@\

Broadcaster Guide

Version 2.11

@



AD

Created
March 2011

Document Version Number

Adway 2.11 Broadcaster Guide

CopyrightE 2 0 IAdstream Pty Ltd

All rights reserved. Copyright in all content in this user guide is the property of Adstream Pty Limited.
The content must not be reproduced without the prior written consent of the copyright owners.

Disclaimer

This document contains proprietary information of Adstream, and is intended solely for the intended
recipient. If you are not the intended recipient, you should immediately return this document to its
sender or destroy it. The contents are confidential and any disclosure to persons other than the
authorized employees, agents or sub-contractors of the intended recipient is prohibited. No part of this
document may be directly or indirectly disclosed, displayed, reproduced, sold, transferred or otherwise
made available by any means, in any form or medium, without the prior written approval of Adstream.

This document is provided by Adstream on an "as is" basis. Adstream makes no representations or
warranties of any kind, express or implied, as to the accuracy of the information or content included in
this document. You expressly agree that your use of this document is at your sole risk.

To the full extent permissible by applicable law, Adstream disclaims all warranties, express or implied,
including, but not limited to, implied warranties of merchantability and fithess for a particular purpose.
Adstream does not warrant that this document is free from technical inaccuracies or typographical
errors. Adstream will not be liable for any damages of any kind arising from the use of this document,
including, but not limited to direct, indirect, incidental, punitive, exemplary, and/or consequential
damages.

Adway 2.11 Broadcaster Guide Page 2 of 27



AD

Contents
GETTING STARTED ...ttt e e e eaas 5
LAY =T FoTo ] 4 aT= T (o T AN LY SR 5
LOGGING iN 1O AGWAY .ottt ekt e s skt e s ekt e s e bt e e e e nbn e e e e nbneeeeneee 5
Changing YOUT PASSWOTIT ..ccciiuuiiiiiiiiiiee ittt ettt e sttt e e et e e e s it et e e e aab et e e e s be e e e e anbr e e e e anbneeeennee 6
(o T o [ g Lo T TUL a0k J7ANo ATV F- Y SRR 7
HOME ... ettt et e e e et e e e e e et e it e e e e e e 8
V=T 01 7@ 11 T I T3 R 9
Viewing the details Of @ SUDMISSION ... 10
P Yo [0 loTo] 1410 4[] o | OO TP PPPPORPP 13
OPEN ASSOCIALET SCIIPL. .. .eetiiiiiieee ittt ettt ettt e et e e s bbbt e e s sebe e e e s nabe e e e s nabr e e e s aanneeas 13
Playing the VIAEO .....cooiiiiiiieiie et e e et e e s nbaeee e 13
Y C T o] o SRR PRRRRP 14
Search for @ SUDMISSION..........uiiiiiie e e e e s e e e e e e e enns 14
LAYz L] o T T3 PRSP 16
Add a submission t0 the WatCh lIST...........ooi i 16
Add a submi ss..anbs..det.ai.l. S 17
Enter/ Edit a submissionds..fi.r.s.t..t.r.ans.mi.s. .48
Remove a submission from the WatCh liSt.............cooviiiiiiii e 19
Export a submission 8 S d.e.b..@d. LS 19
VIE N S et 21
1 USSP 21
Y21 o 21
VIEWING FEPOI ... 21
Provisional @PPIOVaAl ........cooiiiiiiie e 23
View the details of a provisional approved ad .............ccoiiiiiiiiiie e 24
SUDSTANTIALION ...t e s e e e e e e s e bbb e et e e e e e s e nbbbreeeaeeseaans 26
Adding a substantiation dOCUMENT.........ouuiiiiiiiiie it baeee e 26
Viewing subStantiation ... 27

