this stage the better. You are asked to suggest a
convenient date and time for a member of the Penna Team to contact you for a briefing call.

Sourcing Exec/interim Search Your own career site
Internal Social Media Online job boards
Local Press Radio Qutdoor

Other

Further Details

Flease provide details of any other mediums salary details |£55K |

Is this a hard to fill role?

When will be a goed time to arrange a briefing call?

29/08/201%

Date

‘Eefum 12 noon is prefarable X

penna.com 20



If you have a job spec or previous copy then please upload this also. There is an additional notes
section for any other information you feel is important for us to know at this stage.

Once ready click on the “SUBMIT” button.

Upload Person Spec/Job Description

|

Upload File |

Notes

susmIT |

Helpline 0121 788 6633

You will receive a message thanking you for your request and you will also receive an email alert
within 2-hours confirming that your order has been received/acknowledged. Only when you
receive an email acknowledgement from Penna AdLine+ can you be sure that we have fully
received your request. So please contact your Account Coordinator if not received. See example 3
under email alerts.

X Client Logo Here
Penna AdLine+

HOME BOOKING SEARCH M| INVOICES ASSET LIBRARY USER GUIDE

Thank you for requesting advice via Penna AdLine.

Your request is now being processed

A member of the team will get back to you shortly

Helpline: 0121 788 6699
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Sending through your order requests with copywriting

The ready to place order section also allows you to send your recruitment copy writing requests
independently or with the required media.

Ensuring first of all that the same fields in the Ready to place order section have been completed,
as if a standard order, you then tick the Copywriting box.

This will display a fee related to the commercials in your contract and you are then directed to
enter details of your copywriting request in the white box.

Cost Centre/Other Ref |445345

Job No Allow Composite o [
Copywriting [~ Fee|£110.00

By ticking this box you are requesting Penna to write the copy for
the order on your behalf, please enter details below and/or attach
any documents.

1. How would you summarise the role in one sentence?

2. What is the single most compelling reason for someone to apply
for this role?

3. What are the 3-5 key requirements from the JD/Person Spec?

Supporting Notes

Uploads

Helpline: 0121 788
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Please update in the box provided any additional supporting notes.

Other Services

Copywriting ]| Fee|£110.00

By ticking this box you are requesting Penna to write the copy for
the order on your behalf, please enter details below and/or attach
any documents.

1. How would you summarise the role in one sentence?

2 What is the single most compelling reason for someone to apply
for this role?

3. What are the 3-5 key requirements from the JD/Person Spec?

Supporting Notes
Please write copy for the attached role. Keep to 2 hours of copywriting only please.

Uploads

Upload File
) e 05082016 0105

Helpline: 0121 788 6699

You then need to upload any relevant files relating to the copywriting requirement i.e. job spec
(this is mandatory) and update all relevant media details, templates/logos as per a standard
order. If you just want copy written at this stage simply send through copywriting only without
selecting any media.

When you are happy with your media selection then click on the “SUBMIT” button.

A message will appear to prompt you to the fact that you will be liable for the costs of this order
so far so are you sure you wish to submit.

If you are happy to continue please click on ”Yes” or “No”.

A message will appear thanking you for your order and providing you with Penna’s unique job
number. Please make a note of this should you need to refer to your order.

You will also receive an email alert within 2-hours confirming that your order has been
received/acknowledged. Only when you receive an email acknowledgement from Penna AdLine+
can you be sure that we have fully received your order. So please contact your Account
Coordinator if not received.

Any copywriting requests will show as (Copywriting AdLine) under ”Publicatoins” on the
BOOKING SEARCH SCREEN.
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Logged in as Sarah Kate (Test Client)

0 Penna AdLine+

HOME pgsieleldliieR=uizieial Ml INVOICES ASSET LIBRARY |

Booking Search

Job No. v H Search

Insertion Date Range: Last 60 Days Betwi

Department Order Ref Publication

Department

TBC 445345 Co riting Adline
Name (Copywniting )
Department People Management
510055 TBC 33434 )
Mame (Recruitment)
Department
310054 TBC 11245 (Quote Requested)
Mame

Helpline: 0121 766 6699

penna.com



Ready to place order - composites

Where you have more than one role or notice to appear in the same print advertisement on the
same day you can combine these to make one composite advertisement.

As part of sending a standard order you need to inform Penna that you give authorisation for your
order to form part of a composite should another part of your organisation have an order for the
same media on the same day.

By clicking on ””Allow Composite” as ”Yes” this gives instruction to Penna to composite. Penna
will not composite an advertisement where “No” has been selected by the client.

Client Logo Here

O Penna AdLine+

HOME Qleloll(\IeRsI=E{ol MI INVOICES ASSET LIBRARY USER GUIDE

Ready to place order
Your Name [Test Clicat | Telephone No. [o28 77826 2882 |
Depariment [Department Name ] Attemnative Approvers [ =]
Job / Notice Title |adutt Social Care - Social Workers | Purchase Order No. [1231231 |

Allow Composite

*AUTO*

Other Services

Helpline: 0121 788 6699

You complete the rest of the order form the same apart from uploading any Assets as Penna will
control this on your behalf. If you accidentally select this you will receive a message confirming
that Assets are not used when allow composite is selected. You will be notified with an email
alert headed “your job is now part of a composite” stating that the original job number we
confirmed has been cancelled and a new job number will be given. Please see email example 5.
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Approving your media orders

When your order has been collated, set in your corporate template if a media placement, costs
checked and a series of quality control checks have been conducted, you will receive an email
alert from “Penna AdLine+” informing you that your advertisement is now ready for approval.
See example ?? under Email alerts.

On receipt of your email alert headed “Your job is ready for approval” you can access the
“details” page of your order by clicking on the link in the email. Alternatively you can search
through the booking search function which is covered later in this guide.

The status of the booking is always noted in the grey box. So for this example it states “with
client for approval.”

& Penna AdLine+

HOME NEWORDER BOOKINGSEARCH Qaeeldilen NI INVOICES — ASSET LIBRARY  USER GUIDE

WITH CLIENT FOR APPROVAL

Purchase Order Mo:  |ro BB76552

Job number: 80005 2 Test Title Mediz Published Rate: £4,032.00
Your order reference PO BB76554 Mediz Client charge (after any discounts): £4,032.00
Media tithe: Financia Tmes Production charge: £120.00
Insertion Date: 30 Apr 2015 Addiionalcharge: £5.00
Classfication: 5V TOTALCOST: £4,157.00
Colour/Style: BEaW
Siee: 12%4
Depth: 12

Width: 4

Approval Deadline: 28 Apr 2015 13:00

DOWNLOADS
APPROVE REJECT COPY AMENDS REJECT OTHER REASON KILL

R ezson for rejection

@ Penna 2015

Please note that the “Approval Deadline” is stated above the Download button and must be
adhered to for Penna to meet the media’s deadlines.

