How to make a new submission

If asked, enter in the code sent to your email or mobile device (two- factor
authentication.)

—

Ad Standards~

Your account is secured using two-factor
authentication. A 8-digit code has been sent to
your email or mobile device. Please enter it
below.

Verify Login

O

I've confirmed the original Verification Code has
not been received

| English v
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2 Click on Clearance Submissions.

-—'?’ nglisl v
Ad Standards*

Customer Menu

() pashboard
INCOMPLETE ORDERS .

g Billing Address Book Welcome! Thank you for logging in to your

No Submission Records Found account with Ad Standards.
@ Clearance Submissions
To get started with a new submission to Ad
B Invoices Standards Clearance Services, click the
Clearance Submissions” tab on the lefi.
L, My Account
Note: Currently, only submissions for review
under the Code for Responsible Advertising of
Food and Beverage Products to Children may
be submitted here. All other categories should
be submitted using our old portal, with your
prior username and password

If you have any technical problems with the
site (e.g. broken link, content not loading, efc),
please email. ITsupport@adstandards.ca

Thank you for your patience and for partnering
with us as we all become accustomed to the
new portal. We are working hard to centralize
all clearance service categories on the new
system as quickly as possible. Watch our
website and submission portals for further
updates as other services migrate to the new
system.

3  Click on New Order.

English

Customer Menu Clearance Order Submission

() pashboard

g Billing Address Book Open Orders Completed Orders
@ Clearance Submissions Search: | New Order { PDF Csv |
a Invoices Open Clearance Orders
,9\ My Account Submission Order# Activated Submitted Due Date  Status Advertiser Product Script
3 Title
4002110 1002452 October 23, October 25, Not Great Fantasy Throne of
- 2024 5:06 PM 2024 10:00 Submitted Books Series glass
AM
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4  Select a Division.

-—'?’ nglisi v
Ad Standards*

Customer Menu Clearance Order Submission

() pashboard

[ siling Address Book Open Orders Completed Orders
@ Clearance Submissions Step 1 - Create Order
B Invoices Select Division Order Communication Language
[0 Alconolic Beverages English v
L, My Account - -
O J PO Number

Responsible Food Advertising to

Children
_ Your Reference
L] Children's Broadcast

O children’s Non-broadcast
Search & Select Advertiser

O€osmetics Add Adverti:
I PO - iser

Food and Non-alcoholic Beverages

[ Health Products

Save Order

5 Select your Order Communication Language (the language Ad Standards will
communicate with you on this order.)

5 English v

Ad Standards
Customer Menu Clearance Order Submission
) pashboard
Q Billing Address Book Open Orders Completed Orders
B clearance Submissions
Invoices Select Division Order Communication Language
o [J Alcoholic Beverages English v
~ My Account

5] J PO Number

Responsible Food Advertising to

Children

Your Reference
[ children’s Broadcast

OJ children's Non-broadcast
Search & Select Advertiser

[J cosmetics
Sal \dve Y v Add Advertiser
/ T

Food and Non-alcoholic Beverages
[J Health Products

EX3ED
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6 Enter your PO Number ( if applicable) and your Reference Number ( the internal
number you may use for this order.)

M
Ad Standards-

Customer Menu Clearance Order Submission
) Dashboard

Q Billing Address Book Open Orders Completed Orders
@ Clearance Submissions
Invoices Select Division Order Communication Language

O Alcoholic Beverages English v

O My Account —
—m 0 O PO Number

Responsible Food Advertising o

Children
Your Reference

Search & Select Advertiser

[] Children’s Broadcast
[J Children's Non-broadcast
[J Cosmetics

Food and Non-alcoholic Beverages

Add Advertiser

[ Health Products
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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.)

nglish w
Ad Standards" :

Customer Menu Clearance Order Submission
() pashboard

[ siling Address Book Open Orders Completed Orders
g Clearance Submissions Step 1 - Create Order
B Invoices Select Division Order Communication Language

[0 Alconolic Beverages English v

O My Account o
— O (J PO Number

Responsible Food Advertising to

Children
Your Reference

1234
Search & Select Adyertiser

[ cosmetics Add Adverti:

Food and Non-alcoholic Beverages

[ Children’s Broadcast

D Children's Non-broadcast

[ Health Products
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8 Click on Save Order to move forward or Close to exit and go back to the Clearance
Submissions page.

