 HPE
HIGH PERFORMING
BUILDINGS

Real Buildings | Real Data

Send My Ad Publications User’s Guide

Welcome to the ASHRAE Magazine Print Ad Portal

ASHRAE’s print magazine Advertising Portal allows clients to submit ad materials quickly and easily. You can upload your
advertising print materials to the web-based portal anywhere, anytime.

It's easy to get started. This manual will guide you through the ad materials submission process for ASHRAE Journal, High
Performing Buildings, and AHR Show Daily.

You can access the ASHRAE Ad Portal by using one of the below URL addresses or using hyperlink from ASHRAE’s email when
materials are due for the publication.

e https://aj.sendmyad.com/

e https://hpb.sendmyad.com/

With either URL you are able to switch to different ASHRAE magazines to submit or review your advertising library of ads.

After creating a user account, additional help can be found at the following address: www.sendmyadsupport.com/advertiser
If you need further assistance, please contact Vanessa Johnson, viohnson@ashrae.org, Telephone: 678-539-1166.

Additional resources can be found on your personal ad portal by accessing the dashboard of your ASHRAE send my ad portal.
Resources that are available are:

Asking questions directly to Send My Ad on portal functions choose

GENERAL FAQ

Video tutorials Quick Start Video

Frequently Asked Questions
? Tutorials & Help

+ How do | make a PDF?

A . « How quickly will my PDF file be preflighted?
Frequently asked questions on how to create your advertisement.

= | get an error message that RGB images are
not accepted. What does this message
mean, and how do | fix it?



https://aj.sendmyad.com/
https://hpb.sendmyad.com/
mailto:vjohnson@ashrae.org

1.

Four Easy Steps to Preflight and Send Your Advertisement

Log in to Send My Ad

Log in to your Send My Ad account by using
one of the below send my ad URL addresses
below.- If you are a new user, click on the

First Time User?

11 ONLY takes 1 minute to register

 J

or
Click Here if you already have
a SendMyAd account

Click Here link under “First Time User?” and

follow the prompts to set up a new account New users _
start here # Sign in here

ashraejournal.sendmyad.com

Usemame
hpb.sendmyad.com » |gmartin@ashrae.org ]
Once you have your account setup you will Pl
have access to: Eidstina uiirs [“”“” ]

o Frequently asked questions of how 9

to resolve common preflight issues.

log-in here

o How to create a PDF/X 1-a file for
submitting your ad materials.

o Your own ad library of new and
repeat materials.

o How to use the Send My Ad portal.

- Sign In
[J Remember me e

| cannot access my account

Sending ad materials AT
In all cases, ASHRAE needs to set up your AS'{EE/
space reservation for your ad. Once e
completed you will be able to submit your A bashbaard

ad to ASHRAE publications.

Actions

View

You will use the left and top navigation to

find your space reservation to submit your Ad Sizes
ad :. Users
& Groups

Choose and open by double clicking the
blue icon of the ad space

ASHRAE Journal - All Issues - i All Ads -

v David Soltis
Publication: ASHRAE Journal
A Size: 16.375"x 10.875"

Created: Today 11:48 AM
Revised: 0
Status: Materials Requested



mailto:yourcompany@sendmyad.com
mailto:yourcompany@sendmyad.com

Review requirement and Ad Rescration

adding materials Flacan £ sry reguirsd feld ord sfach yowr sd motarich.
You will need to confirm that the ad Publimrtiorr AS<REAE Joumel
materials information is correct. S

Dhwcwsrrbmr 2007 o B, 2007 100 AR
All information is pre-populated from the

. . Booling Mumber 21 7ASHRA TS
insertion order.

Poteriah i

It is important that you confirm that Acheariizer* Destd Soii
these instructions are correct being
moving on as you only have one
opportunity to revise instructions before
adding materials.

Ceisgerr ¢
Sectior Mo Sscion

Ad Type Swppled &d

ol Threr = Sormed Pege 1372 x 10.07S

Item that may need attention are: B Sl
o Proof Type Proof TYp ™ profirg Dptiona
© CatEgory Poaltion Tege: Mors S
o Available Tags defining position.
. . Meterish Confect Dedd Solb
o Adinstructions

Adewrteer Compeny: Dodd Soii
Adveriber Confmct: Devid Scoitt
Apenoy Dodd Sold

Agercy Cormect

Suderwrtter Ad irostructior

Choose add materials to start the
process of adding your material for
preflighting your ad.

You will need a PDF/X-1a file.

Browse for the file from your desktop or

network. PDF/X-1A Files Only

Upload the file to the Send My Ad portal

You may also drag from your desktop to this window.

Q, Browse For File




4 Ad file preflight
Your PDF ad file preflights in real time and
will inform you of serious errors that must

' N/
S/

R ///<

be fixed before your ad is accepted. = 'llllp'_‘! &,h'JyA’ ki
; N B Sy S

AR

Left hand panel shows
details about your ad.

If you do not see the left
hand panel you can click
on the More Information
button.

The complete guide to using
ASHRAE Standard 55

$115 ($99 ASHRAE Member)

org/thermalcomfort

The middle panel shows how your ad will be positioned and printed.
The right hand panel shows:

o Serious and suggested other warnings about your ad
o Tools that can resolve some common preflight problems.



Explanation of Warnings and Tools You Can Use

Warnings
Most warnings provide additional information to define common problems and suggested solutions.
All warnings will show the area of the ad where the problem resides.

o Serious Warnings are defined by a red
X and must be corrected before

Serious Errors

submitting to the publisher. g ! DOCUMENT ERROR
o are defined by an orange
. These are recommended A\ OTHER WARNINGS

corrections to provide better results for

1 FONT WARNING
your printed ad. -

Tools
Above the warnings, the portal will provide you with different courses of suggested action or possible tools to help
you correction the ad. In some cases, the ad may have to be revised in the native program and resubmitted to the
portal.

Approve Button: Approve the ad to run in the selected publication.
ASHRAE will preform a final preflight on your ad. You will be notified if your
ad has additional warnings that need to be resolved.

Reject Button: Reject the ad currently uploaded. F—_

Rejecy Ad

Reposition Button: Alter the position of the ad on the screen T —

Reposkion Ad

Auto Center Button: Allow the ad portal to center the ad within —
publication ad specifications.

Aute Center

Revise Button: Upload a new ad or change the ad specifications.

Print Button: View and print a detailed digital ad report.

Send to Other Publications Button: Send the same ad to another
ASHRAE Publication

Send 1o ather
pubs