The details page contains all of the information relating to your booking which you need to review
and sign off. The total cost is the amount that you will be invoiced excluding VAT.
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It is the responsibility of the client to approve their proof and all associated costs. If approval is
not received Penna will not proceed with the order.

To view the proof of your advertisement you need to open the pdf file as highlighted in green.
Please note that where the media have set your advertisement or where you have ordered a
semi-display/lineage advertisement or online listings there will not be a proof available to view.
You will simply need to approve the costs and media details.

Having reviewed all of the details of the order you can then click on the blue “Downloads” button
which will allow you to open, save or print your proof through adobe acrobat reader.

# Penna AdLine+

HOME NEWORDER BOOKINGSEARCH N:=leloJdil{e§ M| INVOICES ASSET LIBRARY USER GUIDE

WITH CUENT FOR APPROVAL

Job number: 800052 Test Title Media Published Rae: iy

Your order reference PO 8876554 Med @ Client charge (after any discounts): £4,032.00

Med tite: Fnancia Tmes Production charge: FSe| Downloads x
Insertion Date: 30 Apr 2015 Addtional charge: £5.001

Classfication: sV TOTALCOST: £4,157.00

Colour/Style: B&W

See: 12x4

Depth: 12 Approval Deadline: 28 Apr 2015 13:00

Width: 4

REJECT OThR REASON

Reason for rejection

If you are ready to approve all the details and the proof please simply click on the green
“Approve” button.

Please note that you are signing off all details as listed including insertion dates and media for
each insertion. By approving these costs you are giving Penna the authorisation to proceed with
the booking and you are then liable for the media costs and any associated production costs as
shown in the details. Where you have an order appearing in the same media for consecutive
weeks you are signing off the cost per insertion and will need to approve these separately. All
costs exclude VAT.

/ \
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If your approval process has been set-up to provide a Purchase Order on your invoices you will be
prompted at this point to provide a valid PO before you can approve your order. Penna will not
progress the order or book media space until the PO is entered correctly.

You'll see the grey status bar change to the next status of “From Client Approved” and there is an
audit log of who has approved the job. You will receive an email as in example 9 under email
alerts stating that you have approved your order.

You can still download the proof even when approved.

Logzed in & Test Client {Test Client)

& Penna AdLine+

BOOKING SEARCH Qaleeldliiel [v] MNVOICES  ASSET LIBRARY  LUSER GUIDE

HOME

FROM CLIENT APPROVED

PurchaseOrder No:  |po gE76554

NEW ORDER

Job number: BODO5 2 Test Title Media Published Rate: £4,032.00
Your order reference PO B876554 Media Client charge (after any discounts): £4,032.00
Medi tith: Financial Tmes Production charge: £120.00
nsertion Date: 30 Apr 2015 Addrional charge: £5.00
Cessfication: SV TOTALCOST: £4,157.00
Colour/Style: B&W

See: 12¥4

Depth: 12 Approval Deadline: 28 Apr 2015 13:00

Width: 4 \
DOWNLOADS
< /

Approved by Test Client 21-Apr-2015 1::>
KILL

Your Account Co-ordinator will then proceed to book the media space and send the artwork
accordingly.

The next status in the process will be 6 — Awaiting delivery to media and then once delivery is
successful the status will update to 7 — Sent to media/complete. This will be updated on Penna
AdLine+ by your Account Co-ordinator once they have booked the space with the media and sent
the approved artwork but you will not receive another email alert at this stage. Finally if you are a
voucher client and once you have received your e-voucher the status will move to 8-E-
vouched/Completed.
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Rejecting orders — copy amends

If you are not happy with your proof and need to make some amends please click on “Reject Copy
Amends”. This will open up our new proofing tool for which you will see a message whilst the
asset is being loaded.

# Penna AdLine+

HOME MNEWORDER BOOKINGSEARCH Nseeldlblel K1 INVOICES — ASSET LIBRARY  USER GUIDE

WITH CLIENT FOR APPROVAL
PurchaseOrder Mo:

Job number: 800054 Test Title Media Published Rate: £2,088.75
Your order reference PO BB765533 Media Client charge (afte any distounts): £2,088.75
Media titk: Evesham Journal Production charge: £100.00
Insertion Date: 08 May 2015 Addiional charge: £0.00
Classficaion: SV TOTALCOST: £2,188.75
Colour/Style: Enhanced List

See: 15X5

Depth: 15 Approval Deadline: 28 Apr 2015 10:00
Width: 5

DOWNLOCADS
APPROVLE REJECT COPY AMENDS REJF.T OTHER REASON KILL

Rezon for rejection

By using the zooming function, top left of the tool bar; you can adjust the proof to the required
size to view.
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Job Title Goes Here - c£k

As asn experienced senior public health
professional, you're driven by the challenge of
changing lives for the better. In this pivotal role
you'll be free to do just that - and to make a
major impact where your skills are needed most.

With a higher than average level of deprivation
and over 1.000 children living in poverty,
Rotherham has well documented health and scial
care problems. It's therefore vital that we bring a
talented and highly focused Director

of Public Health to our team, who can tackle

the challenges the area presents. A force for
change and improvement, you'll champion public
health Council-wide and be our official adviser on
public health issues. You'll also report to the Chief
Excutive and work with Strategic Directors to
ensure that public health is always

a high priority:

We know that improvement is essential - not
just in public health, but across the board.
We're therefore launching a majer change and
transformation programme, which will be led

by a new CEOQ. This is your chance te play a key
part in our ambitious to make your expertise
really cout. Few roles offer the scope to make
such a positive differsnce - or to touch so many
lives.

For acopy of the job description visit
www.penna.com or www.rotherham.gav.uk

For a confidential discussion about the role, call
our retained consultants at Penna, Suzannah
Fazackerley cn 07920 501905 or Nick Raper on
07715 690463

To apply. send your CV and supporting statement
outlining how you meet the specification to
publichealth@penna.com

by 6 February 20015.

Penna

800054001

800054001.pdf

Did not find any historical comments to
display.

To request an amend you simply click on the “Push Pin” top left of the screen and then drop it by

clicking into the position where you would like to note the change.

F Q e——e— & & 3 | Submit Changes

800054001

800054001.pdf v

Did not find any historical comments to
display.

