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Preface

About This Student Guide

This Student Guide accompanies the Introduction to iNEWS Workstation class. Along
with illustrations, it documents each topic the instructor covers step-by-step, making it
almost unnecessary to take notes.

The Student Guide also includes a detailed index to help you locate specific items.

Symbols and Conventions

This guide uses the following special symbols and conventions:
1. Numbered lists, when order is important
a. Alphabetical lists, when the order of secondary items is important
e Bulleted lists, when the order of the items is unimportant
- Indented dashed lists, when the order of subtopics is unimportant

Look here in the margin for In the left margin you will find reminders and tips that help you perform tasks more eas-
tips. ily and efficiently.

A note provides important related information, recommendations, and strong suggestions.
& A caution means that a specific action you take could cause harm to your computer or
cause you to lose data.

& A warning describes an action that could cause you physical harm. Follow the guide-
lines in the manual or on the unit itself when handling electrical equipment.

If You Need Help

If you are having trouble using iNEWS newsroom computer system, you should:
1. Retry the action, carefully following the instructions given for that task in this guide.

2. Check the iNEWS Online Help System (F1) that came with your software.



3. Check the documentation that came with your hardware for maintenance or hard-
ware-related issues.

4. Check the Avid Web site at http://www.avid.com for the latest product information,
and other online offerings.

5. Contact your local Avid Reseller or, in North America, you may contact Avid Cus-
tomer Support by phone at 800-869-7009 or by e-mail at:

inews-support@avid.comor support@inewsroom. com.

For general information, call your local Avid Reseller or, in North America, call the Avid
Customer Relations Desk at 800-949-AVID.

If You Have Documentation Comments

Technical Publications personnel at Avid continuously seek to improve our documenta-
tion. We value your comments about this manual or other Avid-supplied documentation.
Simply e-mail your documentation comments to Avid Technical Publications Department
at:

TechPubs-wi@avid.com

Please include in all correspondence the specific section you are commenting on, the title
of the publication, its part number, and revision letter.

How To Order Documentation

To order additional copies of this documentation from within the United States, call the
Avid Sales Department at 800-949-AVID. If you are placing an order from outside the
United States, contact your local Avid representative.

Preface



Overview

Goals

Audience

Prerequisites

Overview and Outline

The Introduction to INEWS Workstation course lasts from two to six hours (depending on
the level of instruction) and provides an introduction to the basic operation of the iINEWS
Workstation. The class provides participants with an overview of iNEWS Workstation’s
features and operation, including navigating through iNEWS Workstation workspaces,
receiving and integrating wire stories, and creating, editing, and placing stories in run-
downs. Session time includes demonstration and hands-on practice.

After you complete this class you will:
¢ Understand iNEWS terms and concepts
* Navigate through iNEWS Workstation application layouts and directories

* Customize sessions, access wire stories, write and edit stories, and place them in pro-
gram rundowns

¢ Communicate with others within the system through mail and messages

This course is designed for the novice iNEWS Workstation end-user, or for those com-
pletely unfamiliar with the software. Participants can be writers, producers, journalists,
anchors, assignment desk personnel and directors.

This course requires completion of an introductory course on the Microsoft® Windows®
operating system or the equivalent, and assumes that participants have minimal news-
room experience.



xii

Method of Presentation

Student Materials

Course Outline

Module 1:

Module 2:

Module 3:

Exercise 1:

Course Overview - Outline

Trained, experienced professionals present the course lectures and demonstrations.
Hands-on exercises reinforce the objectives of each module and encourage participant

learning.

Student materials contain information necessary for the class, including a class outline,
student guide, and supplemental reference material.

Overview of INEWS Workstation

Description of iNEWS Workstation and its integration into the newsroom environment

Overview of the hardware

iNEWS terms and concepts

Getting Started

Launching the iNEWS Workstation software
Logging in and reading the Message of the Day

Changing user passwords
Application layout

iNEWS workspaces

Navigational commands

Switching between workspaces
Refreshing a queue’s contents
Changing the workspace appearance
Saving workspace sessions

Creating and changing toolbars

Queue Operations

Opening and closing Queue panels
Refreshing a Queue panel
Searching for information

Finding text in a Queue panel and Story panel

Find All in aDirectory panel

Working with Queues



xiii

Module 4:

Module 5:

Module 7:

Exercise 2:

Module 8:

Exercise 3:

Module 9:

Moving and Duplicating

Moving stories

Duplicating stories

Creating and Editing a Story
Opening a story

Creating a new story

Editing a story

Finding, replacing, and selecting text
Cutting, copying, and pasting
Undoing an action

Saving stories

The Scripted Story
Formatting text
Setting script margins

M achine commands

Printing

Selecting printers

Printing stories to a system printer
Printing storiesto alocal printer
Printing stories to a queue

Forcing page breaks
Opening and Creating Stories

Communications

Sending and receiving messages
Recalling and clearing messages
Sending and receiving mail

Mail options
Mail and Messages

User Preferences

Specifying a session’s characteristics

Establishing confirmation preferences
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Setting backup preferences

Module 10: Miscellaneous Functions

Locking and unlocking stories
Deleting stories

Module 11: Producing a Show

Course Overview - Outline

Preparing a show

Placing stories in rundowns

Reordering stories

Floating stories

Approving stories

Establishing broadcast control

Understanding and using iNEWS Workstation’s show timing functions

Tracking the progress of a show



Module 1

Overview of INEWS
Workstation

The iNEWS newsroom computer system (NRCS) is a powerful tool for developing news,
rundowns, and stories. Before discussing basic operation of the iNEWS Workstation, it is
important to introduce you to the basics of how iNEWS is used in the newsroom environ-
ment, describe hardware that comprises the system, and review terms and concepts spe-
cific to iNEWS Workstation.



Objectives

After you complete this module, you will:
e Understand how iNEWS Workstation is integrated into a newsroom environment
¢ Identify the INEWS hardware

* Understand iNEWS terms and concepts

The iINEWS Newsroom Environment

The iNEWS system is a modular newsroom computer system comprised of three distinct
systems: the INEWS newsroom computer system, the Avid Media Browse system, and the
iNEWS ControlAir system. Your newsroom may have any one or all of these systems
making up its iNEWS system.

The iNEWS newsroom computer system provides journalists, producers, directors, writ-
ers, and various technical personnel in a newsroom with an array of tools to make their
jobs easier. These tools are outlined in detail throughout this course.

Overview of the INEWS Hardware

The iINEWS Server

Although this guide refers to
the iNEWS Server as a singu-
lar unit, the iNEWS Server
typically consists of two or
more computers running the
iNEWS Server software. Each
one acts as a backup for the
other to protect the overall sta-
bility of the network as a
whole.

The iNEWS system is primarily made up of the INEWS Workstation and the iNEWS
Server.

The data you and others in your newsroom create—stories, scripts, news rundowns—is
saved in a database on the iNEWS Server. The iINEWS Server mirrors the database across
two or more computers called servers. Any information you add as you update your sto-
ries or rundowns is actually stored in multiple places for redundancy. If anything should
happen to one of the servers, the mirrored server takes over. The iNEWS Server is main-
tained by your system administrator.

The iNEWS Workstations in your newsroom are linked together via a network so they can
share information. When the iNEWS Server receives new information—such as additions
or changes to stories—that information can be accessed by others. This enables each sys-
tem to access the most recent versions of stories and rundowns, thereby allowing you to
work faster and more efficiently.

The INEWS Workstation

Owerview of NRCS Workstation

The iNEWS Workstation refers to the computer on which you work. From iNEWS Work-
station, you can create stories, edit stories, and access wire stories. You can also create run-
downs for news programs which display timing information for the program. iNEWS
Workstation provides mail and messaging capabilities so that different users can commu-
nicate with each other.
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This class focuses on basic INEWS Workstation operations including: what is required to
edit and create stories, develop program rundowns and time shows, as well as how to cre-
ate and send messages and mail to other users on the system.

INEWS Terms and Concepts

Directory Panel

Directories

NRCS

Queue Panel

Queues

Story Panel

The following iNEWS terms and concepts are used throughout this class and throughout
the INEWS Workstation courseware.

The Directory panel is your guide to iNEWS. It contains the directory or file structure of
the iNEWS newsroom computer system. The Directory panel is one of the three primary
panels that make up the iNEWS workspace. When you begin an iNEWS Workstation ses-
sion, the Directory panel is the part of the workspace you see first, unless you changed the
workspace layout. The process for changing workspace layout is explained in detail in
“Module 2.”

Like a file drawer in a file cabinet, a directory is a storage space. Directories can contain
more directories (subdirectories) or queues. Directories do not contain stories.

NRCS is an acronym for Newsroom Computer System. The terms iNEWS NRCS, iNEWS,
and iNEWS newsroom computer system are used interchangeably throughout this guide.
They are one and the same.

The Queue panel is a list of the stories in a queue. Stories are added, deleted, moved, and
ordered through this panel. The Queue panel is one of the three primary panels that make
up the iNEWS workspace.

Like a folder in a file drawer, queues are storage places within the Directory Map which
allow you to organize information in detailed categories. Stories are contained in queues.

The Story panel displays the story text and other pertinent information about the story,
such as production cues. Of the three panels that make up the iNEWS workspace, the



Story

Rundown

Some broadcast facilities refer
to rundowns as lineups.

Owerview of NRCS Workstation

Story panel is unique because it may be divided into three areas also known as panels or
sub-panels. The three areas are called the Story Form panel, Instruction panel, and Story
Text panel. The Story Form panel contains fields for data that typically appear in the run-
down, such as a script’s slug. The Instruction panel contains production cues or machine
control data. The Story Text panel contains the text or script of the story, and is the only
part that is always displayed as part of the Story panel, unlike the Story Form and Instruc-
tion panel, both of which can be removed from the display within the Story panel. These
sub-panels are explained in more detail later in this guide.

A story is a document found in a queue in the database. It may contain any type of infor-
mation you need to save—f{rom news stories to contact names and addresses. A story may
be displayed in its entirety in the Story panel of the INEWS workspace.

A rundown is a timed-out list of stories indicating the order in which they will run during
a news program. The rundown is viewed in the Queue panel of the iNEWS workspace.



Summary

Daily work on iNEWS is done at an iNEWS Workstation; but it is still important for you to
be aware of the larger architecture which makes up the system. The iNEWS terms defined
in this module will be used throughout this class; understanding these terms is the first
step in learning how to use this system.

Review Questions

1. What is a directory?

2. What is a queue?

3. What is a story?

4. What is a rundown?




Owerview of NRCS Workstation



Module 2

Getting Started

This module reviews the steps for starting the iNEWS Workstation software and intro-
duces the parts of the software vital to your use of the system.

Objectives

After you complete this module, you will know how to:

Launch the iNEWS Workstation software

* Log in to INEWS Workstation and read the Message of the Day
* Change your user password

e Utilize INEWS workspaces

¢ Create and change shortcuts

* Use navigational commands to move within the application layout
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Launching the INEWS Workstation Software

To launch iNEWS Workstation using the icon on the computer screen (desktop):

1. If Windows is not already running, start the Windows-based operating system.

If you are not sure what the 2. Locate the INEWS Workstation icon on the desktop.
iNEWS icon looks like, check

with your system administra- ﬂ
tor.

3. Double-click the INEWS Workstation icon using the left mouse button; iNEWS NRCS
launches.

If the icon is not found on the desktop, you could use the options found in the Start menu to start
iNEWS Workstation.
To launch iNEWS Workstation from the Start menu:
1. Click the Start button.
2. Select Programs.
3. Select INEWS.
4. Select iNEWS Workstation; iNEWS NRCS launches.

If iNEWS Workstation is not located in the Start menu either, check with your system administra-
tor to determine if the program is installed on the computer.

Logging in to iINEWS Workstation

After INEWS Workstation launches, the iNEWS Server Connection dialog box appears.

iNEWS Server Connection 5'

User : IEWiEd —Local Database(s]
Femote Connection
Server: Imendnta-a j
Pazsword: I’““““‘”
Browse... | Hew... | Delete |
Statu$:| — — —

Login I Cancel |

You must log in and, in some cases, select a server and/or a local database, before you can
begin working on iNEWS Workstation.

To log in from the iNEWS Server Connection dialog box:

1. Enter your user name in the User text box.

Getting Started




In most instances, steps two and three can be skipped. Typically, you will not have to choose a
server or local database. If you need to do so, and do not know the name of the server or local data-
base, contact your system administrator.

2. If necessary, choose a server to connect your system to the shared iNEWS Server data-
base.

3. If necessary, choose a local database to connect your system to a database stored on
your workstation.

As you enter your password, 4. Enter your password in the Password text box.

symbols display in place of

letters to ensure confidential- 5. Click the Login button. Then, one of the following may occur:
ity.

a. A dialog box may prompt you to change your password. If this happens, follow
the steps found in the section “Changing Your Password.”

-OR-
b. The Message of the Day screen may appear. Click Close to go on to iNEWS Work-

station when you have seen all new messages. See “Reading the Message of the
Day” in this guide for more information.

-OR -

c. The iNEWS Workstation main window appears. This will happen if there is no
Message of the Day.

Reading the Message of the Day

After you log in to iINEWS Workstation, the Message of the Day dialog box may display.

Mesgage 1 of 1

Welcome to

iINEWWS NRCS

< Erevious | Cloze I

The system’s Message of the Day can display staff notes, daily updates, and so forth, and
can be one or several screens, as determined by your system administrator.
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To view each screen of the Message of the Day:

1. Click Next to move to the next screen of the message. If only one message exists, then
the Next button will not appear and the Previous button will be gray.

2. Click Previous to return to the previous message screen.

To close the last screen of the message of the day, click Close.

Changing Your Password

Your password must be alphanumeric and contain no spaces. Punctuation marks are also
valid. Your system administrator may specify a required length, but by default, it must be
at least five characters and no more than 12 characters.

You can change your password at any time, but your new password must be different
from your current password and your user name. See your system administrator for pass-
word requirements specific to your site.

Your system administrator may require you to change your password the first time you
log in to INEWS Workstation. If so, the Required Password dialog box appears at login.
You must change your password before you can continue. If this is the case, begin with
step four below. Otherwise, you can change your password at any time by following the
procedures below.

To change your password:
1. Select Tools > Options.
2. Select Change Password. The Change Password dialog box appears.

Confirm new pazsword:

Change Password |
0ld paszword: I Q. |
MNew paszward: I Cancel |

. Type your current password in the Old password text box.
. Type your new password in the New password text box.

. Confirm your new password by typing it in the Confirm new password text box.

N U1 s~ W

. Click OK. Your new password replaces your old password.

Understanding the Application Layout

Becoming familiar with the layout of iNEWS Workstation will help you navigate through
the program more quickly.

Getting Started
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The iINEWS Workstation Main Window

Title Bar

Menu Bar

All of the work you do within iNEWS Workstation is performed from the main window.
From this window, you can navigate through your system, open queues and stories, edit
and print stories, prepare broadcasts, send and receive messages, and search the database.

The iNEWS Workstation main window is made up of five components: the title bar, the
menu bar, the toolbar, the workspace, and the status bar.

Title bar aews =18l
Menu bar e Edt Yiew GoTo Story Fomab Took Communicate Window Help
| il Do) Sla] slof5 el izl Fmimi| S8 o ul mloiof [+ x| BN
Toolbar EEEEI =
& =l el
Mewsl E|
E-SIHEwS ﬁ—
B *HELP
{21 ARCHIE
Workspace | iy
{1 FUTLRE
&-{] PEOPLE
{2 pHoMES
{C1 SCHEDULES
{3 sHow
{1 svsTEm
0
Status Bar e [ 2 o o o ]

The title bar appears at the top of every open window, including the main window. The
title bar for the main window shows the name of the application.

The menu bar appears across the top of the main window, directly under the title bar.
Each menu has a list of commands to choose from. You can initiate commands from the
menu bar with the mouse or the keyboard.
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You can also initiate com-
mands using the keyboard,
with the appropriate accelera-
tor keys. For a complete list of
navigation and accelerator
keys, see the Appendix in this

guide.