Adway 2.11 Broadcaster Guide Page 3 of 27

on

dat e



AD

Table of Figures

Figure 1 (0o |1 I o - Vo [= PSSR 5
Figure 2 Change Password WINAOW ...........cceeoiiiiiiiiieieee e ciiiieeeee e e s sinvneee e e e e e e snnnes 6
Figure 3 Home T WatCh LiSt PAQE .....uuvieiieeiii it e 8
Figure 4 Parent-Child liSt..........oooueiiiiiie e 9
Figure 5 DEtAIIS PAGE. ... eeeeiieeiee ettt 10
Figure 6 Details page 1 Add COMMENt SECHION ......ccovivvieiiiiiiieeiiieee e 13
Figure 7 Details page 1 External Comments SECHON .........cceeeeiiieeeiiiieeeeiiiieeens 13
Figure 8 PLAY .. 14
Figure 9 SEANCH DA ... 14
Figure 10 Search RESUIS PAgE .....cooeeeiiceie e 15
Figure 11 Search results T Add submission to your watch list............ccccooeeiiiiinnn. 16
Figure 12 Clock Number i Add Submission to watch list..........cccooeeeiiiiiiiiiiiccciien, 16
Figure 13 CaAlBNAAT ... —————————— 16
Figure 14 Edit DELAIIS ...uvvveiiiiiiiiiiiiiiii s 17
Figure 15 Edit First TransmisSion DAt .............uuuuueuiiimimiiiii s 18
Figure 16 Edit Details T Wrong Date FOrmat.........c.ccooviieiiiiiieieiiiiee e 18
Figure 17 Valid Date FOIMALS.......oiiiiiiiieiiiiii et 19
Figure 18 File DOWNIOAA.........eeiiiiiiiii it 19
Figure 19 SAVE AS et 20
Figure 20 Filter dialog DOX .......cooiiiiiiiiiiee e 21
Figure 21 VIBWINGS PAGE - .-eeeeieiitiiee ittt ettt ettt bbb s e e e 22
Figure 22 CaAlBNAAT ... —————————— 22
Figure 23 File Download T Viewing REPOI ... 22
Figure 24 ViIieWing REPOIT ..o 23
Figure 25 Views i Provisional Approval page .......ccccceeiiiiiii 24
Figure 26 Views i Provisional Approval i Submission Details page...................... 25
Figure 27 Substantiations section and Add Sub DOC Section..........cccccevvvveeeiniinenen. 26
Figure 28 Substantiation added............cocueiiiiiiiii 26

Adway 2.11 Broadcaster Guide Page 4 of 27



AD

GETTING STARTED

Welcome to Adway

Adway is a software application, which allows the online submission of pre-production scripts
and videos in digital format by advertising agencies.

Broadcasters can monitor the progress of a submission through the approval process and
broadcast the ads after approval by Clearcast.

Logging in to Adway

To use Adway you need:

9 A user account i The user account is a record of your login and personal details.
9 Log in details i Your email and password set up for you by Clearcast in your user

account.

1 Internet Browser i Such as Internet Explorer or Safari.

1 Adway URL (Internet site address).

To log in to Adway:

1. Enter the URL for Adway http://adway.clearcast.co.uk in your browser. The Login
page displays (see Figure 1).

Clovy ==

Login

ching, a modificatio

digital copy

date.

If you require tf

= Qadstream

Figure 1 Login page

The Login page contains the following fields:

Field Name
Email

Password

Request Login

Description

Your unique email address to identify you in Adway.

Your unique password used to access Adway. Passwords are
alphanumeric and must be at least 1 character in length.

Click to fill in online registration request form for a new Agency

user account.
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Field Name

Forgot password

Description
If you do not remember your password, click the Forgot Password

link. You will be prompted to enter the email address where
password should be sent. Please note: if such email is not
registered in Adway, no password will be sent.

The News text box displays the latest news of Adway system and
tips for the users.

News

2. Enter your Email address.
3. Enter your Password.

; Ifyouenteran i nvalid email address or pa
N E password ent er kdbsgay onethe sag in pagev You will need to
& re-enter your login details.

You may also see the message that your password has expired. In Adway,
passwords are rolled automatically after predefined period of time, for security
reasons. Alternatively, the Adway Administrator might have set your password
to expire. In case that your password has expired, you will be prompted to
enter your old password OR one-time password sent to you automatically by
the system, and then enter and confirm a new password.

4. Click the Go button, the Submissions (Home) page displays (see Figure 3 on page 8).

After successfully logging in, your email displays at the bottom of the page just above the
logout link to show that you are logged in.

Changing your password

You can change your password at any time after logging in to Adway.
To change your password:

1. Click the Change Password link at the top of all the pages. The Change Password
window will appear (see Figure 2).

x|

Clearcast

Please note: you cannot repeat your previous password.

0ld password || |

New Password | |

Confirm New Password | |

L Submit - [ Cancel -

Figure 2 Change Password window
2. Enter your current password in the Old Password field.
3. Enter your new password in the New Password field.
4. Enter new password once again in the Confirm New Password field.
5. Click the Submit button to save your new password.
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Logging out of Adway

At any stage while using Adway, you are able to log out.
To log out of Adway:

1. Click the Logout link at the top of the page, or click the [ logout ] link at the bottom of
all the pages. The Login page will be re-displayed (see Figure 1).

If you do not log out, the system will automatically log you out after a pre-
E determined amount of time.
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HOME

After logging in, the Home T Watch List page is displayed where you can search, remove,
export and add submissions to your watch list.

