


Expanding the Ad

To work with an
ad, simply click on

the ad line desired.

Once selected an
expand panel will
open to the right.
Thisis the Ad
Details Pane, or
ATOL Ad Jacket.
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Submit Files =~ € Add Watch [0 Actions ¥

Proof Ad Jacket Contacts Run Dates Compon

Top buttons change depending on the ad status

NOTE: All statuses have an add watch button that Customer: pMBOCEs
saves the ad to the watchlist tab, and an actions
button that is not functional at this time. | CL-5196130.INDD  Select new status

BOOKED ads (ads not created yet)
Proof Ad Jacket Contacts Run Dates Compon

Status: oLD

Submit files —enter ad copy instructions

HOLD ads (ads stopped in production process)

Resolve Hold — enter instructions to clarify/complete
instructions CL-5250517.INDD Select new status

IN PRODUCTION ads (ads being worked on)

NO Op_l_ions Ore Q\/Q“Gb|e While Od is in produc_l_ion Proof Ad Jacket Contacts Run Dates Componer

A A Status:
PROOF OUT ads (ads with ad proof available
awaiting next steps)
CL-5078449.INDD  Select new status v
PDF - Open Od asa PDF BpPpDF v approve  Cormections ‘@ AddwWatch = ([DActions v
Approve-mark ad approved for priﬂT | W\ AdJacket ~Contacts ~RunDates ~Components  Ticke
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ATOL Jacket Tabs

Proof : displays current ad proof
Ad Jacket : displays order details

Contacts : shows all sales staff,
agencies, and customer users
associated with the ad

Can send an ad proof to individuals on
this list by clicking SEND PROOF button

Run dates : shows all upcoming dates
the ad will print

Components : admin feature showing
individual ad file elements

Tickets : shows prior submission and
corrections entered for the ad

History: shows every interaction with
the ad, used for troubleshooting

View Ad Proof &
Proof Notes

(if avallable)
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Status Picker

The status picker dropdown ollpws CL-5199989.INDD Select new status
you to send an ad proof to various [

arties: L
® PDF ¥ Approve Select new status Actions -

TO PROOF — will send ad proof email TO PROOE
to all contacts for the ad (CEA, sales
rep and client)

‘ Proof \ Ad Jacket ( TO REP ONLY ents Ticks

TO REP ONLY - will send ad proof This image has been scal TO CEA PRF fou may need 1
emailto the CEA and salesrep view the entire proof.

TO CEA PRF - willsend ad proof email
to CEA and salesrep, howeverthe
email text will alert rep that no action
Is needed from them.







