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ATOL Module 2: 
Searching for Ads



zOverview

▪ 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:
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Basic Searching

▪ Most common searches 

include one of the following:

▪ Ad Number (ex: 

CL5469674)

▪ Customer Name 

▪ Account Number 

(ex:798465)
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Searching Past Ads

▪ Search defaults to live ads -

ads that have not yet gone to 

print.

▪ To search for ads that 

previously printed, check the 

“include archived ads” box.

▪ This may be useful to 

refer to or show a client 

an ad they’ve run in the 

past.  
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Queries

▪ Queries are used 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

▪ To save for future use:

▪ Click “save this query” box 

before clicking “search”

▪ Enter a query name, click 

save

▪ To use again, choose from 

Saved Queries dropdown
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Demo


