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SET UP FORM 
 
Date                                      
This form should be filled out for/by each agency using the specific advertiser's prefix(es). 
 
Advertiser Information 
 
Company Name  
Contact Name  
Title  
Phone  
Email  
Address  
Address 2  
City, State  
Zip code  
 
Agency Information 
 
Company Name  
Contact Name  
Title  
Phone  
Email  
Address  
Address 2  
City, State  
Zip code  
 
Prefix Information 
 

Prefix Prefix Title Brand  Product 
Start Coding At:  
(if applicable) 

Example 
PEMK Diet Mountain Dew Mountain Dew Diet Mountain Dew PEMK0050 
     
     
     
     
     
     
     
     
     
     
Please attach a sheet if more prefixes are needed to be listed. 
 
Note: The Prefix Title is not the commercial title; it is identifying what the prefix is used for.  For example, if 
an advertiser uses the same 4 alpha prefix for all coding, the Prefix Title is typically the advertiser name.  If 
an advertiser has multiple prefixes they use for different brands, products, divisions, etc. the Prefix Title is 
typically that particular brand, product or division that the prefix is used for (as in above example). 
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Prefix Format Information 
 
Please choose a format for the second set of 4 characters in the Ad-ID codes issued for the 
above Prefix(es). 
 
Note:  Ad-ID offers the ability to customize the second set of 4 characters in Ad-ID codes issued.  
Please choose the format below that best fits your company’s needs.  If you do not have a 
preference, the 4 digit sequence is the most common format selected. 
 
Format  
 

   4 digit sequence (most common format selected) 
      All 4 characters used for sequence, starting at 0001 and incremented from right.  System  
      assigned.  
      Example: ABCD 0001 0000 (sequence 0001, 0000 is Ad-ID overflow space)  
 
 
 
 
       
 

   3 digit sequence, 1 digit year 
      The first 3 digits are used to count the number of Ad-IDs issued under this prefix.  The last  
      digit is the last number in the current year.  System assigned. 
      Example (using the year 2008): ABCD 0018 0000, ABCD 0028 0000 to ABCD 9998 0000. 
 
 
 
 
 
       

  1 digit year, 3 digit sequence 
      The first digit is the last number in the current year.  The last 3 digits are used to count the  
      number of Ad-IDs issued under this prefix.  System assigned.  
      Example (using the year 2008): ABCD 8001 0000, ABCD 8002 0000 to ABCD 8999 0000. 
 
 
 
 
 
 

  Custom 
      This allows you to create any alphanumeric combinations for the middle 4 characters.   
      Manually assigned at the time the Ad-ID is created.   
      Example: ABCD 1Y7W 0000 (custom alphanumeric 1Y7W, 0000 is Ad-ID overflow space) 
   
 
 
 
 
 
 
 

Company 
Prefix 

4 Digit  
Sequence 

Overflow 

0001 000 ABCD H 

High  
Definition 

 

Company 
Prefix 

3 Digit 
Sequence 

Overflow 

001 000 ABCD H

High  
Definition 

8 

Year 

 

Company 
Prefix 

3 Digit  
Sequence 

Overflow 

001 000 ABCD H 

High  
Definition 

8 

Year 

 

Company 
Prefix 

User 
Provided 

Overflow 

1Y7W 000 ABCD H

High  
Definition 
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Billing Contact (REQUIRED) 
 
Billing Contact Name  
Title  
Phone  
Email  
Address  
Address 2  
City, State  
Zip code  
 

 Check box to sign up for paperless invoicing.  I authorize Ad-ID to email all invoices 
and statements to the email provided. 
 
Contacts to Access Group (Mark with an “X” if the person is an Administrator or User) 
 
   
Email Address Administrator User 
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
 
Description of Roles:   
 
Administrator: Allows the person to access all functions of the system (create, edit, view codes;  

add, and set permissions for users and groups; create reports, create prefixes,  
                          manage partnership options) 
 
User: Allows the person limited access to the functions of the system.  Users cannot add other 

users, edit user permissions, activate prefixes, etc.  The default setting is that Users can 
create codes.  Administrators can edit user permissions to edit only or view only in the 
Edit Users tab in Ad-ID by clicking on the Users name.  

  
 
Please e-mail or fax the completed form to Ad-ID customer service at cs@ad-id.org or fax #  
(704) 594-6290.  Please contact customer service at (704) 501-4410 with questions. 
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