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CopyCentral Login Page

Type your email and password to login.

~7 Copy

Email test@test.com

P asswo rd ccccccccccccc

Forgotten your password?




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.

7 Copy

Forgotten Your Password?

Enter your e-mail address below, and we'll send you instructions for setting a new one.

Email

Reset Password



Logging on for the first time / password reset

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

¥ Copy

Hi Agency.

A request has been made to reset your password for CopyCentral

Please click here to reset your password.

Best regards,

Clearcast



Home Page

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

Agency User ¥

@ copy © Submissions  Admin @ ArgiroF. ¥
Home
oonooo
| googo
noooo
Submissions Company Users Teams

Privacy Policy www.clearcast.co.uk



Submissions List

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

Submissions

To Do Submissions (Q team 1 x ) New Submission

All-To-Do

Pending 2 Submission ID Stage  Advertiser & Agency Product i us Current Gwner Duration  Created On Status Changed
Feedback Awaiting-Ingest-

Checks Team 1 20 02 Mar 2015, 12:10 02 Mar 2015, 12:10

201503020006 a Clearcast Clearcast TestAgency  Clearcast Clearcast

Requires-Amends 2 QQQICCUK001/020

Awaiting-Upload

a 201503020007 Clearcast TestAgency  Clearcast Clearcast With-Clearcast 02 Mar 2015, 12211 02 Mar 2015, 12211

Provisionally-Approved

Refused-At-Ingest

Clearcast

With-Clearcast

Awaiting-Ingest-Checks

Other

All
Final-Actioned




‘Spinner’ Icon

This indicates the system is processing

{jﬁ copy @ submissions

Submissions QQQ/JAMED20/030]
All-To-Do
Pending 6
Feedback 5 No records to display
Requires-Amends 1
Awaiting -Upload 1
Provisionally-Approved k)|
Refused-At-Ingest 2 Searching will
produce the
icon.
With-Clearcast 249
Awaiting -Ingest-Checks 0
Changing
filters will \\llf
a . produce the - -
Final-Actioned 146 icon.
From
All 425
-a Pitch [
Bl scrpt 27
8, Video 392

Note: When searching for a submission or changing filter on your submissions
list a ‘spinner’ loading icon will appear and this shows the system is currently
searching/responding to your action.




New Submission

To create a new Submission click on in Submissions and fill in

the requested information.

7 Copy

New Submission

Q) submissions © Viewing Reels €© Watch List

Submission Information

Agency © Clearcast Test Agency

Stage

Wil PitchiResearch

Script

©ngest  Admin &

This is the transmission date of the ad o
First Air Date &
Ticking Linear will
reveal the sub-types Submission type * Linear vaD
displayed —
Submitted for sub-type @ Standard Teleshopping Green button
Team * Team 1
[ f‘. Script °-°. Video

i@. Fast Track Video

) E{I] Fast Track Script

You will need to
selecta
submission type,

I~ Agency User ¥

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

either pitch, script
\ or video
—

You can also chose to create a fast track submission where a popup will
appear asking you to agree to a fee of £500+VAT. Further details on the fast
track service can be seen here: https://www.clearcast.co.uk/what-we-

do/fast-track/



https://www.clearcast.co.uk/what-we-do/fast-track/

New Submission

You can create a Pitch, Script or Video submission.

@ submissions  Admin &

*? Copy

Hew Submission
Submission Information
Tie® | Title

Agency

Advertiser X

Product
Team *

Category

Stage
"f Saript

ol Pitch

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

Substantiation

Dreg file

20

=

V| Lineer ¥ voD

@ Siended ) Teleshopsing ) Gresn butien
Default
©, 0 vides

Agency User =

10



New Script Submission

Starting on script stage allows you to upload the Script and Substantiation file.

@ copy @submissions  Admin &

Hew Submission

Submigsion Information

Title Title
Agency
Advertiser X
Product
Stage
.y Fitch
Script
Upload the
=] Soiptdos N
5® Remoue File pre-production
script here.
Substantiation
You can also add a
= i Substantiation file here.

