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Universal Planner Quick Start Guide 
This Universal Planner Quick Start Guide demonstrates how to log in to Universal Planner, how to create and 
manage a plan, and how to view and filter plans. 
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Log in  
Go the UWS homepage and click on the Traditional Linear and Universal Plans box. 

 

To begin working with universal plans, click on the hamburger menu and select Universal Plans under Sitemap. 

 

Create a universal plan  
Click on the blue Create Universal Plan button at the top right.  

  

• On the Plan Settings page, choose your plan and complete the required fields.  
• Select Linear Only for linear plans. 
• Select Linear and Digital for cross-platform plans. 

 

Complete the Team Roles section and click Continue. 

 

https://uws.nbcuas.com/app/login?redirectUrl=%2Fapp
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Bud   te cards 
For linear only plans, include the Linear Budget. 

 

Click on the Select Rate Card tab and choose your rate card from the list.  

 

• Click on the Create Rate Card tab,  
• Name your rate card and select Upfront or Scatter for rate card type. 

 

Note: If you select Scatter, please add property averages. Click on Select Property Averages File to include the 
files.  

Digital plan settings 
For cross-platform plans, select either ODV, or both and complete the associated fields. 
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• For enter the same CPM (Gross) for ODV and but split the Budget (Gross) evenly 
between the two.  

• Frequency caps default to 2 Per Hour and 4 Per Day. 
• Spot Duration Mix must add up to 100%. 

 

Note: Benchmark options are available if needed but not required. 

Click Continue. 

(Optional) benchmarks 
To generate a benchmark, complete the fields below 1. Enter Benchmark Settings. 

 

Under 2. Select Plans check or uncheck the boxes to include or exclude selling names from the benchmark. 

 

View your plan 
You can toggle between Linear, Digital, and XP summaries for cross-platform plans.  

 

Click in any box to view detailed information about the selling name (e.g., target and demo audiences, rate card 
information, CPM, confidence score, etc.). 

Filters 
Click on the filter icon and the Filtering panel opens.  
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Type in the Search Selling Names search bar and/or click on the Select Filter by… drop-down to choose custom 
filters.  

 

Summaries 
Click on the plan summary button at the left to view your Plan Summary.  

 

Click on the vertical ellipsis button, select Display Columns, and choose your columns to create custom summary 
tables. 

 

• Select Download to Excel or Download to PDF to export your summaries. 
• Click the Select dimensions drop-down to choose the criteria for your Custom Breakdown.  

 

Click on the blue Download button to download the entire linear summary. 
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Benchmark comparison 
Click on the benchmark icon to view and compare plan and benchmark estimates as well as percentage variance.  

 

Click on the Total Plan drop-down to view the estimates at different levels (e.g., total plan, properties, daypart, 
week, etc.). 
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