Toolbar

The buttons on the toolbar are
distinct from the items in the
Menu bar.

Getting Started

To initiate a command using the mouse, click on a menu title. When a list of commands
appears, choose the command you want to use.

I =]
Window Help

= Open kail F3

E - M
= kd &l Dptions. .. El Elg—l
L New |

Connect to Service .. Heply __| Cascading

| Send Menu
- Local Adminiztration » 280
] Ehesk Hame [Efrlf

agaed|mldEens (Bl

v Meszage Bar Fa
Shaww Higtary Shift+F8

An arrow to the right of a menu command indicates that another menu, called a cascading
menu or a submenu, appears when you choose that command. Choose the command you
want to initiate from the cascading menu just as you would any other command.

Another type of menu frequently used in iINEWS Workstation is a context menu. The context

menu is a pop-up menu which displays when you right-click using the right mouse button on spe-
cific items.

The Main toolbar appears directly under the menu bar. The toolbar has buttons that dis-
play the images for the tasks they perform. The toolbar is a fast way to perform common
tasks. Buttons for tasks that you cannot currently use appear gray.

Main toolbar Clock Layout Toolbar
| — |

| | | |
o L WS A R ST ST A =T PN 0 : 1.0 - 2 5 o s = > ol
b o|2E 1] =

'|

Find tool bar Message tool bar

The iNEWS toolbar features the Main toolbar, along with other components, such as the
Find, Layout, and Message toolbars. You can also create your own toolbar of buttons to
perform tasks you specify. For more information on creating your own toolbar, see “Creat-
ing and Changing Shortcuts,” later in this module.

You can change the position of the toolbar components, such as the Find toolbar and the Message
toolbar by clicking and dragging them to a new location within the toolbar area.
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Workspace

Status Bar

The workspace is the area of the main window where you perform all of your work, from
editing and creating stories, to reading wires or other directories. Workspaces are
described in detail later in this module.

The status bar appears at the bottom of the INEWS application window. The status bar
provides different types of information, depending on where you are working within the
iNEWS application window.

When you open a queue, for instance, the status bar indicates whether the queue has the
refresh attribute set.

When an urgent story comes in over the wires, a notice appears in the status bar.

Understanding iNEWS Workspaces

When you open an iNEWS work session, a workspace appears in the INEWS Workstation
main window.

[[NEWS]SHOW. TRAINING. RUNDOWN-SAYE.-TERROR

“EEj o0 = o =
QUeUe panel 8 el D03 |B42 HEAD SNAKE VO KSA [NKI 00 000 008 (122446 a
. e E00 |BREAK FOUR 000 200 200 (122454
with selector {1 SCHEDLLES EDI |RECAP 25H 030 000 (030 122654
= E02 [TERROR Vo HZW 007 000 007 (122724 |
buttons = E0z | SP WD KSA 024 000 024 122730 ay
% el ED4 [TONIGHT WIZW[NKK 0:30 000|030 [1227:5 avl
Ece E05 |TWO HEADED SN VO KSA KK 045 000 045 (122825 |
H B westeR E0G | WX RECAP COIFULL GCA [NKK 030 000 030 (122310 =
Directory | SreonE |[< ] ,
(3 6am
panel S 7w PG TAL STORY TYPE CG VIDEO CH STATUS EST RUNS TOTAL CLOCK EP
s e | uzn| TeRor____| vo e || Jow Jom oo |ezas |
Qo CMD  CAM SHOT ESS WRI MODIFIED | BY. TAPE# TIMECODE
20266205 1547 38 [avatar
=
StOI’y 8 HOOH < 12
-3 Las
Form e ATY (ATT
Heaw THE FBI HAS DONE A POOR JOB WITH AN ANTFTERRORISHI
panel D1 eem LAW THAT PERMITS UNPRECEDENTED LEVELS OF
e DOMESTIC SURVEILLANCE ACCORDING T OFFICIALS
Instructi -3 10m WIPE TO vO (WIPE TO VO)=
nstructon 21 10wnD
el -] TORICALS
an L3 EIR
p {1 SIDELINES
{1 LASHOL
-3 Laskem
{1 UPN-SPEC
Story Sl
B wep
Text 11 SYSTEM | ‘
] WIRES E TTC - 0:00:00 BLK - -1t EST - 0:00:07.
panel — =
Showis 0:32 over

See iNEWS Terms and Con-
cepts for more information
about these various panels in
the iNEWS workspace.

[ReF |

% Emawieg | [Car |

An iNEWS workspace consists of three main panels: the Directory panel, the Queue panel,
and the Story panel. The Story panel displays the story text; however, it may be split into
three sub-panels: Story Text panel, an Instruction panel for production cues, and a Story

Form panel. Whether all three of these sub-panels are displayed depends on the view
specified. In the example above, the Story panel is split to show all three sub-panels. The
Story panel and its components are explained in more detail in “Module 6.”

Changing the Appearance of the Workspace

Although the workspace includes a Directory panel, Queue panel, and Story panel, you
can choose to view only one panel at a time or arrange the panels in one of four different
layouts.
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To rearrange the way the panels appear:

1. Choose Layout in the View menu. A box appears with several layout options.
Select Workspace Lapout x| l

B

i=

2. Select the layout option you want. The workspace is rearranged to follow the layout
you have chosen.

If the Layout Toolbar is open you can also click the layout option buttons to rearrange the work-
space.

To make only one panel visible at a time, “zoom” in to that panel.

To zoom in to a single-panel view:
1. Select the View drop-down menu.

2. Select Zoom. The panel that is active (the one with the white background) expands to
fill the entire workspace. An inactive panel has a gray background.

While viewing one-panel, you can navigate to the other panels in the workspace. Press the
Alt key and the left or right arrow on the keyboard to switch from panel to panel in the
workspace until the panel you want to work on is visible.

The pattern for navigating while zoomed in to a single-panel view is:
Directory panel <> Queue panel <> Story panel

For example, if you are zoomed in to the Directory panel, then pressing Alt+right arrow
once will navigate you to the Queue panel. Repeat and you will see the Story panel. If you
are zoomed in to the Story panel and want to view the Directory panel, then press Alt+left
arrow twice.

Navigation between the three main panels of the workspace while in single-panel view does not
loop. In other words, pressing Alt+right arrow while zoomed in to the Story panel will not move
you to the Directory panel.

To make all three panels of the INEWS workspace visible again, choose Zoom again. The
workspace includes the original panels again.

Opening Additional Workspaces

Getting Started

You can have more than one workspace open in the iINEWS application.

To open another workspace in another destination:

1. Select Open Workspace in the Window menu or click the Open Workspace toolbar
button.

2. Enter the destination for the queue.
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3. Select the workspace layout you want to open. The selected workspace opens.

Opening New Workspaces

To open a new workspace, do one the following;:
a. Select New Workspace from the Window drop-down menu.
-OR-
b. Click the New Workspace toolbar button.

A new workspace opens and you can navigate to any new destination. You can have as
many workspaces open on your desktop as you want.

Switching Between Workspaces

The iNEWS Workstation allows you to open up several workspaces at once so that many
destinations can be accessed from the desktop at one time. To work in a particular work-
space, that workspace must be active. A workspace is active when its title bar is a different
color from the other workspaces.
To switch between workspaces:

a. Click on any part of the window to make it active.

-OR-
b. On your keyboard, press Ctrl+TAB.

Identifying the Directory Panel

The Directory panel displays the contents (or file structure) of your host system which you
can use to locate and open queues. If you are familiar with Windows, you will be familiar
with the structure of this directory.

Navigating within the Directory Panel

You can use your mouse or your keyboard to navigate within the Directory panel. Here
are some common navigation keys:

¢ HOME moves the cursor to the top of the directory

¢ Up arrow moves up one item

e END moves the cursor to the bottom of the directory
¢ Down arrow moves down one item

e PAGE UP scrolls up one screen

* Left arrow closes an expanded directory

¢ PAGE DOWN scrolls down one screen

¢ Right arrow opens the selected directory or queue
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Understanding the Directory Panel

A Folder is indicated by a
graphic of a manila folder. A

queue is indicated by a
graphic of overlapping
papers.

The Directory panel contains the directory, which outlines the contents of your system.
The information is grouped into folders and queues. Each subordinate folder appears
below the folder that contains it.
To open a folder:

1. Select the folder icon in the Directory panel.

2. Press the right arrow key.

Pressing the right arrow key when a queue is selected will open the contents of the queue into the
Queue panel.

When you are not using a folder, you can close it so that its contents do not take up room
in the Directory panel.
To close a folder:
1. Select the icon in the Directory panel.
2. Press the left arrow key.
When you open a queue in the Directory panel, the contents of the queue automatically

open in the Queue panel, and the first story in the queue automatically opens in the Story
panel.

Understanding and Using Navigational Commands

The iNEWS system provides you with several ways to open queues and display a list of
the stories they contain without scrolling through the entire database. You can use the Go
To Menu to jump to specific directories or queues, the Urgent button to quickly view
urgent stories or news flashes, or create Shortcut buttons which take you directly to speci-
fied locations with one click. Creating Shortcuts is described in detail later in this module.

Using the Go To Menu

The Go To Menu allows you to quickly move through your system to access a queue using
the Destination command or the Urgent button.

Using the Destination Command

Getting Started

The Destination command takes you directly to specified paths in a queue.

If the destination you specify is located in a locked queue, you must enter the correct password to
open the queue.

To use the Destination command:

1. Select Destination in the Go To drop-down menu.
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The Go to Queue or Folder dialog box opens.
Goto Queue or Folder l

Destination

! [

Ok Cancel |

2. Specify the path you want to open in the Destination text box.
3. Click OK to close the dialog box and open the specified queue.

Using the Urgent Button

Urgent stories or news flashes appear in your workspaces and are highlighted in colors
configured by your system administrator.

To view the last 10 Urgent stories in a queue, click the Urgent icon in the Status bar at the
| &, bottom of the INEWS Workstation main window.

To view all urgent stories in a queue, click the Urgent button in the Main toolbar.

Urgent button ~ Web Browser button

=10l

File Edit Wew GoTo Story Format [Tools Communicate  window Help

R EREERENEERAEEC 0 15 : v Sl

PR =
@ =1 &laal|
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Using the Web Browser Button

The iNEWS system allows Internet Explorer to be opened in an ActiveX Control work-
. space, as shown below. Internet Explorer may be opened from either the Web Browser
button—shown at left—on the Main toolbar or by selecting View > Web Browser.

=12l
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Creating and Changing Shortcuts

See also “Accelerator Keys”in ~ The iNEWS Workstation allows you to create shortcuts in the form of custom sessions and

:ll(e) rtﬁ’f;ﬁiz;é;hm guidefor  ;stom toolbars. Custom sessions save multiple or single workspace layouts. Custom
toolbars contain buttons that take you directly to specified locations within the INEWS
Workstation, open custom sessions, or perform a specified action.

You can create these shortcuts to enable quick access to queues in your system. For
instance, you can configure these shortcuts to open the queues you use often so you do
not have to scroll through the entire Directory panel when you are searching for informa-
tion.

Creating Sessions

To create a session:
1. Open one or more workspaces in the INEWS Workstation.
2. Pick different destinations for each workspace.
3. Select a layout that you are comfortable with for each workspace.
4. Select File > Save Session As.

5. Type in a name for your session.

Getting Started
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Choose a file name that will make it easy to recognize your session in the future. For example, you
have a Custom session that contains a split view of two workspaces zoomed in to queue panels, one
for the National wire and the other for the Morning show rundown. You could call it National AM,
or NatAM.

To quickly access a saved custom session:
1. Selec File > Sessions. A dialog box appears listing all your saved sessions.
2. Select the session you want to open.

3. Click OK. Your iNEWS workspace is rearranged based on your saved session settings.

Creating Toolbars

To create a custom toolbar:

1. Select View > Toolbars. The Toolbars dialog box appears.

M ain

[[]5earch Results
My Seszions

lpooi@ar rarme:

e

This dialog box may be used to select which standard iNEWS toolbars to display. A user may also
select which toolbars to display by right-clicking on the toolbar area located at the top of the work-
space and selecting toolbars from the pop-up menu.

2. Click on the New button in the Toolbars Dialog box.

3. Type the name of your new toolbar in the Toolbar name field of the New Toolbar dia-
log box.
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You can have several custom toolbars and each toolbar can contain several shortcut buttons. It is
not necessary to create a new toolbar for each shortcut button.

New Toolbar

R

—

4. Click OK.

The iNEWS Workstation creates the toolbar and the Customize Toolbar dialog box
appears. You can now use this dialog box to create a button or buttons for the toolbar.

Customize Toolbar

5. Select the Add button to create a new button on the toolbar.

Getting Started
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Tooltip Text description
appears when you position
the mouse over the button,
once it is created.

6. The Customize Toolbar Button dialog box appears.

Customize Toolbar Button

Mame

—Action

ooltip Text

1
|

i+ Mayigate To

| il

" Session

| B

' Command Line

Optionz

i Macro

Image
+' Predefined List

&=k

" User defined [from Image File]

[ Browse... |
Ok I Cancel I

7. Enter a name for the button you want to create in the new toolbar.

Keep the name of the button short. The name may be displayed on the button with any image you
select from the Customize Toolbar Button dialog box. To display the button names, select the check-
box for Text Labels in the Customize Toolbar dialog box. Do this after you create the button.

8. Enter a description for the action this button will perform in the Tooltip Text box.

9. You then have several choices for the action this button will perform. Do one of the
following:

a. Click the Navigate To radio button and specify a location to navigate to in the

Directory panel.

You can drag and drop from the Directory panel to the Navigate To field to save the effort of typing
the specific directory location.
-OR-

b. Click the radio button next to Session and using the drop-down arrow, select a
previously created session.

-OR-

c. Click the radio button next to Command Line and type in a path to an executable
file on the hard drive of your workstation.

-OR -

d. Click the radio button next to Macro and type in a series of keyboard commands.

Contact your system administrator for a list of some of the more common keyboard macro com-
mands.

10. Select the image you want to appear on your button.
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11. To use the available button images, select the appropriate image from the Images list.
12. Click OK. A dialog box opens asking if you want to display the new toolbar.

13. Click Yes. The toolbar with the button(s) appears in the upper left corner of your
workspace.

14. Drag and drop the toolbar where you would like it to appear in your workspace.

Changing and Deleting Shortcuts

To change or delete a Shortcut button:
1. Select the View > Toolbars.
2. Select the toolbar you want to modify from the list displayed.
3. Click Customize.
4. Choose the Shortcut button you want to modify from the list displayed.
5. Do one of the following:
a. Click Modify to change the button’s attributes.
-OR-

b. Click Delete to delete the button from your Custom Command bar.

Getting Started
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Summary

The first step to working at an iNEWS Workstation is to launch the iNEWS software.
Becoming familiar with the iNEWS Workstation layout will greatly assist you in your
day-to-day work on the session.

Review Questions

1. What is a toolbar button used for?

2. In what two ways can news flashes or urgent stories be opened?

3. What information is displayed in the Directory panel?

4. How can you navigate between the Directory, Queue and Story panels when zoomed
in to a single-panel view?
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Getting Started



Module 3

Queue Operations

Whether you are creating a rundown or searching through the database for specific infor-
mation, these tasks are performed from a queue. Understanding basic queue operations is
vital to working on an iNEWS Workstation.

Objectives

After you complete this module, you will know how to:
*  Open and close Queue panels
® Refresh the contents of a Queue panel

e Search for information
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Opening and Closing Queue Panels

A queue is a storage place for stories. Whenever you need to create a new story or find
and edit an existing story, you must first open the queue in which the story has been
saved. After you finish working with a story in a queue, there are a couple of different
ways to close a queue.

Opening Queues

There are two ways to open a queue:
¢ Selecting the queue in the Directory panel

e Using the Destination command

Opening Queues From the Directory Panel

To open a queue from the Directory panel, double-click on the queue you want to open in
the Directory panel. The contents of the queue open in a Queue panel.

