
 

 

 

 

 

radio planit 
quick guide 

 
 
 
 
 
 
 

 



planit quick guide  

 Page 2  

 
 
Table of Contents 
 
 
Introduction     3 
The User Interface     3 
Quick Planner     5 
Spot Plans       13 
Using the fill-to option     15 
Re-price Spots     16 
Copy/Paste of spots            17 
Print Options     18 
Saving Campaign      20 



planit quick guide  

 Page 3  

Introduction 
 
This manual contains information about using PlanIt and is designed to take 
you through the simplest route to set up, print and store a campaign. It is to be 
used as both a training manual, for those with little or no experience of Radio 
PlanIt, and as a reference manual for those who have had some experience 
of radio planning and the use of Radio PlanIt. 
 
 
The User Interface 
Access to Radio PlanIt is via the Radio PlanIt login screen. Enter your user 
name and your password.  
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                          Main User 
Interface 
  

  
 
PlanIt displays hints for each field and button. Position your mouse over the 
button or field and hints for that field will be displayed.    
There is extensive error checking throughout Radio PlanIt. Any time you enter 
invalid information or selection criteria Radio PlanIt will display an appropriate 
message usually with the option to continue or cancel, or with instructions 
directing you what to do next. 
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Using the Quick Planner Entry Screen 

 
This provides a method of quickly planning a campaign without having the 
overhead of defining customer parameters.  Click on the fourth icon on the 
menu bar to enter the facility. 
 

 
                                   Quick Planner Screen 
 

Before selecting the ATP you wish to use as a template for this campaign, 
click on the button that asks you whether you want to view your Own ATPs 
created in  PlanIt or all ATPs.  Once you have decided on the range of ATPs 
from which you wish to choose click on the Air Time Package drop down list 
and select the appropriate package for this proposal. 
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                                         ATP Selected 

All stations available in the selected ATP will be displayed. Stations required 
should be left selected while all others should be cleared. This may be 
achieved manually or by right clicking the mouse, a short cut menu will be 
displayed. The menu allows three selections Clear all Stations, Select all 
Stations or Swap Selection.  
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                                                 Station Selected 
 
 

Select the Target Demographic from the drop down list. If the audience is not 
shown contact your system administrator and ask for it to be built.   Before 
you can access the newly built demographic you must exit the campaign and, 
once your system administrator has notified you that the demographic has 
been built, re-select it from the Campaign Entry Screen. 
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                                                         Selection of Target demographic 
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                                           Selection of Campaign duration and Start Date 
 
 
 

 
Radio PlanIt now gives you the option to enter either the duration of the 
Campaign in Weeks and the Starting Date.  For Campaigns that are not an 
even number of weeks the number to the right of the decimal point in Number 
of Weeks is the number of days in the incomplete week, not the percentage 
of a week. 
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                                                     Selection of Stating Date 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



planit quick guide  

 Page 11  

 
 
                                 Completed Input Screen ready for Planning 

 
 

The Costing Method should now be defined. Select either the Base demo 
CPT and enter a CPT in the box or allow Specific spot costs whereby the 
box will disappear. Select the Audience Calculation method required, Gold 
Standard Ratings or PCA Spot audience.  
Finally enter a campaign Title. This is free format and can be anything you 
want, but give it some thought first. A title should be meaningful and related to 
the client or brand.  
 
Clicking on the Start planning now button will take you to the planning 
system. 
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Planning the Campaign 
        The Summary screen shown below will be displayed. 
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Spot Plans 
 
To allow the entry of spot plans either select the second icon named Spot 
plan or double click on the selected station. 
 
 

   
                                       Entry of Station Spot Plan 
 

Using the cursor, enter the required number of spots for each of the selected 
time bands and for each of the selected days. 
         
                                       Selected Spots Entered 
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Evaluation of Selected Spots 
 

 
                                                               Spot Evaluation 
 

To evaluate the spots selected either click on the first icon called Evaluate or 
press Return.  The lower half of the table will show values for Impacts, 
Reach, Reach%, OTH, Spots, CPT, Ave 30” rate, and Investment. 
Should you wish to adjust any of the Spots you may do so and then repeat the 
evaluation process.  
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Other features available are:- 
 

Fill Schedule. 
This allows you to automatically optimise a schedule of spots to comply with 
one of three options. To a specific OTH value, To a given Budget or To a 
specific rating value. The selection you make is then further applied to 
Single week values or The overall campaign. 
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Spot Re-pricing. 
The spot plan entry form now includes an option that allows all spots to be re-
priced when the pricing method has been set to “Spot pricing”. 
Pressing the new “piggy bank” button on the toolbar will prompt for a re-
pricing  
value: 
 
 
If the “price above is 30” base price” option is selected, spot prices are 
calculated using the script factors as necessary. If this option is cleared, the 
given price is used regardless of the script lengths in use. 
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Copy/Paste of weeks spots  
 

 
 
 
 
Place the cursor on the selected week tab and right click.  The following 
options 
should appear: View,Copy,Clear,Clear all.  Left click the Copy function to 
make a copy of the weeks spots.  Move the cursor to your selected week and 
right click. The following options should now appear: View,Copy,Paste,Paste 
all,Paste Selected weeks,Clear,Clear all weeks. Left click one of the Paste 
functions to copy the spots into the week. This function may be used to copy 
to multiple weeks. 
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Best Times. 
This selection provides a coloured guide to the size of listening audience. The 
deeper the colour of square, the greater the listening audience. 
 
 
 

Best Conversion. 
This selection provides a coloured guide to the optimum reach within an 
audience. The deeper the colour of square, the greater the percentage of 
reach within the audience. 

Printing Campaigns. 
The planning screen now allows the current view to be printed. By selecting 
the “Print” button or menu option, the new report selection screen is offered: 
 
 

 
  
 
 
 
 
 
 
 
 
Saving a Campaign. 
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Once you have completed the Planning of a Campaign you may save it for 
future reference. Exit the planning screen by clicking the brown door. 
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This will return you to the Summary Screen. 
Click the Exit Tab. 
 
 

 
 
 
You may now choose what you would like to do with the campaign. 
Campaigns that are saved are held within the database and may be accessed 
at any time. 
 

 


