
GETTING STARTED MODULE 2: LIFE 
OF AN AD BASICS



THE LIFE OF AN AD - SALES

• Sales rep sells advertisement space in 

the magazine, or other ad product to a 

local business. That local business is now 

our CLIENT. 

• Sales rep enters an INSERTION ORDER 

which is a contract that assigns the 

advertisement a unique AD NUMBER.  

Ad numbers start with CL- followed by 

7 digits (example:  CL-4859652)



THE LIFE OF AN AD – AD 
COPY

• CEA (that’s you, the CUSTOMER 

ENGAGEMENT ASSOCIATE) retrieves initial 

ad creation instructions, called AD COPY 

from the rep and client and enters it into our 

online portal, AdTracker:Online, or ATOL. 



THE LIFE OF AN AD –
AD CREATION

• Production team creates the 

ad, and sends the AD 

PROOF, a visual of the 

created ad back to the CEA



THE LIFE OF AN AD – CORRECTIONS & 
APPROVAL

• CEA consults client about the AD PROOF. From 

there the ad is either APPROVED for print or 

requires CORRECTIONS.

• If the ad requires CORRECTIONS, the CEA will 

enter those corrections into ATOL, the ad will go 

back through production and a new AD PROOF 

will be created.  This cycle can happen multiple 

times before a client agrees to that the ad can be 

APPROVED.



DEFINITIONS REVIEWED:

• CLIENT:  local business running an advertisement with us

• INSERTION ORDER: contract entered by sales rep at time of sale

• AD NUMBER: unique number assigned to every ad

• CEA: Customer Engagement Associate, responsible for post-sale production needs

• AD COPY: the initial ad creation instructions

• ATOL: online ad portal

• AD PROOF: visual of the created ad

• CORRECTIONS:  revisions required for an ad proof

• APPROVED: ad is ready for publication



THANK YOU! 