Opening a Queue with the Destination Command

To open a queue in the Queue panel using the Destination command:
1. Select Go To > Destination. The Go to Queue or Folder dialog box appears.
Goto Queue or Folder l

Drestination

| [

(] Cancel |

2. Specify the name of the queue you want to open in the Destination text box.

If the specified destination is a locked queue, you must enter the correct key to open the queue. See
the iNEWS Online Help System (F1) for more information about locking queues.

3. Click OK. The dialog box closes and the queue you specified opens.

Closing Queues

After you finish working in a particular queue, you can close it by doing one of the follow-
ing:
a. Open another queue. The current queue closes, and another opens in its place.
-OR-

b. Press Ctrl+F4. The entire workspace closes.

Owerview of INEWS Workstation
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Refreshing the Contents of a Queue Panel

When you work in queues, it is important to remember that other people in your news-
room also have access to the same queues. Depending on the permissions other people
have to particular queues, they may be able to add stories, delete stories, rename stories,
or rearrange stories within the queue. To see any changes that others have made to a
queue, refresh the queue window.

If your system administrator has set up queues to automatically refresh, you do not need to refresh
queues manually.

To refresh a queue window, press the F5 key.
The queue is updated to display any changes made since you opened the queue.

If your system administrator has assigned another function to the F5 key, you cannot use it to
refresh your queue windows. If this is the case, select Refresh from the View drop-down menu
instead.

Story Preview in a Queue

A Queue panel can display one line or more of each story, based on a default set by the
system administrator. Users can manually override the Preview Lines setting for a queue
by selecting the Story Preview option in the View drop-down menu. In the Story Preview
dialog box, the user can override the queue’s default setting by typing in a number in the
Lines to preview field. This overrides the setting for the queue while displayed. Once the
user exits the queue, the queue’s default setting is reinstated. If the user wants to return to
the default setting manually (as defined in the queue’s properties), the user can click the
Default button in the Story Preview dialog box.

The following figures show the difference between Queue panel displays with and with-
out Preview lines. The first is the display using the default of seven preview lines, as
defined in the queue’s properties.
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AM-BRF--LightsRecall  08-30 0205 AM-BRF--Lights Recal 0204
Wore than 17,000 work lights recalled
WASHINGTOM (AP -- Around 17 300 work lights were recalled Monday because of fire, shock and
electrocution hazards.
The Consumer Product Safety Commission recalled more than 16 000 florescent work lights distributed
by Wilmar Corp. of Kent, Wash. The lights have wiring that cannot carry adeguaste wattage.
In addition, about 1,300 work lights made by Foremost Tool Co., also of Kent, Wash., have undersized
AM-PreumaoniaTest 08-30 0493 56 AP -t 8/30.
AM-Preumonia Test, 0493
FD& approves test to help disgnose pneumaonia in 15 minutes
By LAURARN NEERGAARD
AP Medical Writer
WASHINGTOM (AP -- Doctors strugaling to decide whether & wheezing patient needs antibictics to
trest pneumonia are ahout to get & simple, 15-minute test to help their disgnosis.
The Food and Drug Administration approved Binax Inc.'s first-of-a-kind pneumonia test Monday. it uses —

AM-lA--MarcianoCrash Bjt 08-30 a1 APEDia--nr 8/30:=
| »
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The second figure shows the Queue panel display without preview lines. This is the sys-
tem’s default view, unless otherwise specified.

Il IntemetHoax 05-30 0482 -
AM-RUN--Michael'sMagic Bjgos- 83 APt st
=P - ARY-Fire\WeatherF o 08-30 o7 APv2wi-ooa
[l F-15thNewsAgenda 08-30 1044 126 APvIntg-dr
= P-HurricaneDennisinterm 08-30 71 APv2rwhaor
P-PMPrep-ScoresandSkeds 08-30 37 APvlal-cr
= P-HurricaneDennisinterm 08-30 =] APv2rwhaor
- F-PHPrep-TV/Bitthdays 08-30 0 a1 APvlal-cr
- AECH :BabyGiraffe 08-30 017 35 APvabc-xtr
-ABCMT: DrugSurvey 08-30 0441 56 APvabe-ntr
-ABCMT: MoreNCDennis 03-30 01 42 APvabe-ktr
AM-1A--Bullet-proofests 08-30 41 APKDia--nr
- ABCN1: StateDept 08-30 0401 a5 APvabc-ktr
AM-1A--DryHydrants Bjt 08-30 0 a7 APKDia--nr
AM-Lebanon-Israel 08-30 0267 32 APp---—-ir
AN-1A--MewsBriefs 1stAdd 03-30 47 APKDia--nr
Ah-BRF--LightsRecall 05-30 020 6 AP p----wer
AM-PreumaoniaTest 08-30 0493 56 AP p----wer

AM-1A--MarcianoCrash Bijt 03-30 a1 APKDia--nr
= F-15thewshinute 05-30 0309 39 APvlal-hr
- F-FPrPrep-Segue 08-30 1112 145 APvlal-cr
- ABCN1: SETopStary 08-30 0263 46 APvabe-vtu

1 |

Searching for Information

Stories you work on can be saved locally or on the iINEWS Server. Often you will find it
necessary to search the iNEWS Server database for specific stories, or you may find it nec-
essary to search through all the stories saved on the iNEWS Server for a specific topic. You
can use three commands—Find, Find All, and Find Global—to search for information in
the INEWS Server database. All of these searching options are available in the Edit
drop-down menu, as shown. All are explained in the following sections.

Find... Clrl+F |

Find MHext F3

Feplace

Fird Al Shift+Chrl+F
Find Global S hift+Clrl+G

Defining the Search

Owerview of INEWS Workstation

You can search for words or numbers, alone or in combination. If you search for a single
word or number, the system searches for stories that contain the text, either as a separate
word or as part of a longer word. For example, if you search for the word “Bill,” the sys-
tem locates stories with the word “billion” and the word “billboard” as well.

The search is not case-sensitive. For example, if you specify “aids”, the system locates
“aids,” “Aids,” and “AIDS.”

You can search for single words, multiple words, or parts of words. You can also exclude
words from a search, or search for literal strings, a specific field, a certain number of lines
of a story, or for words that are close to each other.
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Using the Find Command

To find stories in a queue:
1. Open the queue in which you want to search.
2. Select Edit > Find. The Find dialog box appears.
Find ]|
Mext Stary containing the text:

I [

it the queLe:
l[ELIEE]'»J-.fIFIES..-’-'«LL

—Seach only in:

¥ |ndex Field
" Fom

" First I1 3: paragraphs

" Erttire Story

Cancel |

3. Type the text to locate in the Next Story containing the text box.
4. Define your search by doing one of the following:
a. Click the Index Field radio button to search only in slugs.
-OR-
b. Click the Form radio button to search only in the story form.
-OR -
c. Click the First radio button and select the number of paragraphs to search in.
-OR -
d. Click the Entire Story radio button to search all of the story form and text.
5. Click Find.

The system selects the first story matching the search text and places your cursor on
that story.

6. Press F3 to find the next story in the queue that matches the search parameters. Repeat
this step as necessary.

Finding Text in a Story
The Find command also allows you to find specified text in a story. When the specified
text is located in the story, the system scrolls to the line containing the text, and highlights

the text.

You can set the search parameters in a story to ignore occurrences of the specified text
within a longer word.
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Searching for a Single Word

To find a single word in the text of a story:
1. Open the story.
2. Select Edit > Find. The Find Text dialog box appears.

Find |

Find what: | [RErErEa|
[ Match whale word anly Cancel |

[ Match case

3. Type the text to locate in the Find what text box.

4. Click the Match Whole Word box to ignore occurrences of the text inside a longer
word.

For example, to find the word “honey,” check the Match Whole Word box to locate
only “honey,” not “Mahoney” or “honeymoon.”

5. Choose Find Next. Repeat this step as necessary.

If the text occurs within the story, the story window scrolls to that line and the text
highlights.

Searching for Multiple Words

To search for multiple words, you must connect the search words with Boolean operators,
such as “and” or “or.” Which one you use depends on whether you want the system to
search for “any” or “all” the words you specity.
To find stories containing all of the search words:

1. With the Queue panel active, select Edit > Find. The Find dialog box appears.

2. Type the words to locate in the Story containing text box using the Boolean operator

“and” between the words in your search string.

You can use the ampersand (&) character instead of the word “and” in the search string. You can
also use the pipe symbol (| ) instead of the word “or.”
3. Click Find.

If the text string occurs within any story in the queue, the Queue panel scrolls to that
story, and the story opens in the Story panel.

Repeat this step as necessary.

To find stories containing any of the search words:

1. Open the queue.

Owerview of INEWS Workstation
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Your search criteria can
involve up to 59 characters,
including spaces between

words and operators.

2. Select Edit > Find. The Find dialog box appears.
Find ]|
Mext Story containing the text:

[ [

in the quee:;
I[BLIEBI'»-'»:’IFIES..&LL

— Seach only in:

% |ndex Field
" Farm

" First I1 3: paragraphz

" Erttire Story

Cancel |

3. Type the words to locate in the Story containing text box using the Boolean operator
“or” between the words in your search string.

4. Click Find.

If the text string occurs within any story in the queue, the Queue panel scrolls to that
story, and the story opens in the Story panel.

You cannot combine the “and” and “or” operators in the same search when using the Find com-
mand.

Repeating a Search

Find Toolbar

You can repeat your most recent search without opening a dialog box.

To repeat a search, select Find Next from the Edit menu or press the F3 key. The most
recently conducted search repeats.

A toolbar is available, which can be used in place of various searching options in the Edit
drop-down menu.

To turn on the Find toolbar:
1. Select View > Toolbars.
2. Check the Find box in the dialog box.
3. Click OK.

The Find toolbar appears.

Find Global —— - G[wisconsi _ =] & aal Fingan

Find Find Next




30

Using the Find All Command

The Simple Tab

Only one “non-indexed”
folder or queue can be
selected when doing a back-
ground search. If you are
using Fast Text Search (FTS),
multiple “indexed” folders
and/or queues can be selected
when doing a search. To select
multiple locations, hold down
the CTRL key while selecting
folders and/or queues with
the mouse.

Owerview of INEWS Workstation

The Find command prevents you from using iNEWS Workstation for other work while
the system conducts your search. If you want to conduct a background search for stories
while you continue to do other tasks, you must conduct a Find All search.

When the system finds a story that matches your search parameters, it is listed in the
Search Results pane. You can click on items in the Search Results pane to read the stories

that the system has located.

The system skips all locked stories. The system also skips stories or queues for which you do not

have read access.

To conduct a background search:

1. Select Edit > Find All. The Find All - Indexed dialog box opens.

# Find Al [ =]

Location:

--ZH] VIEWER-INFO#'S

..EH| WEB-SCRIPTS

Simple | Adwvanced I
=

=-C1 WIRES
E-00 ADVISORY

j IHas

Search For
’]Stor_l,l j Iwashington

5 &Ll

Bl 4P

Bl 4PTM

-y apx

--EH BLOOMBERG

&+ And
 Or

Murnbeer of Paragraphs: |'| 0aa

P awirumn Hits: |5U

-[EH) BRIEFS

-Efg BUSINESS

-l CNN

BB DavBOOK
-Ef ELECTION
Bl FEATURES -

il I B

LClear |

Favaorites |

Hemnte | Reset

Cancel

2. The iNEWS directory list is displayed in the Location box. Select a location to search

in by clicking a folder or queue in the directory.

If you select a directory the search will look through all the queues in that directory until the results
reach the maximum number of hits specified. You cannot search in indexed and non-indexed folders

or queues at the same time.

3. Select the Simple tab to do a basic search. The Simple tab can be used for searching

both indexed and non-indexed folders or queues.

4. Enter the text you want to search for in the text box to the right of the Story and Has

fields.

5. If searching for multiple words, use the And or Or radio buttons.

By default, a simple search that specifies more than one search word—such as BUSH
PRESIDENT WASHINGTON—is treated as an “AND” search, meaning the search

will return only those results that contain all of the words specified.
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By selecting the Or radio button, the search is instructed to find any of the words you
specify. For example, the search will look for the words BUSH or PRESIDENT or
WASHINGTON.

the Maximum Hits field.

6. Set the maximum number of hits you want to receive or accept the default number in

The Favorites button allows users to save commonly used search results. Enter your search criteria
in the Find All dialog box, click the Favorites button, and select Add to Favorites. You will be

prompted to give your favorite search a name. Enter the name and click OK. You can then access
your favorite search by clicking the Favorites button and selecting your search from the menu.

7. Click Search.

The workspace view changes to display items in the Search Results pane.

Refine: I

jﬂ

Senver

| title

modify-date

SNEWS
MNEVYS
MNEWYS
MNEWYS
MNEVYS
MNEVYS
MNEVYS

RIC A

Search done

BC-FatalFire 2ndLd-VWrite. .
BC-APNewsDigest 10-05 ...
BC-FatalFire 2ndLd-Yyrite. ..
BC-Irag ZndLd-Writethru ...

BC-Irag ZndLd-Writethru ...

BC-Irag ZndLd-Writethru ...

AP-11thNewsAgenda 10-...
BC-WarkerSlain 1stld-Wy...
BC-Somalia-AidvorkerSl...
BC-Scotus-Federallands ...
BC-Russia-ChechnyaEle...

BC-Irag 1stLd-Writethru 1.
BC-Russia-ChechnyaEle...

BC-Irag 1stLd-Writethru 1.
BC-Fakistan-Shoating 10...
BC-Fakistan-Shaating Zn...
BC-WarkerSlain 10-05 0241
BC-Orlando-TrafficTax 2n...

BC-Primetinister 1005 0.
AP-Irag-Ex-Soldiers 10-0...

BC-Somalia-AidvWarkersl..
BC-Palestinian-PrimeMini...
BC-¥I-BRF--FatalFire 10-...
BC-ChurchShootings 1st...

AP-Y--SrdMewshinute 1.
BC-Pakistan-Shooting 1s...

P ErtalBien 1 -4l A i]\:’vih—ﬁ

Total Hits: 100

104572003 10:34:4.
10/6/2003 10:30:5]
10/6/2003 10:30:11
10/6/2003 10:27:3
10/6/2003 10:27:1;
10/6/2003 10:21:0
10/6/2003 10:05:2
10/6/2003 9:59:46
10/5/2003 9:53:56
10/5/2003 9:42:29
104542003 94157
10542003 9:37:.03
104572003 9:30:14
10/5/2003 9:25:58
104572003 9:25:37
10/5/2003 9:23:35
10/5/2003 9:08:19
104572003 9:07:14
10/6/2003 9:05:42
10/5/2003 9:00:09
10/5/2003 5:58:15
10/5/2003 5:54:37
10/6/2003 5:40:42
10/6/2003 5:40:18
10/5/2003 5:37:46
10/5/2003 8:22:.07

12000 s:mn-TlLI
3

Clear | |

Figure 1

The Advance Tab

£
- [ZH] *HELP - 2
gjg e EC-Fataltire andLd-writethr 1 APp-r—ar
e AX-GHC-Gates-grant 10-06 0629 APvtop-cwr
(-] FUTURE AP WI-MarinaPier 1006 0128 APvlwi-nnr
[]D PEOPLE = D Crndesn T lanafi ndlne Aadl 1 WA I LN PP _.I—I
[#-{_] PHOMES
-] SCHEDULES SLUG FROM |
[#-_] SHOW . R
-] SYSTEM BC-FatalFire 2ndLd-Writethru 1 AP p-----ar |
154 WIRES < | |

-] ADVISORY BC-Fatalgly 2ndLd-*itethry  10-05 0515 BCFatal Fire, Znd =

&

&

By allnews
% AP
Bl BRIEFS

-.EB] BUSIMNESS

-] CBS

Bl compuTERS
Bl paveook

] ENTERTAINMENT
-.EB] FEATURES

-] INTERMATIONAL
Bl LoTTERIES

- Bl meDIaLing

- By maTronaL

By poLITICS

-[EH| PRESS-RELEASES
BB sPECIAL

#-_] SPORTS

By state

0] TOPICS

- By usnEwSWIRE

- BB wasHINGTON
-.EB] WEATHER

Lel

Ld-Writethru,0552

Fire kills five children left home alone; two women
identified as maothers held for questioning

Eds: Rewrites thruout to UPDATE with police saying two
mothers being held, relative says angry at mothers, witnesses
saw one morn distraught after fire, neighbors' efforts to save
children.

