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How to make a new submission

1 If asked, enter in the code sent to your email or mobile device (two- factor
authentication.)
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2 Click on Clearance Submissions.

3 Click on New Order.
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4 Select a Division.

5 Select your Order Communication Language (the language Ad Standards will
communicate with you on this order.)
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6 Enter your PO Number ( if applicable) and your Reference Number ( the internal
number you may use for this order.)
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7 Search and Select an existing advertiser or Add Advertiser ( you will be required to
enter in some additional information for a new advertiser.)
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8 Click on Save Order to move forward or Close to exit and go back to the Clearance
Submissions page.
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9 Choose an existing product from the Select Product menu or add a new product.



Made with Scribe - https://scribehow.com 8

10 Enter the Title of this submission.
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11 Enter in your Comm ID/ ISCI Code (if applicable.)
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12 Select the Language of this submission.
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13 Select the Submission Type.
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14 Select the Media.
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15 Enter in the length, number of pages, select Single Market Only and enter Market
City (as applicable.)
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16 Select Service level.
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17 Enter any notes you want to share with Ad Standards.
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18 Click on Save & Next to continue.

19 Attach your Script by clicking on Select File ( a script is mandatory). Attach
supporting documents ( storyboard, attestation, label, product monograph,
product license, video, references, etc. )
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20 You can delete a file if you have made a mistake.

21 Click Add another commercial/script submission if you want to add another
submission for this advertiser to this order , otherwise click on Continue to review
your order.
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22 On this screen you can Open a submission to review it or edit it, Delete the
submission or you can Add a New Submission. Click on submit to go to billing.
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23 Choose a current billing address, Lookup and select an existing alternate billing
address or Add New alternate billing address.



Made with Scribe - https://scribehow.com 20

24 Add Copy Correspondence to this order.
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25 Click on Confirm Submit to send in your submission.



Made with Scribe - https://scribehow.com 22

26 A summary of your order will display.
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27 Click on Clearance Submissions.

28 Your submitted order will be displayed here.