nglish w
Ad Standards" :

Customer Menu Clearance Order Submission
() pashboard

[ siling Address Book Open Orders Completed Orders
g Clearance Submissions Step 1 - Create Order
B Invoices Select Division Order Communication Language

[0 Alconolic Beverages English v

O My Account o
— O (J PO Number

Responsible Food Advertising to

Children
Your Reference

1234

[ Children’s Broadcast

[ children’s Non-broadcast
- : Search & Select Advertiser
[ Cosmetics

7 Great Books - | Add Advertiser

Food and Non-alcoholic Beverages

[ Health Products

Save Order

Made with Scribe - https://scribehow.com



9  Choose an existing product from the Select Product menu or add a new product.

Food and Non-alcoholic Beverages

Order #:1002453 Advertiser: Great Books Great Books

Select Product

Fantasy Series | e O Product sample

Title Comm ID /1SCI Code

Variation? Select Variations of Language

Variation Select Submission v | Select Language

Submission Type Media

Select Submission Type hd Select Media

Select Service
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10 Enter the Title of this submission.

Food and Non-alcoholic Beverages

Order #:1002453 Advertiser: Great Books Great Books

Select Product

Fantasy Series v [ O Product sample

Title Comm ID / 1SCI Code
\

Variation? Select Variations of Language

Variation Select Submission v | Select Language

Submission Type Media

Select Submission Type hd Select Media

Select Service
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11  Enter in your Comm ID/ ISCI Code (if applicable.)

Food and Non-alcoholic Beverages

Order #:1002453 Advertiser: Great Books Great Books

Select Product

Fantasy Series « I O product sample

Title Comm ID/ISCI Code

Throne of Glass |

Variation? Select Variations of Language

Variation Select Submission v | Select Language

Submission Type Media

Select Submission Type hd Select Media

Select Service

Made with Scribe - https://scribehow.com



12  Select the Language of this submission.

Food and Non-alcoholic Beverages

Order #:1002453 Advertiser: Great Books Great Books

Select Product

Fantasy Series « I O product sample

Title Comm ID / 1SCI Code
Throne of Glass 1234

Variation? Select Variations of Language
Variation

Select Submission 4 English

Submission Type Media

Select Submission Type hd Select Media

Select Service
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13  Select the Submission Type.

Food and Non-alcoholic Beverages

Order #:1002453

Advertiser: Great Books Great Books

Select Product

Fantasy Series

Title

Throne of Glass

Variation?
Variation

Submission Type

Select Variations of

Select Submission

Media

| Advertisement Review

Select Service

V¥ i Select Media

« [ O product Sample

Comm ID /1SCI Code

v

Language
English

1234

|

Made with Scribe - https://scribehow.com
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14 Select the Media.

Food and Non-alcoholic Beverages

Order #:1002453

Advertiser: Great Books Great Books

Select Product

Fantasy Series

Title

Throne of Glass

Variation?
Variation

Submission Type

Advertisement Review

Select Service

w

« P O eroduct Sample

Comm ID / I1SCI Code

Select Variations of

Select Submission

Media

v

TV/Videp/DOOH Video

Language
English

1234

Made with Scribe - https://scribehow.com
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15 Enter in the length, number of pages, select Single Market Only and enter Market
City (as applicable.)

Food and Non-alcoholic Beverages

Order #:1002453 Advertiser: Great Books Great Books

Select Product

Fantasy Series « I O product sample

Title Comm ID / 1SCI Code
Throne of Glass 1234

Variation?
Variation

Submission Type

Advertisement Review

Select Variations of

Select Submission

Media

v TV/Nideo/DOOH Video

Language
v| | English

Length

Single Market Only
Market City

Hours  Mifiui€s, Seconds

C v CV‘CV

O

Select Service

O Reguiar - 48 hr O Priority - 24 hr

Notes

Made with Scribe - https://scribehow.com

13



16  Select Service level.

Food and Non-alcoholic Beverages

Order #:1002453 Advertiser: Great Books Great Books

Select Product

Fantasy Series « I O product sample

Title Comm ID / 1SCI Code
Throne of Glass 1234

Variation? Select Variations of Language

Variation Select Submission English

Submission Type Media
Advertisement Review TVNVideo/DOOH Video

Length Hours Minutes Seconds
Cv||Cv|Cw

Single Market Only
Market City Oakville

Select Service

O Regular - 48 hr O Prjority - 24 hr

Notes

Made with Scribe - https://scribehow.com



17  Enter any notes you want to share with Ad Standards.

Fantasy Series

Title
Throne of Glass
Variation?