TIP Anytime you want to return to the Home page, click the Home link main menu
i option, or click the Adway logo located in the top left corner of all pages, or

I b . .
- click the [ home ] link at the bottom of all pages.
Transmission data updated: 12/07/2009 a adstream
— ——— »;
AD home views change password logout
[l Search: | ] @S [ search all J
o L( _ — T )
€ remove A& ewport 9
Clock Number Product Title Duration Agency Exec  Status Submitted Type ;:_':rfsmlsmn
DGFDGFDSGDF Lmi‘jr;‘“?av‘r‘a‘;‘t‘\;ng E'.;w Line. +* r
o 'MARUSYA' marusya marusya 12 Michael... j05 Qreaaeaos o O
MATIZ' matiz matiz 12 Michael... go° ks g ]
;S;(ISUGH CUT COORS THERMO 0. Fine Light - »‘é?'—,m L‘\?gar’;[ﬂ[ﬁ:[‘e’p:jble I O
H . adstream test  adstreamtest 12 Wichasl.., Linear: Accsptable M r
« EUR/CWSTS03/030 Tl; UBELLE o) Christi,,, Hnear: A':E,F‘"tjble ! 0sRve e temand. mf
. 12 + 0O
‘2 ELECHKA' 12 +* L.}
+ Tep/sHHCO36/020 0 ,oliver oozzE
. o
TESTSAFARI g{gé/znug o
o TEST ART Test art Test Art 10 aralpenny annznns
dzgtest-ignore. Michael gg{gi/zaoe m}
“TEST CYNTAX' CHI/STANOD1/030 CHI/ R IR
& remove A& ewport W
o Restrictions Applied Child
gged 2@adstream.com
[home ] [log terms and conditions |
er 9.0.345
Figure 3 Home T Watch List page
The Home 7 Watch List page contains the following fields and buttons:
Field Name Description
Clock Number A unique alphanumeric identification number used to identify an

advertisement and its creators/source (the advertising agency).

1 A red circle in front of the clock number indicates that there are
restrictions applied to the ad.

1 If the clock number text is blue, it indicates that the ad is approved or
provisionally approved by Clearcast and it can be broadcast subject
to any restrictions.

1 If the clock number text is orange, it indicates that the ad is a Parent
submission. In an advertising campaign, there may be a main ad
(Parent) that will be transmitted followed by any number of
secondary ads (Child) which are related to the original main ad.
There can only be one Parent ad.

1 If the clock number text is green, it indicates that the ad is a Child.
There can be any number of Child ads to the one Parent ad.
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Field Name

Product
Title
Duration
Agency
Exec

Status

Submitted
Type

First Transmission

¢ search 9

¢ addtolist 9
& remove

- export 4

Description

T If the clock number text is red, it indicates that the ad is withdrawn or
rejected by Clearcast and it cannot be broadcast.

The name of the product or service that the ad is advertising.

A descriptive title or name used to identify the ad.

The playing length in time (seconds) of the ad.

The name of the advertising agency that produced the ad.

The name of the person at Clearcast who is processing the submission.

A small description to indicate the current status of the submission.

1 If this submission is both Linear and Video on-Demand, statuses of
both clearances will be displayed separately.

1 If this submission is Video on-Demand only, the Linear status will be
displayed as Not Submitted.

1 If you see the Not Authorized status for Linear or Video on-Demand,
this means that tracking this type of clearance is not covered by your
subscription.

1 If the status text is blue, it indicates that the ad is approved or
provisionally approved by Clearcast and it can be broadcast subject
to any restrictions.

1 If the status text is red, it indicates that the ad has been withdrawn or
rejected by Clearcast and it cannot be broadcast.

The date of submission to Clearcast.

In addition to the traditional scheduled TV ads, Adway supports
clearance for Video on-Demand.

Video on-Demand is for advertising in and around programmes which
can be seen when the viewer decides to.

The icon displayed next to Linear or Video on-Demand indicated the
type of final action (if available):

%" Recommended

#% Not recommended

% Run with caution

The date and time that the ad will be transmitted for the first time.

Search for submissions.
Add a submission to your watch list.
Remove a submission from the watch list.

Exportasu b mi s sdetails. 6 s

Parent/Child lists

On the Adway pages, the Child submissions (green text) are grouped together and are
displayed indented under the Parent (orange text). To close or re-display child submissions,

click the expand/collapse button = (see Figure 4).