By TIMOTHY R. BROWWN

Associated Press Writer

YAZOO CITY, Miss. (AP) -- A fire roared through a wood-frame
house early Monday, killing five of six young children who officials
said had been left home alone, and police were questioning the
children's two mathers.

The cause of fire was not immediately known.

The children were siblings or cousing and ranged in age from
11/2 10 10, County Coroner Ricky Shivers. Mo adults were in the
home when the fire broke out, he said.

A relative of the victims, 48-year-old Daorothy Bell, said the
Wwornen were sisters,

Bell said she had not talked with the women since the fire, and
"l don't want to talk to them. I've heard they weren't there. Those
were innocent kids and now they are gone. Our family is really
tore up.” -

Search Results Panel

8. Double-clicking on an item in the Search Results pane places you in the queue con-

taining that story and displays the text of the story.

9. Displaying the Search Results pane is optional. You can turn off the display by click-

ing on the “x” button in upper right corner of the dialog box. You can display it again
by selecting a different story and executing the Ctrl+R command.

The Advanced tab can only be used when searching indexed queues, and will not be visi-
ble if a non-indexed queue is selected in the directory list.
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Only one “non-indexed”
folder or queue can be
selected when doing a back-
ground search. If you are
using Fast Text Search (FTS),
multiple “indexed” folders
and/or queues can be selected
when doing a search. To select
multiple locations, hold down
the CTRL key while selecting
folders and/or queues with
the mouse.
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To conduct a background search:

1. Select Edit > Find All. The Find All - Indexed dialog box opens.
A Find AN

Location: Simple Advanced |
B VIEWER-INFOR'S =]
.-EB) WEB-SCRIPTS Search For

=-C1 WIRES
E[EI{:I ADVISORY IStor_-,J j IHas j |I:-ush

1% ALL = - * | |washington .
B 4F IAnd J IStc-ry J IHa& J I a J
ki

% AFTM I.-’-‘n.nd j IStory j IHas j |attack
BBy AP

--EH) BLOOMBERG

B BRIEFS Show Raw Query Edtor | Date searchi[#1Dates =] Masimum Hits: [E0

--Efj BUSINESS

-l CNN

Bl DaveOOK Fawarites |

-EH) ELECTION
--EB] FEATURES -

i —

Hemnte | LClear | Reset Cancel

2. The iNEWS directory list is displayed in the Location box. Select a location to search
in by clicking a folder or queue in the directory.

If you select a directory the search will look through all the queues in that directory until the results
reach the maximum number of hits specified. You cannot search in indexed and non-indexed folders
or queues at the same time.

3. Select the Advanced tab.

4. Enter the text you want to search for in the text box to the right of the Story and Has
fields. Only one word may be typed in the text box.

5. If searching for multiple words, click the Plus (+) button to enable additional search
criteria lines.

6. Set the And and Has drop-down lists to the appropriate settings based on the follow-
ing information:

e By default, And is chosen, meaning the search will return only those results that
contain all of the words specified.

* If Or is selected, the search is instructed to find any of the words you specify. For
example, the search will look for the words BUSH or PRESIDENT or ATTACK.

¢ By default, Has is chosen, meaning the search will return only those results that
contain the words specified.

e If Has Not is selected, the search is instructed to return only those results that do
not contain the words specified.
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Remote Searching

7. Select the time frame for the search, but selecting an option from the Date search
drop-down list.

Select Date

Set Search To _EIK
" Before |

" After Caricel

Fram | 1f22/04

j T.:.| 1/29/04 j

8. Set the maximum number of hits you want to receive or accept the default number in
the Maximum Hits field.

9. Click Search.

Remote Search is an optional feature that allows for searching across multiple INEWS sys-
tems running on the same network. Fast Text Search (FTS) is required for the implementa-
tion of Remote Search. In order for a queue or folder to be searched from another iNEWS
system, it must be indexed via FTS.

= 5 Servers El@ Servers
# 5 NaB -2 NAB
#-52 TVMAN - [ WIRES.ALL
5 5 VEGAS - (g WIRES BIZ
52 TwMaN
=53 VEGAS
g WIRES.ALL

Local Clear

Figure 2

Location Box

In Figure 2, the picture on the left displays three iINEWS systems, two of which have
queues and/or folders available to be remotely searched.

When displaying remote system directories, the Remote button appears with the word Local on it;
this is because it is now in remote mode, and clicking the Local button will change the display so it
shows only your local system. The picture on the right shows the two remote iNEWS systems
expanded, and displays the folders/queues that are available to be searched.
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Search results that are returned from remote systems are categorized according to which
system they are from. When you open a remote search result, a separate window will be
opened that displays the story’s form and body information, as shown below:

i Story Viewer

PAGE TAL  SLUG FORMAT  VIDEO-ID
234 | o6r | survivorRFINALE | Vo | surRvivOR
WID-STAT AUDIO TOTAL BACKTIME EP

| 051 o051 | [ |

ANCHOR-— g---ANCHOR-- et
THIS GO-AROUND, IT'S NOT EARTHSHAKING NEWS,

BUT THE WINNER OF "SURVIVOR 3" IS ETHAN ZOHN.
- TAKE VO Be== TAKE Y(0---

ZOHM, THE CURLY-HEADED SOCCER PRO FROM
LEXINGTON, MASS., EDGED OUT KIM JOHNSON, THE
RETIRED TEACHER FROM OYSTER BAY, N.Y., ON
THURSDAY'S TWO-HOUR FINALE TO WiN THE "SOLE
SURYIVOR" TITLE AND POCKET $1 MILLION FROM HIS
AFRICAN ADVENTURE. i

CG COURTESY .
Survivar - CBS THOUGH THE SERIES WAS TAPED LAST SUMMER,

THE FINAL TALLY TOOK PLACE LIWE ON A LOS

ANGELES SOUND STAGE. ZOHMN WHOOPED AS THE
VOTE WAS ANNOUNCED, WHILE JOHNSON THREW

HER ARMS ARDUND Hil IN AN EXCITED HUG. =|

Story Viewer Toolbar
The Story Viewer toolbar provides four buttons with the following functionality:
From left to right:
#  Find - Executes a simple word search.

Copy — Select text and click this button to copy the
text to the clipboard for pasting into your local
iNEWS system.

Copy To — Allows you to copy the story in its
23 entirety to your local iNEWS system. Copy To will
prompt for the location to copy to.

Drag/Drop — Allows you to drag and drop the story

L] intoa queue on your local INEWS system. Click and
hold the Drag/Drop button and drag to the desired
queue.

Owerview of INEWS Workstation
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Configurable Search Results

The Search Results tab in User Preferences allows you to set the default form for the
Queue panel of the Search Results panel (See Figure 1 on page 31); however, this setting
can be overridden on a case by case basis.

Preferences for DANIELMI

Session | Confirmations | Backup | Refresh | Layout  Search Results |

Use form:  [SEEK-RESULTS =l

Cancel |

Users can manually configure the Use Form setting by doing the following:
1. Select View > Use Form

2. Double-click on the form you want used in the Search Results workspace. System
administrators create the forms provided in the list.
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Summary

Learning such basic queue operations as opening queues, conducting searches for stories
and text, and so forth, are basic operations you will perform on the iINEWS Workstation.
The following modules build upon this information to explain more complex workstation
functions.

Review Questions

1. Describe how to open a queue.

2. What does the Find command allow you to do?

3. Describe how a Find All differs from a Find.




Exercise 1l

Working with Queues

This exercise allows you to practice the procedures for launching the iNEWS Workstation
software, changing passwords, navigating through the directory, and working in queues.
These processes are described in detail in Modules 2 and 3. You may want to refer back to
these modules should you have any questions along the way.

The database at your broadcast facility should be configured with the proper directories
which allow you to step through the instructions outlined below. If it is not, your instruc-
tor may provide you with alternative instructions.

Getting Started

Before you can begin working with queues, you must launch your iNEWS Workstation
software and log into a server.

1.

Launch your iNEWS Workstation software and log into the server, as described in
Module 2.

When the Password window opens, change your password.

If the Message of the Day window opens, read the message(s) and click Close to close
the Message of the Day window and start working in your iNEWS Workstation ses-
sion.

Practice creating shortcuts for the queues you will be using frequently, such as the
Wires queue.

Use the Destination command in the Go To menu to navigate to the Wires queue.

Working in a Queue

With the Wires queue open, practice the following actions:

1. Click in various panels to make them active.

2. Move through panels by pressing Alt and the right or left arrow keys on the keyboard.
3.
4

Zoom into panels by pressing Alt+Z.

. Move through the zoomed panels by pressing Alt and the right or left arrow keys on

the keyboard.

Zoom out of panels by pressing Alt+Z again.
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Click in the Wires Queue panel to make it active.
Do a Find search in the Wires queue.

Once you have found a story, click in the Story panel to make it active.

© ® N

Do a Find Text search in this panel.
10. Click on a folder in the Directory panel.
11. Do a Find All search.

Continue to practice working in queues, until you are comfortable with these procedures.

Exercise 1



Module 4

Moving and Duplicating

When working on iNEWS Workstation, you will find it is often necessary to move or
duplicate text, entire stories, and entire queues from one location to another. The processes
for moving and duplicating are described in this module.

Objectives

After you complete this module, you will know how to:
¢ Duplicating Stories

* Moving Stories
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Duplicating Stories

When you duplicate a story, you create a copy of the story that is then appended to the
destination queue. The source queue remains unchanged in the database.

There are four ways to duplicate stories:

¢ Duplicate Within One Workspace

* Using Customized Navigation Buttons

e Using Multiple Workspaces

e Duplicate to Destination Queue

Duplicate Within One Workspace

Depending on your authorization, you can choose to duplicate one, several, or all stories
in a source queue. You may want to use this function if you need to edit a story that is
being worked on by someone else. By editing a story you have copied to another queue,
your edits do not affect the original story.
To duplicate one story from one queue to another:
1. Open the source queue.
2. Open the path to the destination queue.
3. Highlight the story by doing one of the following;:
a. Pressing Shift+Space.
-OR-
b. Clicking on the story’s selector button.
4. Click and hold the selector button, and then drag and drop to the destination queue.

The duplicated story will appear in the destination queue at either the top or the bottom based on
the queue’s properties.

Using Customized Navigation Buttons

Moving & Duplicating

Users may customize buttons on the toolbar that will navigate to specific queues. See
“Creating and Changing Shortcuts” on page 17. These buttons may also be used to dupli-
cate stories from one queue to another.
To duplicate one story from one queue to another, using the navigation buttons:

1. Open the source queue.

2. Highlight the story by doing one of the following:

a. Pressing Shift+Space.
-OR-

b. Clicking on the story’s selector button.
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3. Click and hold the selector button, and then drag and drop to the appropriate custom-
ized navigation button.

The duplicated story will appear in the destination queue at either the top or the bottom based on
the queue’s properties.

Using Multiple Workspaces

To duplicate one or a few stories at a time:
1. Open the source queue.
2. Click to select the story or stories to be copied.

e To highlight a block of stories, click the selector button for the first story, hold
down the Shift key, and click the selector button for the last story. All stories
between will be highlighted.

¢ To highlight non-sequential stories, click the selector button of the first story, hold
down the Control key (Ctrl), and click the selector buttons for the remaining sto-
ries you want to select.

3. Open a new workspace by pressing Shift+Ctrl+N.

4. Navigate to the destination queue in the new workspace and open that queue into the
Queue panel.

5. Click and hold the story’s selector button, and then drag and drop to the Queue panel
in the new workspace. A gray bar will appear in the Queue panel; the duplicated sto-
ries will be placed directly above that bar.

Using multiple workspaces allows the user to duplicate a story or stories into a queue at a specified
location.

Duplicating All Stories to a Destination Queue

To duplicate all stories in a queue, you must have write permission for the destination
queue, and the source queue must allow the entire contents of the queue to be duplicated.

See your system administrator if you are unsure whether you can duplicate the entire contents of a
specific queue.

To duplicate the entire contents of a source queue to a destination queue, the destination
queue must be unlocked.

While you cannot duplicate all stories from a source queue to a locked destination queue, you can
duplicate individual stories to a locked destination queue.
To duplicate all stories in a queue:

1. Select the queue containing the stories you want to copy in the Directory panel, using
the left mouse button.
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2. Press Ctrl+D. The Copy Stories To Queue dialog box appears.

Copy Stories To Queue ﬂ

Destination Hueue
| =
Digtribution Code

| =
] I Cancel |

3. Type the path to the destination queue, such as ARCHIVE.2004.JUN.
4. Click OK.

Moving Stories

Moving stories will place the story in a new location but will not leave a copy in the origi-
nal location. To move items, you must have write permission to both the source and desti-
nation locations.

Moving Stories between Queues

You can move a story or several stories from one queue to another. But, you can only
move stories for which you have write permission. When you move a story or stories, you
remove it from the source queue and place it in the destination queue.

Moving Stories Selectively

To move stories selectively:
1. Open a Queue panel.

2. Select the story or stories to be moved by clicking the selector button to the left of the
story name in the queue.

3. Right-click on the row. A context menu will appear.

4. Select Move To from the context menu. The Move Stories to Queue dialog box
appears.

Move Stones To Queue Ed |
Destination Queue
| 5l
Digtribution Code

| [

Moving & Duplicating
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5. Specify the destination queue in the Destination Queue text box.

6. Click OK. The story or stories you selected are moved to the destination queue.

Moving All Stories from a Queue

You can also move or copy
stories to a locked queue.

When you move all stories in a queue to another queue, all stories in the source queue are
removed and appended to the destination queue. The source queue remains in the data-
base, but is emptied.

To move all stories from a queue, you must have write permission for both the source and
destination queues and for all the stories you want to move. Also, the source queue must
be defined to allow the entire contents to be moved.

See your system administrator if you are unsure whether you can move the entire contents of a
specific queue.

From the Directory panel, you can drag the stories in a queue to any of the following;:
* Another queue in the Directory panel

* A Queue panel

To move all stories from a queue:
1. Click to select the queue in the Directory panel.
2. Select Edit > Move To. The Move Stories to Queue dialog box appears.
Move Stories To Queue |
Dezstination Hueue
| [

Distribution Code

| =
| aF. I Cancel |

3. In the Destination Queue text box, specify a destination queue, where you want to
move the stories.

4. Click OK.

All stories move to the destination queue, and the source queue empties. Arrangement of
stories in the new queue depends on the queue’s attributes. For instance, if the target
queue is sorted, the stories are sorted.

You can also drag and drop stories from one queue to another using the mouse. Hold down the Shift
key as you drag the stories. If you drag and drop using the right mouse button instead of the left
mouse button, a context menu appears that offers choices between move and copy.
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Moving & Duplicating

Summary

Duplicating and moving stories is a process you will use often when working on an
iNEWS Workstation. Whether using the Edit menu or the mouse to drag and drop, dupli-
cating and moving stories is a quick and easy process.

Review Questions

1. To where can you duplicate stories?

2. Explain the process for duplicating a story or stories to a specific location in a queue.

3. What occurs when you move a story?




Module 5

Creating and Editing a New
Story

When you create new stories with the iNEWS Workstation, you can save them to the
iNEWS Server for future review by you or others. The basics of editing stories includes:
creating a story, opening existing stories, navigating through stories, and cutting, copying,
and pasting story text. This module describes the basic story operations.