Variation

Submission Type
Advertisement Review

- LJ Product Sample

Comm ID /1SCI Code
1234
Select Variations of Language
Select Submission English
Media
TV/Video/DOOH Video

Length

Single Market Only
Market City

Hours Minutes Seconds
Cw C C

Oakville

Select Service

O Regular - 48 hr @ Priority - 24 hr
Date: 2024-10-25 10:00:00 AM , Cost: $ 115.00

Notes

Made with Scribe - https://scribehow.com
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18 Click on Save & Next to continue.

Fantasy Series

Title

Throne of Glass

Variation?
Variation

Submission Type

Advertisement Review

v Il U Product Sample

Comm ID/ISCI Code
1234

Select Variations of Language

Select Submission 2 English
Media
~ TVNVideo/DOOH Video

Length

Single Market Only

Market City

Hours Minutes Seconds
Cv[Cv|Cw

Oakville

Select Service

O Regular - 48 hr @ Priority -

Date: 2024-10-25 10:00:00 AM , Cost: $ 115.00

24 hr

Notes

Thank you for your review

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.)

File Attachment(s)

File type uploaded
@ seript ' Supporting

Drop files here

Script File(s)
No Script File(s) Found

Supporting File(s)
No Supporting File(s) Found

Notes

Please select file(s) to upload.

Count: 0

Count: 0

Close

Made with Scribe - https://scribehow.com
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20 You can delete a file if you have made a mistake.

File

File type uploaded I
Script @ Supporting Drop files here

Please select file(s) to upload.

Script File(s) Count: 1
Submission # Script Title File File Description File Size (Kb)

4002575 Game Time Seript.docx Script 30
Count: 0

Supporting File{s)
No Supporting File(s) Found

Notes

Add another commercial/script submission

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.

File
File type uploaded [
Seript ® Supporting Drop files here
Please select file(s) to upload.
Script File(s) Count: 1
Submission # Script Title File File Description File Size (Kb)

4002575 Game Time Script.docx Script 30

Supporting File(s) Count: 0

No Supporting File(s) Found

Notes

#~

Add another commercial/script submission
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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.

=
Ad Standards*

Customer Menu

() pashboard
[ Open

[ siling Address Book

B clearance submissions

B Invoices

L, My Account
@ Hide Attachment(s)

Review Order Attachments

Submission #

4002111

Previous File(s)
No Previous File(s) Found

Order Correspondence

Submission Status
#

4002111 Not

Submitted 10-25

script Title

Throne of Glass

Due Product Division

Date

2024-
Series
10:00:00

AM

File Name

Script.docx

Fantasy Food and

Non-
alcoholic
Beverages

File Description

Script

English ~ gou

Title  Service Price
Throne Priority -24 hr  $115.00
of TV/Video/DOOH
Glass Video

Advertisement

Review

Total $115.00

File Count:1

File Size (Kb)
30

[©Y step 3 - Suomt o

Made with Scribe - https://scribehow.com
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23 Choose a current billing address, Lookup and select an existing alternate billing
address or Add New alternate billing address.

Submission Details

Submission(s) List

Submission Product Division Script Title Service Price

#

4002111 Fantasy Food and Non-alcoholic Throne of  Priority - 24 hr TV/Video/DOOH Video  $115.00
Series Beverages Glass Advertisement Review

Total $115.00

Current Billing Info
Please confirm that the information shown below is correct.
Invoice(s) will be sent to the indicated address

Morgan Benedictson Team Marley Test

Jedm Markey iest Team Marley Test
538001 St Last 33 Bloor St East
Toronto,Ontario, Toronto,Ontario

Copy Correspondence To:
To send copies of all correspndence for this order to others, enter their email addresses, separated by commas

Made with Scribe - https://scribehow.com



24  Add Copy Correspondence to this order.

Submission Details

Submission(s) List

Submission Product Division Script Title Service Price

#

4002111 Fantasy Food and Non-alcoholic Throne of  Priority - 24 hr TV/Video/DOCH Video $115.00
Series Beverages Glass Advertisement Review

