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It is recommended practice to store each period’s database in a separate folder with a
naming convention to match. This can be a local drive (the C: drive on your own PC) or
can be in a shared (network) drive.

You should only ever have one period (e.g Jan-Dec) showing in the Select Screen at a
time so that your saved reports and plans can update correctly. This is of particular
importance to Planners because it means you can change a target audience (or
“demao”) while holding on to the stations & spot laydown you have worked so hard to
create!

In My Computer your MediaStar folder (and sub-folders) arrangement will look something
like this:

= | B Py
@vvl <« Program Files » MediaStar » Data » - | &,l ‘ Search Data Fe) |
Organize « 7 Open Includein library = Share with = Bumn Mew folder = - O ‘_é"
MediaStar *  Name Date modified Item type]
Data )
1 Current File folde
1 Current
12-1 Apr'il-Mar'12 File folde
12-1 Apr'1il-Mar'i2
12-2 Jul'll-Jun'l2 File folde
12-2 Jul1l-Jun'l2
12-3 Oct'11-5ep'12 File folde
12-3 Oct'11-5ep12
12-4 Jan-Dec'12 5 File folde
12-4 Jan-Dec'12 I )
13-1 Apri2-Mar'l3 14/05/2013 15:53 File folde
13-1 Apr'i2-Mar'l3
Saved analysis + plans ooy EE = v
|~ 123 Oct'11-Sep'12
File folder
A Date modified: 08/11/201217:37 r
1 item selected ™ Computer
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You can switch between various “books” if you need to compare a figure with one from
an earlier period, by selecting the appropriate folder as explained below.

The sub-folders under MediaStar in the above example contain the data from the last
two publications and the “1 Current” folder is always correct. If you look on the left you
will also see a folder called “Saved analysis + plans” which can be shared across a
network with all MediaStar users who have rights to that folder

Open the MediaStar application ....
Make sure there is only one period of data showing here.

If there are more, then you can’t make ch#nges to a plan
laydown or update a saved analysis
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The press the Folders button - top right of the left-hand pane

F= Select — =] =
£ MediaStar ~ [] Tasks ~ 2] List v 5% Data = 7| Analysis = / @
Shrink ‘

Search Folders Selected Folder
Folder Sub [ ‘ Add l [- Eemwe] [D Clear Ail]
C:\Program Files\MediaStar\Data - Published\l ... Mo C:\Pregram Files\MediaStar\Saved analysis + plans

ChProgram Files\MediaStar\5aved analysis + pl.. Mo [T Include Sub-folders

EI ) MediaStar *
- || Data - Published
. ', 1 Current
/4 1y 121 April-Mari2
; 12-2 Jul'll-Jun12
-0 12-3 Oct'11-5ep'12
; 12-4 Jan-Dec'12 3
10 13-1 Apri2-marl3
;) 13-2 Jull2-Jun'13
<10 13-3 Oct'12-5ep'13
; 13-4 Jan-Dec'13
-0 14-1 Apr'l3-Mar'ld

220 8] Saved analysis + plans

L Tactina nlane & cihac

= = == = = = =

/ |0 cells in O dimensions Projected Averages

3 Scroll up and down the right-hand side list of folders on your system to find the one that
contains the “book” you want to work with. You should be able to see a separate folder
that contains the most recent data. If you can’t, go to this endnotel.
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4 Still in the right hand-side of the Folders window, click on the folder to highlight it And
then double- click to “Add” it to the list on the left — these are your working folders.
Whatever appears in here will show in the left-hand side of the Select Screen when you
log on.

When you are working in MediaStar, we recommend that you save your plans and
reports to a separate named folder to avoid confusion.

You can see in the example that a second folder containing “Saved analysis + plans”
has also been selected

5 Repeat Steps 3 through 5 until you have selected all the required folders.

6 You can remove folders on the left-hand working folders list by double-clicking on
them. Make sure that last time’s information has been removed from the working folders
list.

Press OK - bottom right - when you’re done.

7 The database, saved plans and reports that are in the folders you have chosen will now
appear on the left side of the main Select Screen.

8. When you are working in MediaStar, we recommend that you save your plans and
reports to a separate named folder to avoid confusion.

“I've LOST the plans | saved the other day!”
This is something | often hear and the following should help you to find things you have
created and saved.

9. When you create a schedule you want to hold me button , Save

itk s
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You will then see a box like this:

Summary Information 2x|

Mame edia &n
Comments d
File: [t s5ved]

q/ QK I x Cancell ? Help |

10. In the Name field type in something that will remind you what the plan consists of. |
am going to call mine National H’keeper w kids <15 PT and | have typed a bit of
explanation into the Comments box below which will appear as a little pop-up later on -
in this case just the creation date and my initials incase anyone else needs to know who
did the work.