To view the child submission of a parent:

1. Click the expand/collapse button = to display the child submissions (see Figure 4).

MIKEL11l

Test Product

Start Population

Mew Titls &0 MIKEES Test Michael... wiith Exec @ 11/08/2005 + -

fgency Pravisionally Approved 07:45:57
Sta MIKEES Test ; wiith Exec : 24/08/2005
Populstion i Anency Michael... b visionally Approved 07:20:03 + r

Figure 4 Parent-Child list
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The Parent-Child list contains the following related fields:

Field Name Description

The orange text Indicates that the ad is a Parent. In an advertising
campaign, there may be a main ad (Parent) that will be transmitted
followed by any number of secondary ads (Child) which are related to
the original main ad. There can only be one Parent ad.

Child Indicates that the ad is a Child. There can be any number of Child ads
to the one Parent ad. Child submissions are grouped together and
indented under the parent by clicking the expand button '* to display
the child submissions.

Viewing the details of a submission

You can view submission and video details and any restrictions or presentations applied to
the ad. You can access the details page by clicking the clock number on any of the main
pages such as the Home, Views and Search Results pages.

To view the details of an ad:

1. On any of the main pages, such as the Home page (see Figure 3 on page 8), click the
clock number of the ad that you want to view. The Details page will be displayed (see
Figure 5).

QD — e = @adstream

0 save comment

Latest Video

N assae serprd

Figure 5 Details page
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The Submission section on the Details page contains the following fields:

Field Name
Product
Client

Title

Type
Reference No

Telephone Number
Website address
Submitted by

Submitted for

Clearcast Owner

Status

Action Date

Transmission

Category

Description

The name of the product or service that the ad is advertising.
The name of the advertiser or owner of the product or service.
A descriptive title or name used to identify the video or script.
The type of submission, whether it is a video or script.

The submission reference (clock number) that is supplied by the

agency when the submission is created.

1 If the reference number text is green, it indicates that the ad is
approved or provisionally approved by Clearcast and it can be
broadcast subject to any restrictions.

1 If the reference number text is red, it indicates that the ad has been
withdrawn or rejected by Clearcast and it cannot be broadcast.

The telephone number displayed on-screen in the ad, if available.

The website address that is displayed on-screen in the ad, if available.

The name of the user in the advertising agency that submitted the
submission to Clearcast.

In addition to the traditional scheduled TV ads, Adway supports
clearance for Video on-Demand.

Video on-Demand is for advertising in and around programmes which
can be seen when the viewer decides to.

If this submission is Linear and Video on-Demand, submission sub-type
(such as Standard, Teleshopping or Green Button) will be displayed in
parenthesis.

The name of the Clearcast user assigned to the agency to manage the
approval process of the submission.
Indicates the status of the submission.

1 If this submission is both Linear and Video on-Demand, statuses of
both clearances will be displayed separately.

1 If this submission is Video on-Demand only, the Linear status will be
displayed as Not Submitted.

1 If you see the Not Authorized status for Linear or Video on-Demand,
this means that tracking this type of clearance is not covered by your
subscription.

1 If the reference number text is green, it indicates that the ad is
approved or provisionally approved by Clearcast and it can be
broadcast subject to any restrictions.

1 If the reference number text is red, it indicates that the ad has been
withdrawn or rejected by Clearcast and it cannot be broadcast.

The date final action was applied by the Clearcast exec/supervisor to
approve the submission.

The transmission date of the ad set by the broadcaster.

The category of the product or service that the ad is advertising.

The Final Action section on the Details page contains the following fields:

Field Name

Final Action

Description
The final action performed on the ad, for example, Acceptable,
Rejected, Withdrawn or Awaiting decision.

Final Action will be displayed separately for Linear and Video on-
Demand.

If you see Not Authorized for Linear or Video on-Demand, this means

Adway 2.11 Broadcaster Guide
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Field Name

Description
that tracking this type of clearance is not covered by your subscription.

The Restrictions and Presentation section on the Details page contains a list of the
restrictions and presentations added by Clearcast for the ad.

1 Restrictions provide instructions about the ad, such as the time an ad can and cannot

be transmitted.

1 Presentations provide information about the ad, such as the advertisement features an
additional advertiser or the ad features a website address. It is the broadcaster&
responsibility to ensure the advertising they transmit complies with the advertising code

The Video Details section on the Details page contains the following fields:

Field Name
Clock Number

Voice-Over Artists
Music Title
Music Duration

Digital File to Upload

Visual Artists

Arrangers

Composers

Description

A clock number is a unique alphanumeric identification number used to
identify an advertisement and its creators/source (the advertising
agency). It can be no longer than 15 characters.

The names of the person(s) who provided the voice(s) for the ad.
The title or name of the music used in the ad.
The playing length in time (seconds) of the music.

