Carruthers Case Study 2
back office solutions Magazine Advertising
- > Renewals

Background

A monthly community newsletter carries twelve pages of advertisements per issue to help fund its production
costs. There are three sizes of advertisement (% page, ¥ page and full page) and three rates for each size (full
year, rest of year and individual months). Some community-related advertisements are exempt from payment.
There is a one-off laying-out fee for existing advertisements that need a major revision and for new
advertisements; minor changes are free.

An Excel workbook holds the contact details for each advertiser. The advertising year runs from January to
December and renewal invitations are issued to existing advertisers in November of the current year. These are
created by merging each advertiser's name and address from the workbook into a standard letter (in Microsoft
Word). All other administration tasks are carried out manually.

Receipts are handwritten in a 'Challenge’ Receipt book and are sent to advertisers when they pay; a carbon
copy is retained for the magazine's records.

Each advertisement is allocated a clear plastic folder for its associated paperwork. This bears a handwritten
note indicating the advertisement's current 'status' (for example, renewal invitation sent, payment received).

Problems

Progressing the advertisements entails periodically going through each plastic folder in turn, checking what
state the advertisement is at and performing the next operation in the process. This is very time-consuming
and subject to errors since, if the state of an advertisement is not correctly marked up, it is easy for steps in the
process to be missed out or performed several times.

There is no overall view of the state of each individual advertisement or of the state of advertising as a whole
(i.e. slots booked, empty slots available and revenue earned).

The advertising renewal process is not documented and isn't intuitive, making it difficult to delegate the task to
someone else.

Recommendations

Following an initial consultation, we recommended that the best solution would be a spreadsheet-based _
application with workflow. This is an advanced Excel workbook that uses specially written VBA code (macros)|
to progress each advertisement from initial booking, through receipt genieranon—to-f' ; tofinally banking the cheque.
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Recommendations (continued)

Based on this, we proposed a solution that would:

e Implement the State Machine in VBA code thereby bringing the process out of the plastic folders and
into the Advertising Renewals application.

e Provide a form-based user interface to the State
Machine. At each point in an advertisement's lifecycle,
this would present the User with a set of options from
which they could select the one that corresponded to
the event that was being recorded. The options
offered would vary according to the State of the
advertisement that was being processed.

e Provide form-based user interfaces to the advertisers'
details (to simplify adding, editing and deleting entries)
and to the financial details of each advertisement (size,
rate, months, etc.).
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e Enhance the renewal invitation process by including full details of size, price, etc. as well as current
contact details held, so the advertiser could indicate any necessary changes when they returned the
renewal form.

e Allow receipts to be generated automatically (and printed) at the appropriate point in the process. The
amounts would be calculated from the financial details.

e Allow the current status of each advertisement, and the occupancy of all advertising slots (and hence
generated revenue) to be viewed at the click of a button.

e Provide a single point of entry to all the above features.

Benefits

The solution involved about one week of work. However it has resulted in considerable time savings in the
following areas:

e Advertisements are progressed using a very simple process
whereby the user has to select from up to three possible
options at any stage, according to what event has just
happened. This means that no familiarity with the process is
presumed.

e The current state of each advertisement is unambiguous
and easily viewed.

e Receipts are generated (and stored) within the application,
to ensure a professional-looking receipt is generated.

e The same system handles new advertisers equally well as it
handles renewals.

e An audit trail is generated automatically for each advertisement, which records each transition and the
date on which it occurred.

If your spreadsheets are impeding your business processes, contact us now for a free consultation
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