Job Title Goes Here - ¢ (.o

Tue Apr 21 2015 15:58:10 .
As asn experienced senior pub GMT+0100 (GMT Dayight Time)  mprovement is essential - not

professional, you're driven by t

zalth, but across the board

changing lives for the better. In
you'l be free to do just that - a
major impact where your skills

With a higher than average levs
and over 11000 children living |
Rotharham has well document:
care problems. It's therefore vit
talented and highly focused Dil
of Public Health to our team, w
the challenges the area presen:

 launching a major change and
programme, which will be led
This is your chance to play a key
litious to make your expertise

I roles offer the scope to make
difference - o to touch so many

e iob description visit
n or www.retherham.gov.uk

2l discussion about the role, call

change and improvement, you rCrRTEIT O
health Council-wide and be our official adviser on
public health issues. You'l also raport to the Chief
Excutive and work with Strategic Directors to
ensure that public health is always

ahigh priority.

our retained consultants at Penna, Suzannah
Fazackerley on 07920 501905 or Nick Raper on
07715 650463

To apply, send your CV and supperting statement
cutlining how you meet the specification to
publichealth@penna.com

by 6 February 20015.

A text box will open and you can then start to narrate your change. In this instance for this

recruitment advertisement we are adding in a salary of £45K.
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chn
| dancechationt

As asn experienced ser
protessional, you're dri

Tue Apr 21 2015 15:59:10 L] i
r publ  GMT+0100 (GMT Daylight Time)  mprofement is essential - not

2alth, it across the board.

you'll be free to do ju
major impact where

and over 11000 childr
Rotherham has well d
care problems. It's ther
talented and highly focud Dil
of Public Health to our te:
the challenges the area pre!

please change salary to £45K] launcng a major change and

prog which will be led
This is fbur chance to play a key
itious tf make your expertise
roles ffer the scope to make
differgiice - or to touch so many

e ioffdescription visit
n ffwww.rotherham.gov.uk

discussion about the role, call

change and improvement, yo
health Council-wide and be our ol adviser on

TR

Excutive and work with Strategic Directors
ensure that public health is always
a high priority.

public health issues. You'll also repor Chief

our retaine sultants at Penna, Suzannah
Fazac| on 07920 501905 or Nick Raper on
90463

To apply, send your CV and supporting statement
outlining how you meet the specification to
publichealth@penna.com

by 6 February 20015.

800054001

800054001.pdf

Did not find any historical comments to
display.

You close the box by clicking the yellow minimize button, top left of the box. You can easily re-
open and delete if incorrect, moving on to make as many changes as required. A red pin will mark

where changes have been requested.

When ready to submit, click on the “Submit Changes” button which is the large button in the

middle of the tool bar at the top of the tool.

¥ Q m—e—Q & & & | submit Changes

r 4
EP D1
Job Title Goes Here - cEk

s asn experienced senior public health
professional, you're driven by the challenge of
changing lives for the better. In this pivotal role
you'll be frae to do just that - and to make a
major impact where your skills are needed most.

With a higher than average level of deprivation
and over 11,000 children living in poverty.
Rotherham has well documented health and scial
care problems. It's therefore vital that we bring a
talented and highly focused Director

of Public Health to our team, who can tackle

the challenges the area presents. A force for
change and improvement, you'll champion public
health Council-wide and be our official adviser on
public health issues. Youll also report to the Chiet
Excutive and work with Strategic Directors to
ensure that public health is always

a high priority.

We know that improvement is essential - not
just in public health, but across the board.
We're therefore launching a major change and
transformation programme, which will be led
by a new CEQ. This is your chance to play a key
part in our ambitious to make your expertise
really cout. Few roles offer the scope to make
such a positive difference - or to touch so many
lives.

For & copy of the job description visit
www.penna.com or www.rotherham.gev.uk

For a confidential discussion about the role, call
our retained consultants at Penna, Suzannah
Fazackerley on 07920 501805 or Nick Raper on
07715 690463

To apply, send your CV and supporting statement
outlining how you meet the specification to
publichealth @penna.com

by 6 February 20015,

800054001

800054001.pdf

Did not find any historical comments (
display.

You will then be asked to submit changes by the type of change made; please always click on

whichever is relevant. In this instance this is a change request and not an error.

penna.com
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F+ Y _‘ﬂ _‘ﬂ Submit Changes

800054001

800054001.pdf v

Heading Goes Here
1 9.9.90.:0.0.9.9.9.90.9.9.0.0.4

Did not find any historical comments to
display.

D
Job Title Goes Here - cg

As asn experienced senior public h
professional. you're driven by the
changing lives for the better. |
youll be free to do just that 4

mBGrimpact whers your sigfs are nesdsd it b 500 cnoose the type of changes that you wish 1o submit.

‘With a higher than averagdilevel of deprivatic
and over 1,000 children li
Rotherham has well docu: ' Error

Change Request Cancel

et gy e S e w13

For a confidential discussion about the role, call
our retained consultants at Penna, Suzannah
Fazackerley cn 07920 501905 or Nick Raper on

change and improvement. you'll chang
health Council-wide and be our official ad¥
public health issues. You'll also report to the Ch

Excutive and work with Strategic Directors to Soouss
ensure that public health is always To apply, sen® @aeupporting statement
a high priority. outlining how you meet the specTea o 1 p
publichealth @ penna.com . e n n a

by 6 February 20015.

www.penna.com

The final message you see confirms that your change has been submitted successfully. You can
close this message box and you will be taken back to the details page of the order.

Success

Your change request has been submitted successfully. This proof will no
longer be available until a new version has been created.

Close

You will see that the status has changed to client in proofing tool until you close down the details
page. The status will then update to “From Client with Amends”. You will not be able to make
any further amends to your order until the proof comes back from Penna for approval.
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& Penna AdLine+

HOME NEWORDER BOOKING SEARCH Qaweldllel M1 INVOICES ASSET LIBRARY  USER GUIDE

CLIENT IN PROOFING TOOL

PurchaseOrder Mo:

Job number: BD0054 Test Title Media Published Rate: £2,088.75
Your order reference PO BB765533 Media Client charge (aft e any discounts): £2,088.75
Media tith: Evesham Jlournal Production charge: £100.00
Insertion Date; 08 May 2015 Additionalcharge: £0.00
Classificaion: SV TOTALCOST: £2,188.75
Colour/Style: Enhanced List

Sie 15X%5

Depth: 15 Approval Deadline: 28 Apr 2015 10:00
Width: 5

DOWNLOADS
APPROVE PROOFING TOOL REJECT KILL

Rezson for rejection

@ Penna 2015

You will receive an email alert confirming that you have rejected your order. Please see example
5 under email alerts. Your amends will be processed and you will receive a further email alert
informing you that your job is ready for approval.

