
  

Pickups

Find the new ad in Inquire → Display 
Ads by typing in the Order ID in the Find 
Ads field and clicking the Go button.

Find the New Ad



  

Pickups

On the new ad's Ad Info screen, click 
the Pickup Ad icon.

Initiate the Pickup from the Ad 
Info Screen.



  

Pickups

Use the search fields to find the 
old ad.

By default the Start Date is set 
at 180 days in the past, the End 
Date is blank and the 
customers account number is 
filled in.  The result is a list of 
ads for the customer that ran in 
the last 180 days and ads 
running in the future. 

Find the old ad.

Type in the old 
ad's Order 
Number to go 
directly to the old 
ad.



  

Pickups

Click on the old Order Number 
link to go to the old ad's Ad Info 
page to see a bigger preview or 
to view a PDF of the old ad.

Verify the correct old ad.

Ad Preview



  

Pickups

Once you find the old ad and 
verify it is the correct ad to 
pickup, click on the Pickup Ad 
icon.

Pickup the old ad.



  

Pickups

Select the files to be 
copied to the new ad.

Any file that does not 
exist in the new ad's 
folder will be selected 
by default to be copied.

Deselect any files to be 
excluded from being 
copied to the new ad's 
folder.

Select the files from the old ad to 
copy to the new ad.

Click the Rename 
flag to copy a file 
without it being 
renamed to the new 
Order Number.  The 
flag will turn Red.

Any file with the old 
Order Number in the 
name will be set to 
be renamed to the 
new number.



  

Pickups Copy the selected files.

Click on the Copy Files button to 
copy the selected files to the new 
ad's folder.

Click the Cancel button to cancel 
the pickup and do nothing.



  

Pickups Final Ad or Check Out Ad.

If the image file is 
picked up and 
renamed from the old 
ad, the ad preview 
should appear for the 
new ad.

For Straight Pickups: Click 
the Final Ad icon to mark the 
ad finished and send the 
final image to the Final 
Images folder.

For Pickups with Changes: 
Click the Check Out icon or 
Check Out the ad in the 
AdLauncher to work on the 
ad. 
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