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Creating a Request
To begin a new request, select the Requests icon from the global navigation menu. Click Add
Request in the top right-hand corner of the screen. 

Enter a name for your request and select Create Request.

Depending on your permissions, you may have multiple request forms to choose from. Each form
will dictate the fields and information required in order to submit your request. Choose the form
most applicable to your request. If you do not see a form as expected, contact your account
administrator.
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Once selected, the form will populate. Complete the request form in detail and be sure to fill out any
required fields, denoted with an asterisk.

If your request has the option to select a date, various dates within the calendar may be grey,
indicating they cannot be selected due to required lead times for select requests.

If your form has the ability to add attachments to your request, you can drag and drop files from
your computer into the available field. If you would like to browse your computer file menu instead,
start by clicking on the drag and drop field.

To remove or download request attachments, click the actions menu to the right of the relevant file.
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Your request data is automatically saved as you fill out the form. Any forms that are not yet
submitted will appear in Draft status.

Click Submit Request to finalize your submission. 

Once you have submitted your request, you will see the Request Details, where you can view the
status of the request, modify the request, and collaborate with relevant team members.

Duplicating a Request
Duplicating requests is a great way to cut down on repetitive work if you are requesting similar
deliverables often. 
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From your requests list view, click the actions menu to the right of the request you would like to
duplicate and select Duplicate. 

You will be prompted to create a new request name. Select Duplicate Request when complete. 

Your new request will be located in your Draft section where you can update any information and
submit when ready. 

Modifying a Request

When a request is duplicated, the properties of the request form are also duplicated,
even if the request form has since been updated. We recommend only duplicating recent
requests, and ensuring that request form changes have not been made prior to
duplicating.

You can only modify a request in a status of Draft or Submitted. Once the request is
Accepted, you will no longer be able to edit the request details. However you can still
collaborate with your creative team.
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To modify an existing request, select your request name from the My Requests list. From the
request details page, click Modify Request near the bottom of the page.

Make any applicable changes to your request and click Done Editing.

Any edits made to the request will be captured in the request activity feed. Select Activity to view
any relevant changes.
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Deleting a Request

To permanently delete an existing request, navigate to the My Requests list. Click the action menu
to the right-hand side of the request and select Delete. You can also delete a request from the
action menu found in the top right of the request details page.

Depending on your permissions, you may only have the ability to delete requests in Draft
state.
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Declined Requests
Request acceptors have the option to decline a request and a reason must be given. If your request
is declined, you will receive an email notification including who declined the request and the reason
provided.

You will also receive an in-app notification.

Your declined request will be in the Draft section of your requests, with a badge indicating it was
declined. 

Click into the request to see the reason your request was declined and edit your request.
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Once you have made the appropriate edits, click Submit Request to re-submit. 

Accessing a Deliverable from a Completed Request
Once you have been notified that that your request is complete, you can access the deliverable from
the request details page in the OVERVIEW tab. 

Select the download icon to download the deliverable files. 
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