Rejecting an order — other reason

Should you need to communicate any other changes to your order you can do so via the “Reject
Other Reason” button. So this could be that you want to change the media, the size, the entire
copy etc.
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# Penna AdLine+

HOME MNEWORDER BOOKINGSEARCH Nseeldlblel K1 INVOICES — ASSET LIBRARY  USER GUIDE

‘ WITH CLIENT FOR APPROVAL

PurchaseQrder No:  |Po EETSS533

Job number: BO0054 Test Title Media Published Rate: £2,088.75
Your order reference PO BBT7E5533 Media Client charge (after any discounts): £2,088.75
Media titk: Evesham Journal Production charge: £100.00
Insertion Date: 08 May 2015 Addtional charge: £0.00
Clmssification: SV TOTALCOST: £2,188.75
Colour/Style: Enhanced List

See: 15X5

Depth: 15 Approval Deadline: 28 Apr 2015 10:00
Width: 5

DOWNLOADS
APPROVE REJECT COPY AMENL S I REJECT OTHER REASON I KILL

Rezon for rejection

Please enter your comments in the reason for rejection box and then click on the “Reject Other
Reason” button. You must complete the rejection process in this order.

If you click on the reject button first of all you will see an error message.
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& Penna AdLine+

HOME MNEWORDER BOOKINGSEARCH MEleleldVIcH NI INVOICES ASSET LIBRARY  USER GUIDE

WITH CLIENT FOR APPROVAL

PurchaseOrder No:  [T&C

Job number: BODO55 Test Title Media Publiished Rate: £1,584.0
Your order reference TBC Media Client charge (after any discounts): £1,584.0
Media tithe: Maorthern Standard Production charge: £0.0
Insertion Date: 08 May 2015 Additicnal charge: f68.0
Classfication: SV TOTALCOST: £1,652.0
Colour/Style: BE&W

See 11X12

Depth: 11 Approval Deadline: 29 Apr 2015 00:0
Width: 12

APPROVE REJECT COPY AMENDS ‘

Rezson for rejection

* & resson for rejection is required

You will see that the status of your order has changed to “From Client with Amends”.

You will receive an email alert confirming that you have rejected your order. Please see example
5 under email alerts.

Your Account Co-ordinator will receive an email with the details of why you have rejected your
order. They will amend accordingly and then send a further proof with details for your final sign
off. You will receive another email alerting you to log onto the system and approve or again

reject if necessary. If you are happy with the revised proof you will approve as detailed in the
section titled — “Approval”.

Approving — media research or copywriting

The approval process is a little different for our “Other Services”. You will receive an email alert
as you would for a standard media order but this will be headed “Media Research or Copywriting
Complete”. Please see example 7 under email alerts. Your Media Research/Copywriting will be
attached to the order to review.
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Again you are directed to the details page by clicking on the link in the email alert where you will
see the following screen.

Logged in & Test Client (Test Client)

& Penna AdLine+

HOME MNEWORDER BOOKINGSEARCH Qaweldiile® I INVOICES  ASSET LIBRARY  USER GUIDE

WITH CLIENT FOR APPROVAL - [Research Adline)

OrderRef DOWNLOAD

APPROVE Copy or media research - no further action

Changes to copy (please see detail below) or
REJECT aternative media/ressarch required

KILL Ne lenger required

Rezson for rejection

© Penna 2015

The status of the request is clearly marked at the top of the page in the grey box — so “With Client
for Approval” - (Research AdLine+ or Copywriting). This indicates that you have requested media
research (or copywriting) and it is now with you for approval or rejection.

If you are happy to proceed click on the green “Approve” and the status will change to “Approved
— (Research AdLine+ or Copywriting)”. Obviously if you want to reject for any reason please do
so entering a reason as to why you want to reject the order.
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Logged in & Test Client {Test Client)

& Penna AdLine+

HOME NEWOQRDER BOOKINGSEARCH QEeeldlicl N MVOICES  ASSET LIBRARY  LSER GUIDE

‘ Approved - (Research Adline)

OrderRet DOWNLOAD
UPDATE ORDER With media selection/order

Approved by Test Clent 21-Apr-2015 17:40

You will now be invoiced for the media research or copywriting accordingly.

Should you wish to progress your order you can at this stage “update” the order with the relevant

media as recommended by Penna. This does not have to be done immediately you can re-visit
the order at any time to update.

Click on “Update Order” button and this takes you back to the original order. From here you can
add the relevant media as you would for a standard order and continue to submit.

Your Account Co-ordinator will receive the update and action accordingly.
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Logged in & Test Client {Test Client)

# Penna AdLine+

HOME MNEWORDER BOOKINGSEARCH M1 INVOICES ASSET LIBRARY  USER GUIDE

Your Name|samh Finch Telephone No. |020?552??31 J
Departmentl-:duemsmg 1 | Alternative Appr wersl H]
Job f Notice TEle(Test Title | Purchzse Order No.|m:| SSL0ETES —l

Job MNojsoooss Allow Compositeno u

UPLOAD
e e e Upladeiate Acion
& TEST MEDLA RESEARCH. docx S KB 21/04/2015 16:56 m

Media Tile ﬂ] Insertion Date|
- |

Colour\Style Rush Job?C

Special Instructions:

ASSET LIBRARY ADDTO ORDER

Inserhnn Date

Rejecting — copywriting or media research order

As with any of our “Other Services” you can download the copy or media research from the
“Download” button at any stage once it has been sent to you for approval.
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& Penna AdLine+

HOME MEWORDER BOOKING SEARCH QNsleleldile@ NI IMVOICES  ASSET LIBRARY  USER GUIDE

WITH CLIENT FOR APPROVAL - [Copywriting Adline)

Order Ref DOWNLOAD

APPROVE Copy or media research - no further action
Changes to copy (please see detai below) or
REJECT aternative media/ressarch required
KILL Mo longer required

son for rejection

@ Penna 2015

You always have three options at this point. Approve, Reject or completely Kill the job.

If you want to make changes to the copy or require additional media research, please enter your
comments in the reason for rejection box and then click on the “Reject” button.

The status will then update to “From client with Amends — (Copywriting AdLine+ or Media
Research)”. Your AC will receive the update and action accordingly.
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Logged in as Test Client [Test Client)

& Penna AdLine+

INVOICES  ASSET LIBRARY  USER GUIDE

HOME MNEWORDER BOOKINGSEARCH Nslceldlen NI

WITH CLIENT FOR APPROVAL - (Copywriting Adline)
Order Ret DOWNLOAD

APPROVE Copy or media research - no further action

Changes to copy (please see detai below) or
REJECT akter native media/research required

Mo lenger required

Rezson for rejection
Please can you make more punchy and less copy "Ea'r,l.|

= 4 rezson for rejection is required

Killing a job

Should you need to completely cancel your request at any stage up to “Approved” you can do so
by locating your order from the “Booking Search” page and clicking on “Details”.

