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To begin, click on the
Properties tab. Select the
New Property Wizard
button.

Documents

step] )

Enter the Street Number, Street Name
and Suburb

Click on the Next Step button to create
the property.

Stepd )

Select the Upload Image button to add images.

Click on the Browse or Choose File button to
navigate to the image on your local computer
or network. Once the image has been selected,

choose the upload option for this group of images.

Properties

S

Tof

ared (mages

= ||

s 1
Filter Properties: |

‘J‘f”y".:—:..uu-:-: Wizard [ @

Street Number ,-17\

Street Name Queen Stregt
Suburb Name ,SUburbia\

i ——

")

=

1 Upload Images

o make sure your Image is PG/

Chepse File | Mo file chosen
\ Choose File | No file chosen
| Choose File | No file chosen

Tmage Type:

ai Pleas

professional

| Upload Imags(s)

' pigita!

Mono

()

1PEG and ts smaller thad 2mb

.| PDF

Note:

The colour adjustment software will not fix very dark, shadowed images. The quality of the image
loaded into AdCompose is the responsibility of the user. Over saturated images can print poorly.

IMAGE TYPES

DIGITAL - The AdCompose colour enhancement system will optimise the image for printing
PROFESSIONAL - For images taken and supplied by a professional photographer

MONO - To convert images to black and white
PDF - For any PDF file



Step 3 )

SELECTING IMAGES

Select the order for the images to appear
in the modules as well as any corner flags,
banners or QR codes.

AGENT'S CHOICE EDITORIAL

Click to expand Agent’s Choice Editorial Fields.
Please ensure the NINE Business Rules are
adhered to for these modules.

Features

Enter the information required in each field that your Corporate branding
uses. Please note: we have ONLY activated the fields you have requested.

DETAILS

Enter the bed, bath and car information.
Click to expand extra details to
show further options.

») Extra Images

Bedrooms | ]

Bathrooms | |

CarBays | |

+) Agents Chaice Editorial fields

») Extra Details

HEADINGS, DESCRIPTION &
BULLET POINTS

Add a heading, description and bullet
points if required.

Heading 1 ‘Great Location /,l
The main heading

Heading 2 | | 4

An alternzte heading

Description Ximus glest eos alignis milibus doloremodit minum
copy for this property que voluptatem vaolore ipsam ‘ ?
Qui unt endaest ionsenes ipis dolupti ullore, ullabor

porrum que simajio ommolor eribus, officium sime

asped eatatem voloribus dolupta temaquis vid quae

SALE TYPE, PRICE, AUCTION &
OPEN HOME

Enter Sale Type (For Sale or Auction) and the
Price or Auction Details.

Enter the open home date and time,

or By Appointment.

Price | [$567,000 |

Sale Type | ‘

Auction Date | | |

Auction Time | ‘

Auction Terms | ‘

Open Home Date |Sat Al

Open Home Time |1-1.309m Al




Once you have entered all the text in the applicable fields, select the Next Step button.

step 4] )

Click the required template in the options.

Select the modules required by ticking the Create Module checkbox next to the template.
Click on the Next Step button to create the modules and see the preview.

y) 666 Test Testville

s m=e 0 00

Choose your t2m plates:

Madules ® Brochures O

promo T32 QtF
1zamm x 120mm

= promo T34 Half
260mm x 117mm

promo T34 QIr
130mm x 117mm

promo T64B Full
230mm * 306mMM

promo 7648 Half
280mm x 127mm

promo T64B Mod
Sgomm x 254mm

promo T64B QIF
T40mm x 127mm

signboards @) Features O

Froperty Creation Wizard \ @
Srap & Credte Modules

e
Cereate Modu

i
Clcreate Module
[create Module
g Clcreate Module

i
W Dlcreate Module
i [Ocreate Module

Copy Details From: s

Ulcreate Madule

A larger proof of the module can be seen by clicking in the centre of the thumbnail.
Please note PDFs are low resolution for viewing and emailing purposes only.

Documents | Froperties ‘

.} 33 Bigge Street, Suburbia

Images ‘ Details | Modules L

. Mew Module .

rpa
ban chohipta Serrepie Wl gy ol

.-WEF'I-‘WWWFW

16th Page Mod

63mm x 82mm

(@ |nfo_:1 @ (© Flehuuld_::l

Note:

Please ensure pop up blocker is
not activated on your browser.




CREATING ADS

TAKE CONTROL OF YOUR ADYERTISING.

adcompose
The Documents tab shows all the current ads. New gy e

documents can be created here. Once the ad has — -
been approved and delivered, it is removed from
view and can be seen from the View Archived

Documents button.