" More can be added once
the submission has been
created.

=

Saipt

Descriptions of the files 1

should be added here

et

—

20

=)

V| Linear W vOD

@) Stendard | ) Teleshopping | ) Gresn butten

Default

o
]

Saipt

Substantiation

Video

Agency User =

Click on

Submit when
ready

11



Script Submission: Details Tab

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

@ copy @ submissions  Admin &

Title -

Submission Information

Feedback Title Title

= Agency  Agency
E‘_b Script & Substantiation

_‘ Advertiser  Advertiser
=l Submission Links

|:c|§ Product  Product

Q Final Actions Category

4= Back To List

Status
This option will
take you back to
the Submissions
List Status  Awaiting-Upload
S — l Stage  Script

Click here to shrink
the left hand bar to
give you more

working space

* agency. Submission is currently

Agency User ¥

Click here to
Actions w
either edit or -

createanew | Edi
Copy of the New Copy
submission
20 ¢
on Type  Linear YOD
ub-Type  Standard
Ownership
Team  Default

17 Jul 2014, 10:20

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

Awaiting-Upload

TIMESAVER!
It’s easy to create multiple submissions without having to enter the same
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.
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Script Submission: Feedback tab

The Feedback section displays all communication between Clearcast and your Agency.

@ copy @ submissions  Admin (@

MitchB. ¥

= Clearcast -

@ Script -V1 | Posted by Mitch Barker(TEST) on 02/03/2015 at 12:11:52

> Posted by Mitch Barker(TEST) on 02/03/2015 at 12:44:19
Hi, I will upload substantiation now

= Script & Substantiation

a Final Actions +ed by Mitch Barker on 02/03/2015 at 12:45:43
rou this will be reviewed in due course.

4= Back To List

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.

=]
q =| Substantiation -1 | Posted by Mitch Barker(TEST) on 02/03/2015 at 12:44:4
EJQ Submission Links =]

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

These icons are explained on the next page

7

Upload File w Return To Clearcast
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Script Submission: Feedback tab

The Feedback section displays all communication between Clearcast and your Agency.

@ submissions  Admin (§ MitchB. ¥

Clearcast -

@ Script-V1 | Posted by Mitch Barker(TEST) on 02/03/2015 at 12:11:52

This submission is “With

Clearcast” and you can’t add
Posted by Mitch Barker(TE ST) on 02/03/2015 at 12:44:19 .
osted by Mitch Barker(TEST) on * an updated script. If you need
Hi, I will upload substantiation now.
to do so, contact your

Clearcast executive who will

:I Substantiation - V1 | Posted by Mitch Barker(TEST) on 02/03/2015 at 12:44:40

EJ; Submission Links

return it to you.

° Final Actions Posted by Mitch Barker on 02/03/2015 at 12:45:43
Thankyou this will be reviewed in due course

+ Back To List

IMPORTANT!
CopyCentral has a new concept of a
submission being with either Clearcast or
your agency. If the script is with Clearcast
then you won’t be able to add new scripts.
If you want Clearcast to work on the You ‘return to Clearcast’ if
" submission you MUST return it to Clearcast. the submission was pending

your side. Button will be
greyed out if the submission
is already with Clearcast.

— e

Here you can update the

script or upload a Upload File w Retumn To Clearcast
substantiation or reference
www.clearcast.co.uk file. /

Character limit is 7000

You can post a comment at any
time. Make sure you return the
submission to Clearcast 14




Script Submission: Script and Substantiation

This section allows you to add/remove versions of Scripts, Substantiation and Reference files.

@submissions  Admin Agency User ™
New Training B -
Script File Updating a script and Update Script
removing versions is only
) X possible when the .
Title Date submission has been version
assigned back to you (see
Script- V1 Added on 09/06/2014 at 12:30:40 page 20). P— °
E‘?l Submission Links
i Substantiation Files Add Substantiation
a Final Actions
Title Date Description Version
+ Back To List e
Substatiation - V1 Added on 08/06/2014 at 12:31:01 Click the + button to add a = °
new version.
Reference Files Add Reference File
Title Date Description
Mo records to display Note: If you have added substantiation

please tell us via the feedback channel. This
- will generate an alert at the Clearcast end as -
the system does not currently do this
right Clearcast 2014 www.clearcast.co.uk automatically.