From here you will see the dark grey “Kill” button. If you click on this you will be presented with a
warning message asking you if you are sure you want to kill this booking. You may incur
production costs if your advertisement has already been set by our production team and/or full
media costs if booked already. If you are happy to continue please click on Kill. On receipt of the
“Kill” instruction your Account Co-ordinator will contact you to confirm what costs you have
incurred.
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& Penna AdLine+

HOME NEWORDER BOOKING SEARCH Nalwwldlllen NI INVOICES — ASSET LIBRARY  USER GUIDE

FROM CLIENT APPROVED

PurchaseQOrder No:  |Po EE7E554

Job number: 80005 2 Test Title Media Published Rae: £4,032.00
Your order reference PO B276554 Media Client charge (after any discounts): £4,032.00
Media titke: Financial Tmes Production charge: £120.00
nsertion Date: 30 Apr 2015 Addicional charge: £5.00
Classficaion: v TOTAL COST: £4,157.00
Colour/Style: BE&W

See: 12%4

Depth: 12 Approval Deadline: 28 Apr 2015 13:00
Width: 4

DOWNLOADS

Approved by Test Chent 21-Apr-2015 10:44

The status of the order will change to “Killed by Client”. You will receive an email alert confirming
this action as shown in example 8 under email alerts.

You can only “Kill” a job up to status 6 - Awaiting Delivery to Media.
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& Penna AdLine+

HOME NEW ORDER BOOKING SEARCH Ml INVOICES ASSET LIBRARY  USER GUIDE

(owomarer

Purchase Order No:  |PO 88876554

Job number: 800043 Test Title Media Published Rate: £0.00
Your order reference: PO 88876554 Media Client charge (after any discounts): £0.00
Media title: Banbury Cake Production charge: £0.00
Insertion Date: 14 May 2015 Additional charge: £35.00
Classification: TOTAL COST: £35.00
Colour/Style: B&W

Size:

Depth: DAM Approval Deadline:

Width:

Killed by Test Client 20-Apr-2015 13:10

Composites

Where you have more than one notice to appear in the same print advertisement on the
same day Penna will combine these so to make one composite notice.

Where you have requested that your order can be part of a composite advertisement as you
selected “Yes” on your order form, Penna will review your request in line with other requests
submitted for that week from other users in your organisation (as stipulated in the on-boarding
process) for the same media on the same day and if we can composite we will start the process.

You will be notified with an email alert headed “your job is now part of a composite” stating that
the original job number we confirmed has been cancelled and a new job number will be given.
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From: Penna AdLine

Loba AR

< Subject: Your job is now part of a composite - 800035 - Composite 30-Apr-15 >

THIS 15 AN AUTOMATED EMAIL. PLEASE DO NOT RESPOND TO THIS EMAIL AS YOU
WILL NOT RECEIVE A RESPONSE UNLESS YOU ALSO COPY IN YOUR ACCOUNT CO-ORDINATOR.

Media Title & Date: Aberdeen Citizen 30/04/2015
Title: Composite 30-Apr-15
Bookings on job(s):

800032 Job Title 1
800033 Job Title 2
800034 JobTitle3s |

are now part of a composite on Job 800035

When a proof is ready and uploaded to AdLine+ you will only see your split of the cost of the
composite under the “Details” of your part of the booking so you will only be required to approve
your part.

You will receive further an email alert as shown in example 4 under email alerts. This will be
headed “your job is ready for approval - composite”. There will be a prompt in the email to
check on AdLine+ for a breakdown of the cost for this part of the composite.

The approval process is the same, however if another user rejects their part of the advertisement
you will be notified with an additional email alert.

In this alert, as shown below, you will be informed who has approved or rejected their part.

e Job Rejected — Composite

From: Penna AdLine+ [mailto:pennaAdLine+@Penna.com]
Sent: 21 April 2015 13:17
Subject: Rejected by client - 800035 - Composite

THIS IS AN AUTOMATED EMAIL. PLEASE DO NOT RESPOND TO THIS EMAIL AS YOU WILL NOT
RECEIVE A RESPONSE UNLESS YOU ALSO COPY IN YOUR ACCOUNT CO-ORDINATOR.

Insertion Comp test Split 2 in Aberdeen Citizen for 30 Apr 15
has been REJECTED by client Client 1

Our Job 800035
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Title Ref Contact Status
Comp test title 2 453453453453 Client1 5-FROM CLIENT APPROVED
Comp test title 1 No PO Client 2 (not yet responded)

Comp test title 3 No Po Client3 (not yet responded)

The rejection process with a composite only allows you to note your amends via the comments
box and not via the proofing tool. Please remember to complete the “Reason for rejection” field
and then click on the “Reject” button. Your amends will be progressed accordingly and then a
further email will be sent to you heading “Proof for your approval”.

If there are significant changes made to other parts of the composite which impact on the cost of
your split or changes to the format of the advertisement you will be asked to review and approve
again. You will be sent a further email alert requesting this action.
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Logged in as Azfar Ahmed (Environment Agency-Abs-Abstraction notic)

# Penna AdLine+

HOME NEW ORDER BOOKING SEARCH QNE@l4I'leM MI INVOICES ASSETLIBRARY USERGUIDE

WITH CLIENT FOR APPROVAL

Purchase Order No: I:l

Job number: 800079 Composite 01-May-15  Media Published Rate: £0.00
Your order reference: Media Client charge (after any discounts): £0.00
Media title: Ballymena Guardian Production charge: £0.00
Insertion Date: 01 May 2015 Additional charge: £0.00
Classification: SV TOTAL COST: £0.00
Colour/Style: B&W

Size:

Depth: Approval Deadline: 29 Apr 201500:00
Width:

DOWNLOADS

Reason for rejection
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Booking search
You can track your order at any stage of the process by using the “Booking Search” function.

Simply search by any of the “Search by” criteria. You can search by Penna’s unique job number or
a job title/headline of a notice to name a few.

To make it easy for you to locate your order you can also search by a defined date range or to
keep it simple the last 60 Days.

6 Penna AdLine+

HOME Qjeleldli(eRi=2o{eil Ml INVOICES ASSET LIBRARY USER GUIDE

Booking Search

Last 60 Days Between H SEARCH ] [ Only awaiting ar

[ Search

Search by
Job No.