Current Billing Info
Please confirm that the information shown below is correct.
Invoice(s) will be sent 1o the indicated address

_
Morgan Benedictson Team Marley Test

Toam Markyitss] Team Marley Test

#3EloanSt E?St 33 Bloor St East
Toronto,Ontario Toronto,Ontario,

Copy Correspondence To:
To send copies of all corrgspndence for this order to others, enter their email addresses, separated by commas

Made with Scribe - https://scribehow.com



25 Click on Confirm Submit to send in your submission.

4002111 Fantasy Food and Non-alcoholic Throne of  Priority - 24 hr TV/Video/DOCH Video $115.00
Series Beverages Glass Advertisement Review

Current Billing Info
Please confirm that the information shown below is correct.
Invoice(s) will be sent to the indicated address

_
Morgan Benedictson Team Marley Test
Team Marley Test Team Marley Test

33 Bloor St Ea_Sl 33 Bloor St East
Toronto Ontario Toronto,Ontario

Copy Correspondence To:
To send copies of all correspndence for this order to others. enter their email addresses, separated by commas

Confirm Submit

Made with Scribe - https://scribehow.com



26 A summary of your order will display.

English w

Tel: 416 961-6311 adstandards.ca

Customer Menu

Ad Standards Clearance Services has received your order as summarized below. For any changes or questions regarding
() pashboard this order. please contact us by e-mail reply or call Ad Standards Clearance Services at (416) 961-6311 option 1.

Ad Standards note to submitter:
Q Billing Address Book Please note that incorrect or missing information may result in administrative delays that could impact the timing of our

response to you. Ad Standards will reach out to you by email if further information is needed for us to proceed with our

- assessment of your submission.
@ Clearance Submissions

(&) invoices Order Summary - Order #1002453
g My Account Submitted: 2024-10-23 5:25:53 PM
Division: Food and Non-alcoholic Beverages
Advertiser: Great Books
Your Reference: 1234
PO Number:
Total Submission(s) in this order: 1
Total Price: $115 (plus applicable taxes)
Member status of Advertiser - Non-Member/Non-Membre

If the Advertiser was a member of Ad Standards, the pricing would be reduced to member pricing (see our rates for details)
Billing Info:

Attention: Team Marley Test
Address: 33 Bloor St East Toronto Ontario

Made with Scribe - https://scribehow.com
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27 Click on Clearance Submissions.

English w

Cushomer Meny Member status of Advertiser - Non-Member/Non-Membre

() Dashboard
If the Advertiser was a member of Ad Standards, the pricing would be reduced to member pricing (see our rates for details).

[ siling Address Book

@ Clearance Submissions Billing Info:
I'lbl Invoices Attention: Team Marley Test

Address: 33 Bloor St East Toronto Ontario
L, My Account Phone Number: .

Email#:

Member Status: Non-Member/Non-Membre
Submission Details:

Submission #1: #4002111

Status: Pending

Product: Fantasy Series

Title: Throne of Glass

Comm ID/ISCI Code: 1234

Variation: No/Non

Language: English

Submission Type: Advertisement Review

Media: TV/Video/DOOH Video

Submission Options: Length: 00:01:00 Market City: Oakville
Service: Prionty - 24 hr

Ad Standards Response date: 2024-10-25 10:00:00 AM
Charge: $115

Attachments: Script.docx

Notes: Thank you for your review -

28  Your submitted order will be displayed here.

'___;’7’7 I .
Ad Standards*

Customer Menu Clearance Order Submission
(] Dashboard

g Billing Address Book Open Orders Completed Orders
@ Clearance Submissions Search I New Order PDF ‘ I Ccsv
@ Invoices ‘Open Clearance Orders
,9, My Account Submission Order# Activated Submitted Due Date  Status Advertiser Product Script
# Title
- 4002111 1002453 October 23,  October 25, Pending  Great Fantasy Throne of
2024 5:23 PM 2024 10:00 Books Series Glass
AM
4002110 1002452 Qctober 23,  Ocltober 25, Not Great Fantasy Throne of
2024 5:06 PM 2024 10:00 Submitted Books Series glass
AM
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