Indicates whether the agency uploads the ad as a digital file, or couriers
the ad on tape to Clearcast. If the check box is selected the agency will
upload the ad otherwise they will courier the ad to Clearcast.

The names of the visual artists that worked on the ad.

The names of the music arrangers. A music arranger resets a musical
composition for other instruments or voices or as another style of
performance.

The name of the person that composed the music used in the ad.

The External Comments section on the Details page lists comments added by Clearcast and
the agency. It also includes any comments made by a broadcast user. To add a comment,
please refer to the Add Comment section on page 13.

The Agency section on the video Details page (see Figure 5 on page 10) contains the

following fields:

Field Name
Name
Address
Phone

Email

Description

The name of the agency

The address of the agency.

The phone number of the agency

The email address of the agency user who placed the submission or
the Clearcast user who placed it on their behalf).

The Latest Video section on the video Details page (see Figure 5 on page 10) contains the

following fields:

Adway 2.11 Broadcaster Guide
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Field Name Description
The file name of the video. It is a combination of the name of the file

File

and the file extension.
Script No An identifier automatically generated by Adway for the script.
Notes Information or instructions relevant to the submission.

Add comment
You can add a comment by replying to a Clearcast comment or asking Clearcast a question
about the ad. These comments are also visible to the agency.
To add a comment for an ad:

1. Click the Clock Number of the ad, which you want to add your comment. The Details
page displays (see Figure 5 on page 10) which contains the Add Comment section

(see Figure 6).

Add Comment

lthis is demo comment from broadcaster

Figure 6 Details page i Add Comment section

2. Click inside the Add Comment box and enter your comment.

3. Click the Save Comment button. The comment moves from the Add Comment box
and appears in the External Comments section (see Figure 7).

External Comments

By Date

Demo Broadcaster 27/02/2005 10:46

Comment

this is dermo corment from broadcaster

Add Comment

Figure 7 Details page i External Comments section

Open associated script

You can view and open the script used to produce the ad.

If the video does not have an associated script, the No Associated Script

N E button "= S il display in the Latest Video section (see Figure 5 on
page 10) instead of the Open Assoc script button.

Pl

To view the associated script:

1. Click the Clock Number of the ad. The Details page displays (see Figure 5 on page
10).

2. Inthe Latest Video section, click the Open Associated Script button to display the
script, for example in Microsoft Word.

Playing the video
You can play an ad from the Details page.

To play the ad:

Adway 2.11 Broadcaster Guide Page 13 of 27



AD

1. Click the Clock Number of the ad you want to play. The Details page displays (see
Figure 5 on page 10).

2. Inthe Latest Video section, click the Play button ik " . The Media Player
displays (see Figure 8).

(I |

CloltololelC) @wi

Figure 8 Play

3. If the video does not start playing automatically, click the Play button O, to begin
playing the video.

The media player has the following buttons that you can use to control the video:
& = Play i click to start playing the video.
O Stop T click to stop playing the video.

\) = Previous i click to play the previous video, if applicable.

Al
Al
)l
i ‘J = Rewind 1 click to rewind the video while it is playing.
i ) = Fast Forward i click to fast forward the video while it is playing.
i ) = Next i click to go forward and play the next video, if applicable
1 \'Q = Mute i click to turn off the sound on the video.

)l

W Volume i click and slide the button to the right to increase the volume
and to the left to decrease the volume.

Search

You can search for submissions placed within the last three months, starting from the day
you perform the search. If you want to search for older submissions, select the Search all
check box before starting the search.

Search for a submission
To search for a submission:

1. Onthe Home page (see Figure 3 on page 8), go to the Search section (see Figure 9).

l Search: ‘ ‘ - search™y Search all

Figure 9 Search bar

The Search bar contains the following:
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Field Name Description
oo Enter a keyword for your search in the Search field, for example, you
[ search: [ can enter a part or full clock number, product name or the name of the
agency.
& s Click the Search button to search the top 300 submissions by most

[ search all

recent date that have been placed within the last three months, starting
from the day the search is performed.

If you want to search for older submissions, select the Search all check
box. The system will then return any matches among all the
submissions, independently on when they were placed.

2. To search for the ad amongst submissions placed in the last three months, enter a

Keywor

d for your search in the Search field.

1 To search for an ad amongst all submissions, select the Search all check box.
3. Click the Browse button. The Search Results page displays (see Figure 10).

NOTE
/4

=

If you had entered your search text in the format of a clock number, containing
two separated forward slashes, for example CLK/000/369 and the submission
was not found then you can choose to add it to your watch list (see Figure 11).