Order Ref
Department
Job Title / Headline Publication Colour/Size I[;l:tzrhon Headline

Originator of order
Publication

(Copywriting Adline) 06/08/2019  HR Manag

People Management
23/08/2019  HR Manac

(Recruitment)
Depariment
510054 N TBC 11245 (Quote Requested) 05/08/2019  IT Analyst
ame
Department .
510053 . 89989 1123 (Quote Requested) 05/08/2019  Test social
ame

Helpline: 0121 78

There are 12 different column headings and specifically you can view the status of your booking
under “Production status”. There are 8 statuses in the process and the production status section
on page 50 provides you with an in-depth overview of each status. We feel however that they are

self-explanatory.

You can sort the booking’s page as you would with an excel spreadsheet by clicking on the column
headings.
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For each order you can click on the “Details” button and view all information relating to that
order/media booking. You can then approve, reject or cancel the job depending which stage of
the process your order is at.

Client Logo Here

o Penna AdLine+

HOME QEleleldlN[eRi= ol Ml INVOICES ASSET LIBRARY USER GUIDE

Booking Search

Job No - H ]

Insertion Date Range: m Last 60 Days | Between H SEARCH ]DOnlyawailmg approval?

[CXeRe]
Rows Per Page 153045
S P Insertion - - - Account N
Department Order Ref Publication Colour/Size o Headline Production Status Originator ey Action
Department i 1 - NEW ORDER .
510056 T8C 245345 Copywriting Adline 06/08/2019  HR Manager Sarah Kate Sarah Davis
Name (Copywriting ) /08 a SUBMITTED =D
Department People Management 1 - NEW ORDER .
510055 P TaC 33434 P . 23/08/2019  HR Manager SarshKate  Sarsh Davis  (DEHBIE)
Name (Recruitment) SUBMITTED
Depariment
510054 P TBC 11245 (Quote Requested) 05/08/2019  IT Analyst 1 - QUOTE REQUESTED Sarah Kate Sarah Davis  (Betais)

Name

You will also be able to download any assets which have been uploaded to the booking so for
example here this is a client who requires our voucher service and can therefore download a copy
of the e-voucher.

Any copywriting or quote requests will show as below under “Publication” on the booking search
screen.
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Logged in as Sarah Kate (Test Client)

0 Penna AdLine+

HOME Q:eleld[epi=niziel Ml INVOICES ASSET LIBRARY L

Booking Search

Job No. = ” Search

Insertion Date Range: m Last 60 Days | Betwt

Job No Department Order Ref Ref 2 Publication

510056 Department TBC 445345 (Co riting Adline)
Name pywrting
Department People Mapagament

510055 TBC 33434
Name

Department
510054 TBC 11245 {Quote Requested)
Name

Helpline: 0121 788 6699

Invoices

This part of the system allows you to view any invoices which are outstanding for payment. Each
invoice is also uploaded to the booking search screen under “Details” once billed and sits within
the “Download” function.

You can easily search by “Invoice Number “. Also you have the functionality to select a specified
date range.
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Logged in as Sarah Kate (Test Client) Log out

Client Logo Here

6 Penna AdLine+

HOME BOOKING SEARCH M| RL/el[¢=c® ASSET LIBRARY USER GUIDE

| 523090 % ‘

Last 60 Days | Between H SEARCH |

Rows Per Page 1513045

Job No Type Number Date Raised Date Due Amount

Logged in & Text Client (Test Client)

& Penna AdLine+

HOME MNEWORDER BOOKINGSEARCH M1 EiANelL WS-l ASSET LIBRARY  USER GUIDE

381682

% Days b ‘ -

& Penna 2015
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Production Statuses

There are a number of production statuses on AdLine+ all of which are self explanatory and will
give you total view of where your order is within the advertising process.

1 — New Order Request or Quote Requested — Penna has received your order request through
AdLine+. This could be for media or copywriting or both, or simply a quote only.

2 - Processing Order — Your Account Co-ordinator will be processing your order for you,
conducting media research, having copy written if required and getting the advertisement set in
your house template where a print advertisement request.

3 — With Client for Approval — Your order has been sent back to you with costs and a proof for
your comments/approval.

3.1 - Client in Proofing Tool — If you leave the proofing tool you will see this status until your
refresh. When you close the order and go back in to the booking the status will update.

4 — From Client with Amends — You have sent your order back to Penna with amends.

4 — Rejected by Penna — Where you have advised Penna that you do not require us to progress
your order any further — cancellation of an order. Penna has to control this process and will reject
on AdLine+. We will require notification from you in a separate email for our trails.

4 - Cancelled by Client — You can alternatively kill your order. Penna will communicate any
charges incurred up to the point the job was killed. You can only kill the job if you have reached
status 6 and not beyond.

5 = Client Approved — You have approved your order. Penna will only proceed with the booking
of the space once this approval has been received. It is the responsibility of the Client to
approve their booking on AdLine+ otherwise space will not be booked and your advertisement
will not appear.

6 — Awaiting Delivery to Media — You media order has been booked as approved and Penna are
sending the approved artwork to the media.

7 — Sent to Media Complete — Your advertisement artwork has been sent to the media.

8 - Evouched/Complete or Emailed Link/Complete - If you are a Public Notice client you will
receive an e-voucher in line with your contract/SLA this is usually within 7 working days, however
in most cases this arrives within 48 hours of insertion date. The e-voucher will be emailed to the
originator of the order and also a copy will be uploaded to AdLine+ under the “Details” Page.

Where you have requested online media a url/link will be provided so that you can view your
advertisement in real time.
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Entering Purchase Orders

Purchase Order/References — it is important that you provide us with your full PO as you need it
to appear on your invoice. If you do not have your PO at the new order form stage, please enter
“TBC” and continue.

You will then have the opportunity to return to the details page for each order and update your
PO at any stage of the process however, Penna must receive your PO before they continue with
the booking of the media space so there is a risk that your advertisement will not be published
if the PO is not provided in time.

To update your PO on Penna AdLine+, log into the system and via Booking Search, search for your
order.

Click on the ”Details” button far right of your order line.
This will retrieve your order.

You will then open the details page and you will see a box named “Purchase Order”. It is here
that you key in your full PO, then press “Close”. This will save your PO and you will then see it on
the booking search screen under the “Purchase Order” column. (Third column from the left).

Logged in as Sarah Kate (Test Client) Log out

Client Logo Here

6 Penna AdLine+

HOME Qs{olelNeRi=ixe sl M INVOICES ASSET LIBRARY USER GUIDE

ORIGINAL ORDER

WITH CLIENT FOR APPROVAL

Purchase Order No: |
Qb number 510008 Admin Officer

Scc Rate £560.00
Media Published Rate: £560.00
Media Client charge

Media title: www.Monster.co.uk (after any discounts) £50.00
Start Date 05 Sep 2019 Production charge: £0.00
Duration 3 Days Additional charge: £0.00
Classification Recruitment Online TOTAL COST £50.00
Online Collateral: Button

Pixels: 114 x 56

Approval Deadline: 19 Aug 2019

Approvers Sonia Tanda
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Management Information

Double click on the ”MI” tab on the main menu.

