
  

Proofing Ads in CAS/Track

Locate the ad in CAS by entering the the ad number in 
the Find Ad field on the Inquire – Display Ads screen.

Click the Approve Button to 
Approve the ad.

Click the Proof Ad button to 
mark-up the ad for changes. 

Click the View PDF icon to view a full 
size preview
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Click the Plus Sign in the Tool Bar or 
click and drag the cursor to create a 
mark-up box.

Outline an area on the ad preview with 
the mark-up box.

Input notes to indicate changes.

Click the save button to save the mark-
up.  Click the Cancel button to delete 
the mark-up.

Repeat for additional mark-up.
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Click on the Comment button to add 
general comments to submit with the 
mark-up.

Click on the Files button to upload 
materials with the mark-up.
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Click the Save button to submit your 
mark-up for the ad.

Click the Edit button to change existing 
mark-up.

Click the Delete button to delete existing 
mark-up.

Click the Cancel button to cancel any 
mark-up and quit without submitting.
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