Cab

Transmission data updated: 12/07/2009

Qadstream

[ Search: [123

Search Results L(

Clock Number

* 'BACCSS9'

o TESTIGNOREL 123

Product Title Duration Agency

123 123 122

€ addrolise D6 ewporr )

o Restrictions Applied

Provisic &
Approved Child

Figure 10

Search Results page

For information on the columns on the Search Results page, please refer to the table

following Figure 3 on page 8.

1 To view the details of an ad, click the Clock Number to display the Details page. For

more information, please refer to page 10.
1 To add a submission to the watch list, refer to page 16.
To export an ad, refer to page 19.

=

1 To edit the details of a submission including the first transmission date, refer to page

17.

If you searched for an ad by its clock number and the ad is not found in the Clearcast

database, the following page is displayed (Figure 11) where you can choosetoa d d t

he

clock number to your watch list. It will then be displayed in the Watch List section on the

Home page.
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Transmission data updated: 23/12/2008
D Q@ adstream
— o (]
AD home views change password logout
[ Search: [ABC/ABCD010/020 | & browse ® I search all W
‘ ] & sddeolise
Search Results U: :] j

‘ 1 ‘ Your search did not return any results

Add "ABC/ABCD010/020" to watch list as clock number @ Sddtolisery

ok Provisionally s
® Restrictions Applied AbrFovad child

Figure 11  Search results i Add submission to your watch list

4. To watch this submission, you add this clock number to your watch list by clicking the
Add to list button.

Watch list

The watch list is a list of ads that you are waiting for approval by Clearcast so that you can
broadcast the ad.

Add a submission to the watch list

You can enter a clock number to add a submission to your watch list, or if you searched for
an ad by its clock number and the ad is not found then the Add Submission To Your Watch

List page is displayed (Figure 11) wher e you can add the adbds cl ock
list.

To add a submission to the watch list:

1. Onthe Home page (see Figure 3onpage8),ent er t he <LlotkMunsberi ond s
in the Clock Number field (see Figure 12).

( | ; [ ] | & scewm

Figure 12  Clock Number i Add Submission to watch list

2. You can enter the first transmission date of the submission, or if you also want to

include the time of the first transmission date click the calendar icon. The calendar is
displayed (see Figure 13).

January 2008

Zun Mon Tue Wed Thu Fri Sat

1 z 3 4 =
£ 7 g 9 10 11 12
13 14 15 1a 17 13 19
20 21 22 23 24 25 26k
27 28 29 30 31

] e

Figure 13  Calendar

3. Enter the time of the first transmission of the ad and select the date from the calendar.
The calendar closes.
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4. Click the Add to list button to add the submission to the watch list. If the submission
has not been added to Clearcast, the Awaiting Entry status displays for the
submission.

Add a submission® details

To add the basic details of a submission:

, You can only add the details to a submission for submissions with the status
N E Awaiting Entry as they have not been placed into Adway.

4

»

1. Onthe Home page (see Figure 3 on page 8), go to the submission that you want to
edit in the watch list section and click the Plus sign # in the First Transmission
column. The Edit Details pop-up window will appear (see Figure 14).

Edit Details

Clock Number [sBC/aBCDOZO/030 |
Product || |
Title | |

First Transmission | |

[ T |

Figure 14  Edit Details

The Edit Details pop-up window contains the following fields:

Field Name Description

Clock Number A clock number is a unique alphanumeric identification number used to
identify an advertisement and its creators/source (the advertising
agency). It can be no longer than 15 characters and should be entered
as:

. Agency Code (3 alpha characters)
. Terminator /

. Client Code (2 alpha characters)

. Product Code (2 alpha characters)
. Unique Id (3 numeric characters)

. Terminator /

. Duration (3 numeric characters)
For example: XYZ/ABCD001/030

If this submission is Linear and Video on-Demand (Teleshopping), the
clock number should be entered as

[Agency Code - AAA] + "/" + [Client Code - AA] + [Product Code - AA] +
[Unique Id - NN] + "/" + [duration - NNNN]

OR

[Agency Code - AAA] + "/" + [Client Code - AA] + [Product Code - AA] +
[Unique Id - N] + "/" + [duration - NNNNN]

If your submission is Linear and Video on-Demand (Green button), the
clock number should be entered in the following format only:

N O OB WN

AAA/AAANN/NNNNN
Product The name of the product or service that the ad is advertising.
Title A descriptive title or name used to identify the ad.
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Field Name

First Transmission

Description

The date the submission will be first transmitted. If you also want to
include the time of the transmission, click the calendar icon to display
the calendar.

2. Enter the first transmission date of the submission, or if you also want to include the
time of the transmission, click the calendar icon to display the calendar (see Figure

13).

