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eMediaOffice Tutorial for Media Buyers 

 

This document is meant to describe how a buyer (adver&ser or agency) uses the eMediaOffice web portal to electroni-

cally communicate with their sta&on trading partners. 

 

What is the eMediaOffice Web Portal? 

 

The eMediaOffice web portal is a place where buyers can view electronic documents sent to them from sta&ons they 

buy. From there, they can send avail requests to mul&ple sta&ons, receive avail responses, send orders to mul&ple 

sta&ons and receive posted spots. All of this electronic interac&on can be downloaded or uploaded from the buyer’s 

so8ware. For example, for the first &me, agencies can receive pre-posted spots from sta&ons and download them into 

their buying so8ware without typing in a single spot! 

 

eMediaOffice uses the standards put forth by the TVB, AAAAs and other industry vendors to enable communica&on 

between the trading partners, regardless of what so8ware they use. 

 

So how does this help me? 

 

Using the eMediaOffice web portal, buyers can finally communicate electronically with every sta&on in the country. Less 

work for you and the sta&ons you work with by electronically sending spot informa&on instead of re-typing data over 

and over. 

 

Is it more work for me? 

 

No! It’s less work. 

 

For example, sending an avail request using the portal is as easy as logging in and filling out a few fields pertaining to the 

specific request. You can then send it to 10, 100, or 1000 sta&ons, all with one request. You can also send orders using 

your own so8ware. Currently that includes: Arbitron (TvScan 2000 and SmartPlus), Strata, Donovan, Spot Desk, Media 

Bank, Media Ocean, and Harris. 
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Okay, then! Where do I sign up? 
 

Go to hEp://www.emediaoffice.com and register as a new user.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Next &me, you’ll need only to log in. 
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Once registered, log in and you’ll see your eMediaOffice Inbox. It works much like an email inbox: To view an item, just 

click on it.  

 

When you’re expec&ng reports, you don’t have to keep checking for them; you’ll get an email with a link to eMediaOffice: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Just click the link in the email you receive to go to your InBox and open the document. 
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Click on the subject line to open, just like an email.  This is a “preview” and much like a PDF. You can print it or save it 

“as is”, and you can create a .pdf from it (see icons in the first bar directly above the document field). But, look above 

that bar: These icons allow you to download the document in your choice of format, depending on the type of so�ware 

you use!  You have MediaBank, TAM, Proposal XML or Excel. You may not see the TAM (Donovan Data System’s TV 

Avails Manager product) icon with each report, as this is an op&onal choice for the sta&on (sender of the report)— they 

can opt to include a TAM download or not. If you’re viewing a post or pre-post schedule, you may see TVB  XML 

Excel simply opens the report as an Excel document inside your web browser (or you can save it), where you can edit it, 

and then print or save. 

 

The other icons will allow you to download to you so8ware. The familiar dialog below will pop up; you can choose to 

open (in your so8ware) or save. 

 

If you have problems opening in your so8ware, please contact your so8ware’s support first. We love to help, but at this 

point they will likely be the beEer choice! 

Use these icons to download 
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Sending Avail Requests 

 

To create a new Avail Request, click New Request at the le8 of your Inbox. (You’ll see your Inbox as soon as you log in.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fill out the informa&on for your request: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Then, choose demo and book  

preferences: 
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Choose Markets and Affiliates… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the remaining details and you’re done! 

Click Next when you’re done, and you’ll get a final confirma&on screen detailing all your request choices.  This screen will 

show  rather than “next” .   You’ll see your sent avail request under My Avail Requests (to the le8 of your  

 

 

Inbox). 

 

Please feel free to call 800-246-5757, op5on 1, or email support@onedomain.com, or latrice@onedomain.com with 

any ques5ons or concerns you may have.  

 