Objectives

After you complete this module, you will know how to:
¢ Open an existing story

® Create a new story

e Find, replace, and select text

¢ Cut, copy, and paste text

¢ Undo an action

* Save your stories
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Opening a Story

To open a story:

1. Locate the story that you want to open in a queue.

2. Select the story using your mouse. The story automatically opens within the Story
panel in your workspace.
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Creating a New Story

In addition to opening existing stories, you can create new stories.

Before you can create a new story, you must open the queue in which the new story will

be located.

To create a new story:

1. Open a queue.

2. Select File > New Story. The new story is created, and will appear with blank Story
Form and Story Text panels.

Creating & Editing a New Story
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Using Story Panels

The Story Form panel may or
may not be displayed. See
“Story Form panel” in this
guide for more information.

Story Form panel

Story Text panel

When you create a new story, blank Story Text and Story Form panels appear in the Story
panel. A blank slug field also appears in the Queue panel.

Story PG TAL STORY TYPE GG VIDEO CH STATUS EST  RUNS TOTAL CLOCK EP
Form || | | r=) | | | ooo [ooo [oo0 | 1zose |
anel TMD  CAM SHOT ESS  WRI MODIFIED: BY TAPE# TIMECODE
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Story Text
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At the top of every story is a Story Form panel with information about the story . Your sys-
tem administrator determines the information that appears in the Story Form panel for
each queue. For instance, a form may contain the story title, the length of the story, and the
status of the story.

You should type a story slug in the appropriate field in the Story Form panel or in the slug
field of the Queue panel.

The user can choose whether to display the Story Form panel or not. Any information that is in the
panel is maintained whether the Story Form panel is displayed. Also, if any specific field located in
the Story Form panel is also displayed in the Queue panel, then data entered in that field will
appear in both locations no matter which one the user chooses to enter the information.

The Story Text panel is the area below the Story Form panel; this is the space in which you
write your story. The Story Text panel is blank when you open a new story.

As you type, your text automatically wraps to the next line when you reach the end of the
current line. When you reach the bottom of the panel that appears on the screen, the panel
automatically scrolls down to keep the current line visible on the screen. The iNEWS
Workstation also provides a scroll bar at the right side of the panel for scrolling through
the text when it extends beyond the bounds of the panel.
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Finding, Replacing, and Selecting Text

Finding Text

Replacing Text

Creating & Editing a New Story

Editing stories is easier when you can quickly jump to the specific items which need to be
reworded or replaced. Finding, replacing, and selecting text helps you to do this.

The Find command can be used to search for characters or strings of characters including
spaces and punctuation. For more information on using the Find command, see “Module
3” in this guide.

When you need to change text in your story, use the Replace command to search for and
replace text in an active story. Specify the new text with which you want to replace the
existing material.

For instance, if you write a story containing the name of your source, “Nelson”, and dis-
cover that the correct spelling is “Nelsen”, the Replace command searches for “Nelson”
and replaces it with “Nelsen” throughout the story.

You can make changes one occurrence at a time or all at once in the story. The system pre-
serves the case of the replace text.
To replace text:
1. Open a story.
2. Select Edit > Replace. The Replace dialog box appears.
|

Findwhat: || Einjeh =

Feplace with: I Heplace

[ Match whale waord only hesler]

[~ Match case Cancel

L

3. Enter the text to search for in the Find what text box.

4. Select the Match case checkbox if you want the iNEWS Workstation to find text that
appears exactly as you typed it in step 4.

5. Type the replacement text in the Replace with text box.

Replacement text is the word(s) you want to insert in place of word(s) that are found in
the story as defined by the information you put in the Find what text box. Type the text
exactly as you want it to appear, including capitalization.

You can also select the Match whole word only checkbox to ignore occurrences of the text inside a
longer word. For example, select Match whole word only to search for “honey” as a stand-alone
word, excluding words like “Mahoney” or “honeymoon”.
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6. Choose Find Next. The first occurrence of the specified text is highlighted.
7. Do one of the following:
a. Click Replace to change the highlighted text and search for its next occurrence.
-OR -

b. Click Find Next to skip to the next occurrence of the text without changing the
highlighted text.

-OR -

c. Click Replace All to replace all occurrences of the highlighted text in the story
with the new text.

Selecting Text in a Story

To edit a section of text in a story, you must first select—or highlight—the text you want to
edit. Any string of characters can be selected.

Selecting a Single Character

To select a single character:
1. Open a story.

2. Use the mouse to click and drag over the character you want to select. The character is
highlighted.

Selecting a Word

To select a single word, double-click the word using the left mouse button.

Selecting a Line or Multiple Lines of Text

To select a line of text:

1. Place the mouse pointer at the beginning of the line so that it appears to be an arrow
pointing left toward the line.

2. Click using the left mouse button.

To select multiple lines of text, click in the left margin of the text and drag to highlight the
lines of text.

Selecting a Paragraph

To select a paragraph:
1. Place the mouse pointer at the beginning or end of the paragraph.

2. Triple-click using the left mouse button.

Selecting a Block of Text

To select a block of text:

1. Place the mouse pointer at the beginning of the block of text you want to select.
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2. Click and drag using the left mouse button until all of the text you want to select is
highlighted.

Block timing displays the read time of selected text in a story so writers can quickly adjust or trim
their copy to fit with available video. To view the estimated read time of a block of text, highlight the
text, and type Shift-Ctrl+B.

A user can also view the estimated block time of a story from the Queue panel. To do this,
go to the Queue panel and locate a story with bold time in the Audio column. As shown
below, when you rest your mouse pointer over the field that has a user-entered value
(indicated by bold font), a tooltip box appears to show the calculated time for the story.

I‘lI\Jrl.DUJ (M) I R ' I |1 regd 1223, 12
OC VO/BUG GL [0:5 |09:37.03 |*|11 Feb 00212110
WlPE VDJ{BUG GL ﬂ:"iﬁ I'Il:l-ﬁ'.-"-".lﬂ. *144 Er\:lﬂ oo an-44-07F
WIPE ANIM SH [0:10 Loead Time for Entire Story = 0:12]—
WIPE ANIM 0:05 (093744 |*|11 Feb 00 20.14.00

Selecting All Text in a Story

To select all text in a story:
1. Open a story.
2. Right-click on the story. A context menu will appear.

3. Choose Select All from the context menu. All text in the story is highlighted.

Using Cut, Copy, and Paste

Editing a story sometimes requires you to cut or duplicate material from one place in a
story and move it to another place in the story. The Cut, Copy, and Paste commands allow
you to do this.

Understanding the Clipboard

When you cut or copy text, the system actually saves the text to the Clipboard. Text saved
on the Clipboard can be added to another part of the story using the Paste command. The
Clipboard is a temporary storage spot, so when other items are copied or cut, they replace
whatever was last stored on the Clipboard.

Cutting and Pasting Text

Creating & Editing a New Story

Cutting and pasting text removes text from a story and moves it to another location in the
same story or in another story. Only one block of text can be stored on the clipboard at a
time. If you cut or copy again, the second block replaces the first one.
To cut text from a story:

1. Open the story containing text you want to cut.

2. Highlight the text to be cut.
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3. Right-click on the highlighted text. A context menu will appear.
4. Select Cut from the context menu. The selected text is removed from the story and
placed on the clipboard.
To paste text from the clipboard:
1. Open the story where you want to paste text.
2. Place the cursor at the position where you want to insert text.
3. Right-click at that cursor position. A context menu will appear.
4

. Select Paste from the context menu. The text stored on the clipboard is added to the
story at the insertion point.

Copying and Pasting Text

Copying and pasting text duplicates selected text in a document and puts a copy of it in
another location—in the same document or in another document.

Copied text is placed on the clipboard. Data saved on the clipboard can be added to
another location using the Paste command. Copied text remains on the clipboard until it is
overwritten by the next Copy or Cut command.

You can copy text in any story, even stories in Read-Only mode. For instance, you can
copy the text of a wire story and paste it into a story in your personal queue for editing.
To copy text to the clipboard:

1. Open the story containing text you want to copy.

2. Highlight the text to be copied.

3. Right-click on the highlighted text. A context menu will appear.

4. Select Copy from the context menu. A copy of the selected text is stored on the clip-

board.

To paste text from the clipboard:

1. Open the story where you want to paste text.

2. Place the cursor at the position where you want to insert text.

3. Right-click at that cursor position. A context menu will appear.

4

. Select Paste from the context menu. The text stored on the clipboard is added to the
story at the insertion point.

Using the Scratch Pad

Unlike the Clipboard, which allows you to store one cut or copied item at a time, the
Scratch Pad allows you to copy, store, and then paste multiple items together at a new
location.

To copy multiple blocks of text to the Scratch Pad:

1. Open the story containing multiple items you want to copy.
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2. Select the first section of text to be copied.
3. Do one of the following:
a. Press Shift-Ctrl+C to copy the item.
-OR -

b. Right-click on the highlighted text and select Copy to Scratch Pad from the con-
text menu that appears. A copy of the selected text is copied to the Scratch Pad.

4. Select the next section of text to be copied.

5. Repeat step 3. A copy of this selected text is copied, along with the first text copied, on
the Scratch Pad. The second text copied does not overwrite the first text on the Scratch
Pad, but is added to it.

6. Continue selecting and copying text to the Scratch Pad until all text you want to copy
is placed on the Scratch Pad.
To paste text from the Scratch Pad:
1. Place the cursor where you want to paste the text from the Scratch Pad.
2. Do one of the following:

a. Right-click on the cursor position and choose Paste From Scratch Pad from the
context menu.

-OR -

b. Press Shift-Ctrl+V. The text is pasted from the Scratch Pad to where you placed
the cursor.

Clearing the Scratch Pad

At some point, you may want to erase items from the Scratch Pad.

= Clearing the Scratch Pad is not necessary once you paste the text from the Scratch Pad into a story.
Immediately following a paste command from the scratchpad, any new text copied overwrites text
stored on the scratchpad.

To clear the Scratch Pad:
a. Press Shift-Ctrl+Delete.
-OR-

b. Right-click in the Story panel and choose Erase Scratch Pad from the context
menu. The contents of the Scratch Pad are erased.

Creating & Editing a New Story
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Undoing an Action

As you work in a story, you may find it necessary to undo your most recent edit.
& Only the most recent edit (cut, copy, or paste) can be reversed.

To undo an edit in a story:

a. Right-click in the Story Text panel and select Undo Edit from the context menu
that appears.

-OR -
b. Press Ctrl+Z. The most recent edit command is reversed.

The Undo editing feature does not apply to the changing of letter casing. If a change in case is made
in errot, reselect the text and select an a different case.

Saving a Story

Whenever you edit or create new stories, it is very important to save your work fre-
quently. When you change text in a story, the Save Story command in the File drop-down
menu becomes available.
To save a story:

1. Open and edit a story.

2. Do one of the following:

a. Press Ctrl+S.
-OR -

b. Click on the save button, with the image of a floppy disk, in the toolbar. The story
is saved.
Click hereto save.
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When you close a story, if you made changes to the story without saving them, a confir-
mation box may appear asking if you want to save the changes or discard them.

You can configure your user preferences so that stories are automatically saved when you
close them, without displaying this confirmation box. For more information on these user
preferences, see Module 9 in this guide.



54

Creating & Editing a New Story

Summary

As you work on an iNEWS Workstation, you will find that creating stories is a function
you use quite often. Creating new stories at your iNEWS Workstation is a simple and
straightforward process.

Your iNEWS newsroom computer system provides many tools for editing stories. These
features are used frequently on the iNEWS Workstation.

Review Questions

1. Describe how to open a story.

2. Describe how to create a new story.

3. How do you save a story?

4. Describe the steps you would follow to copy to and paste from the Scratch Pad.




Module 6

The Scripted Story

A story in a rundown is different from stories in most other queues. It contains special
instructions necessary for production of a show. This module describes different ways to
create scripted stories, as well as the formatting possible for stories you create.

Objectives

After you complete this module, you will know how to:
¢ Format Text

e Use Production Cues

e Insert Machine Control Commands

e Use the CG Title Entry tool
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Formatting Text

Using Normal Text

Using Bold Text

The Scripted Story

When you type text on an iNEWS Workstation, it initially appears in the default normal
text style. However, often it is necessary to set off certain text within a story using various
styles of text.

The different text styles available in the iINEWS Workstation are:

e Normal text

e Boldface text

e [talicized text

e Underlined text

® Presenter text

* Closed Caption text

These different text styles can be used to indicate at a glance different scripting directions,

instructions for the technical staff, and instructions for the news presenters (also called
anchors.)

Typically, normal text indicates script information to be read by a presenter.

To format text that is already in a story as normal text:

1. Select the text to format into normal style.

2. Right-click on the highlighted text. A Format context menu will appear.

3. Select Normal Text. The selected text appears in normal text style.
Prior to writing any text, you can also select the Normal Text command by using the Normal Text
button in the toolbar or selecting Format > Normal Text. Any new text you type after selecting

Normal Text appears in normal text style. To turn the Normal text off, select a different format,
such as Presenter Instruction text.

To put existing text in a story into a bold text style:
1. Select the text to change to boldface.
2. Right-click on the highlighted text. A Format context menu will appear.
3. Select Bold. The selected text is changed to boldface type.
Prior to writing any text, you can also select the Bold command by using the Bold button on the

toolbar or selecting Format > Bold. Any new text you type after selecting Bold is changed to bold-
face type. To turn the boldface type off, select Bold again.
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Italicizing Text

Underlining Text

To italicize existing text in a story:
1. Select the text to be italicized.
2. Right-click on the highlighted text. A context menu will appear.
3. Select Italic from the context menu. The selected text is italicized.
Prior to writing any text, you can also select the Italic command by using the Italic button on the

toolbar or the Italic option in the Format menu. Any new text you type after selecting Italic is ital-
icized. To turn the italicized type off, select Italic again.

To underline existing text in a story:
1. Select the text to be underlined.
2. Right click on the highlighted text. A Format context menu will appear.
3. Select Underline. The selected text is underlined.
Prior to writing any text, you can also select the Underline command by using the Underline but-

ton on the toolbar or selecting Format > Underline. Any new text you type after selecting Under-
line is underlined. To turn the underlined type off, select Underline again.

Presenter Instructions

Presenter Instruction text is most often used for special anchor instructions in a script. Text
that is placed in Presenter Instruction mode will appear red in color on your workstation,
in reverse video on a teleprompter, and is not included in the text of which the system cal-
culates the read or copy-time.

To set off existing text in a story as Presenter Instruction text:
1. Select the text to be placed in Presenter Instruction mode.
2. Right click on the highlighted text. A context menu will appear.
3. Select Presenter Instructions from the context menu. The selected text changes to red

lettering.

Prior to writing any text, you can also select the Presenter Instruction command by using the Pre-
senter Instruction button on the toolbar or the Presenter Intsruction option in the Format menu.
Any new text you type after selecting Presenter Instruction appears in red lettering. To turn the
Presenter Instruction text off, select a different format, such as Normal text.
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Closed Caption Text

Any script written as normal

text will also be sent to a

closed caption encoder, how-

ever it does appear on the tele-

prompter.

Closed Caption text will be sent to a closed caption encoder if your station uses such a
device to broadcast text for the hearing-impaired. However, Closed Caption text will not
appear on a teleprompter or be included in the calculation of a script’s read-time. This set-
ting is most often used for sound-bite verbatims. Text marked for closed captioning will
appear as green text at your workstation.

To mark text as Closed Caption text:
1. Select the text to be marked for closed captioning.
2. Right click on the highlighted text. A context menu will appear.
3. Select Closed Caption from the context menu. The selected text changes to green let-

tering.

Prior to writing any text, you can also select the Closed Caption command by using the Close Cap-
tion button on the toolbar or the Close Caption option in the Format menu. Any new text you type
after selecting Closed Caption will appear as green lettering. To turn the Closed Caption text off,
select a different format, such as Normal text.

Production Cues

The Scripted Story

The iNEWS Workstation provides a scripting function which places unformatted stories
into a split-screen script format with production cues, in the left column (also referred to
as the Instruction panel) and story text in the right column (also referred to as the Story
Text panel.)