15



Script Submission: Submission Links

Enables you to link this submission to previous submissions

@ copy © submissions  Admin

Agency User ¥

New Link

Enter the submission ID here
that you would like to be

_linked to this submission.
N .
Details Link Details —
22| Feedback

:_ﬁ Script & Substantiation

Submission link ~ 201406050002

Reason ’ \! Visuals | Supers !’ Claims VO

~ | Other

>
Indicate why the previous
submission is relevant to this
one and being linked.
4= Back To List
TIMESAVER!
TIMESAVER! o .
) ) o Linking submissions helps us and you
P, . You can also automatically link submissions . . . . .
® Copyright Clearcast 2014 www.clearcast.co.uk ; . e quickly identify previous submissions that
via the feedback section of the submission .
. ) o are relevant, for example previously
by simply pasting the relevant submission ID . . .
approved claims that are being made again
or Clock number as a comment. . . .
in this submission.

16




Script Submission: Final Actions tab

When the script submission is final actioned by Clearcast, it will appear in the
Final Actions section.

@ submissions  Admin 2

Agency User ¥

New Training A - Here you can see the Final
9 Actions made on your
submission.
Details
Final Actions
m Feedback ) . . .
Linear Is acceptable as submitted VOD Advice OK as submitted
::: Script & Substantiation

Restrictions

@ Submission Links Title
&

Script: Script stage file - V4 AA: Not to be transmitted in the breaks adjacent to any programme featuring the artist(s) mentioned in the script
Final Actions

FH: HFSS product

L1H: Risk that emulation may result but not considered to be a risk of serious harm and/or mild scary scenes that may frighten and so cause
4 Back To List

mental harm to very young viewers
SCH: This commercial may attract a scheduling restriction. This will be determined at film submission stage

APR: Particular care is required to ensure the visual prominence of the APR in the final film Is in compliance with the Consumer Credit Act

Note: Final action documents will no longer

be sent out and all submission details
Here you can see the . . . . .
restrictions and including final actions and restrictions and
presentations that have been presentations will be stored on the system
added for this submission

for you and the broadcaster to see.

17



New Video Submission

You can create a Pitch, Script or Video submission.

@ copy Qsubmissions  Admin &

New Submission
Submission Information
Tie® | Tite
Agency
Agvartisar X
Product

Stage

L] Pitch

Rough Cut

Seript

Substantiation

Note: uploading a TVC will bring up more
fields to fill in where you will enter the
paperwork (eg artist and music data).

Agency User ¥

£

[

/| Linear ¥ vOD

= (@) Standard ) Teleshopping ) Green button
Team* Default
| Sarpt 2, Video
™ve .
Video stage allows you to add
the rough cut or TVC, script and
substantiation files
Then upload your file to either
- rough cut or TVC according to T
what you want to submit.

e
A

18



New Video Submission

When creating a Video Submission, you can upload a

7 Copy

New Submission

‘Submission Information

Stage

Rough Cut

Seript

Substantiation

QSubm\ss\ons Admin °
Titke
Agency
Advertizer X
Product
- Pitch
You can also
add a script and/or
substantiation
file.
These can
also be added after
\ . .
\ submitting.

4

Seript

TG

- Drag and drop or click -

on Select File

/| Linear ¥ VOD

@) Standard () Teleshopping () Green button

Default

Tick this box to create a video

" submission without adding a video file.

You will be able to add the file later.

Video

rough cut or the actual TVC.

Agency User

v

Agency User

19



Uploadinga TVC

Once you have uploaded a TVC, the form will reveal these additional fields.