AW1988248

AW3037110

@) @ (O corr) @) (O] (@mie) @ (©corr)

NEW DOCUMENT

Click on the New Document button to Documents, s Propesties L chared Inadies
create a new Document or Ad.

Select the template that matches your

ad booking.

Click on the Create Document button. T FullPage Template

adcompos

adcomy;

B

[ Create Document |

Half Page Template

NEEEE

NAMING THE FILE

Click on the Information button below the preview @) to display the document properties.

The Document Name should be the advertisement ID or booking number supplied by your publication.
Multiple documents will have different booking numbers. Type in the new name for the document and
click on the Close button. [g]

It is VITAL that you place your booking

Document Name |58?654?

number on the document to ensure
it reaches the correct newspaper and

appears in print as scheduled. Properties | 11 Blue Street, Suburbia

HP 2 Pic ' ¥




ADDING MODULES

TO ADOCUMENT

Documents ‘ Properties |Sha|edlma§=| '

Click on the Edit button below the
preview.

33 Bigge Street, Suburbia v ‘

Select the property from the drop down
menu on the top right hand side of your
screen.

Click the Import button.

Drag the module into place and it will
automatically snap to the guides that

appear on your page.

Repeat the process until the page is
complete. Modules can be added and
removed at any time.

Click on the Save button to rebuild the

page.

e

DELETING MODULES FROM A DOCUMENT

To delete a module you don't
wish to use, double click on the
module and a Remove button
will appear.
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BOOKING VALIDATION

& SENDING, W X

For some customers there will be a Booking Validation button located under the info menu for a document
or editorial feature. Before an ad can be sent, the booking number must be checked to ensure the ad has
been created to the correct size. Click on the Booking No. button and a message will return.

Size Match: Confirms the ad created matches the booking ad size

Booked Publication: The publication the ad is booked in

Account Name: Your account name

Delivered size: The size of the ad you have created.

If the booking number matches, a green PASSED is shown. If the number and size do not match, a red
FAILED will appear, the file cannot be sent until this is rectified.

Document Name | [RM2743889
Size Match: FAILED

Booked Publication: Fairfield City Champion

Account Name: GOLD HORIZON PTY LTD
Booked Size: 262mm x 372mm

Document Name RM2736281

Size Match: PASSED "V Booking No. |

Booked Publication: Fairfield City Champion
Account Name: CANLEY HEIGHTS RSL & SPORTIN
Booked Size: 130mm x 186mm

Material Size: 129.0mm x 186.0mm

Material Size: 129.0mm x 186.0mm

Properties

Properties

|

For customers who do not have a Booking No. For a size error, please check your booking with
button, please simply use the green Send button your sales representative.

located at the bottom of the screen to submit your

advertising.

INVALID BOOKING NUMBER

If the booking number has expired or it is
incorrect, the following message will appear.
Check with your sales representative for the
correct number.

adcomposegreen.com.au says:

Error Ad has ng forware bookings {today or later)

e i
__| Prevent this page from creating additional dialogs,

|

Document Name [TAS060713

Error: To send material please enrer 5 valid valid
N N booking number,

The Send button will appear if your booking number is validated.

SEND CONFIRMATION

Click on the OK button to approve the ad. It will now
be released for publishing and disappear from view.

in this document and approve it for publishing.

| have checked the information

08



0
MANAGING PROPERTIES : w}{

PROPERTIES LIST

The Properties tab displays all
the properties currently stored

in AdCompose.

dearmpasegrean.com ol ‘

adcompose

hared Images

Documents Smperticy h g ‘/
s Filter Properiies:

Clenl)

[ Noew Property Wiz 2 “

{ Y { Edit Propery |
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SEARCH FOR A PROPERTY

When you have a lot of properties stored
use the Filter Properties option to find a
property quickly.

Example: Type in a suburb,
this will display all the
properties listed in that
suburb.

Documents Properties

. Shared Images -

Hew Property Wizard |

Filter Properties:

ARCHIVING A PROPERTY

Once a property has been sold or removed from sale it can be archived. To archive a property, click on the
property address which will take you to the Details tab. The Archive button is at the top right of this screen

Documents | Properties |

Images Details | Modules | Brochures

¥l 33 Bigge Street Suburbia

' Signboards | Features

I Archive /I

To recover an archived property, email adcompose@fairfaxmedia.com.au for the team to reactivate the

property. If the property has been archived for more than 100 days it will have been deleted from the
system and cannot be retrieved.

