
 

PromoSuite: Creating Contests 

Overview 
This document is intended for users who create contests in PromoSuite Next. After reviewing, you will 

understand: 

1. How to create a contest that DOESN’T have a CASH prize, aka NON-CASH Contest. 

2. How to create a contest that DOES have a CASH prize (and MAY include a non-cash prize). 

Creating a NON-CASH Contest 
• Contests where a winner will receive a non-cash prize – like Concert Tickets – can be created as 

usual via Promotions > Prize Closet > Prizes, or via the Prizes tab within the contest, where you’ll 

find the prize types ‘Tickets’ or ‘Prize’.  

*IMPORTANT NOTE: Effective <date>, the ‘Cash’ option is no longer available via Prize Closet 

or via the Prizes tab within a contest. 

 

After selecting ‘Tickets’ or ‘Prize’, enter the required information as you normally would and 

then click ‘Apply’. 

 



 

Creating a CASH Contest 
• Contests where a winner will receive cash (usually a check) MUST be created using a special 

request form called: 

 “Cash Contest Approval - <Your Market Name>” (ex. Cash Contest Approval – Baton Rouge)   

Step 1: Access the Form 

You can access the request form in one of TWO WAYS: 
 

1. Go to Promotions > Contests > Create Cash Contest, which will AUTOMATICALLY take you to 

the form based on the market you’re currently logged into. 

 
 

2. Go to Sales > Requests > Create New Request, THEN choose the appropriate form from the 

dropdown, and click Create.  

 



 

Step 2: Complete the Form 

The Cash Contest Approval form contains the same fields you typically see when creating a 

Standard Contest in PromoSuite. The ONLY difference is this contest REQUIRES an approval prior 

to showing in your Standard Contests list.  

Request Name: Use your contest naming conventions. 

Request Timeline: Start/End Dates of contest. 

Stations(s): Stations participating in contest. 

Advertiser: Select from the list or create new 

Standard Contest Name: Clicking into this field will 
automatically pull in the name and dates entered for 
Request Name and Request Timeline. 

Standard Contest Category: Use this field as you 
already do when creating contests. Contest Categories 
are used for scheduling purposes. 

# to Run: How many times should this contest run (i.e., 

how many Winners do you plan to get)? 

Standard Contest Script and Copy: This is the info that 
displays for the on-air talent to read. 

Standard Contest Prize (Cash Only): Name the prize. If 
the prize value changes per winner, you can click the 
Pay My Bills checkbox to set up a variable cash prize 
contest 

Cash Prize Source: Use these dropdowns to help 
populate the iHeart Finance Export 

Total # of Prizes: Enter total number of cash prizes you 
plan to award. 

Contest Prize Value per Item: Enter the value of the 
cash prize. 

 
 

IMPORTANT NOTE: If the contest involves a cash prize AND a non-cash prize, you MUST use 

this form as well. 

 
When filling out the form, create the cash prize 
first, then follow these steps to create the 
additional prize(s): 
 

1. Click the blue + sign next to the already 
created cash prize 

2. Fill out the information for the second 
prize, note that the second prize can be 
Cash, Tickets or Prize 

3. You can add as many prizes as needed, 
should your contests contain more than 
just the cash component.  

 
 



 

Step 3: Submit or Save the Form 

Once you have filled out the necessary fields, you can submit the form for approval OR save it as 

a draft. 

 
 
 
1. Click the Save button at the 

bottom of the form. A popup 
asking if you want to submit the 
form will appear.  

2. To submit, click Yes. Otherwise, 
to save as a draft, click No.  

 

 
 

Step 4: Initiate Approval 

Finally, you need initiate the approval process. 

 
 
Click the ‘Submit for approval’ button. 

 
 

 

 
Once the system processes your submission, the 
button will turn green, indicating it was submitted 
to your market’s designated approvers. They will 
receive an email, alerting them a contest promotion 
involving a cash prize requires their approval.  

 



 

What Happens Next? 

 
 
 
 
Once approved, the user who entered the 
request will receive an email, letting them 
know the promotion has been finalized. 
 

 
 

The contest and prizes will be available in the station’s Standard Contest and Prize Closet 

sections of PromoSuite, with all the information previously provided. The only thing left to do is 

allocate the prize (if necessary) and schedule the contest. 

Additional Resources 
For additional support and information, please consult: 

• PromoSuite Next Knowledge Base 

https://help.promosuite.com/hc/en-us/categories/360005774232-PromoSuite-Next
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