
Ad Requests



Ad Copy for 

Bundles



Save Your 
Bundle(s)

• Once your bundles are completed, “Quick Save” and 
then “Save” your quote. Each bundle created will require 
ad copy. In this example, 2 ad copy requests will be auto- 
generated for you once the quote is approved.



Submit for 
Approval

• Next, click on the “Submit for Approval” button.

• Once the quote is accepted a case will be auto-generated 
for each bundle.



PLEASE WAIT Until Accepted!

Even though the Ad Request is auto-generated upon 
Approval, you will need to wait to start the process until 
you have an ACCEPTED contract .

If you do not wait, the information will not be received 
by the graphics team.



Ad Request 
Case

• You can scroll to the bottom of the quote to complete the 
request.

• Select the case number for the ad copy you want to complete. 
For this example, 2 cases have been created. One for the half 
page and one for the full page.



Ad Request 
Case

From the master request, click on the related case 
number or subject link.



Step 1
Change the Status

• FIRST – Change the status of the case by selecting the pencil 
icon.

• You must do this step first so the request will flow properly 
through the various systems.



Step 1 continued

• Change the status to “Working”

• Click “Save”



Step 2
Ad copy instructions

• On the right side, select the 
drop-down arrow beside “Case 
Comments”.

• Select “New”.



Step 2 continued
Ad copy instructions

• Enter all of your ad copy instructions 
including:

• Offers

• Business information

• Body copy

• Design instructions

• If you need additional space, just add 
another comment.

• Save your changes.



Step 2 continued
Referencing an ATOL Ad

If you want to reference an ad that was 
previously in ATOL, you will need to add the 
following information to your Case 
Comments.

PREFERRED METHOD: Ad Number

You should be able to find this on your 
Allocation Report.



Step 2 continued
Referencing an ATOL Ad

If you are unable to find the Ad Number, you will need to provide the 
following:

• ESP Account Number

• ESP Account Name

• Book Number & Issue Code

You can find this information on your Production Allocation or in Order 
Entry.



Step 2 continued
Referencing a SF Ad

• From the account or 
quote, select “Cases” 
from the quick links.

• Open the case that you want 
to reference.

• Scroll down to the Clipper 
Reference Ad field.

This is the number that you will 
need to provide in your details.

If you want to reference an ad that was created 
in SF, you will need to add the Clipper Reference 
Ad number.



Step 3 

Adding files

• If you have graphics to use in the ad:

• Supplied ads

• Pictures

• Logos

• You will need to upload those in the 
“Files” box located under the Case 
Comments.



Versioning



In situations where you need different ads for NTAs, instead of 
creating individual bundles, you can request different versions.

We will be using the following scenario:
• One location is having a Grand Opening

• One location has reduced hours

• All other areas are receiving the same ad.

To fulfill this request, you will create a quote that has 5 NTAs and 
3 ad version using the following steps.



Step 1
Start your Quote

• From the Account, start 
your new Quote.

• Select the product from 
the drop-down list.

• Select “Create”.



Step 2
Select the Size

• Select your product size.

• Select “Save”.



Step 3
Quick Save



Step 4
Distribution

• Select the “Distribution” button.

• On the next screen, select the compass.



Step 5
Add Versions

• Select “Add Version”.

• Add a version for each different ad 
that needs to be created.

• For this example, we are going to 
add 3 versions.



Step 6

Name Versions

• Select the pencil icon to change the version .

• Use a name that will help you to easily 
identify the version and/or market.

• Do this for each of the versions you are 
requesting.



Step 7

Associate Markets

• Select the radial button beside one of the 
versions.

• Add the Market.

• Select the distribution for this version.



Step 8

Associate Remaining Versions

• For this example, we selected 3 
NTAs to receive the version named 
Other.



Step 9
Double-check distribution

• The selected NTA 
distribution will show up 
next to the version name.

• Double-check that the 
correct distribution is 
attributed to the right 
version.



Step 10
Save

• The combined distribution will be displayed.

• “Quick Save”

• Then “Save”



Step 11
Cases

• Scroll to the bottom of the quote

• You will see one Ad Request case (remember 1 bundle = 
1 Ad Request case)

• Select the Case Number link



Step 12
Version Ad Copy

• You will see all the versions you added in the Related Cases.

• Complete the ad request process for each version following 
the earlier instructions.



Dashboard



To see the status of your ad requests, on your home screen select 
the Franchise Support Cases: Reps dashboard



Always make sure to “Refresh” so that you get the most up-to-date information



My Cases – 
Pending Reply

• This section will include things that are 
waiting on some kind of action from 
you including:

• Ad copy instructions

• Proofs and reproofs

• Questions from the design team

•  You can access the request by clicking 
on the corresponding link



My Cases – 
In Progress

This section will show items 
that are currently with the 
graphics team or other support 
department.



My Cases –

Closed in Last 30 Days

This section will include all 
of your cases that were 
closed in the last 30 days 
including your approved ad 
requests.



Proofing 

Ads



Graphics Link

• Access the Ad Request Case (either by 
clicking on the link in the dashboard 
or from the quote), scroll down until 
you see the Graphic Links field

• There will be a link from the graphics 
team.

• You will need to email this link to your 
client or send them screenshots of 
the ad.



Changes & 

Reproofs



Documenting Changes

You will communicate any changes 
received from the client via the Case 
Comments.

This will automatically change the 
status back to Working and will be 
submitted to the graphics team.



Documenting Changes
Adding/Changing image

If you need to change or ad an image, 
upload the new file.

You MUST also submit a Case Comment 
or the request will not go over to the 
design team.



Communication 
History

In the case comments you will be 
able to view the timeline of all of 
your communications with the 
design team.



Reproofs

• Once your changes are completed by the 
design team, the status of the case will 
change back to Pending Rep Action and will 
show in your dashboard under My Cases 
Pending Reply.

• You can click on the link to quickly access 
the case.



Reproofs

An updated link will appear in the 
Graphics Links field that can be 
viewed and sent to your client.



Approvals



Step 1 

Changing Status

To approve the ad, change the status to 
“Completed”.



Step 2

Send to Print

• To complete the process, In the 
Graphics Options field select “Upload 
to Graphics System”.

• Save your changes.



Dashboard

Once the ad is approved, the ad request 
will show up in the My Cases Closed in 
Last 30 Days section of the Franchise 
Support Cases: Reps dashboard.



Changes 

AFTER

Ad is Approved



You will not be able to submit changes to the design 
team through the case comments after the ad request 
has been marked as completed.

You will need to submit a support case using the 
following instructions.



Step 1

• Go to the business 
account record.

• Select the Support tab.

• Select Operations from 
the category options.



Step 2

Select “Ops – Other” from 
the dropdown list.



Step 3 Add a subject line and then select “Next”.



Step 4
• Enter your changes and supply the Ad Request case # 

for the ad that needs to be changed.

• Select “Next” to continue.



• You can find the Ad 
Request case number by 
hovering over or selecting 
“Cases” from the quick links.

• Copy the number and 
paste it into the 
instructions.



Step 5 Upload any files and select “Finish”.
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