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G E T T I N G S T A R T E D 

 
 

Welcome to the Advertising Review Portal. In this section we will help you get familiar with the site. We will 
discuss basic navigation; you where you can submit your application, check the status of your applications 
and check for any new notifications. 

 
1. MY APPLICATIONS 

From this tab you will be able to check the status of an application or respond to requests for more 
information, review any violations, or upload corrected advertisements. 

 
2. SUBMIT APPLICATIONS 

From this tab you will be able to submit your advertisements for review. The system will guide you 
through the process of submitting the application, uploading the advertisement, and making a 
payment. 

 
3. MY SUPPORT CASES 

From this tab you will be able to request support from the Advertising Review staff. You can submit a 
request and staff will follow up with you. 

 
4. NOTIFICATIONS 

From this tab you will be able to check for any notifications about your applications. Notifications 
can include violations, requests for additional information, or approvals. Notifications are also sent 
to your email address on file to alert you to take some action. 
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S U B M I T AP PL  I C A T I O N S 

 
 

In this section we will discuss the steps to submit an application, upload media and make a payment. 
 

To start click ‘Submit Applications’. 
 

1. Step 1: Enter case type (Filing or Pre-Approval) and Attorney Name. 

 
 

2. Step 2, select the Ad Type and you can provide a description (optional). 
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3. In the next step, answer all the questions about the advertisement in the Q&A section. 
 

 
4. In step 4, click “Add Case File” in the Case File section and select Upload File. When the popup opens, 

select the advertisement to upload (image, video, pdf files accepted). Click Next when complete. 
 

 
 
 

5. Verify the application you are about to submit is accurate. 
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6. The final step is to make a payment, click Make Payment, enter your payment information, and submit 
your payment. The final step is to Submit your application. 

 

 
 

Congratulations, you submitted your application. At this point your application will go into the queue for the Advertising 
Review staff to review your submission. In the next section we will discuss how you can check your application status. 
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C H E C K S T A T U S OF  A P P L I  C A T I ON S 

 
 

If you would like to see the status of your application, follow the steps below. 
 

To start click ‘Submit Applications’. 
 

1. The applications page lists all of your applications that have been submitted or unsubmitted. An 
unsubmitted application means you did not complete the entire application and you need to either 
complete the application or withdraw the application. 

 
2. Click the case number to view details about your application. 
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C H E C K F OR N E W N O T I F I C A T I O N S 

 
 

Notifications are the communications from the Advertising Review staff to alert you of advertising 
violations, requests for more information, or letting you know that your application has been approved. You 
will receive an email for each notification on the case. The email will provide a link back to the portal if there 
is a request to fix any violations or provide additional information. 

 
To start click ‘Notifications’. 

 
1. Click the Notification Title to view details of the notification. 

 
 

2. From the Notification Details page, you can view each violation on your case. You can click the case link to 
resubmit your corrected advertisement. Once violations are corrected the violation status will be marked 
closed. 
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RE S P ON D T O V I O LA T I ON S O R R E Q U E S T F O R 
I N F O  R M A T I ON  

 
Responding to violations or requests for information is an important step to completing the approval 
process. At this point, the Advertising Review staff have either identified violations with the advertisement 
or need additional information to complete their review. You will receive an email notification alerting you 
to take some action on your case. 

 
To start click ‘MY Applications’. 

 
1. Search for the Case Number and click on the Case Number to view the case details. 

 
 

2. In the violations section, review each violation. Also, in the ‘Review Markup Files’ section you can look at 
the Advertising Review staffs comments about each violation with visual markers that will clearly highlight 
the violation. 
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3. At this point, you will need to correct your advertisement to address any violations that have been found. 
Once corrected, log back into the Advertising Review portal and find your case and click the Case Number 
to view the case details. Scroll down to the ‘Case Files’ section and click “Add Case File” to upload your 
corrected advertisement. 

 
 

4. Upload the corrected media and mark the case file as a Revision. This will notify the Advertising Review 
staff that you have uploaded corrections to your advertisement that they can review. 
 

 
 

5. You have completed your response to the violations on your case. You will either receive a notification that 
your advertisement has been approved or a notification that some violations were not corrected or new 
violations were found after the corrections were made. If there are remaining violations, you will follow 
this same process to submit a new revision. 