This part of the system allows Penna to upload your standard management information we wish
to share with you and your users.

Where agreed your monthly management information will appear here to be downloaded in
whichever format has been approved either Excel or a PDF.

The reports are system generated roughly around the 6™ of every month.

Log out

Logged in as Sarah Kate (Test Client)

Client Logo Here

O Penna AdLine+

p(0]V|=8 BOOKING SEARCH m INVOICES ASSET LIBRARY USER GUIDE

File Name Size Created Type
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The Asset Library

Where we have uploaded your logos and templates you can view them in full from the new Asset
Library.

Double click on the template you wish to view and this will enlarge on screen.

Top left of the template in the green tool bar you have the option to “SAVE” which will allow you
to open or save as you wish. This is particularly useful if you need to forward on to other contacts
in your organisation. This is the same principle for both Templates and Previous Print
advertisements.

Logged in as Sarah Kate (Test Client) Log out

Client Logo Here

6 Penna AdLine+

HOME BOOKING SEARCH MI INVOICES ERsi=mpllziriiag USER GUIDE
NN ECY L OGOS/IMAGES  PREVIOUS PRINT

sesvcr

HEADLINE GOES HERE.

e HEADLINE GOES HERE.

HEADLINE GOES HERE.
HEADLINE GOES HERE.

Job title | £ Salary
veliqui dolorpore niet doloritiis vit, sequae volorep uditet et
liquatecae adignis im que consedi ut autem ut dolore et hil eatem
alignit, consed eiuscitium laceri quod que lanissequi dolorum
voluptio volecus explant.

Half Page Template Quarter Page Template Mod ero ipit pror aut ventus quis millabo ratissi nvelitam veliqui
dolorpore niet doloritiis vit, sequae volorep uditet et liquatecae

adignis im que consedi ut autem ut dolore et hil eatem alignit,

Helpline: 0121 7: consed eiuscitium laceri quod que lanissequi dolorum voluptio
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You may also have a suite of logos or images you wish to use and we can upload these and store
them here for you.

Logged in as Sarah Kate (Test Client)

O Penna AdLine+

HOME BOOKING SEARCH M| INVOICES pRSEISIREEREUAE USER GUIDE

TEMPLATES gRelelestilEieiScq PREVIOUS PRINT

Search SEARCH

Penna-logo

Helpline: 0121 768 6699

Using the “Search” box previous advertisements can easily be searched for by one of the
following: date range, the media advertised in or by Penna’s unique order number.

We are working on the next phase of development so that we can provide a screen shot of any
online advertisements... watch this space!
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E-mail alerts

Each stage of the process is supported with an email alert addressed from Penna AdLine+. Please
do not respond to any AdLine+ emails without copying in your Account Co-ordinator as this is an
automated email service and will not be picked up.

You will also receive an email alert within 2-hours confirming that your order has been
received/acknowledged. Only when you receive an email acknowledgement from Penna AdLine+
can you be sure that we have fully received your order. So please contact your Account
Coordinator if not received.

If you have selected an “Alternative Approver” they will also be copied into all of the email alerts
for the job in question.

The subject line of each email keeps you informed as to the status of your order, the Penna
unique job number and also the job/notice title.

Once your order has been processed whether media research, copywriting or media placement
you will receive an email alert from “Penna AdLine+” informing you that your order is now ready
for approval.

This email will contain all the information relating to your order such as the media, insertion date
and total cost including all production fees but excluding VAT.

Where a file is uploaded to the system this will also be sent as an attachment to the email so you
can forward this onto an end authoriser to review easily.

You will be instructed to approve or reject by clicking on the link in the email which will take you
straight to the details page on Penna AdLine+.

E-mail alerts are sent to users at the following stages of the process. The below demonstrates the
content of each email.

Over page is a sample of our email alerts.

EXAMPLE 1 - ACKNOWLEDGEMENT

From: Penna AdLine+
Sent: 14 April 2015 15:11
Subject: Your job has been acknowledged by Penna - 800025

THIS IS AN AUTOMATED EMAIL. PLEASE DO NOT RESPOND TO THIS EMAIL AS YOU WILL NOT RECEIVE A RESPONSE
UNLESS YOU ALSO COPY IN YOUR ACCOUNT CO-ORDINATOR.
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Your Job titled: Test Job
Purchase Order No.: 67388883999
Our Job No.: 800025
Client: Test Client
Department: Statutory Notices
Insertions

Media Title: Barking & Dagenham Recorder

Insertion Date: 01 May 15

Colour/Style: B&W

Template Name: EA _T2.jpg

Logo Name:

Previous Job:

Allow Composites: No

EXAMPLE 2 - JOB IS NOW PART OF A COMPOSITE

From: Penna AdLine+
Sent: 23 April 2015 10:21
Subject: Your job is now part of a composite - 800079 - Composite 01-May-15

THIS IS AN AUTOMATED EMAIL. PLEASE DO NOT RESPOND TO THIS EMAIL AS YOU WILL NOT RECEIVE A
RESPONSE UNLESS YOU ALSO COPY IN YOUR ACCOUNT CO-ORDINATOR.

Media Title & Date: Ballymena Guardian 01/05/2015
Title: Composite 01-May-15
Bookings on job(s):

800076 TestTitle1
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800075 Test Title 2

are now part of a composite on Job 800079.

EXAMPLE 3 — SOLUS APPROVAL

From: Penna AdLine+
Sent: 17 April 2015 12:32
Subject: Your job is ready for approval - 800017

THIS IS AN AUTOMATED EMAIL. PLEASE DO NOT RESPOND TO THIS EMAIL AS YOU WILL NOT RECEIVE A
RESPONSE UNLESS YOU ALSO COPY IN YOUR ACCOUNT CO-ORDINATOR.

Your Job/Notice Titled: Test
Media: Basildon Recorder
Purchase Order No.: 1190199
Insertion Date: 01 May 15
Total Cost: £51.90

Job Number: 800017

is ready for approval. Please note that you need to sign off all the details as shown to include the total cost
for each insertion. By approving these costs you are giving Penna the authorisation to proceed with the
booking and you are then liable for the full media costs and associated production costs. Where you have
an order appearing in the same paper for consecutive weeks you will need to sign off each cost
separately. ALL COSTS EXCLUDE VAT.

Any other message from the AC which is relevant to the order will be placed here.