Rough Cut

TVC Details

Campaign description

On screen tel number

On screen website
Talent

isual artists

nice-over artists

Music Details

000/200Q001/010
Add multiple music tracks by
entering the start and end
@) Yes No time
Start time * End time * Duration
‘uu 0000 | ‘un 00:05
00:00:05 | o0s00:10

TvC

Record information without file

The clock number must
be unique for every
Submission and must start
with your allocated 3 letter
agency code

Add Visual Artists and Voice-
over Artists names here.
They must be added
individually. Do not copy
and paste multiple names
from another document.

M ClearcastAd.mpg
ml Remove File

Additional advertisers

Aspect ratio

Ethnic (BAWE) Featured Artist ™

Ethnic (BAME) Walk-on Artist ™

@ 169 )43

Yes @) Mo

Yes @) Mo

Compaosers *
Composers

Music title ™ Avrtist / performer
|MusicT\tIe | |J\rtist | |Comnoser |
|MusicT\tIe | |*\rtist | |Comnoser |

20



Video Submissions: Details tab

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

7 Copy

E‘a Submission Links
=&
a Final Actions

+= Back To List

This option will take you
back to the
Submissions List

esubmissinns

Title -

Submission Information

Status

Admin o

Title

Agency

Advertiser

Product

Awaiting-Ingest-Checks

Video

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

~ agency. Submission is currently

Awaiting ingest checks

Agency User ¥

Click here to

. . Acti
either edit or

create a new | Edit
Copy of the Mew Copy

submission

1” 1

Linear VOD

Standard

Ownership

Default

17 Jul 2014, 10:21
delusiv@gmail.com
nen.colenso@hogarthuw com

bopsco@mailinator.com

TIMESAVER!
It’s easy to create multiple submissions without having to enter the same
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.

21



TVC

All TVC details and additional information is displayed in the TVC section.

P Copy

@ Submissions  Admin

Details
Feedback

;:: Script & Substantiation
[

ﬁ Rough Cut

[5] e

@ Submission Links
=

a Final Actions

#= Back To List

You can click on the video
to play the file on your
browser

TVC Information

QQQ/TEST548/030

16:9

Passed

Talent

Music Details

Mitch Barker ¥

If the submission is with you, you
will be able to edit the paperwork by
going to actions in the top right
hand corner. Make sure you ‘Return
to Clearcast’ once you’ve made your
1 changes.

False

No

No

Mo records to display

22



Video Submissions: Script and Substantiation

You have the option to add Script, Substantiation and Reference files.

@ copy @ submissions  Admin 2

_ - Training "
== etails

Script File

Substantiation Files

Title

Ne recerds to display

+ Back To List Reference Files

Title

Ne recerds to display

Date

Date

Agency Userv

— >

Description Version

ﬁ Add Substantiation

Description Version

ﬁ

Description

23



Video Submissions: Submission Links tab

You are able to link another Submission ID.

@ copy © Submissions  Admin )

New Link

Please copy the ID of the submission you want to link:

Details
Feedback

E‘ Script & Substantiation Reason * Linking video with script submission
..'a

Submission ID ~ 201405280001

4+ Back To List

TIMESAVER!

Linking submissions helps us and you quickly
identify previous submissions that are
relevant, for example as here the approved
script that links to this video submission

Agency User

24
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Video Submissions: Final Actions tab

When the video submission is final actioned by Clearcast, it will appear in the
Final Actions section.

@ copy @ submissions  Admin

Agency User ¥

®, JAMES TEST -

If any final actions are made on your

) " submission they will be displayed here [
Details

Final Actions —

Feedback .
Linear - VOD .

=| Script & Substantiation
=]
E Rough Cut Title Restrictions Presentations

TVC: QQQFJAMES02/030 AA: Mat to be transmitted in the breaks immediately before during or immediately after 53: Commercial contains legal
H VG any children's programme featuring Some Actor superimposed text

FL: Mon-HFSS product ST: Short farm telshopping ad

E‘?l Submission Links
=&

U Final Actions > o .
You can see the restrictions and presentations that ha

ve been added for this submission here

+= Back To List
Note: Final action documents will no longer

be sent out and all submission details
including final actions and restrictions and
presentations will be stored on the system

for the you and the broadcaster to see.

