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SpotDeli User Guide 
 
With SpotDeli, you can easily and quickly submit your TV commercial or billboard to Ster, Ad Alliance, and Talpa Network. 
In this guide, we will show you step by step how to upload your commercial. 

When you log in, you will immediately land on your dashboard, where you can: 

1. On the left side, you will see the folder(s) you have access to. This is a folder named after your organization, where all commercials 
uploaded by you or your colleagues will be stored 

2. Latest uploads: Here you will find the most recent commercials that have been uploaded. By clicking on View All, you can see all the 
uploaded commercials 

3. My Preferences; Here you will find the personal settings and notifications for your account, as well as links to the help center and 
contact page. Another way to access this menu is by clicking on your own name (4.) 

5.  The Media folder takes you to your organization's folder, where you can view your media files/commercials. 
6.   The icons Activity and Settings are not needed. 
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Uploading 

To upload a commercial, go to Upload (1.) 

 

Once you click on it, a pop-up will appear where you can choose the folder where the commercial should be placed. This will be your 
organization's folder. 
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You will then be directed to the screen where you can add your file from your file explorer via My Device (1.) Alternatively, you can drag your 
file directly into the screen. (2.) 
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Once you have selected or dragged your MXF file, you will see the file on the screen. If this is the file you want to upload, click the green 
Upload File button (1.).  

If you want to upload a different file, click the current file away by clicking the cross (2.) 
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Next, you will be directed to the form where you need to fill in the information (Metadata) about the commercial. This will generate the so-
called XML file, which will be delivered along with the video to the broadcasters. The fields are: 

• Title (filename)* 
It will automatically take the filename. 

• Description 
Here you can optionally provide a description of the commercial. 

• Commercial title* 
The title of the commercial. 

• Commercial type* 
Is it a regular commercial, billboard, or promo? 

• Version 
You need to fill in this field when submitting a new version of a previously delivered commercial. 

• Exchange 
Turn on the toggle here to indicate that the commercial is replacing another. 

• Tag-on 
Turn on the toggle here if the commercial is a tag-on. 

• Advertiser* 
For which advertiser is the commercial? 

• Broadcaster* 
Here, you select in the dropdown menu by clicking on the name of the broadcasters where the commercial should be delivered. 

• Commercial length* 
Enter the length of the commercial here. 

• Production company 
Which production company made the commercial? 

• Multi Channel Audio 
Select 'Yes' if your commercial contains a surround mix. 

• Low Loudness 
Select 'Yes' if intentional use of audio at a low level is made. 

• Comments 
Here you can add comments when necessary. 
 

*These fields are required.
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 Once you have filled in all the fields, click Save.  
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Next, a pop-up will appear in the middle of your screen indicating whether the commercial has been uploaded. 

 

Then, you will immediately see pop-ups in the bottom right of the screen indicating whether the commercial has been approved or not. 
Below, you will see the message if there is an issue with the file or the metadata you entered in the form. Later in the guide, you will find 
instructions on what to do if you receive such an error message. 
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The next screen, after closing the pop-up, is this one. You are now in your organization's folder where all the files are stored. 

Here, you can also upload new files by opening them in the file explorer or dragging them in (1.). 
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Below, you can see that the right commercial has been rejected (1.). By clicking on the commercial, you will enter the screen with all the 
information (2.). 

 

By clicking on the exclamation mark next to Error (3), you will enter the report and see what the issue is. 
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You will enter this screen and see what is wrong. In this case, it’s the entered duration that is incorrect; the length of the commercial is 30 
seconds, but 35 seconds was entered. 

 

 

In this case, you re-upload the commercial and indicate in the Version field of the metadata form that it is a second or third version. 
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Uploading Multiple Files Simultaneously 
 
It is also possible to upload multiple commercials/billboards at once and copy data from the Metadata Form, so you don’t have to fill in 
everything multiple times. 
 
In the screen where you add files, you can select multiple files from your file explorer via My Device (1). Alternatively, you can drag and drop 
multiple files directly from your file explorer into the screen (2). 
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You will then enter the screen where you can see the commercials and select Upload files (1). 
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You will then enter the Metadata Information screen, where you can see the different files listed on the left side (1). The file highlighted in 
pink/red is the one currently selected, and its form can be filled in. You can easily switch between files. 
When you click the ‘copy icon’ (2) on the right side of the field, the information from that field will automatically be copied to the 
corresponding fields of the other commercials. 
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Renaming commercials 
 
It may happen that you accidentally copy the name of a commercial when submitting multiple commercials (see previous page), or that 
you assign an incorrect name to a commercial during upload. 
Once a commercial has been approved by SpotDeli (indicated by the green check mark), it is no longer possible to change the name within 
SpotDeli. In this case, you should contact your account manager at the broadcaster(s) to which the commercial has been delivered (Ster, 
Ad Alliance and/or Talpa Media). They can then adjust the name in their own system. 
Re-uploading the same commercial with the correct name is not effective. Since the commercial has already been approved, SpotDeli (the 
quality control) will reject it as a non-unique file. 
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Forwarding Commercials 
 
It may happen that, at a later stage, an existing commercial needs to be delivered to another broadcaster. This can occur when additional 
channels (from another broadcaster) are added to the campaign afterwards. 
You can forward a commercial that has already been uploaded to SpotDeli to a new broadcaster. To do this, go to the relevant commercial, 
click on the three dots (1), and select Edit (2). 
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You will then enter the screen where you can edit the metadata. Under Broadcaster, you can select the broadcaster to whom you want to 
forward the commercial. Keep the previously selected broadcaster checked as well. 
Note: Only change the broadcaster field in this Metadata Form. Do not change any other fields! 
Finally, click Save and your commercial will be forwarded to the broadcaster you have selected. 
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SpotDeli prevents duplicate uploads using file hashing — a technique that blocks recognized commercials. This helps avoid errors with 
broadcasters and NMO registration. You will receive an error message if you attempt to upload a commercial that has already been 
delivered. To deliver a commercial to another broadcaster, use the Forwarding function (see above). 
 
Creating Subfolders 
 
To keep your folder — where your commercials are stored — better organized, you can create subfolders. SpotDeli automatically creates a 
new folder each month to store your commercials. However, you may prefer to organize them differently — for example, by campaign, 
brand, or user. This can be done by creating a subfolder. 
 
How do you do this? Click on the three vertical dots next to the main folder (1.) 
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Select Add Folder (2) and give your folder a name (3). 
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When you upload a new commercial, you can choose to place it in the newly created folder. 
 

 
 
 
Important! 
• You cannot move old commercials to (new) folders. Adding a commercial to a new folder only applies to newly uploaded commercials.  
If you need to move a previously uploaded commercial to a new folder, email us at: info@screenforce.nl and we’ll take care of it for you. 
 
• This new feature is not enabled by default for ‘existing users’. Would you like to create subfolders but don’t see this option? Please send 
an email to info@screenforce.nl so we can assign you the correct permissions. 
 
 
If you still have any questions about using SpotDeli after reading this manual, feel free to email us at: info@screenforce.nl 
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