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ATOL MODULE 5 –
REVIEWING AD 

PROOFS, 
CORRECTIONS & 

APPROVAL



z

Viewing the Ad Proof

▪ Proofs can be viewed by 

searching for and 

expanding the ad in ATOL 

or by clicking the blue link 

in the proof available 

email you receive. 
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View PDF

▪ Click the PDF button to 

generate a printable proof 

on a template that you can 

share with your client, or 

store on your computer.
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What to Look For

▪ When reviewing ad proofs, consider the following 

questions:

▪ Were all the instructions provided followed 

correctly?

▪ Does the ad accurately market the client’s 

business or focus?

▪ Is all the critical text (address, phone, hours, 

website, offers, price points, expiration dates) 

correct?

▪ Are there any aesthetic issues 

(missing/incorrect images, items incorrectly 

placed, clashing design elements)?

▪ Are all seasonal/holiday elements appropriate 

for the time of year?



z Approving a Proof

▪ If the client agrees that the ad is acceptable and ready for publication, click 

the APPROVE button. You may be asked to rate the ad, but ad rating is an 

optional step. You should save any written proof of approval that you 

receive. 



z Submitting Corrections

▪ If corrections are necessary, click the CORRECTIONS button. You will be able 

to either markup your proof or describe changes you would like made.
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Corrections Panel 1 - Annotations

▪ The first panel is the Annotations 
panel. Click on specific areas 
requiring a change to "pin" the 
instruction to the proof.

▪ Click and drag to draw a rectangle around the 
area you wish to annotate.

▪ Alternately, click anywhere on the image to 
drop an annotation marker. In this mode, it will 
place a single dot over where you have 
clicked.

▪ Once you have touched or dragged an 

annotation area, simply enter the text you'd 

like to display (please limit to 1,000 characters 

and click CLOSE to save the annotation.

▪ Repeat this process for as many annotations 

as you need.

▪ If you change your mind, choose "delete 

annotation".

▪ If you do not wish to use annotations, simply 

click "next" to bypass this panel.
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Corrections Panel 2 – File Submission

▪ The next panel is the file 

submission panel. Here 

you may upload any 

relevant images or 

reference material 

needed for your 

corrections. If no file 

uploads are needed, 

click "next" to bypass.
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Corrections Panel 3 – Instructions Panel

▪ Next, is the Instructions/Ad Copy 

Panel. Here you may type in any 

revisions that you did not include 

on the annotations panel. If you 

used annotations and do not have 

any additional corrections, you 

may click "next" to bypass this 

panel. Be sure that any 

corrections entered on this panel 

are written clearly in a numbered 

or bulleted list.
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Corrections Panel 4 – Submission Summary

▪ Finally, you will see the 

Summary Panel. Always 

review your instructions 

and when you are ready, 

click "submit" to send 

them to production. You 

may also add the ad to 

your ATOL watchlist.
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