3. After entering the date and time, click the Save button to close the Edit Details window
and your changes will be displayed on the Home page.

Enter/Edit a submissiond first transmission date

To enter/edit the first transmission date of a submission:

1. Onthe Home page (see Figure 3 on page 8), go to the submission that you want to
edit in the watch list section and click the Date in the First transmission column. The

Edit Details pop-up window will appear (see Figure 15).

Edit Details

Clock Mumber EUR/CWSTE07/030

First Transmission ||

‘ save ‘

Figure 15  Edit First Transmission Date

2. Enter the date the submission will be first transmitted, or if you also want to include the
time of the transmission, click the calendar icon to display the calendar (see Figure

13).

3. Enter the time of the first transmission of the ad and then select the date from the
calendar. The calendar closes.

If you enter the wrong date format, the Edit First Transmission Date window will be re-
displayed with an error message (see Figure 16).

Edit Details

Please enter a valid date and time format
for First Transmission. e.g. ddfmm/fyvyyy
hh:mm Click here to see valid date

formats
Clock Number [aBcizs |
Product [Product |
Title [Title |

First Transmission [1Z34567 |
‘ save ‘

Figure 16  Edit Details i Wrong Date Format

To view the valid date formats, follow the Click here link. The valid date formats will be

displayed (see Figure 17).
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Microsoft Internet Explorer, EJ
11 Qb 2005
! \,  110ct0s

11 October 2005
11 October 05
11/10/2005
11/10/05
11-10-2005

Figure 17  Valid Date Formats

4. After entering the date and time, click the Save button to close the Edit Details window
and your changes will be displayed on the Home page.
Remove a submission from the watch list
To remove a submission from the watch list:

1. Onthe Home page, go to the Watch List section (see Figure 3).

2. Select the check box to the right of the submission you want to remove from the watch
list.

¢ remove

3. Click the Remove button ¥ to remove the submission from the watch list.

Export a submission6s det ai | s

You can export the basic details of an ad to use in your own in-house software application.

Exporting is not available and used by all broadcasters

NOTE
To export a submission:
1. Onthe Home page (see Figure 3 on page 8), select the check box to the right of the
submission you want to export.

aHport

’ The File Download box displays (Figure 18).

File Download - Security Warning ﬂ

Do you want to open or save this file?

] Mame: clearcastdata exp

Type: Unknown File Type, 80 bptes

2. Click the Export button .

From: staging.adstream. com

Open Save | Cancel I

|--"‘~] Whilz files fram the Intermet can be useful, this file tvpe can
y u'j, potentially harm pour computer. If you do not bust the zource, do not
= open or 2ave this software. What's the risk?

Figure 18 File Download

3. To save the file, click the Save button, the Save As box is displayed (see Figure 19)
Or,
To open the export file, click the Open button, the export file will be displayed in a
browser window or to stop exporting the file, click the Cancel button to close the File
Download box.
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Save As @@
Save in; 7@ Desktop L s
E (_IMy Documents
£ ) ¢ My Computer
MyRecent My Network Places
Documents |3 Submissions
e i
Desktop
My Documents
My Computer
‘;} File name: B accdata) v/ l Save ]
2 ‘
My Network | Save as type: Test Document v |

Figure 19  Save As

4. Click the Save in dialog box down arrow and select the folder on your
computer/network where you want to save the file.
5. Click the Save button to export the file to your selected location.
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VIEWS

Filter

Use the filter to list submissions sent to viewing or that have been provisionally approved.

To use the filter:

1. Onthe Views page (see Figure 21), go to the Filter dialog box (see Figure 20).

L Filter Viewings v Date (01/11/2010 Wiewing Reporth

Figure 20  Filter dialog box

The Filter dialog box contains the following fields:

Field Name Description

Select from the drop-down list to display:

1 Viewings i both scripts and video are displayed on the page
with scripts sorted to the top of the list.

1 Provisional approval i Only scripts are displayed on the
page.

[ Fitter [viewings =

2. Click the Filter dialog box down arrow and select either Viewings or Provisional
Approval from the drop down list. The page will be re-displayed listing the
submissions that you selected in the filter.

Viewings
Viewing ads is an essential part of the Clearcast approval process of an ad. It is when
Clearcast staff members watch and review ads to comment, approve or reject ads.

All the ads sent to viewing are recorded in a viewing report. A viewing report is a list of all the
ads sent to viewing by Clearcast for a particular day. You can view a report for the current
day or from previous days.

