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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: 

¶ A user account ï The user account is a record of your login and personal details.  

¶ Log in details ï Your email and password set up for you by Clearcast in your user 
account. 

¶ Internet Browser ï Such as Internet Explorer or Safari. 

¶ 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).  

 

Figure 1 Login page 

The Login page contains the following fields: 

Field Name Description 

Email Your unique email address to identify you in Adway.   

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

Request Login Click to fill in online registration request form for a new Agency 
user account. 

http://adway.clearcast.co.uk/


  

Adway 2.11 Broadcaster Guide Page 6 of 27 

Field Name Description 

Forgot password 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. 

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

2. Enter your Email address. 

3. Enter your Password. 

 

If you enter an invalid email address or password, the ñInvalid email or 
password enteredò message will display on the Log in page. 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). 

 

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-
determined amount of time. 

http://dellmailbox/Postbox/Web/Internal/Default.aspx?logout=true
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HOME  

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

 

Anytime you want to return to the Home page, click the Home link main menu 
option, or click the Adway logo located in the top left corner of all pages, or 
click the [ home ] link at the bottom of all pages. 

 

Figure 3 Home ï Watch List page 

The Home ï 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). 

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

¶ 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. 

¶ 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. 

¶ 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. 

http://dellmailbox/Postbox/Web/Internal/Default.aspx
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Field Name Description 

¶ If the clock number text is red, it indicates that the ad is withdrawn or 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

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

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

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

Agency The name of the advertising agency that produced the ad. 

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

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

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

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

¶ 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.  

¶ 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. 

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

Submitted The date of submission to Clearcast. 

Type 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 

First Transmission 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. 

 
Export a submissionôs details. 

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). 

 

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.  

 
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). 

 

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

Field Name Description 

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

Client  The name of the advertiser or owner of the product or service. 

Title A descriptive title or name used to identify the video or script. 

Type The type of submission, whether it is a video or script. 

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

¶ 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. 

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

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

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

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

Submitted for 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. 

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

Status Indicates the status of the submission. 

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

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

¶ 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.  

¶ 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. 

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

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

Transmission The transmission date of the ad set by the broadcaster. 

Category 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 Description 

Final Action 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 
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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. 

¶ Restrictions provide instructions about the ad, such as the time an ad can and cannot 
be transmitted. 

¶ Presentations provide information about the ad, such as the advertisement features an 
additional advertiser or the ad features a website address. It is the broadcasterôs 
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 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. 

Voice-Over Artists The names of the person(s) who provided the voice(s) for the ad. 

Music Title The title or name of the music used in the ad. 

Music Duration The playing length in time (seconds) of the music. 

Digital File to Upload 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.  

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

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

Composers 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 Description 

Name  The name of the agency  

Address The address of the agency. 

Phone The phone number of the agency 

Email 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: 
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Field Name Description 

File The file name of the video. It is a combination of the name of the 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). 

 

Figure 6 Details page ï 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). 

 

Figure 7 Details page ï 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 

button  will display in the Latest Video section (see Figure 5 on 
page 10) instead of the Open Assoc script button. 

To view the associated script: 

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

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

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

 

Figure 8 Play 

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

The media player has the following buttons that you can use to control the video: 

¶  = Play ï click to start playing the video. 

¶  = Stop ï click to stop playing the video. 

¶  = Previous ï click to play the previous video, if applicable. 

¶  = Rewind ï click to rewind the video while it is playing. 

¶  = Fast Forward ï click to fast forward the video while it is playing. 

¶  = Next ï click to go forward and play the next video, if applicable 

¶  = Mute ï click to turn off the sound on the video. 

¶  = Volume ï 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. On the Home page (see Figure 3 on page 8), go to the Search section (see Figure 9). 

 

Figure 9 Search bar 

The Search bar contains the following: 
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Field Name Description 

 

Enter a keyword for your search in the Search field, for example, you 

can enter a part or full clock number, product name or the name of the 
agency. 

 

Click the Search button to search the top 300 submissions by most 

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 
Keyword for your search in the Search field. 

¶ 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). 

 

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).  

 

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. 

¶ To view the details of an ad, click the Clock Number to display the Details page. For 
more information, please refer to page 10. 

¶ To add a submission to the watch list, refer to page 16. 

¶ To export an ad, refer to page 19. 

¶ 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 choose to add the adôs 
clock number to your watch list. It will then be displayed in the Watch List section on the 
Home page. 

javascript:OpenWindow('../Broadcaster/Details.aspx?id=ffd65343-8e37-4558-9162-0ba47e942ea1&tp=3',%20'_blank');
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Figure 11 Search results ï 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) where you can add the adôs clock number to your watch 
list. 

To add a submission to the watch list: 

1. On the Home page (see Figure 3 on page 8), enter the submissionôs Clock Number 
in the Clock Number field (see Figure 12). 

 

Figure 12 Clock Number ï 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). 

 

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 submissionôs details 
To add the basic details of a submission: 

 

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

1. On the 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). 

 

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: 

1. Agency Code (3 alpha characters)  

2. Terminator /  

3. Client Code (2 alpha characters)  

4. Product Code (2 alpha characters)  

5. Unique Id (3 numeric characters)  

6. Terminator /  

7. 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: 

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 Description 

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

1. On the 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). 

 

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). 

 

Figure 16 Edit Details ï Wrong Date Format 

To view the valid date formats, follow the Click here link. The valid date formats will be 
displayed (see Figure 17). 



  

Adway 2.11 Broadcaster Guide Page 19 of 27 

 

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. On the 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. 

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

Export a submissionôs details  
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 

To export a submission: 

1. On the Home page (see Figure 3 on page 8), select the check box to the right of the 

submission you want to export. 

2. Click the Export button . The File Download box displays (Figure 18). 

 

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

 

Figure 20 Filter dialog box 

The Filter dialog box contains the following fields: 

Field Name Description 

 

Select from the drop-down list to display: 

¶ Viewings ï both scripts and video are displayed on the page 

with scripts sorted to the top of the list. 

¶ Provisional approval ï Only scripts are displayed on the 

page. 

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. On the 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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Figure 21 Viewings page 

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

3. 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). 

 

Figure 22 Calendar 

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

4. Click the Viewing Report button on the Views page. The File Download box displays 

(see Figure 23). 

 

Figure 23 File Download ï 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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Figure 24 Viewing Report 

The Viewing Report contains the following columns: 

Field Name Description 

No. The order number of the ad in the viewing report. 

Client The name of the client advertising their product. 

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

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

Clock No A unique alphanumeric identification number used to identify an 
advertisement and its creators/source (the advertising agency). 

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

Status Viewing status (if available). 

Exec/Comments 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 ï 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. On the 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 ï 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 adôs details: 

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








