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Dashboard

This is your dashboard! From 
here, you can quickly navigate to 
view or create any of your orders.

Distribution Orders: click 
on this tab to create and 
monitor delivery orders 
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Order Homepage 

Quick Search

Order status: 
Pending, then 

Complete

Advanced Search allows you to find any 
Material your company has created.

Order reference 
number

Green: order has 
been submitted

Click on the three dots 
to view, edit or delete 

the material.

Number of 
commercials 

within your of 
order.

Please note that 
Distribution Orders 
is an optional and

paid-for service
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Creating your order
To create a new order, 

click here!
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Creating your order
This is a charged service.

Please read the T&Cs before 
proceeding. 

Your reference number 
for your billing. 

PO number for billing. 

Click create once 
you’re ready to 

start the process. 

Choose which of your 
existing teams can access 

and edit the order. 

Toggle to add materials from 
a different campaign.
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Creating your order

Click here to add 
material to your 

order

You have now successfully created your 
order. Well done! Now you need to add 

the actual material to the order.

Click here to edit your order

Your order reference  number

View which teams can 
access this campaign.  

Add your material 
to the distribution 

here. 
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Adding to your order

Here you can select any of your 
material that is already within 

the Library. This will depend on 
which teams have access to your 

order and the material itself. 

NOTE: not all providers may be integrated yet. If your 
desired provider isn’t integrated here, you will need to 

go through them directly via their own platform.

Choose which provider you 
want to distribute through. 
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If Clearcast is Selected

Click on this box to provide a 
list of destinations that the 
distributor can deliver to.

Destinations will only appear 
if the distributor is intergraded

If selecting Clearcast as 
your chosen distributor, 

the next few steps in this 
guide are to be followed. 

Selecting your chosen 
distributors will provide a 

destinations list 
dependent on who they 

deliver to. 
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Destinations

Click onto the box to bring 
up the list of destinations. 

Use the scroll bar to 
click every destination 
you want to deliver to. 

TIP: Clicking away 
from the destinations 
list will close the box 

of destinations!
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Finishing your order

Click create to finish 
the order. THIS DOES 
NOT SUBMIT IT YET. 
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Finishing your order

The status of your 
delivery can be 

found here. 

You can edit your order or 
add to order here.

Your order will remain in 
Pending status until you select 

Submit. This allows you to 
edit your order or add to it 

before submitting. 

TIP: You can therefore 
upload your order while 
you are still waiting for 
Clearance if necessary. 
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Submitting your order

When selecting Submit and  
selecting OK on the pop-up 

warning, you will close this order. 
You will not be able to add or 
amend this order in any way!

Your order will not be 
distributed to your 

chosen destinations 
until you click Submit.
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Viewing your order

To view your order at any 
stage, select the three dots on 

the right, and select ‘view’. 
This will take you your order 
status and overview page for 

more detail. 

Now the material has 
been submitted to be 

distributed, it is locked 
and can’t be edited. 
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Viewing your order

Here you will see an overview of your 
complete order with status, timing 

and ID info.

Order Status will keep you 
informed of any 

outstanding destinations or 
updates. 

All submitted – and now 
onto the next one! 