09



MODULE EDIT PAGE

(3) 33 Bigge Street Suburbia

i Module Details.
Proparty Details

Bigge Street Bigge Street

Suburbia

$567,000 $567,000

Great Location Great Location

Ximus elest sos alignis m\l‘\bui de\u:.mudw
ue voluptatem volore ipsal
O laptor? Qut unt endaset onsenes
ipis dolupti ullore, liabor porrum que simzio

ommolor erius, officium sime asped
eatatern voloribus dolupts temauis vid quae
velit fugitinug,Qui unt endaest iensenes ipis
dolupti ullere, Ullabor porrum que simzio
|ommolor eribus, officium sime 2spe:
eatater voloribus dolupts temauis vid quas
velit fugitinus,

Xinus glest 203
alignis mitibus
daloremodit minum

UPDATING TEXT

There are two options for updating modules. For further details please see page 14.

Price: $567,000
Inspect: Sat {doc.CpenHeme-
Time)

Great Location

Ximus slest eos alignis milibus dotoremoiit minum gque.
voluptatem volora gsam Tar umaui doluptur? m»mmua
iongenies ipis dofupti uilors, ullabor porrim qm; . a2 8igee
ommolor aribus, oficium sime asped eatatam volcr R me

ou
Tonsanes fpis dolupt ulore, ullabor porum qus simaio
ammlor stibus, officim sims asped eatatem voloribus

Details Tab - This information will populate on any new module created unless the ‘copy from’ feature is used.
NOTE: It will not update information in modules that already exist for that property.
Module Tab - This information update will affect this module only.

ERROR PANEL

IMAGE ERRORS

Image errors occur if the resolution in the image is not

sufficient for the size of the box it is placed in. If an image

error occurs, upload a higher resolution image. Web
images are usually not large enough.

TEXT ERRORS

If there is too much text placed in a text box an overset
error will occur. Delete some of the text to fit in the text

box. Please always ensure your cursor is at the end of
your text, not on the next line.

METADATA ERRORS

If a field has been left blank a metadata error will occur.
Either fill in the field or apply the _None Style if it is not
required through the Advanced Edit panel.

Error
7/11/2016,

3:22+18
PM

Accept

openHomeTi me:missing metadata

Description is overset

1mage 2 quality warning

Errors n found wi building, se rectify these
have bee und while ilding, plea: ify

errors before releasing your a?..
responsibility to ensure adyertising

(@)

1t is the users
content 1s correct.



MANAGING IMAGES

IMAGE CROPPING

To crop or move an image within the image frame, select the module and click on the Edit button.

Click on the Select Image button to display all the images for this property. Choose the image and click on
the Select Image button to accept the change. Image cropping can be done here.

Click the Build & Save button for the module to update.
Cropping can be applied to each image in each module if required.

If the image quality is too low for this sized module, the background will turn red and the crop size will be
displayed.

Click on the Select Image button to accept the changes.

To close without changes, click the Close button @.

Quality factor warning!

61310820
1417 % 249px

Crop requires 1
Spurce Image!

[ select Lmage_’)

SHARED IMAGES

Shared images are images or graphics that are related to all properties such as
agent photos, corner flags and banners.

UPLOADING A SHARED IMAGE - adcompose
Shared images can be uploaded by /W

clicking on the Shared Images tab and
selecting Upload Image.

T
{ pload image |

Shared Images

Only Jpeg or high resolution PDF files
created to the precise size can be uploaded.
The AdCompose support team can create
these for you upon request.

sold.eps

Note:

Open Home.eps

New Listing.eps

Email your request to a5
adcompose@fairfaxmedia.com.au
prior to your publication deadline.




EDITING MODULE IMAGES

First, upload the images required into the
Images tab. Module Tmage(s)

To replace an image within a module, edit the
module by clicking on the Edit button and scroll
down to the images section of the module
information as shown.

Click on the Select Image button located below
the image to be altered. The screen displays the
images available for this property. Choose the
image by clicking on the Select Image button
and apply cropping if required.

INSERTING A CORNER FLAG OR
BANNER

To add or change a corner flag or banner on a module,

click on the Edit button below the module preview. o
Scroll down to the section displaying the flags and |
banner.

Click on the Select Image button and select the flag or
banner required from your Shared Images folder.

(‘selectimage )

To remove a banner or flag, please use the
_NoBanner.PDF file available from your
Shared Images folder.

MANAGING DOCUMENTS

DOCUMENT INFO ]

Click on the Info button below the document preview to PR s ot
1 HP 2 Pic
display the contents of this document. 2 parker Street, Blacktown \

»
Hp 2 pic Updated

You can also view and edit the Document Name in this
window. Click on the Close button @ to accept the change.

|

PROPERTIES aptions | (@benr)

Click on the info button @) below the document. A list of @’E

property modules that are placed on this page are displayed -

here. Modules that have been updated can also be seen here.

