
  

Searching for an Ad
 Inquire → Display Ads 
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Enter a valid Ad Number 
in the Find Ad field.

Click the Go button.

This will take you to the Ad Info 
screen for the ad.



  

Searching By Publication
 Inquire → Display Ads 
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Specify a Start and End Run 
Date.

Choose a Publication from the 
drop down list.

Click the Submit button.



  

Searching By Advertiser
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Use the drop down list to 
choose to search by Account 
Number of Advertiser Name.   

Enter the Account Number or 
Advertiser Name.

Click the Submit button.



  

Searching By Assignment
Ads Assigned to a Group

 Inquire → Display Ads 
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Use the drop down list to 
choose to search by Group 
assignment.

Select the Group from the drop 
down list.

Click the Submit button.



  

Searching By Assignment
Ads Assigned to a User

 Inquire → Display Ads 
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Use the drop down list to 
choose to search by User 
assignment.

Select the User from the drop 
down list.

Click the Submit button.



  

Searching By Assignment
Ads Assigned to a Station (Queue)

 Inquire → Display Ads 
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Use the drop down list to 
choose to search by Station 
assignment.

Select the Station from the drop 
down list.

Click the Submit button.



  

Searching By Assignment
Ads Sent to Proof through CAS

 Inquire → Display Ads 
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Use the drop down list to 
choose to search by Proofs.

This will show any ad that was 
sent to proof through CAS.

Click the Submit button.



  

Searching For Specific Ad Kinds
Spec Ads, Temp Ads, Fillers, etc.

 Inquire → Display Ads 
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Specify a Start and End 
Creation Date.

Use the drop down list to 
choose to search by Ad Kinds.

Select the specific Ad Kind from 
the drop down list.

Click the Submit button.



  

Saving Searches
 Inquire → Display Ads 

12

Frequently used searches can be saved for future use.  All saved searches will appear in the drop 
down field.  Default Searches can be saved by an administrator for all users.  Click on a link to 
perform a default search.

Enter the search 
criteria and click on 
the Save Search 
button.

Give the search a name, 
then click Save.

Check Off the Default 
Search box to make this 
your initial search. 

Select the 
saved 
search. Click 
the check 
mark to 
perform a 
saved  
search.  Click 
the pencil to 
rename a 
saved 
search. Click 
the x to 
deleted a 
saved 
search.



  

Sorting the Ad List
 Inquire → Display Ads 
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Once you have 
performed a search, 
you can sort the list 
by clicking on any of 
the column headers.

Click a 2nd time to 
do a reverse sort.



  

Filtering the Ad List
 Inquire → Display Ads 
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Once you have performed a 
search, you can filter the list 
by double clicking on any of 
the column headers.

Select the item you 
wish to filter by. 

Click Apply to apply 
the filter to the list. 
Click Clear to clear 
the filter, click Close 
to cancel.

Select how to 
filter and then 
specify the text to 
filter by.

Click Apply to apply 
the filter to the list. 
Click Clear to clear 
the filter, click Close 
to cancel.

Add additional 
conditions if 
needed.



  

Saving Filters
 Inquire → Display Ads 
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Once you have 
applied a filter to 
the list, you can 
save the filter for 
future use.

To Save, Apply, Delete or Clear a 
Filter, click on the Filters link.

Choose an existing 
filter from the drop 
down field and click 
“Delete” to delete a 
saved filter.

Click the “Clear Filters” 
button to remove a filter 
on the list.

Enter a name for the 
filter and click “Save” to 
save a new filter.

Choose an existing filter 
from the drop down field 
and click “Apply” to use 
a saved filter.

Check Off the Default 
box to make this your 
initial filter. 



  

Table Settings
 Inquire → Display Ads 
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Click on the Table Settings link to 
customize the ad list.

Click on Apply link to 
save the list setup for 
the current session.  
Click on the Save link 
to save the list setup 
permanently.  Click 
Cancel to return to the 
current list setup.

Highlight a Visible 
column, then click on  
the left arrows to hide 
it. Or highlight a Hidden 
column, then click on  
the right arrow to show 
it.

Highlight a Visible 
column, then use the 
up and down arrows to 
re-order the columns.

Restore Defaults 
will return the list 
to the original 
setup.
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