To put a story in script format:

1. Open the story you want to place into script format. The unformatted script opens.
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2. Click in the Story panel at the location where you want to place the production cue.

3. Type Alt+Insert.
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Runs Time

An Instruction panel appears to the left of the Story Text panel and has a text box in
which your cursor is immediately placed so you can type your production cue, such
as: Take VO, On Camera, Take SOT, and Take Live.
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A production cue marker (also called a grommet, shown at left) is placed in the script text
corresponding to the insertion location of each Production Cue text box. You can cut, copy,
and paste these markers as you would any other text and the Production Cue Text box
will be moved within the Instruction panel accordingly.

You can use your mouse or the keyboard to alter the focus (switch your cursor position
from Instruction to Story Text panel) on your screen. Clicking with the mouse in a certain
panel will make that panel active. Also, pressing the F6 key on your keyboard moves your
cursor back and forth between the Instruction panel and the Story Text panel.

When working in stories that have production cues and your cursor is in the Story Text panel
(right side), if you press F6 to move to the Instruction panel (production cue on left side), INEWS
will place the cursor in the Instruction panel corresponding to the production cue marker nearest
your cursor. (The active production cue marker appears fuchia; inactive markers appear blue.) In
the event that your cursor is directly between two markers and you press F6, your cursor will be
placed in the Instruction panel corresponding to the marker at left of your cursor.

You can restore the fullscreen view of the story text by right-clicking in the Story Text
panel and selecting Hide Production Cue from the pop-up menu. The Instruction panel
will disappear. To restore the Instruction panel display and view production cues, select
Show Production Cue from the pop-up menu.

Runs Time, also known as Aggregate Tape Time, calculates the sum of all “/RUNS” entries
in a story and will add the RUNS total into a form field called Runs-Time. The Runs-Time
form field must be present in the story form for the RUNS entries to be calculated.

MOS items inside the story body will contain RUNS times and will also be calculated by the
Runs-Time field.

In the following graphic, the story form contains the Audio-Time field (Audio), the
Runs-Time field (Runs) and the Total-Time field (Time). The “Runs” field contains the sum
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of the RUNS entry that is in the production cue on the left side. The “Time” field contains
the sum of the “Audio” and “Runs” fields.

The Scripted Story

Page  Tal Slug Format  Tape # Tapestat  Status  Audio Runs
B12 | MLC| SB-FOOTEALL | wimor | | [[rEDY |03z |07
Time Backtime Date hiod. by App. Cumetime AD
040 {202 1| e | ) 133 | |
TAKE WO = TAKE 0] 1«
=THE FOOTBALLS FOR THIS YEAR'S SUPER BOWL WILL HAVE A PATRIOTIC
TG 2LINE FLAIR
WILSON SPORTING GOODS A SILVER, BLUE, AND RED OUTLIME OF THE UNITED STATES WILL ADORN
ADA, OHID THE FOOTBALLS FOR THE GAME ON SUNDAY IN NEW ORLEANSZ. THE
BALLS ARE MANUFACTURED AT THE WILSON SPORTING GOODS FACTORY
IN ADA, OHIOLU IT'S THE ONLY FOOTBALL FACTORY 1M THE NATION AND HAS
BEEM OPERATING SIMCE 1355
([TAKE SCT)) #{[TAKE 30T) _ . _
=" ou'll definitely naotice the footballs this year. they're pretty bright.")
TG 2LINE n
0DV MICHOLS ([TAKE w0
WILSON SFOKESPERSON THE PLANT IMN MORTHWEST QOHIO BEGAN CRANKING OUT THE BALLS ON
RUNS=07 SUNDAY AFTER MEW ENGLAND AND ST, LOUIS WON TO ADVANCGE TO THE
TAKE VO SUPER BOWYL.

WILSON WILL SEMD 72 FOOTBALLS TO NEW ORLEANS OM WEDNESDAY
FOR THE GAME.

TTC - 0:00:00 | BLK. - 0:00:00 |EST - 0:00:40 =

RUNS entries must be entered in a production cue and must be entered in normal text
(black), not machine control text (blue). RUNS entries that appear in the story body and/
or appear in blue text in a production cue will be ignored.

The syntax for RUNS entries is quite flexible. Below are some examples:

RUNS=25

RUNS = 25

RUNS=:25

RUNS = 1:15

RUNS 10 (includes TABS)
RUNS :15

RUNS 1:45

RUNS 10

A RUNS time entry of 115 (RUNS=115) is the equivalent of one minute and fifty-five seconds
(1:55). The number 115 is interpreted as the number of seconds. 115 seconds = one minute and
fifty-five seconds (1:55). If you want the time to be 1:15, you must specifically enter 1:15 or enter
75. If you do not include a colon, iNEWS will interpret the entry as a number of seconds.

A user may also use other words in front of RUNS. For example:
TAPE RUNS = 1:15
THE TAPE RUNS = 10

The following would not be acceptable unless specifically define by your system adminis-
trator.

TAPERUNS = 10
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7

The only character that is allowed to be connected to the word RUNS is the “=" character. For
example, RUNS=25. Any other character that is directly connected to the word RUNS, besides the
space character, will result in that RUNS time not being calculated.

The Runs-Time field functions like the Audio-Time field. It can accept user-entered times
while still maintaining the real Runs-Time. For example, you can manually enter a time of
45 seconds in the Runs-Time field and that time will be reflected in the Total-Time field.
However, unlike the Audio-Time field, Runs-Time does not provide a tooltip box contain-
ing the real Runs-Time when you float your cursor over a user entered Runs-Time field.

Machine Control Commands

If your station uses the INEWS ControlAir System, the production cues might include
machine control commands to still stores, cart machines or digital video playback, robotic
cameras, and character generators.

These commands should be inserted in Production Cue Text boxes in the Instruction
panel.

Each command is preceded by an asterisk (*) and should be written in a special format.

The machine control event format, following the asterisk, starts with a command for the
type of machine the instruction is for, such as CG for a character generator, or SS for a still
store device. After the command, the format specifies a particular item or template. If
additional comments or information is required it would follow on succeeding lines in the
same Production Cue Text box.

A machine control command for a 2-line character generator graphic might look like this:

PG TAL STORY TYPE CG WIDEQ ©CH STATUS EST RUNS  TOTAL CLOCK EP
a17 | mzw| soTTERROR | wwimoT [ rel | | | 102 | oas |17 | 120088 | e
ChD CAM  SHOT ESS WRI MODIFIED: BY: TAPE# TIMECODE
| 10772003 51108 | mazwieq
«| |
WIPE TO SOT (TAKE S0T)s -
RUMNS=0:15 The lack of professionalism in applying the law has been
QUTE: . HAYE SOUSHT scandalous. The real question is if the FBI is capable of
carrying out a counterintelligence effort. The FBI's difficulties in
"CG 2LINE praperly analyzing and disseminating information in its
Sen. Arlen Specter possession caused it not to seek FISA warrants that it should
R-Pa. have sought
WIPE TO %0 #WIPE TO %0
THERE WAS MO IMMEDIATE COMMENT ON THE
REFPORT FROM THE FBI.
THE 1978 FISA LAW WAS ENACTED DURING THE COLD
WWAR TO ALLOWY INWVESTIGATORS TO OBTAIN SECRET
YWWARRANTS TO SPY ON FOREIGH AGENTS. IT WWAS
EXPANDED AFTER THE SEPT. 11 ATTACKS BY THE USA
PATRIOT ACT, GIWING LAWY ENFORCEMENT GREATER
DOVEDS T CECDETE Y IKWVESTHTATE TEDDTIDIST
TTC - 0:00:15 [BLK - -t |EsT- 001017 =]

In the above example, the WIPE TO VO production cue is not a machine control command
but is just information for the director. The machine control command for the character
generator is in the second Production Cue Text box.

Machine control event formats will vary based on styles set up by your system administrator.
Check with your system administrator for a list of styles used at your location.
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Placeholders

Text Timing

The machine control event associated with the Story Form, by default, takes precedence
over other machine control commands put into a script, when the event list is generated
by the INEWS monitor server. If a user wants the machine control event associated with
the Story Form to appear in a position other than first in the event list, a placeholder may
be inserted in the Story panel with Shift+Alt+Insert. If a placeholder is used, the system
will insert the Story Form machine control event at that location in the event list.

The text timing clocks are available at the bottom of the Story Text panel. There are three
text timing clocks:

e TTC Time to cursor

e BLK Time of blocked text (selected text)

e EST Total estimated time of story

The following example contains a story that has an estimated reading time of 33
seconds—or 0:00:33 EST—while the time to cursor clock displays 20 seconds—or 0:00:20

TTC. The times are different because the cursor is located at the end of the second para-
graph, not the end of the story.

LG 2LIME

A0A, OHIO

The Scripted Story

=[HE FOOTBALLS FOR THIS YEAR'S SLUPER BOWL WILL HAVE

WYLSOM SPORTING GOODS A PATRIOTIC FLAIR.

A SILVER, BLUE, AND RED OUTLIME OF THE UMITED STATES
WILL ADDRM THE FOOTBALLS FOR THE GAME ON SUNMDAY N
MEW ORLEAMS. THE BALLS ARE MANUFACTURED AT THE
WILSOMN SPORTIMG GOODS FACTORY IN ADA, QRIO, TS THE
ONLY FOOTEALL FACTORY IN THE MATION AND HAS BEEN
OPERATING SINCGE 1955 |

THE PLANT IN NORTHWEST OHIO BEGAN CRAMKIMG OUT THE
BALLS ON SUNDAY AFTER MEWY ENGLAMD AND ST, LOUIS
WON TO ADWANCE TO THE SUPER BOWWL.

WILSOM WILL SEND 72 FOOTBALLS TO NEWY ORLEANS 0N
WEDNESDAY FOR THE GAME.

TTC - 0:00:20 | BLK, - 0:00:00 |EST - 0:00:33

The text timing clocks follow the same reading speed rules as previous versions; no change was
made in this regard.

The text timing clocks include time from the story text as well as time from any RUNS
entries. However, a manually entered time in the Runs-Time field will not be calculated in
the text timing clocks, only the RUNS entries from inside the story are calculated. See
“Runs Time” on page 59.

The text timing clocks can be turned on or off for individual queues by the system admin-
istrator.
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CG Title Entry

The CG Title Entry feature enables newsroom personnel to simulate character-generated
(CG) graphics at the INEWS Workstation. The CG Title Entry dialog box displays sample
templates, complete with backgrounds and text fields, similar to the actual CG templates
that appear on air. These templates are configured and modified by your system adminis-
trator. Producers can use the Title Entry dialog box to check the appearance of CGs prior
to airing the production cue.

Most CGs are comprised of both background graphics and text fields. A background
graphic could be a small color bar that spans the bottom third portion of the television
screen, a full-screen graphic, a logo in the corner of the screen, and so on.

A standard CG template is a two-line lower-third CG. In the following example, the bar
separating the two rectangular boxes make up the background. The boxes are the text
fields, which you can fill in.

]

The CG Title Entry feature can only be accessed when your cursor is located in the Story panel of
the iINEWS Workspace. Access to Title Entry can also be limited to certain users.
To launch CG Title Entry:

1. Position your cursor in the Story panel where you want the CG production cue to be
located. (Position the cursor in an existing cue to edit it.)

2. Click the Tools drop-down menu and select Titling (or press Shift-Ctrl+T).
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The Scripted Story

The Title Entry dialog box will appear.
x

Device: cg [default) ’ | Template: Zline - 2 line lower ..  » | Mode: Modify existing |

line | =2Zine |liveBug | = [* |= | = |* |= |= |= |= |

1 Megan Foley

. _d ity Hall

Cue note: 0:10-0:20 I
Text note: WIPE TO WO |

Izert e

oK Apply Cancel ‘ Mggﬂ

Below ===

1

3. Mode field displays the current mode, which will be "Modify Existing," "Insert New,'
or "Read Only," depending on your cursor position in Step 1. Read Only mode
appears when you open CG Title Entry from a story that is edit-locked by another
user.

4. Click on the Device drop-down list to select a CG device for the current rundown, or
press Ctrl+Home.

5. Click on the Template drop-down list to select a predefined CG template, or press
Alt+Home.

Shortcut buttons located at the top of the Title Entry dialog box are called Favorites. These buttons
can be used to set up a quick toolbar for templates used often. Once you select a template from the
drop-down list and it is open in the dialog box, you can assign it to a button by clicking on any
unassigned button (one with an asterisk *). The button can then be used to pull up a template
instead of using the Template drop-down list. To unassign a button, open the assigned template in
the dialog box and click the button again.

6. Click in the existing text boxes to enter text.

7. You can add a Cue note (a production cue comment in black font) and a Text note (a
note to the anchor in red font).

8. Press OK to register changes and close the Title Entry dialog box.
-OR-
Press Cancel to exit the Title Entry dialog without saving your changes.
-OR-

Press Apply to save your changes without exiting the dialog box.
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9. If you applied changes and want to add another CG cue, use the arrows to navigate to
the new location, and repeat steps 3-8. Use these navigation buttons to move between

stories, cues, and text.
Go to Previous CG cue

Goto PreviousStory —— — L Go to Previous Line Anchor Text
2|ala
Go to Next Story —ﬂ % fGo to Next Line Anchor Text

Go to Next CG cue

10. Click on the Insert New Above or Below buttons to insert new production cue data
above or below existing fields.

Use the Tab key to move to different areas of the Title Entry dialog box.

Template Ratios and Resizing the Title Entry Tool

Title Entry templates may be stored in formats with a ratio of 4X3 or 16X9. The CG Title
Entry tool will automatically recognize the different ratios. In the Title Entry dialog box, a
Ratio Indicator button is available to turn on and off lines marking the portion of a 16X9
template that would be visible on a 4X3 screen.

i Title Entry x|

Device: u:g [default]  « | Template: ..« | tode: Modify existi.. |

e [ e

Cue note:; |

Text note: |

[nzert Mew:

(] |.ﬁ.ppl_l,l | Cancel |||-q MJJJ

Below ¥ -

Ratio Indicator button

The Title Entry tool dialog boxes are resizable; however, its size and placement are not
preserved after the window is closed.
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CG Title Entry Informational Graphics

The CG Title Entry dialog box may occassionally display informational graphics; some are
warnings, most are instructional. These graphics will appear under certain circumstances
as described in this section.

When the user launches CG Title Entry dialog box without a production cue marker
selected, the system assumes that he or she wants to insert a new CG production cue. The
dialog box is opened in Insert Mode with the user’s favorite template (the one linked to
the left-most Favorite (*) button) already pre-selected.

The CG Title Entry dialog box will also default to Insert Mode if the user clicks any navi-
gation button to move to either another story or story line, which does not currently con-
tain a CG production cue. Because such navigation will often be done by a producer who
just wants to confirm that everything is in order, iNEWS does not pre-select any favorite

template, but rather displays an informational graphic (as shown) to signify that there is

no CG production cue to display.

i Title Enkry x|
Device: cg [default] s | Template: /E Mode: Modify exizting |

|x |x |x |x |’c |x |x |x |x |x |x |

Cue niote: |

Text note: WIFE T0 O |

Inzert Mew:
Ok | Apply | Cancel | Above |=|=|‘|
Below | = | ¥

The user should continue to navigate to the next CG production cue or select a template to
insert one.

If the user navigates to a story that is already being edited by another user, the CG Title
Entry dialog box defaults to Read-Only Mode. This indicates the user is unable to edit any

The Scripted Story
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CG production cue because the story is locked. Another graphic is displayed after an

explanatory dialog is presented to and dismissed by the user.

i Title Entry
Device: cg (default] i | Template: . | Mode: Read only

X

Cue note:

Text note:

Insert Mew:
oK | b [ Above | Qa|a]
B elow | ==

The user should use navigation buttons or close the dialog box.
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The Scripted Story

Summary

When stories are placed in a news rundown, it is important that they are placed in the cor-
rect story form, using the appropriate text style.