Summary Information M

Mame Maticnal H'keeper w kids <15 PT
Comment created 12 May 2014 MH| -
File (not saved)

OK ] [ Cancel ]

At this point the legend at the bottom against File is (Not saved)

What happens when you press OK is that a folder name will appear in the top box,
where it says Save In The suggested name may seem entirely plausible, but can be a
trap for the unwary
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11. You will need to browse to the correct folder — the one where you want to save the
plan, which will also be the one you selected in step 8 above. If you don’t want to put
your plans in that User folder, that’s fine, choose another one - it may be in a client
specific folder for instance — but what you have to do is remember to pick that folder as
one of your working folders in step 8.

The next thing to know is that when you save a Plan into a specific folder, the system, wiill
put all the plans you save from now on into the same one without prompting or browsing
until you tell it different and repeat step 11 to choose another folder.

Then if you select File, Save As you will get a screen like this (Windows 7 — yours may
differ)

~
Save As
P2 save — [
OQ J| <« MediaStar » Saved analysis + plans » - | ¢’| Search Saved analysis + plans 0 |
EEL Rl ational H'keeper w kids 15 PT.pln| -
Save as type: [Media Analysis Files (*.pln) v]
Ll
~ Browse Folders l Save ] ’ Cancel ] ]

12. And you will see that the File name and full path is spelled out. If you think you might
forget — until you get the hang of it — write this down.

13. Now all you have to do is go back to step 1 above and make sure that the list on the
left hand side of the Folders includes the folder where you just saved your plan.
et S

P2 Folders i
Search Folders Selected Folder
Folder Sub ’ ‘ Add ] [- ﬁemove] “:| QearAII]
C\Program Files\MediaStar\Data - Published\l ... MNe CA\Program Files'\MediaStar\Saved analysis + plans
C\Program Files\MediaStar\Saved analysis + pl.. No [[]Include Sub-folders
El . MediaStar =
- || Data - Published
----- J 1 Current

..... ) 12-1 Apr'1l-Mar'12
..... ) 12-2 Jul'1l-Jun'12
..... ) 12-3 Oct'11-5ep'12
----- ; 12-4 Jan-Dec12

..... ) 13-1 Apr'12-Mar'l3
..... ; 13-2 Jull2-Jun'13
..... ) 13-3 Oct'12-5ep'13
----- ; 13-4 Jan-Dec'13

----- ) 14-1 Apr'13-Mar'14

[ M Saved analysis + plans

Tactina nlane & ~ubhare .
4 I 2

[ QK ] ’ Cancel
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Then when you press OK — ta dah! — you will see the plan on your Select screen as you
named it.

3 Select —— —— [y
il Mediatar =[] Tasks = ] List = A Duts = ) Analysis = L]
i, & (] 2 Bolder | [#2] | (L] e ]

-
-5 KEY AUDIENCES
o DEMOGRAPHICE
+ o SPECIAL INTEREST GROUPS
= 9 RADIO MEASURES
= 9 STATION PLANMING
@ National Hieeper w kids <15 PT

[ s |

0 cells ind dimensicns Projected Aversges

And, if you hover over the name of the plan - you will see the detail you typed into the
comment box in the yellow/pop-up\- date and initials in this case — with its full name and
path for good measure!

=18l
=1=i x|

-, MediaStar - [Media Analysis: 2FM Housekeeper 14-spot Prime]

#4 Fle Edi Selections Go Window  Help
|[ooEe|oMi xamel @ J88-72

ledia Plan

Database - JINLR Apr07-Mar'08 National Stations [Full week]
Base: Housekesper

Sample Size: 8520

Universe Estimate &ll Adults: 1970

Rate Card: None
Title Weights: None ——
Response Functors Hone ([

1 Week ., Select 2 i
Stations z
Shink List _'IEI i Things to Analyse Dglearmll m
o) Databases
TE 2im: Weekday 06:00-0:
i Weekday 03:00-12: Selections
i Weekday 12:00-14: 2FM HousekeepeP L4-spat Prime 16.08.08 MH
m: ‘weekday 14:00-17: o
m: Weekday 17:00-19: C1\Pragram Files|MediaSt ar|User\2FM Housekeeper 14-spot Prime,pln
m: Salurday 10:00-12.00
m: Saturday 12:00-15:00
m: Sunday 10:00-11:01
m: Sunday 11:00-14:0
Average Freq: 2.5
20 Base Filter
3
R -
« Can | K| 7web
1 1 0 0 0
0
1+ 2+ 3+ 4+ A+ B+ T+ 8+ 9+ 10+

[0 cells in 0 dimensions [ [ |l [ [ [ [T

Now to see that plan again all you have to do is double-click and all the settings and
spots are exactly as you set them up.
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! Ask the person that does the JNLR updates in your company where the new data is!
[The details of how to do the new data download are available from our website the
website called “JNLR data download instructions”] Failing that give us a call.
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