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Townsquare Reporting 8 Steps

STEP 1

Click on Orders
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STEP 2

Click on  Open Orders

STEP 3

Type "client name"
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STEP 4

Click on search

STEP 5

Click on order number of the order you want new creative for. The Order
 name contains the WO# if you have multiple orders with one client. 
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STEP 6

Type @ and your DCM's name that is assigned to the client.

STEP 7

Type @Holly Rhodes Can you please submit a new creative request for this
 client. Include the details of your creative request and if you want a creative
 call with our Creative Directors.
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STEP 8

Click on ADD
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STEP 1

Click on  Create New Order

STEP 2

Select Your Client name in the advertiser drop down. If Advertiser does not
 exist click Creative Placeholder Client in the drop down
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STEP 3

Type in Client Name again

STEP 4

Select Yourself as the AE
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STEP 5

Select Alyssa Salisbury as the DSM/DSL

STEP 6

Select the DCM assigned to the account. This will be Edwin Lovett unless the
 account has an over $40K spend.
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STEP 7

Enter desired start date.

STEP 8

Enter desired end date
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STEP 9

Click on CREATE ORDER

STEP 10

Scroll down to the bottom of the next page where it says LINE ITEMS
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STEP 11

Click on Add line item

STEP 12

Select Creative Only from Select a Product. Only Choose Creative AVM if it
 is an advanced video montage request.
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STEP 13

Under needs select: Creative Director
If you have something that just needs to be redesigned use Design Team.

STEP 14

Select Abby Rakestraw for Rockford
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STEP 15

Choose the creative type you are requesting in the drop down. You can
 choose mulitple 

STEP 16

Add in Client URL
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STEP 17

Click on Call to discuss request?… Answer YES if you want to schedule a call
 with Abby.

STEP 18

Answer the type of client. Is this existing, new, or prospect?
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STEP 19

Click on Desired Go Live Date

STEP 20

Add in Client Goals for this Campaign…
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STEP 21

Add in Desired Audience for this Campaign…

STEP 22

Add in Existing Challenges with Marketing…
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STEP 23

Add in Client Competitive Advantages or Current Promotions…

STEP 24

If you have them add Assets to include in Creative…
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STEP 25

Click on SAVE LINE ITEM

STEP 26

Jump over to WorkFow on the left hand side
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STEP 27

Go to MY TASKS

STEP 28

ind the task for your client that says: Con rm Creative Request Ready to
 Submit
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STEP 29

Click into the Task. This is the number on the far left.

STEP 30

Review your request and Click on Complete Task
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Townsquare Reporting 10 Steps

STEP 1

Click on  My Tasks
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STEP 2

Verify that tasks says Activation Punch List 

STEP 3

Click on Task number that is on the far left side. 
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STEP 4

PROVIDE NEEDED ASSETS ON TICKET: Such as  Click Thru URL (CTURL) &
 Audience Targeting

STEP 5

Upload Final Creative Only…
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STEP 6

Click on SAVE DETAILS

STEP 7

Add Comment if you need any details added. Such as Flight Dates for
 creatives,or adjustments on the campaign.
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STEP 8

Review CAMPAIGN DETAILS

STEP 9

Review BUDGET DETAILS
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STEP 10

Scroll Back to the Top & Click on Complete Task
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Townsquare Reporting 0SaVe1iA

STEP 1

Click on  My Tasks

Cm1pe1bavgef 3ao8a2
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STEP 2

Verify that tasks says ConmrA CaApaign is 3ccurate

STEP b

Click on the tasks nuAder assigne. to the far left4

Cm1pe1bavgef 4ao8a2
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STEP v

ReLiew the INDE NTEM 5ET3NIS

STEP G

ReLiew the C3MP3N6D 5ET3NIS

Cm1pe1bavgef 5ao8a2
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STEP B

ReLiew the U756ET 5ET3NIS

STEP O

ReLiew the 6EDER3I 6E8 T3R6ETND6 5ET3NIS

Cm1pe1bavgef 6ao8a2
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STEP 9

 ReLiew all CRE3TNVE 5ET3NIS

STEP H

ReLiew 3TT3CFE5 0NIES

Cm1pe1bavgef Fao8a2
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STEP 1,

Scroll dack to the top an. if approLe.  Click on CoAplete Task

sNaOP.acRREPwlLacLLaLl.csUVagnaef1anoe1Aay1,ovMaepIIgnIaDotmaLC7agnaef1auo  1neAd

Cm1pe1bavgef ao8a2
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Townsquare Reporting 2aVehiA

STEP 1

Click on Work2ow

Cmhpeh?aTgew &ao9a4
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STEP M

Click on  y3 Tasks

STEP L

hook at tIe mteD description to see wIat neebs to .e coDpleteb4
kwgAa pDaAwoTapAaConrm aCp ipgInagAacuutmpehdaomaVhn?aRalhuhg.haciimo.pBa9oma3tgB?b

