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Login 
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CopyCentral Login Page 

Type your email and password to login. 
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Logging on for the first time /  
password reset 
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Logging on for the first time / password reset 

To set your password the first time that you use the system, or to reset your password, click 
on Forgotten your password on the Login page and enter your email address. 
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Logging on for the first time / password reset 

You will receive an email in your inbox with instructions to follow. 
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Home Page 
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Home Page 

The Home Page gives you options to navigate to different areas of the system and perform 
certain tasks. 
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Submissions 
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Submissions List  

To create or view existing submissions click on            or                          on the Home Page.   

Submissions can be sorted by 
title, status, creation date etc.  

Date range 
filter 

Stage filter 

Note: When searching for a particular submission please ensure you are on the 
correct filter on the left hand side and you have entered one particular criteria 
from the filters. You can only search the Submission ID, agency, product, title, 
stage, status etc. individually; they cannot be searched in combination on this 

screen. 
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Click on 
different  

statuses to 
view relevant 
submissions 

Unread 
Feedback 
symbol: 
Clearcast 

has 
responded 

This is the unique 
Submission ID, the 

criteria used to find your  
submission (It may be 

handy to take note of this 
with ongoing 
submissions) 

Use this field to Search for 
submissions 

Click here  
to create a 

new 
Submission 

This submission is associated 
with a clock number which is 

shown underneath 



Ψ{ǇƛƴƴŜǊΩ LŎƻƴ 
Indicates the system is processing 
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Note: When searching for a submission or changing filter on your submissions 
ƭƛǎǘ ŀ ΨǎǇƛƴƴŜǊΩ ƭƻŀŘƛƴƎ ƛŎƻƴ ǿƛƭƭ ŀǇǇŜŀǊ ŀƴŘ ǘƘƛǎ ǎƘƻǿǎ ǘƘŜ ǎȅǎǘŜƳ ƛǎ ŎǳǊǊŜƴǘƭȅ 

searching/responding to your action. 

Changing 
filters will 

produce the 
icon. 

Searching will 
produce the 

icon. 



New Submission 
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New Submission 

To create a new Submission click on                         in Submissions and fill in  
the requested information. 

 You will need to 
select a 

submission type, 
either pitch, script 

or video 

This is the transmission date of the ad  
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Ticking Linear will  
reveal the sub-types 

displayed 

Your agency Super user 
can set up teams. Once 

set up, you can pick which 
team will be able to work 

on and share the 
submission 



New Script Submission 

You can create a Pitch, Script or Video submission. 

Script stage allows you to add the actual 
script and relevant substantiation files 
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New Video Submission 

You can create a Pitch, Script or Video submission. 

 
Video stage allows you to add 

the rough cut or TVC, script and 
substantiation files 

Note: uploading a TVC will bring up more 
fields to fill in where you will enter the 
paperwork (eg artist and music data). 
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New Script Submission 
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New Script Submission 
Starting on script stage allows you to upload the Script and Substantiation file. 

Upload the  
pre-production  

script here. 

Click on 
Submit when 

ready 

You can also add a 
Substantiation file here.  
More can be added once  
the submission has been 

created. 
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Descriptions of the files 
should be added here 



Script Submission: Details Tab 

After submitting, the system will display the details of the Submission. 

Click here to 
either edit or 
create a new  
Copy of the 
submission 

This option will 
take you back to 
the Submissions 

List 
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Click here to shrink 
the left hand bar to 

give you more 
working space 

The status will change every 
time an action is  taken by 
either Clearcast or your 

agency. Submission is currently  
Awaiting-Upload 

TIMESAVER! 
LǘΩǎ Ŝŀǎȅ ǘƻ ŎǊŜŀǘŜ ƳǳƭǘƛǇƭŜ ǎǳōƳƛǎǎƛƻƴǎ ǿƛǘƘƻǳǘ ƘŀǾƛƴƎ ǘƻ ŜƴǘŜǊ ǘƘŜ ǎŀƳŜ 
details every time. Once you have created the first submission click on the 

Actions bar at the top right of the submission that you want to copy. 



Script Submission: Feedback tab 
The Feedback section displays all communication between Clearcast and your Agency. 

You can mark the comment 
as �q  Read and this will get 
rid of the feedback symbol 
on the submissions page. 

Here you can click and view 
the files you have uploaded. 
It shows a time stamp when 

the file was uploaded as 
well. 

Note: The feedback tab updates 
automatically with any comments posted 
without refreshing. When the submission 

gets past operations you will receive 
notification e-mails when a comment is 

made by your account manager. 
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These icons are explained on the next page 


