ATOL Module 2:
Searching for Ads




Overview

= Searching provides the ability to:

= |look up a single ad
= query for all ads within defined parameters

= save frequent searches/queries for future use

= Look for ads that ran in the past

= To begin, click SEARCH at the top of the page:

Mew Orders (500+) Search Results (D)

Issue Press Date Customer Account Ad Number Status

007920120 06/09/2020 | BEACHSIDE SEAFOOD CL172100 CL-4522594 BOOKED

007520120 06/09/2020 EPIK BURGER CLZ274176 CL-4534762 BOOKED




Basic Searching

= Most common searches

iInclude one of the following:

Ad Number (ex:
CL5469674)

Customer Name

Account Number
(ex:798465)

Search

Search Clear

Saved Queries

JInclude archived Ads
O Only ads with proofs
] omit spec ads

[J omit manual ad orders

[ save this query

Ad Number

Issue

Status is

Select Color

Ad Type




Searching Past Ads

B

= Search defaults to live ads -

ads that have not yet gone to Search X

print. search | Cle -,

. i Clickdnclude
= To search for ads tha e ———

previously printed, check the savedel (Archived Ads

“Include archived ads” box.

clude archived Ads

= This may be useful to B
refer to or show a client ! Unly ads with proofs
an ad they've run in the (J Save this query
past.




Qu'eries

= Queries areused to search for a grouping of ads with shared criteria, for example:
= All ads printing in a timeframe (this month, this week, next week etc.)
= All upcoming ads printing for a specific rep or client

= All ads at a particular status or size

Save Query

= Tosave for futureuse;:

I a name for your query
char max. Letters and numbers anly)

= Click “save this query” box : .
before clicking “search”

Covers|
] Make this a Global Query
= Enter a query name, click
save

Search

Search Clear

= To use again, choose from

_ Click:dropdown
Saved Queries dropdown Bved Guariss "

I tSelect.your,query

[Ccvers «

() Only ads with proofs

[_J Save this query




Demo




