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Start by gathering all materials needed for the ad.

@ Ad Ticket — Spec Ad Form
@ Ad Layout
@ Art Work

Y

Scan physical materials and save them to an easy to
locate folder.

@ Ad Layout — Design for spec ad
@ Art Work — Photos, Logos, etc.

Copy all electronic materials to an easy to locate folder.

@ Art Work — Photos, Logos, etc.
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From the Inquire - Display Ads screen, click
on the Create Ad icon in the tools pallet.

Use the drop down menu and select
Spec Ad for the Ad Kind. —, MK
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Click the Find Customer
link to select an existing
customer.

Ad Submit — Uploading Art

Ad Kind*®
Spec Ads

Ad Mumber

Account Mumber

Clear Customer

Find Customer

Contact Information

Contact Mame*
Mary Smith

Email*
msmith@times.com

-

The system will automatically
assign an Ad Number.

-

Advertiser Name

Search by hlame

= Fumitire

FET= T
145262
1677
157563
1557
142427
145063
MIEa6
g1z

105325
ETEID
10536
E20T2

\

If the customer doesn't
snd existin the system yet,
(Y enter the Advertiser
Name manually.

Salesperson®
House Account -

Run Drate™®

Search for the Advertiser
by Name or Account.

Click on the Advertiser
Name in the list to select a
customer.
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Enter your contact info.
Ad Kind* *  Your name
Spec Ads
*  Your phone #
*  Your email
Account Number This will only need to be entered the first time.

Ad Mumber

Clear Customer
Eind Customer

Contact Information

Enter the Ad Information.

Fields with an * are
required.

Notes — enter any

the ad.

Contact Mame* Phone*
Mary Smith (M 1111111
Email*

msmithi@times.com

Ad Information

Ad Description”® Salesperson®
Spring Sale House Account -
Fublication/Edition Run Date™®

- 03/23/2012
Color Info

Black & White -

Ad Width

6 Columns (Broadsheet) - n ¢
Select a projected 1°

Ad Height

18 Inches - Run Date.

Motes .

Spring Sale - 3724712

relevant information for |wejgge{ °:o2 e=2of =
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SES

Click on the browse
button and navigate
to the files to be

Please select your files for uploading: < uploaded for the ad.
File: C\lUsers\scsadmin\Deskiop'| Browse_ |@
Comments:
_ S Add additional files
File: | Browse_ | @K - as needed for
Comments: upload.

Create Ad |

For ads with a lot of
art work, a folder
can be compressed
and sent as one

Create Ad — Click on the attachment.
Create Ad button to create
the Spec Ad and upload the
attached artwork.
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This is the confirmation page. An
/ pag

upload.

email will also be sent confirming the

Click on the Print Receipt link to view

or print a confirmation ticket.

Spec Ad Number — system
generated.
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AdSubmit Arrival Mo —gl C agronants 20324

ADVERTISER AL cnrORATIGH

Adveritser: DEETS FURNITURE Ad Humber @
Contact: Jonathan Ebling Run Date; DR
Fhome: (118 111-1811 Description: Spring Sake
Emaili sblinpd newrpape ryysems com Sizes 300l 6 100

Pl vtk ke Basesd Product 21 Page Type: Tabiodd - Reteil
Cohor brfo; Fio Codor Commenis

Faley Reps Lineia the Lndenator |

Recaived: MaR 20, 2002 @ 14 FM

Conhreation Mumbers 20304
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