25



Parent and Child




Video Submission: Parent/Child Association

How to recognise Parents and Children in the submission list

[ﬁ, copy @ Submissions  Admin § MitchB. ¥

Submissions New Submission
All-To-Do
Pending 6 .. . .
This is a Parent, indicated by the arrow. The
Feedback 51 . f
Recuires Amends ; arrow will be.cllckable.to expan(fl and contra . . tuciagency TEST TEST With-Clearcast Default 30 20 Apr2015 16:50 21 Apr2015, 09:58
quires- ct the list, showing the children.
Awaiting-Upload "
F S Test Clearcast Test Agency Comment Test Comment Test With-Clearcast Default 30 09 Apr 2015, 09:55 09 Apr 2015, 09:55
Provisionally-Approved n
Refused-Atl 12 -
used-At-Ingest 201503260009
- o0 . (Chi fith -
QQQ/RANDOOT/030 - Test Clearcast Test Agency R&P's Parent/Child Test With-Clearcast Default 30 26 Mar 2015, 10:54 26 Mar 2015, 10:58
é%‘g?;iiugggzmm Test Clearcast Test Agency R&P's Parent/Child Test With-Clearcast Default 30 26 Mar 2015, 10:54 26 Mar 2015, 10:59
With-Clearcast 249
Awaiting-Ingest-Checks 0 201503250064 - £
QQQIAPIAZTAI030 . Api Clearcast Test Agency API APITEST Default 30 25 Mar 2015, 16:13 26 Mar 2015, 16:09
201503250063 .
l . QQQ/APIAZT0/030 . Api Clearcast Test Agency API APITEST Default 30 25 Mar 2015, 16:12 26 Mar 2015, 16:08
Final-Actioned 146 201503250050 o0 . § i .
QQQITEST221/030 e Api Clearcast Test Agency API APITEST With-Clearcast Default 30 25 Mar 2015, 16:03 26 Mar 2015, 10:23
201503250015 o0 ) o y
Range QQQ/APIAZ03/030 - Api Clearcast Test Agency API APITEST With-Clearcast Default 30 25 Mar 2015, 14:47 26 Mar 2015, 13:52
From: 201503230003 °-°. Test Clearcast Test Agency supers super test With-Clearcast Default 30 23 Mar 2015, 10:07 23 Mar 2015, 10:10
To:
¢ 201503170005 Delete Test Clearcast Test Agency Delete Test Delete Test With-Clearcast TEAM DELETION TEST 20 17 Mar 2015, 11:01 17 Mar 2015, 11:01
201503160033
v Jith -
b QQQ/ING ST12/030 Test Clearcast Test Agency Ingest Test 1 Ingest Test 1 With-Clearcast Default 20 16 Mar 2015, 16:59 18 Mar 2015, 10:37
Stage
201503160032 o0 ’ o .
All 425 QQQING ST11/030 e Test Clearcast Test Agency Ingest Test 1 Ingest Test 1 With-Clearcast Default 30 16 Mar 2015, 16:58 18 Mar 2015, 10:37
wa Pitch 6
201503160031 Q -
Script 7 - " fith- 3
crip QQQ/ING ST10/030 - Test Clearcast Test Agency Ingest Test 1 Ingest Test 1 With-Clearcast Default 30 16 Mar 2015, 16:57 18 Mar 2015, 10:38
8, Video 302
201503160030 o0 ’ e
QQQ/ING ST09/030 e Test Clearcast Test Agency Ingest Test 1 Ingest Test 1 With-Clearcast Default 30 16 Mar 2015, 16:56 17 Mar 2015, 11:00
iﬂjimﬂfggffw °_°. Test Clearcast Test Agency Ingest Test 1 Ingest Test 1 With-Clearcast Default 30 16 Mar 2015, 16:55 17 Mar 2015, 14:09

27



Video Submissions: Parent/Child Association

This tab shows which children are linked to a parent submission

P Copy

Details
Feedback

E::: Script & Substantiation

4= Back To List

www.clearcast.co.uk

R&F's

Listed here is a list of the children of the parent.
Click one to be taken to that submission.