Viewing report
To view the viewing report:

1. Onthe Home page (see Figure 3 on page 8), click the Views link. The Views page will
be displayed (see Figure 21).
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Transmission data updated: 12/07/2009
| | -_— e  Qadstream
AD home views change password logout
[ Search: | | & search J
\
’ ion LE Filter | viewings [~]  Date [28/03/2011 | #Viewing Reporth J

‘ﬂ \ Please select a date for the viewing list report

video
video W {200 ivreg

broadcasterdemo2@adstream.com

[home] [logout] [ terms and conditions ]
Version 2.11.0.511

Figure 21  Viewings page

2.

3.

If the Viewings page is not displayed, click the Filter drop down arrow and select
Viewings from the drop down list.

To view the viewing report for a particular day, enter the Date in the Date field, or click
the calendar box icon to display the Calendar box (see Figure 22).

January 2005

Sun Mon Tue wed Thu Fri Sat

1 Z 3 4 =)
& 7 g 9 10 11 1z
13 14 15 186 17 1§ 19
20 21 22 23 24 25 Z2a
&7 28 29 30 31

Figure 22 Calendar

3.

4.

Select the Date for the viewing report you want. The calendar closes and the date
appears in the Date field on the Views page.

Click the Viewing Report button on the Views page. The File Download box displays
(see Figure 23).

File Download 3

Do you want to open or save this file?

lﬁ?~ Name: viewinglist.pdf
sy Type: Adobe Acrobat 7.0 Document, 9.61 KB

From: demo.adstream.com.au

[ Open ][ Save ][ Cancel ]

While files from the Intemet can be useful, some files can potentially
harm your computer. |f you do not trust the source, do not open or
save this file. What's the risk?

Figure 23  File Download i Viewing Report

5.

To open the viewing report, click the Open button. The report displays as a PDF file
(see Figure 24).

To save the file, click the Save button, the Save As box displays (see Figure 19).
To stop viewing the file, click the Cancel button to close the File download box.
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No Client

Dur Clock No Agency Details  Status Exec / Comments for Viewing

1 cut clock 1

golfclubl

12 CUTCLOCE3 MIKEES Test Agency  Transfeming to Adcache Michael Ewald

Linear & VoD
12 ‘GOLF CLUBY MIKEES Test Agency  Transfeming to Adcache Michsel Ewald

Linesr & VoD

Figure 24  Viewing Report

The Viewing Report contains the following columns:

Field Name
No.

Client
Product/Title
Dur

Clock No

Agency Details

Status

Exec/Comments

Description

The order number of the ad in the viewing report.

The name of the client advertising their product.

The name of the product or service that the ad is advertising.
The duration or playing length in time (seconds) of the ad.

A unique alphanumeric identification number used to identify an
advertisement and its creators/source (the advertising agency).

The name of the agency that produced the ad. It can also include the
agency phone number and website address.

Viewing status (if available).

The name of the person at Clearcast who is processing the submission
and may include comments they made about the ad. This will also
include the type of submission i Linear and Video on-Demand OR
Video on-Demand only.

Provisional approval

Provisional approval is used by Clearcast to quickly and temporarily give clearance to a
submission, so the ad can be broadcast before the full approval process has been
completed. However, Clearcast still need to complete the approval process for the
submission to be fully approved.

Provisional approval is given separately for Linear and for Video on-Demand.

To view the provisional approval ads:

1. Onthe Home page (see Figure 3 on page 8), click the Views link. The Views page
displays (see Figure 21).

2. Click the Filter down arrow and select Provisional Approval from the drop down list.
The Provisional Approval page displays (see Figure 25).
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Figure 25  Views i Provisional Approval page

The Provisional Approval page contains the following columns:

Field Name Description

Product The name of the product or service the ad is advertising.

Title A descriptive title or name used to identify the ad.

Dur The duration or playing length in time (seconds) of the ad.

Submission No The submission reference (clock number) supplied by the agency when
the submission is created.

Arrived Arrived refers to the date and time the submission was created.

Exec The name of the person at Clearcast who is processing the submission.

Agency The name of the agency that produced the ad. Can also include the

agency phone number and website address.

Status A small description to indicate the current status of the submission.
Status will be displayed separately for Linear and Video on-Demand.

Please note that the Provisional Approval list will display all submissions that have at least
one medium (Linear or Video on-Demand) provisionally approved. To see what medium has
been provisionally approved, open the details of a provisionally approved ad, as described
below.

View the details of a provisional approved ad

You can view the details of a provisionally approved submission, including any restrictions
and presentations applied to the ad.

To view an adodés detail s:

1. Onthe Home page (see Figure 3 on page 8), click the Views link. The Views page
displays (see Figure 21).

Adway 2.11 Broadcaster Guide Page 24 of 27