OUT-OF-DATE DOCUMENTS - —

If a module has been altered after being placed in a FX412356

document, the document is said to be out of date. A warning sy Pags Mlod 3 Pic” has been updated,

with the out-of-date module information is displayed under o

the document preview. W-_

Rebuild the document to refresh the preview. — ';{
( Mew Document J




Please selsct 8 property:

SHARED MODULES m’
Shared modules are modules that are
not specific to one property or listing.
These could be module-sized staff
footers, or on duty banners. To use
shared modules in your document,
select the Shared folder from the
properties drop-down menu.

00, Promo Ads

1609 Kelvin-Steve-
Melinda

Import and drag the module in the
same way as placing a property

1609 Paul-Tony-Sue
module.

0

ratw

1609 steve-Kelvin-
Melinda

O

VIAINAJININOG VIOV U

dcompose
EDITING MODULE TEXT - P
AdCompose has the ability to store multiple versions of g —

descriptions. The initial input from your New Property . Fp— =
Wizard is contained under your Details tab, however, once a = swcanumer | = = =
module is created the link to the Details tab is severed and T o | iagn et o )

you are able to edit modules on an individual basis.

i Suburbia
suburb Name | Suburbia

4

If you want to edit anything on a module that you have i
already created, please always select the edit button s

2
carBays | 2

underneath your module. =

7,000
price | §567,000 [$55

2

Great Location
Heading | GrestLocation )

ibus doloremodit
lest €08 Ximus elest eos alignis wura o
Description | Ximus Ele= minum gue voluptatem s
alignis mifious

CREATING ADDITIONAL MODULES

Click on the Modules button

i fOI’ the property to d|5p|ay 1/234 O'Connel Street, Warner's

|
Bay @ image: @ Modules
any modules that have been i S o )
created. Ref: 234624363245

134 Pickering Street, Clarkeville
Created on 27 Sep 2016 o‘ @




To create a new module, click on the New Module button to show the list of templates available. To fill
the module with your original data, click on the Create Module button. To fill the module with the same

information as another module use the Copy Details From drop down box to select the module you want
to copy from.

== Half Page Mod 2 Pic Copy Details From: LI

258mm x 166mm Copy Details From:
(Don't copy any details)

i  Qtr Page Mod 1 Pic Eth Page Mod

=== 128mm x 166mm ‘éfr—::; —
m= | Qir Page Mod 3 Pic Qtr Page Mod 2 Pic ﬂW
-

- 128Bmm = 166mm

The module will now build with the selected information ready to be placed on a document.

~ :
) 33 Bigge Street Suburbia

8th Page Mod
128mm x 82Zmm
Found 2 erpgrs

Error Detaifs

ADVANCED MODULE EDITOR

AdCompose has an advanced module editing function. Lines of text or graphics can be deleted or turned
off when they are not required for that particular property.

In this example the same module can be used either for Sale or Auction just by deleting the unwanted text. The
difference being Sale has the Price and no Auction Details and the Auction has Auction Details and no Price.

Remove the lines that are not required by clicking on the delete symbol @ to delete them permanently.
Alternatively, select the NONE style from the drop down menu to turn them off.

{queue.AuctionDate} {queue.AuctionTime} e

For Sale - remove Auction details —— e V@

Auction - remove Price details {queue.Price} [Details_Light v | @ '




CHANGING THE STYLE OF TEXT

Some fields have multiple styles available

to use that can be altered as required. For
example the description may have 3 different
sizes available, in this example Description 9pt,
10pt and 12pt. If the text does not fit at 12pt
the size can be changed to 10pt by selecting
the style as shown. If text is not needed then
the style can be changed to NONE to make it
invisible on the module.

OBJECT DELETE FUNCTION

Select the module and click on the Edit

GreenHeading JPublic Noti
Sold]S_UMNER READING gﬁjﬁ
Register @ your loca) library.,
Immer Reading Club runs fram(
PY] Once yau have registered g

mare will ba giy
“lub P Qiven an jm
Duliﬂr :"‘Y[CBWI where there a

wave, Huod
& }f’?'].‘,’f‘"f",{f about your =mrienéeﬁsr:f|;nd

[CopyBold] 5 1 ayper

=

-

NONE

CopyBold_Next Column

button, then click on the Advanced Edit
button.

Icons

In some templates there is an option to
remove boxes to suit particular listings.
This could be to remove bed, bath and car
icons that are not required on land for sale
modules, or removing banners that are not
required on some modules.