Note: Parent/Child Association can only be made by Clearcast on
CopyCentral and is only made when two or more TVCs are exactly the
same apart from a minor change E.G URL or telephone number. Please
notify us in the comments if your submissions can be parented as this

can speed up the clearance process.

MitchB. ~

28



Video Submission: Parent/Child Feedback

Feedback on Child submissions

[ﬁ? copy @ submissions

Parent/Child Test -

Admin &

Child of 201503260009 - QQQ/RAND0O01/030

Details
Feedback >

Script & Substar

E Script-V1

e

B Rough Cut

Submission Links

2!

Final Actions

o

+ Back To List

Character limit is 7000

www.clearcastco.uk

- Thisis a clickable link to the parent submission
E QQQ/RANDOD21030 2015 at 10:54:44

Posted by Mitch Barker on 01/05/2015 at 11:15:47
Removed by Mitch Barker on 01/05/2015 at 11:17:59

You cannot post comments in the feedback tab of a
child submission. Please post this in the parent

submission.

Upload File ¥

Mitch B.

29
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Adding new users and teams

Note: Managing users is the
responsibility of your company.
Super Users should ensure that

users are deleted when they leave
the company and contact details
are up to date.

30



Adding a New User

To add a new user click on the Home Page on Users.

@ COpy ©Submissions  Admin

o Gompany
o Teams
Home Click Admin and
o Users then Users to add
new users
noooo
| gooog
goooo
Submissions Company Users Teams

Or click the quick access icon

Note: You can only add new users if you are a Super User.

Privacy Policy www.clearcast.co.uk

Agency User

v

31



Adding a New User

Fill in the information and Submit.
Please note: Correct contact details can help us contact users and thus speed up clearance.

It is also a requirement of our Terms & Conditions that users keep their contact details up to date

@ copy © Submissions  Admin @

New User

General
Last name

First name

email@clearcast. co.uk
Please enter

a contact
Address & Phone Number number for
users as this
speeds up
clearance if
we need to

contact you.
Click
- Enabled if
United Kingdom

you are
adding a
Super User A
. 7

N

Europe/London

Advanced Options
Enabled @ Disabled

25

Agency User ¥

32



Adding a new User

After submitting, the user details and additional options will be displayed.

@ copy € submissions  Admin @

User Details: James Morgan-Yates(TEST)

General

James
james_test_agency@clearcast.co.uk

27 Jun 2014, 15:14

Address & Phone Number

Clearcast Test Agency

GB
Europe/London
Advanced Options

25 Here you
can see

True what teams

the
29 Jul 2014, 212 p.m .
particular

user is

assigned to
Teams \
Test Traffic Team /

Team 1

James M.

You can Edit
users details
here and

also Disable

users if they
leave the
company Active

—

Morgan-Yates(TEST)

AdveriserAgency

True

1 (11 Jul 2014, 12:539 p.m. )

Clearcast Test Agency

Clearcast Test Agency

33



Adding a New Team

To add a new user click on the Home Page on Teams.

@ COpy ©Submissions  Admin

o Gompany
o Teams
Home Click Admin
0 Users to add new
Teams

noooo

gooog

goooo

g W A &
Submissions Company Users Teams

Or click on the
quick access
icon

Note: You can only add new teams if you are a Super User.

Privacy Policy www.clearcast.co.uk

Agency User

v
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Adding a new Team

Fill in the information and Submit.

Central -

New Team

JamesM. ¥

General Details

Company  Clearcast Test Agency

Name * Team 1

Add members

Add traficking agencies

James Morgan-Yates(TEST) % ]

Select Some Options

Cancel Submit




Sharing submissions with a trafficking
agency or post house.

It’s possible to use teams to share
submissions with a trafficking
agency or post house. Contact

Clearcast Operations to help you

set this up.

36



Help

For any technical related queries please submit a ticket via ZenDesk our
online support portal by e-mailing help@clearcast.co.uk



mailto:help@clearcast.co.uk

CLEARCAST



