
 
Lumina: our in-house trade desk solution with campaign workflow management, platform API 

integration, and real time reporting. Lumina is our shared workspace system to manage digital orders for 

campaigns. Lumina is a full-service order entry, workflow, and reporting tool for our digital business. 

 

NAVIGATING LUMINA 
Navigation Menu: Found in the left rail, icons. These icons can be expanded by clicking on the three 

lines/hamburger menu to the left of the Lumina logo 

 

 

Orders: Your homepage shows all your active and pending orders. Click on the order name to open a 

specific order. 

https://townsquarelumina.com/lumina/view/orders/list  

 

 

https://townsquarelumina.com/lumina/view/orders/list


Line Items: See the status of each product inside each order. Click on the line item name for more 

information on budgets, creative, and targeting. 

https://townsquarelumina.com/lumina/view/lineitems/list  

 

 

Advertisers: Lumina allows you to search by advertiser, allowing you to easily find both past and present 

campaigns/creative files. 

https://townsquarelumina.com/lumina/view/advertisers/list  

 

 

Tasks: Check your tasks regularly. This shows what actions are still needed from you. 

https://townsquarelumina.com/lumina/view/queues/list  

https://townsquarelumina.com/lumina/view/lineitems/list
https://townsquarelumina.com/lumina/view/advertisers/list
https://townsquarelumina.com/lumina/view/queues/list


 

 

Comments: Use the "Activity" tab to leave and view comments. Alert someone with an email notification by 

commenting with an @ their name. 

 

 

 

COMPLETING TASKS 
TASK- Activation Punchlist: Your DCM will create these after the Activation Call when more info is 

needed to launch a campaign. Add the missing details, attach creative, and complete the checklist when all 

details have been provided. 



 

 

 

TASK- Creative Approval: This task has a couple steps:  

1)​ Download files from the Creative Director or Design Team- send to the client.  

2)​ Check the box once you have sent creatives to the client for approval or if you are approving.  

3)​ Once approved by either you or the client, select "Yes" to approve, or "No" to submit revisions. 

Complete the checklist when ready. 

○​ If creatives not approved, add notes for the designer  

 

 



 

 

 

TASK- SEM Build Approval: Download the attached build from Search buyer. Review. Then, within your 

AE Task, select "Yes" to approve, or "No" to submit revisions.  

●​ If the build is not approved, leave clear notes for the Search buyer to revise.  

 

 

 

TASK- Facebook/SSM Mock Approval: Review preview link(s) provided by the Social team. Select "Yes" 

to approve, or "No" to submit revisions. Complete the checklist when ready. 



 

 



 

 

TASK- Confirm Campaign is Accurate: After a campaign launches, verify all launch details and complete 

the checklist to confirm accuracy. Contact your DCM if there are issues or incorrect details. 

 

 

 

TASK- Buyer Recommendations: Approve or reject requests from the buying team. Complete checklist. 



 

 

 

MAKING REVISIONS 
●​ Find the order or line you want to make a revision on. 

●​ Click "More" > "Requests" > "Revision Request". 

 

 

 

●​ Describe the revision, select if the campaign should be paused, and complete the checklist. 



 

 

 

 

SUBMITTING A CREATIVE REQUEST 
While your DCM can take the lead on submitting creative, AE’s can also submit for themselves.  

 

Overview of steps - more information below 

 

 

●​ Go to the creative requests page: https://townsquarelumina.com/lumina/view/creative-requests/list. 

●​ Select the “Create New” button. 

https://townsquarelumina.com/lumina/view/creative-requests/list


 

 

●​ Choose the advertiser or create a new advertiser for spec creative or if the advertiser is not in the 

system yet.  

 

 

●​ Select the correct ad type  

○​ AVM for video 

○​ General for all other tactics including display, social, SPARK..etc 



 

 

●​ Select the correct Team Option 

○​ Design Team: For ads with a clear outline. 

○​ Creative Director: For scheduling a call when more creative help is needed. 

 

 

 

●​ Fill in required details and click the "Start Workflow" button to send the task to the creative team. 

 

 

●​ You will receive a task to approve the creative when it’s ready.  

●​ Download files from the above task.  

●​ Select "Yes" to approve, or "No" to submit revisions.  

●​ Complete the checklist when ready. 
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