Review Questions

1. Describe how to insert Presenter text in a scripted story.

2. How do you add production cues to a story?

3. What symbol should precede all machine control commands?




Module 7

Printing

Printing from iNEWS Workstation is a simple process. Stories can be printed locally or at
networked printers, as well as on system printers.

Objectives

After you complete this module, you will know how to:
*  Select printers

* Print stories

* Print stories to a queue

e Force page breaks
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Selecting Printers

You can print stories to a local printer (a printer directly connected to your iNEWS Work-
station) or to a system printer connected to the iNEWS Server.

Selecting a System Printer

To choose from the system printers available for your system:
1. Select or open the story you want to print.
2. Select File > Print > System Print. The System Print dialog box opens.
System Print |

Current Quews:  [BUBB]SHOW 5P BUMNDOW M

—Print Source—————  — Ophiohz Select
. 1 printer
Printers: I oo Il here.

Styles  [INSTALLATION =]

Lines: |'| 3: il v

—Print Mode—————
(' Stopy Copies: H
= Sciipt
£ Fundewh
£ Directory [ Print To Queus;
&l Versions I

Drefauilt | ] Cancel

3. Select the appropriate printer from the list of available printers displayed in the
drop-down list of the Printers text box.

If you are unsure which printer to select, check with your system administrator.

4. Click OK.

Selecting a Local Printer

To select a local printer directly connected to your iNEWS Workstation:

1. Select or open the story you want to print.

Printing
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2. Select File > Print > Local Print. The Local Print dialog box opens.

Narne: I\\printsw\HF’ Laser)et 4100 PCL Se T Properties |
Statug: Ready
Select
Type: HF Lazenlet 4100 PCL Be !
‘Where:  Cust S e printer
2re; Lstomer Jervice hae_
Comment:
—Scope — Options
" Print the gueus view
| Frint selected portion of queus s SCRIET
€ Frirt 2l stories it the queue Line Spacing : |-|_i|
| Brint selected stories
_ ¥ Uppercase
" Print current stary
v Stom Preview r~ Copies
™ allLines MHumber of copies : I‘I 3:
Lires Per Shany : I‘I 3: [~ Collate
— Grid
¥ Huorizontal Lines v Vertical Lines
Frint Fresiem | MHetwark... | Default | Ok, I Cancel |
The Print the queue view 3. Select your local printer name from the drop-down list in the Printer Name text box.
option for local printing is
only available if executed 4. Click OK. Your story prints to the printer you specified in the Printer Name dialog
from the Queue panel. The box

default Scope selection is Print
current story.

Printing Stories

System Printing

You can print a story from a queue or from an open Story panel with system printing
—that is, to a printer on the network.
To print a story to a system printer:

1. Select the stories you want to print in the Queue panel, or open a story into the Story
panel.

2. Do either of the following:
a. Select File > Print > System Print.

-OR-
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b. Click the System Print button in the toolbar.
System Print button

=13l %]

File Edit Wew GoTo Story Format Tools Communicate window Help

AlE mlele =l 26 =0 o | INEEEE | = 0mE == o)
'ﬁ"ﬂl:‘l@lffl To: | j"
@l =1 |l

When you click the System Print button in the toolbar, the system appears with the same print
parameters used in the last system print job.

3. When the System Print dialog box appears, do one of the following:
System Print |

Current Quews:  [BUBB]SHOW 5P BUMNDOW M

—Print Source————— 1~ Ophiohz
Printers: I om j
Styles  [INSTALLATION =]

Lines: |'| 3: il v

— Print Mode—————
(' Stopy Copies: H
= Sciipt
£ Fundewh
£ Directory [ Print To Queus;
&l Versions I

Drefauilt | ] Cancel

a. Choose Stories in the Print Source section, to print selected stories in the queue.
-OR-

b. Choose Story in the Print Mode section, to print the story in a single-column, text
format printout.

The Script Print Mode is for printing a story in two-column script format with production cues on
the left and the text of the story on the right. All Versions Print Mode can be selected if you want to
print the story as well as all previous versions of that story, if they were saved. The Rundown Print
Mode is used when printing the rundown displayed in the Queue panel including show timing
information. The Directory Print Mode is used to print a list of stories in the queue (without tim-
ing information.) The Rundown and Directory options are only available for selection if the Print
Source is set to Queue.

4. Specify the name or number of the printer to use in the Printers text box.

Printing
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If you do not know which
style to use, contact your sys-
tem administrator.

If the All checkbox is selected,
then the Lines option is
grayed out. The system
defaults to All.

5. If necessary, change the name or number of the style to use in the Styles text box.

6. Do one of the following:

a. Specify the number of lines to print for each story in the Lines text box.
-OR-
b. Check the All box to print all lines of all selected stories.
7. Specify the number of copies to print in the Copies text box.

8. Choose OK to start the print job. The dialog box closes, and the specified printer
prints the stories.
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Local Printing

You can print a story from a queue or from an open Story panel with local printing
—that is, to a printer directly connected to your iNEWS Workstation.

To print a story to a local printer, select the story or stories in the Queue panel or open a
story into the Story panel, then do one of the following:
a. Press Ctrl+P.
-OR-
b. Click the Local Printing button in the Toolbar. The story prints at the local printer.
Local Print button

=13l x|

File Edt Wew GoTo Story [ Format Tools Communicate  window  Help

o = R R ST E N < 0 - 25 27 [l = RE B
) il P ] e =
@l =l il |

Local printing is not available when the cursor is in the Directory panel, unless it is on a queue that
is currently displayed in the Queue panel. Local printing is not recommended for stories larger
than 10 kilobytes or 5 minutes, according to iNEWS timing. The system will print these files, but
because the local printing is not handled in the background, it may cause the workstation to appear
“frozen” or “locked up” while the system processes the print request.

Local Printing Dialog Box

Mame: | %iprintsvrsHP Laser)et 4100 PCL Se | Eroperties |

Stabus: Ready
Type: HF Lazerlet 4100 PCL Be

Where:  Customer Service

Comment;
—Scope — Ophions
% Print the gueue view

£ Print selected portion of queve Stes: SCHIET

" Print all stories in the queus Line Spacing : |1 ﬂ

" Print selected stories
¥ Uppercaze

™ Print curent story

¥ Stomy Preview —Copies

™ AllLines Humber of copies |1 3:
Lines Per Stany ; I'I 3: [~ Collate

— Grid

¥ Huorizontal Lines W Vertical Lines

Fritit Presiemw | MHetwork... Diefault | 0k I Cancel

Printing
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The “Print the queue view”
option determines whether

the Story Preview checkbox is

available.

The dialog box is divided into five sections: Scope, Options, Story Preview, Copies, and
Grid. There are also several buttons, which include: Print Preview, Network, and Default.
Each of these sections and buttons are described in more detail in this part of the chapter.

Scope

The Scope section allows users to select one of five radio buttons to indicate what they
want to print.

— Scope
' Frint the gueue view

™ Print zelected portion of quele
™ Print all stories in the queue
= Print selected stories

™ Prink current stony

The options these four radio buttons offer are explained as follows:

* Print the queue view- This option is available in most cases. In previous releases of
iNEWS, a user had to click in the Queue panel before using the Local Print dialog box
to print the queue view. This is no longer necessary. For instance, if a user’s cursor is
located in the Story panel, the user can still print the queue view by selecting this
option.

® Print selected portion of queue- This option is available from the Queue panel if con-
figured accordingly by the system administrator. The option will send the highlighted
portion of the queue to the printer.

e Print all stories in the queue - This option is available from the Directory panel or
Queue panel if the queue has the printable (+p) database trait. This option will send
the text of all stories in the queue to the printer.

¢ Print selected stories - This option is only available if a row or rows of stories are
selected in the Queue panel. The option will send text of stories highlighted in the
queue to the printer.

e  Print current story - This option is available in all three panels of the iNEWS
workspace. It will send the story that currently appears in the Story panel to the
printer.

Default Option Selection:

¢ From the Directory panel, if the queue has the printable database trait, it defaults to
“Print all stories.” If the queue does not have the printable database trait, it will
default to “Print current story.”

¢ From the Queue panel with one or more stories selected by the row selector button, it
will default to “Print selected stories.”

* From the Queue panel with no stories selected, it will default to “Print current story.”

* From the Story Panel, it will default to “Print current story.”

Story Preview

The Story Preview section allows a user to print a preview or sample of each script as part
of the queue image. Consequently, this section is only enabled if the “Print the queue
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Printing

view” option is chosen in the Scope section of the dialog box. Otherwise, it will appear
gray and be unavailable.

Ston Preview

™| &l Lires

Lines Per Starny : IG

The Story Preview section, once enabled, has three options a user can define, depending
on how the queue view should be printed.

¢ Story Preview - When this check box is selected, INEWS will print lines of each story,
along with the queue view, as defined by the user in the Story Preview section.

e All lines - When this check box is selected, iNEWS will print all of lines of each story,
along with the queue image. When this option is selected, the remaining option called
Lines Per Story appears gray and is unavailable.

* Lines Per Story - When enabled, iNEWS will print the specified number of lines of
each story, along with the queue view. Lines of the story will be printed below the row
that corresponds to it in the queue view. This option is disabled (appears gray) when
the All lines option is checked.

For instance, if a user wants to see the first few lines of each story in addition to a show’s
lineup, the user selects the “Print the queue view” radio button in the Scope section of the
dialog box, selects the Story Preview check box, sets the Lines Per Story setting to 3, and
clicks OK to print it. The iNEWS system will print the first row of the lineup (or fields of
the Story Form), followed by three lines of that story, then the second row and three lines
of the second story, and so forth.

Rows as shown in the Queue panel may not match exactly rows of the queue image printed with
Story Preview selected. That is because iNEWS’ Story Preview printing feature is configurable.
System administrators can define what information appears in the columns of a Queue panel and
in fields of the Story Form panel. These two displays may or may not match exactly. This is also the
case for Story Preview printing. For instance, a system administrator can designate which fields
from the Story Form are not printed. The default is to print all fields in the Story Form, as specified
within each story.

Options

The Options section of the dialog box contains three choices for users: Styles, Line
Spacing, and Uppercase.

— Optionz
Styles: | SCRIPTS =]
Line Spacing : IG
[T Uppercase

® Styles - A user can choose from a drop-down list of predefined styles. This feature is
available when printing to both local and system printers.
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Line Spacing - A user can configure how much space appears between lines of text. A

setting of one would result in single-spaced text, two would be double-spaced, and so
forth. This option will override any line spacing predefined in the chosen print style.

The maximum number for line spacing allowed by default in the dialog box is 10. A print style can
exceed this maximum and that setting will appear in the Line Spacing box when that style is cho-
sen. However, if a user chooses to manually override the style setting by changing it in the Local
Printing dialog box, then the default maximum of 10 will again take effect.

Copies

Uppercase - When this check box is selected, iNEWS will print all text in uppercase
(all capitalized letters). Whether this check box appears selected by default when the
dialog box first opens can be set by the system administrator using a print style
option.

Copies

Murnber of copies ; |1 3:

¥ Callate

The Copies section allows the user to determine the number of copies printed and
whether multiple pages are collated. The Collate check box is not available for selection
unless multiple copies are printed—that is, the number of copies is set to a number more
than 1.

Grid

The Grid section of the dialog box contains two choices: Horizontal and Vertical.

Grid
’7 ¥ Huorizantal Lines W Vertical Lines

Horizontal - When this check box is selected, INEWS will include horizontal grid
lines when printing the queue view image.

Vertical - When this check box is selected, iNEWS will include vertical grid lines when
printing the queue view image.

The default behavior of these check boxes is based on a user’s preferences.

Print Preview and Network buttons

Print Preview - This button allows users to preview queues or stories on their screens
prior to printing.

The Print Preview button is disabled when Story Preview is selected.

Network - This button offers the user more flexibility in selecting which printer is
used. The dialog box has two locations from which a user can select a printer. The first
is a drop-down list at the top of the dialog box that displays a list of printers loaded
on, or locally connected to, the computer the user is on. The second is the Network
button, which allows the user to select any printer available through the network.
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Default - This button returns settings of the Print dialog box back to default preferences of
the user.

Printing to a Queue

Instead of printing a rundown or any other queue to a printer for a hard copy, you may
need to send it to a different queue as an “electronic printout.”

For instance, you may want to make an online copy of a rundown so that you can send it
to an affiliated station, or to archive it for future reference.

System Print

oo
EIEC—

'

Type
destination
gueue name
here.

In the Print dialog box, instead of specifying a printer, select the Print To Queue checkbox
and enter the queue to send the print job to (the destination queue) in the text box. You
must be authorized to create new stories in the destination queue to print to the queue.

Forcing Page Breaks

You can add page breaks to a story, instead of relying on default page breaks.

To add a page break to a story:
1. Open the story.

2. Move the cursor to the point where you want the new page to begin, and add a blank
line.

3. Select Story > Page Break. A line similar to the following will appear in the text:
[J--------mmmmmeeeeeea Page Break------------------co---

Printing
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4. Press the Return key.

Do not type Page Break to add a break in the story; it will not work. Ensure that the
---Page Break--- line inserted using Story > Page Break is the only text on the line.

In a scripted story that contains production cues, Page Break must appear on the right side in
the Story Text panel for the system to start a new page.

When you print the story, the system starts a new page immediately after the page break
line.
---Page Break--- is seen by the system as a command and is not printed.
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Printing

Summary

Whether printing locally or to a system printer, the process for printing scripts is simple
and straight forward on an iNEWS Workstation. From your workstation, you can either
print out a hardcopy of your work, or print to a queue, saving an electronic version.

Review Questions

1. Describe the steps you take when printing a story.

2. Describe the steps you take when printing to a queue.

3. How do you select a local printer?

4. How do you select a system printer?




Exercise 2

Opening & Creating Stories

This exercise allows you to practice working with stories: opening existing stories, creat-
ing new stories, copying and pasting between stories, and so forth. These processes are
outlined in detail in Modules 4, 5 and 6. Refer to these modules for explicit instructions on
how to perform these tasks.

The database at your broadcast facility should be configured with the proper directories which allow
you to step through the instructions outlined below. If it is not, your instructor may provide you
with alternative instructions.

Opening Stories

If an iINEWS Workstation is not already running on your workstation, launch it, log into a
server, and open the Wires queue.

1. Select a story and copy it to your Notes queue.
2. Navigate to your Notes queue.
3. Open the story you copied from the Wires queue.

4. Use find and replace, cut, copy and paste to edit the story.

Creating a New Story

Continue working in the Notes queue.
1. Create a new story and type text inside the Story panel.
2. Practice changing the format of the story text.

3. Place the story in script format.

Copying and Pasting

Now, copy text from an existing story and paste it into your new story.
1. Select and copy some of the text from the first story you opened.

2. Paste the text into the story you just created.
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Continue typing text into the new Story panel, until you feel comfortable with the process.

Finishing Up

After you complete your new story, do the following:
1. Save the story.
2. Print the story.
3. Log out of iNEWS Workstation.

Exercise 2



Module 8

Communications

The iNEWS newsroom computer system provides you with mail and messaging features
for communicating with others working on the system in your newsroom. This module
explains the difference between messages and mail, and outlines how each is used.

Objectives

After you complete this module, you will be able to:
* Send, receive, and reply to messages

® Recall, erase, and save messages

e Send, receive, and delete mail

* Set mail options
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Sending, Receiving, and Replying to Messages

Sending Messages

Communications

Messages are designed to be used for single line notes (70 spaces) sent to one other person.
Messages are restricted to one line of text at a time, and can only be sent to one addressee.
Use the Message bar to send messages, reply to messages, and view messages you have
received during an iNEWS work session.

To send a message using the Message bar:
1. Click the New Message button.

2. Type the user name of the person to whom you want to send a message in the To text
box of the Message bar.

New Message button
To text box Message text box

Send button

ple2l] 1o =

If the Message bar is not displayed in the main window, select Communicate > Messages >
Message bar.