If this option is available, a Delete button

Line Text
{gueue.Bedrooms}

A

{queue.Bathrooms}

J{queue.CarBays}

Line Style

C—_l -
Bocioms — v]©

C— -
Ceermm—al -
C—l -
==l -

will appear on the left. Click on this button
to delete the whole box.

INSERT IMAGES

For multiple locations of inset images in a
template as shown, the position that is not
required can be deleted. In some cases the
inset may cover an important part of the

property.

In this case, the image covering the garage
door on the left is the best position for the
inset picture. Select Advanced Edit and
select Delete on the left hand side to remove
the image not required. Choose the Build
and Save button to save your changes

If objects or text are inadvertently deleted,
create a new module and start again.

Chullora 1010 Sale Street

Location

Location Location Location Location Location Location Location Location
Location Location Location Location Location Location Location Location
Location Location Location Location Location Location Location Location
Location Location Location Location Location Location Location Location
Location Location

+ Location
« Location
« Location
« Location
+ Location

« Location

{queue.SaleType}
$999,999

Auction: (queue AuctionDate}
{queueAuc

tionTime}.
{queueAuctionVenue}

Inspect: By Appointment
Contact: Agent Smith 0400 000 000

Image? Right

Image2 Left




PROMO
UPLOADS

Click on the Properties tab and mEs o

then scroll to the bottom of the craead n 02 0w 2043 i i St
page and click on the New HERARNeaE [Ean ]
Property button (I - _

e ey

Street Number | [0
eg. Unit 1120

Enter the Street Number “0"”, Street Name “0” and Street Name | [
Suburb Name “Promo Ads” and then click on the
Save button. This will ensure easy access to your

promo modules. You only need to create the Promo e e

Suburb Nome | [Pramo Ads

Ads folder once. =) D

SPECIFICATIONS

ADCOMPOSE PROMOS

Promo ads that have been created for you by the AdCompose team are print ready for uploading.
They are PDFs generated out of InDesign that have all fonts embedded and colours converted to CMYK.
They will also be the correct size to suit your documents.

YOUR IN-HOUSE DESIGNED PROMOS

If you are creating your own promo ads or they are created by a designer for you, they may be suitable

to upload. Promo ads created from InDesign are best. Please ensure they are created to the correct

size in order to fit into your module template correctly. DO NOT upload promo ads created from Word,
Powerpoint or Publisher. These may cause your ad to fail preflight or appear incorrectly. These promo ads
are your responsibility to ensure they print correctly.

CHOOSING THE CORRECT SIZE

. . Documents | Fropertias. Images 7 Dtz ¢ | Modules Biochures Signboards Feat.res
The size of each module in mm can
be found from the Module Templates ol
list. This is displayed when choosing ;
a new module. = iralgriiag Copy Detate Fom: v | (IR
Use the same method for uploading images for a property. Uploaﬂ!:}l?ﬁgaﬁimmmw
please make sure your image is

Select the Images for your 0,0 Promo Ads folder, then click on hon i | i o Seling
the Upload Image button. [ Ghoose e | o ile chosen

Choose File _Nnﬁbaciwsen

Choose your image and select the PDF option. This will allow
a PDF to be uploaded.

All of your uploaded Promo Ads will be stored here. | Uplosd 1mage(s) |




SELECTING THE MODULE TEMPLATE

Click on the New Module button.

8th Page Mod
i28mm = B2mm

I

[Conv Details From 7 | (L]

m Bth Page Promo Template
128mm = B2mm
s Full Page Mod 3 Pic

258mm = 335mm

1_

From your 0,0 Promo Ads folder, create a new module from the Promo Templates available.

This example shows an 8th Page Promo template. Note that it is the same size as the 8th page Mod. These
templates will fit to your current grid.

Click on the Edit button. —

Only the image for
FloorPlan will be shown.

gth Page Promo Template

1Z8mm x BZmm

Fourd 1 error
Error Dreteis

@e) G (0 rovea)

Promo Ads Module Templates:

If the size you require is not available, please email the helpdesk and the size will be created for you.
This will now be added to your Module Templates library.

e [ Click on Select Image and choose the promo ad
PDF you have uploaded. If the crop box does not
fit the entire promo, drag the top right crop box
corner to include the entire promo. Click on the
Build & Save button.

Please select an imag

Setect mage




RENAMING THE PROMO AD MODULE

Click on the Info button below the
Promo Ad module.

Type in the new name for the
module, including the size, for easy
reference. Click on the close button.

PLACING THE PROMO ON THE DOCUMENT

Now the promo ad is
ready to be placed on the
document.

[0 g, Proma Ads r
8th Page Thinking of
Selling March 2016

Use the same process as you
would for placing a property
module.

r

(@.mpen)




