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New Ads
Pickup Ads with Change
Camera Ready Ads
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Start by gathering all materials needed for the ad.

Ad Ticket

Ad Layout

Art Work

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

Ad Layout – Design for new ad

Pickups - Copy of ad with changes

Art Work – Photos, Logos, etc.

Copy all electronic materials to an easy to locate folder.

Art Work – Photos, Logos, etc.

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

From the Ad Info. screen click on the 
Submit Art icon in the tools pallet. 
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Enter your contact info.

●  Your name
●  Your phone #
●  Your email

This will only need to be 
entered the first time. 

Notes – enter any 
relevant information for 
the ad.

All Ad Info. will be auto filled.
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Click on the browse 
button and navigate 
to the files to be 
uploaded for the ad.

Add additional files 
as needed for 
upload.

For ads with a lot of 
art work, a folder 
can be compressed 
and sent as one 
attachment.Submit Art – Click on the 

Uploads Files button to 
upload the attached art 
work for the ad.
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This is the confirmation page.  An 
email will also be sent confirming the 
upload.

Click on the Print Receipt link to view 
or print a confirmation ticket.
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