Cmhpeh?aTgew 7ao9a4
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STEP f

Click on tIe nuD.er to tIe ,ar le,tA tIe TKS5 nuD.er

Townsquare Reporting 5aVehiA

Cmhpeh?aTgew 2ao9a4

41

https://insights.townsquaremedia.com/client/iotool/dist/#/items/myTasks/822514
https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links
conniesommerville
Rectangle

conniesommerville
Rectangle



STEP O

vnce on tIe taskA reGiew Khh CKyPKmN6 dETKmhS

STEP V

RE-mEW NEv7TKRNETm6N dETKmhS

Cmhpeh?aTgew 6ao9a4
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STEP B

RE-mEW U8mhd dETKmhS

STEP 9

RE-mEW KddmTmv6Kh dETKmhS
s9aewhmhapmhapnDb

Cmhpeh?aTgew qao9a4
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STEP 0

RE-mEW attacIeb Fles to conFrD accurate4 

STEP 1Y

Scroll .ack to tIe top o, tIe ticket4 m! approGebA click ES  m! not approGebA
 click 6v anb inclubeb betails in tIe coDDent .elow o, wIat is incorrect4
 SK-E dETKmhS

Cmhpeh?aTgew 5ao9a4
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STEP 11

Click on CoDplete Task

koa9tBBDaAhn?ao99aDotmapiimo.pBaomamh8thAeauwpnIhAdauBgu,auo iBhehaepA,Ab

Cmhpeh?aTgew Nao9a4
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Townsquare Reporting 8S Vteps

STEP 1

Click on Orders

Dreate: with 4 o3 82
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STEP 2

Click on  Open Orders

STEP 3

Type in client name example "Cascade Mountain"

Dreate: with 2 o3 82
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STEP 4

Click on … Search next to client.

STEP 5

Click on order number of the LIVE order you are looking to review for your
  client. Review order name to conWrm this is the correct order for your client.
 Can use #O order 6 to conWrm in order name.

Dreate: with 5 o3 82
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STEP F

Scroll to the bottom of the page to see Line Items. /ind the speciWc
 product'tactic you want the revision to be applied on. Click that productNs
 ITEM UBM7ER

STEP -

Click on COMMEUTS 8 this is on the right side of the screen.

Dreate: with 6 o3 82
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STEP A

Type 9E Revision Request in comment box

STEP 0

Check on

Dreate: with 7 o3 82
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STEP 1:

Select 7lended TacticsK 9E Revision Request

STEP 11

Check the 9dd Tasks 7utton

Dreate: with 9 o3 82
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STEP 12

Click on #ork(ow on the left side of your screen.

STEP 13

Click on  My Tasks under #ork(ow

Dreate: with S o3 82

53

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links
conniesommerville
Rectangle

conniesommerville
Rectangle



STEP 14

Click on the T9S) UBM7ER assigned to the new task you created for your
 client.

Dreate: with 0 o3 82
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STEP 15

Type in describe revisionYsHK "TQPE IU T,E REVISIOU REzBEST ,ERE " include
 all details you are requestion in the revision. 7e clear and precise.

Dreate: with 8N o3 82
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STEP 1F

Should the lines be pausedK UoD unless this is a cancel or an incorrect creative
 or targeting' ip codes are running.

STEP 1-

Click on S9VE ET9ILS

Dreate: with 88 o3 82
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STEP 1A

Scroll Bp to Click on Complete Task

Dreate: with 84 o3 82
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Townsquare Reporting

STEP 1

Created with

15 Steps

These steps will walk you through submitting an Ignite order revision. This includes:
adding dollars to current orders, new creative to be applied to the campaign, creative end
date revisions, targeting revisions, zip code revisions, and tactic revisions.

Click on Open Orders

2 of 11

Navigating Townsquare Revisions That
Apply to the Full Campaign on Current
Orders in 15 Steps: AE Revision Request
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STEP 2

STEP 3

Created with

Click on … Search next to client.

Type in client name example "Cascade Mountain"

3 of 11
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STEP 4

STEP 5 

Created with

Click on COMMENTS - this is on the right side of the screen.

Click on order number of the LIVE order you are looking to review for your
 client. Review order name to confirm this is the correct order for your
client. Can use WO order # to confirm in order name.

4 of 11
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STEP 6

STEP 7

Created with

Check the Add Tasks Button

5 of 11

Type AE Revision Request in comment box
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STEP 9

STEP : 8

Created with

Click on ADD

Select Order: AE Revision Request in the drop down.

6 of 11
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STEP 11

STEP 10

Created with

Click on My Tasks under Workflow

Click on Workflow on the left side of your screen.

7 of 11
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STEP 12

Created with

Click on the TASK NUMBER assigned to the new task you created for
your client.

8 of 11
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STEP 13

Created with

Should the lines be paused: No, unless this is a cancel or an incorrect creative or
target- ing/zip codes are running.

Type in describe revision(s): "TYPE IN THE REVISION REQUEST HERE "
include all details you are requestion in the revision. Be clear and precise. 

9 of 11

66

https://tango.us/?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links
conniesommerville
Rectangle

conniesommerville
Rectangle



STEP 14

STEP 15

Created with

Click on SAVE DETAILS

Scroll back to the top and click on Complete Task

10 of 11

67

https://tango.us/?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links
conniesommerville
Rectangle

conniesommerville
Rectangle