You can approve or reject the advert by clicking here.
EXAMPLE 4 — COMPOSITE APPROVAL

From: Penna AdLine+
Sent: 15 April 2015 12:24
Subject: Your job is ready for approval - 800020 - Composite 01-May-15

THIS IS AN AUTOMATED EMAIL. PLEASE DO NOT RESPOND TO THIS EMAIL AS YOU WILL NOT RECEIVE A
RESPONSE UNLESS YOU ALSO COPY IN YOUR ACCOUNT CO-ORDINATOR.

Your Job/Notice Titled: Composite 01-May-15

Media: Aldershot News Group

Purchase Order No.: Composite

Insertion Date: 01 May 15

Total Cost: (Please check on AdLine+ for a breakdown of the cost for this part of the composite)
Job Number: 800020

is ready for approval. Please note that you need to sign off all the details as shown to include the total cost
for each insertion. By approving these costs you are giving Penna the authorisation to proceed with the
booking and you are then liable for the full media costs and associated production costs. Where you have
an order appearing in the same paper for consecutive weeks you will need to sign off each cost

separately. ALL COSTS EXCLUDE VAT.
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You can approve or reject the advert by clicking here.

EXAMPLE 5 — SOLUS REJECTION

From: Penna AdLine+
Sent: 05 February 2015 13:06
Subject: Job 400145 - NPS - Rejected by client

THIS IS AN AUTOMATED EMAIL. PLEASE DO NOT RESPOND TO THIS EMAIL AS YOU WILL NOT RECEIVE A
RESPONSE UNLESS YOU ALSO COPY IN YOUR ACCOUNT CO-ORDINATOR.

Insertion nps in Aberdeen Evening Express for 05 Feb 15
has been REJECTED by client

Our Job 400145

EXAMPLE 6 — COMPOSITE REJECTION/AMENDS

From: Penna AdLine+ [mailto:pennaAdLine+@Penna.com]
Sent: 21 April 2015 13:17
Subject: Rejected by client - 800035 - Composite

THIS IS AN AUTOMATED EMAIL. PLEASE DO NOT RESPOND TO THIS EMAIL AS YOU WILL NOT
RECEIVE A RESPONSE UNLESS YOU ALSO COPY IN YOUR ACCOUNT CO-ORDINATOR.

Insertion Comp test Split 2 in Aberdeen Citizen for 30 Apr 15
has been REJECTED by client Client 1

Our Job 800035

Title Ref Contact Status
Comp test title 2 453453453453 Client1l 4 -FROM CLIENT WITH AMENDS
Comp test title 1 No PO Client 2 (not yet responded)

Comp test title 3 No Po Client 3 (not yet responded)
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EXAMPLE 7 — MEDIA RESEARCH COMPLETE

From: Penna AdLine+
Sent: 02 February 2015 17:54
Subject: Media Research complete

THIS IS AN AUTOMATED EMAIL. PLEASE DO NOT RESPOND TO THIS EMAIL AS YOU WILL NOT RECEIVE A
RESPONSE UNLESS YOU ALSO COPY IN YOUR ACCOUNT CO-ORDINATOR.

Your Job/Notice Titled: Test
Your Ref: TBC

Total Cost: £123.45

Job Number: 400140

Please find attached your media research. If you require no further service on this order you will be
invoiced accordingly. However if wish to progress your order please approve your media research and
update your order request with media selection accordingly.

Please click here to approve or reject.

EXAMPLE 8 — KILLED BY CLIENT

From: Penna AdLine+
Sent: 17 April 2015 13:50
Subject: KILLED by client - 800031

THIS IS AN AUTOMATED EMAIL. PLEASE DO NOT RESPOND TO THIS EMAIL AS YOU WILL NOT RECEIVE A
RESPONSE UNLESS YOU ALSO COPY IN YOUR ACCOUNT CO-ORDINATOR.

Job KILLED by Test Client

Client: Test Client

Media: Aberdeen Citizen

Insertion Date: 27 Apr 15

Job/Notice Titled: Test Job Title

Ref: 998398343

Job Number: 800031

Please note that this job has now been KILLED and Penna will not take any further action on this order. If
your advertisement has already been typeset you will be charged for production accordingly. If you have
approved the order and Penna has booked the media space you may incur a media charge or cancellation
fee.

EXAMPLE 9 — APPROVED SOLUS

From: Penna AdLine+
Sent: 15 April 2015 14:57
Subject: Job approved - 800025 — Test Title

penna.com 59


http://test.pennaadline.com/BookingDetails.aspx?CAM=000436&MOLINENO=000001&CO=201778&RECNO=

THIS IS AN AUTOMATED EMAIL. PLEASE DO NOT RESPOND TO THIS EMAIL AS YOU WILL NOT RECEIVE A
RESPONSE UNLESS YOU ALSO COPY IN YOUR ACCOUNT CO-ORDINATOR.

Your Job/Notice Titled: Test Title
Media: Barking & Dagenham Recorder
Purchase Order No.: 90099889

Job Number: 800025

Insertion Date: 01 May 15

Total Cost: £830.43

has been approved by Azfar Ahmed.

EXAMPLE 10 - EVOUCHED

From: Vouchering

Sent: 07 April 2015 11:00

To: ClientAdLine+

Subject: Your job has been e-vouchered by Penna - - M1 Junction 7

Your Notice Titled: M1 Junction 7
Media: Herts & Essex Observer Group
Your Ref: GPC18887181

has been e-vouched by Penna.

You can download your e-voucher by clicking here.

EXAMPLE 11 — APPROACHING DEADLINE

Where we have not received a rejection or approval on your order 2 hours prior to the “Approval
Deadline” you will receive the bellow email alert:
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Logging out of the system

Please ensure that you log out of the system correctly by clicking the “Log Out” button top right of
any page. You will then be presented with the below message as confirmation that you have
logged out successfully. The system has a 20 minute time out function so please make sure any
forms are completed within this time otherwise data may be lost.

6 Penna AdLine+

You have logged out sucessfully

LOGIN

penna.com
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Request for access to Penna AdLine+ for a new user

Notification of all new users should be sent through your Account Co-ordinator.
Please provide the user name, a full email address and a contact number.

Our SLA to set a new user up is 48 hours.

A confirmation email is sent to the user to complete the process:

“Good morning Helen,

You are now set-up with access to Penna AdLine+ for which you should receive two emails,
the first with your username and the second with a password. You are required to change
your password when you first log on to the system. If you have any problems accessing
Penna AdLine+, please do contact me.

Kind regards

Donna”.

Please note that it is the responsibility of the Client to inform Penna when a user leaves the
organisation. Penna will then deactivate their account.
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