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Dashboard
Quickly create a new campaign here.

Collaborate with your client 
and suppliers or view your

current team.

This is your dashboard.
From here, you can quickly

navigate to view any of
your content.



Campaigns Status Key

GREEN: Your file spec 
has passed QC. All set!

GREY: Your file is 
currently undergoing 

QC checks.

RED: Action needed. Your file either 
failed part of the QC checks or still 

needs to be uploaded.



Materials

Materials is your hub for
monitoring all versions and 

edits of your ads, along with 
their statuses and information.

User the ‘Search’ bar to 
find any campaign created 

by your company.

Use ‘Advanced Search' to 
find any material created by 
your company with specific 

filters.

Click the three dots
and select ‘View' to 

see more details about 
each material.



Create Script Material – Step 1 of 2

Fill in the duration of your ad

NOTE: Remember, material can
only be created once a 

campaign has been made for it.

Choose the type of 
material you are submitting.

TIP: You can clone 
metadata from an 

existing submission from 
your Campaign. 

Fill in the title of your ad.

Fill in the duration of your ad.

Select the ‘Script’ stage 
for your material.

Click ‘Create’ to save your Script 
material record.

Select the language of your ad.

Drag and drop your script 
into the upload box.



Create Script Material – Step 2 of 2 (if clearance selected)

NOTE: Clearcast requires
commercial metadata for all

clearances under the Broadcaster
licenses. To avoid delays, please 
include as much information as 

possible at this stage!

VOD is online only. For 
broadcasting, VOD and

Linear must be selected.

You can speed up the Clearance
process by choosing Fast Track.

This is an optional paid-for
service. You can contact us for
more information on using Fast 

Track.

Please enter any artists that are part 
of your commercial.

Fill in all relevant fields, 
e.g. any other advertisers 

that appear in your ad.



Create Script Material – Step 2 of 2 (if clearance selected)

Fill in names of all artists 
who are part of your ad.

If your ad contains any 
music, you need to add 
this information here.

Press ‘Submit' to upload your 
ad and send it for Clearance.

You can ‘Save as Draft’ at any 
point if you’re not ready to 
send it for Clearance yet.



Script Material – Details Tab

The ‘Details’ tab provides an 
overview of your Script submission.

You’ve successfully created your 
'Script Material', even if you haven’t 

submitted it for Clearance yet.



Script Material – Feedback Tab

The ‘Feedback’ tab is where 
all your correspondence 

will take place. 



Script Material – Clearance Tab

The ‘Clearance’ tab provides you 
with an overview of your Script’s 

real-time clearance status.

If clearance was requested, this 
section will auto-populate once 
your copy contact has completed 

the relevant checks.



Script Material – Files Tab

This is where you can 
upload all relevant files 

to your submission. 
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