One of three symbols appears to the left of the To text box, depending on what you type in
the To text box:

5@ Indicates that the user is logged in to the INEWS
Workstation.

ﬁﬁ Indicates that the user is not logged in to the INEWS
Workstation.

s Indicates that you entered an invalid user name.

3. Type the text of your message in the Message text box.

4. Click the Send button to send the message.
Depending on a site’s configuration, iNEWS may provide intersystem messaging. This feature
allows users to send instant messages between newsroom systems in addition to within a single

system. There is virtually no difference between sending local messages (as previously described)
and sending intersystem messages. To send intersystem messages, use the following format:

<sender’s name>@<system name>
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Receiving Messages

If the Message bar is not dis-
played, you can display it by
also clicking the Communi-
cate drop-down menu. Select
Message followed by the Mes-
sage bar submenu option.

When another person logged into iNEWS sends you a message, the New Message button
flashes in the toolbar. A similar image and a highlight notice flashes in the Status bar at the
bottom of the main window. The New Message button and these Status bar notices flash
until you read your messages.

New Message
Message button (turns
button msﬁsrage Send display of Message bar
Message butt y on or off)
reply button ~ PUton message
button Down arrow
~1ol x|
File¢ Edit Wiew To Stopy” Format Tools CommupdCate  SWin Help
WP )] - 0 - 15 1 [l =TET ]
k] 7] @ 3 T I ﬂr
| RaiFry

For security purposes, if you leave a message displayed in the Message bar for more than a few min-
utes without any activity on your computer including use of your toolbars, the message disappears
from the Message bar. It reappears when you move your mouse or press any key.

To read a message:

a. Click the down arrow to the right of the To text box if the Message bar is dis-
played.

-OR -

b. Click the Message button in the Main toolbar if the Message bar is not displayed.
The message is displayed in the Message bar.

Replying to Messages

To reply to a message:
1. Click the Message Reply button or delete the text in the Message text box.
2. Enter your response in the Message text box.

3. Click the Send button. The reply is sent to the sender of the original message.
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Recalling, Deleting, and Saving Messages

You can recall any message sent during an iNEWS work session, as well as erase messages
to remove them from the system’s memory.

Recalling Messages
You can view previously read messages from the Message History window.

To view messages:
a. Click the Message History button on the Toolbar.
-OR-
b. Click the Communicate drop-down menu. Then, select Message followed by the

Show History submenu option.

The Message History window appears, displaying the messages you have received dur-
ing the current iINEWS work session.

Deleting Messages

To delete any existing messages:
1. Locate the buttons at the bottom of the Message History window.
2. Select one or more messages you want to delete by using the Selector buttons.
3. Click the Delete button.
4. Click Close when finished with the Message History window.
& You can only see messages you sent or received during the current iNEWS work ses-
sion. After you log out of an iNEWS work session, all the messages are erased from the

system’s memory unless you save them as a story to your personal work station or
queue.

Other options found in the Message History window include: copy selected messages to
the clipboard, save selected messages as stories, or reply to selected messages.

Saving Messages

You can save messages you receive using one of two methods: copying the messages to
the clipboard, or saving the messages as a story.
To save messages:

1. Select Communicate > Messages > Show History.

The Message History window opens, displaying the messages you have received dur-
ing the current INEWS work session.

2. Select the messages you want to copy to the clipboard using the mouse.

Communications
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3. Do one of the following:

a. Click Copy to copy the selected messages to the clipboard. After the messages are
copied to the clipboard, you can save them by pasting them into any text file.

-OR-

b. Click Save to save the selected messages as a story. When the Select Queue dialog
box appears, specify a location for the story, and click OK to save the messages as
a story.

Sending, Receiving, and Deleting Mail

To send information that is more than one line long, or to send information to more than
one user at one time, use iNEWS’ Mail capabilities.

Mail is permanent. You can read and re-read mail as often as you like, and, depending on

the purge limits set up for your mail, it will remain on your system between iNEWS work
sessions.

Sending Mail

To send mail:

You can also use the Mail but- 1. Select Communicate > Open Mail. The Mail workspace opens.
ton on the Main toolbar to
open the Mail workspace.

=] x|
File Edit Yiew GoTo Story Format Tools Communicate  Window  Help NGN / Cancd button
alsl sle|vial sl6] k=158l £l5|e| &l bl olu] b e || [o:47:3 B
5| = @l | Te: I i" Send button
IMall_ E
Select Al | [elete | Refiesh | 4 messages Cancel FReply | Renlta ] | Foryard | Send ‘|/ = To text bOX
_From | Subject | Sent | Sending a message: /
ladler Newscutter 107772003 33345 =
":ééiiér Cantral Air 107772003 5 3336 Ia = | CCtext box
jadler tdedia Browse 104742003 3.39:28 LC: Inmallerd /ﬁ/
jadler IMEWS 104742003 3:33:20 Subject I L S_jb]a_‘,t text box
= .
Mail Text
panel
Received
Mail
panel

2. Click New. The cursor will appear in the To text field and the New button changes to a
Cancel button (as shown in the above figure).

3. Type the user name or names of the people to whom you want to send mail in the To
text box of the Mail workspace.
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To send mail to multiple users, separate each user name with a comma, a space, or both. If your sys-
tem administrator has set up the system to do so, you may send mail to anyone working outside of
your iNEWS system. To do so, type the person’s Internet address in the To text box. Enter the
names of anyone who should receive a courtesy copy of your mail in the CC text box.

4. Type the subject of the mail in the Subject text box.
5. Enter the text of the mail in the Mail panel. Mail text can be edited, just like a story.

6. Click the Send button to send the mail.

Replying to Mail

To reply to the mail sent to you by others:
1. Select Communicate > Open Mail. The Mail workspace opens.

=17l

File Edit Wew GoTo Story Formab Tools  Communicate  Mwindow Help ReplytOA”
tlE niw vial s8] @ =l of|| el 5] 2] u] 8 )| [o:57:54] button
plel@E] 1] =
PEOPLEM.MZWIEG.MAIL.Newscutter |
Select Al | Delete | Refresh | 4 messages Mew | Reply Reply to All I Farward | Send I = Reply
Subject Sent N From: Jon Adler button
e p /7 5 ; -
iadler . - bl Tox |mzwnag Z’
jadler tedia Brawse 104742003 9:39:28 cc: | =
jadler MEWS 1047/2003 5:3%:20 .
Subject: INawsculter
= Mail Text
panel
Received
Mail
panel

2. Select the mail to which you want to reply from the Received Mail panel on the left
side of the Mail workspace.

3. Do one of the following:
a. Click Reply to send a reply only to the person who sent the mail.
-OR -

b. Click Reply to All to send a reply to the sender and all of the other recipients of
the mail.

4. Type any additional reply comments in the Mail Text panel.
5. Click Send to send the reply.

Communications
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Forwarding Mail

To forward the mail you receive to another user:

1. Select Communicate > Open Mail. The Mail workspace opens.

prews ETE
Forward

File Edit Wew GoTo Story Format Tools  Communicate  window  Help

B8 nf viE| 18| «f=]o el

3‘:||E||ﬁ| BI/lulil?chM” ‘_| button

Lx

Mew | Reply | Reply loAIIl Forward

From: Jon Adler

To Imzwieg

jadler hiedia Browse 10472003 9:33:28 CC: |
jadler MEWS 104772003 3:35:20

b Ll

Subject: IN ewscutter

L«

2. Select the mail you want to forward from the Received Mail panel on the left side of
the Mail workspace.

3. Click Forward.

4. Enter the user name of the person or people to whom you want to forward the mail in
the To text box.

To forward mail to multiple users, separate each user name with a comma, a space, or both. Enter
the user names of anyone whom you want to receive a courtesy copy of the forwarded mail in the
CC text box. To forward mail to someone outside of your iNEWS system, enter his or her Internet

address in the To text box.

5. Type any comments you would like to append to the original mail in the Mail Text
panel.

6. Click Send when you are ready to forward a copy of the original mail, with your com-
ments, to the specified users.
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Receiving Mail

When someone sends you mail, a Mail image appears in the right corner of the Status bar
and a highlight notice flashes on the Status bar, which is located at the botton of the
iNEWS main window. These notices will remains there until you read your mail. You can
view the contents of the Mail workspace at any time.

To read mail:

You can also click the Mail 1. Select Communicate > Open Mail. The Mail workspace opens.
button in the Main toolbar to
open the Mail workspace.

s -la]x]

File Edit %ew GoTo Story Format Tools Communicate  window Help

ol 1w vlu] 5(8] ¢ o1 o &[mle]] &l p{-{v] nf+ o] 557 :54]
ols|@s ] =]
]
Select Al | Delete | Fiefiesh | 4 messages Hew | Reply | Reply to &l | Forward | Send | =
i From: Jon Adler
ialr A :39:36 Uiz Imzwnag ::I
jadler Media Browse 10/7/2003 3:3%:20 CC: | =
jadler MEWS 1047420032 3:33:20 b INawsculter
= Mail Text
panel
Received
Mail
panel

2. Select the mail you want to read from the Received Mail panel on the left side of the
Mail workspace. The text of the mail appears in the Mail Text panel on the right side
of the Mail workspace.

Deleting Mail

When you are finished with a piece of mail, delete it by doing the following;:

1. Select Communicate > Open Mail. The Mail workspace opens.

To select all of the mail in your 2. Select the mail you want to delete from the Received Mail panel on the left side of the
Mail workspace, click the .

Select All button at the top of Mail Workspace.

the Received Mail panel. 3. Click Delete. The selected mail is deleted.

Communications



91

Mail Story

You can mail a copy of a story from a rundown or wires queue to any iNEWS user.

To mail a story from a queue:

1.
2.
3.

You can edit the story in the 6
Mail Text panel as well as add
your comments.

Open the queue containing the story you want to mail.
Select the story by clicking on it in the Queue panel.
Select Story > Mail.

The Mail workspace will open, splitting the main window in half. The other half con-
tains the INEWS workspace with the queue containing the story you want to mail.

Type the name of the user to whom you want to send the mail in the To text box.

Press the TAB key twice to move the cursor to the Subject text box and type a subject
for the mail.

. Click in the Mail Text panel where the story text appears to place your cursor there if

you want to add any comments to the story.

Click the Send button.

Setting Mail Options

iNEWS Workstation allows you to personalize the way mail is handled.

To change or select Mail options:

1.

Select Communicate > Mail Options. The Mail Options dialog box opens.

— Split window

g

When zending message
" b
W CC to yourself

0K I Cancel

Select the way you want the INEWS Workstation to split the main window between
the INEWS workspace and the Mail workspace. When the Mail workspace is opened,
iNEWS Workstation can split the main window vertically or horizontally.

Select the checkbox to CC yourself if you want the INEWS Workstation to send a copy
of all the mail you send others to yourself.

Click OK to set your preferences.
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Communications

Summary

The messaging and mail options available on your iNEWS Workstation provide a simple
way of communicating with others working on the system, as well as from outside Inter-
net addresses.

Review Questions

1. Describe how to send messages with the INEWS Workstation.

2. How many people can you send a message to?

3. How do you send mail?

4. Describe how to read mail that has been sent to you.




Exercise 3

Mail & Messages

This exercise focuses on the INEWS Workstation’s mail and messaging capabilities. In it,
you will practice sending messages and mail.

For specific instructions on mail and messages, see Module 8.

The database at your broadcast facility should be configured with the proper directories that allow
you to step through the instructions outlined below. If it is not, your instructor may provide you
with alternative instructions.

Sending and Receiving Messages

Messages are designed to be sent to one person only, and must be kept to one line in
length.

1. Send a message to another participant in your class.
2. Read any messages you receive.
3. Reply to any messages you receive.

4. Recall a message.

Sending and Receiving Mail

Mail can be sent to many people and may contain many lines of text.
1. Send mail to another class participant.
2. Open any mail you receive.

3. Reply to any mail you receive.
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Exercise 1



Module 9

User Preferences

Your iNEWS Workstation allows you to establish user preferences to customize your work
sessions. Establishing settings will help you get comfortable using the system.

Objectives

After you complete this module, you will know how to:
® Specify session characteristics

¢ Establish confirmation preferences

* Set Backup preferences

e Set up layout arrangements
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Specifying Session Characteristics

Your iNEWS Workstation allows you to customize your work environment by selecting
keyboard settings and default printers.

Selecting Keyboard Settings

To set up the keyboard settings you want to use in your iNEWS session:
1. Select Tools > Options.

2. Select Preferences. The Preferences dialog box opens.

Preferences for STAFF E |

Seszian | En:nnfirmatin:nnsl E!an::kupl Hefreshl La_l,n:nutl Search Hesultsl

— kevboard
| Select
'RODUCERS Ealnad keyboard
PRODUCER E. | hge.

— Printing
PFrinter I 0m j
[

Style |FILINDEIWN

k. I Cancel

3. Click the Session tab.
4. Select the keyboard setting you want to use from the drop-down list.

5. Click OK to apply your selection.

Setting Default Printer and Print Style

To set up the default printer and print style:

1. Select Tools > Options.

User Preferences
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2. Select Preferences. The Preferences dialog box opens.

Preferences for STAFF E3 |

Seszion I Ennfirmatinnsl Backupl Hefreshl La_l,lcuutl Search Hesultsl

Feload |

— Keyboard

PRODUCERS

— Prirting
: = Select defauilt
Erinter IUEH printer and
—i printing style
Stle  |RUNDOWN here.

| k. I Cancel

3. Click the Session tab.

4. Select the default printer and printing style from the Printer and Style drop-down
lists.

5. Click OK to apply your selections.

Establishing Confirmation Preferences

As you work at your iNEWS Workstation, the system can prompt you to confirm whether
you want to perform certain tasks; however, some of these confirmation prompts can be
turned on or off. You can specify that your iNEWS Workstation prompt you for confirma-
tion when you do the following:

* Move or copy a story using the mouse to drag it to its new location

* Move or copy all stories in a queue using the mouse to drag them to their new loca-
tion

* Change the order of stories in a queue
* Delete a story or all stories in a queue
* Delete production cues

® Delete mail or messages

¢ C(lose a story you have edited

* Send a large print job to the printer

* Close your iNEWS session

To specify the confirmation messages you want to receive:
1. Select Tools > Options.

2. Select Preferences. The Preferences dialog box opens.
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User Preferences

3. Click the Confirmations tab.

Preferences for ROWE X

Session  Confirmations | Elackupl Hefreshl La_l,u:uutl

Drag/Drop————— 1~ Deletedkl

™ Stoy Dperstons | ™ Stoy

[T Queue Operations [T Mai or Message
[ Queue Reorder [ Production Cue

" Sawingstoy [ Large PrintJobs [ Exi

] Cancel

4. Select Confirmation options in the Drag/Drop section:

* Story Operations, when selected, displays a confirmation message before moving
a story when you use the mouse to drag it to its new position.

*  Queue Operations, when selected, displays a confirmation message before mov-
ing all stories in a queue when you use the mouse to drag them to their new posi-
tion.

®  Queue Reorder, when selected, displays a confirmation message before moving a
story to a new location in the same queue.

For instance, if you select the Story Operations option and then drag a story from one
queue to another, the system prompts you to confirm that you want to duplicate the
story before the system duplicates the story to the new queue. If you do not select the
checkbox next to Story Operations, the system duplicates the story as soon as you
drag it to the other queue without prompting you to confirm.

. Select Confirmation options in the Delete /Kill section:

* Story, when selected, displays a confirmation message before deleting a story or
stories.

® Mail or Message, when selected, displays a confirmation before removing mail or
messages.

e Production Cue, when selected, displays a confirmation before eliminating
instruction text boxes.

. Select the Saving story checkbox to display a confirmation message that asks if you

want to save changes before you close an edited story. The confirmation also appears
as you move from one story to another when building a show rundown. If you do not
select the Saving story checkbox, the system automatically saves changes and closes
the story.

. Select the Large Print Jobs checkbox to display a confirmation message before sending

potentially large print jobs to the printer.

For instance, when you select this checkbox and then attempt to print all the stories in
a queue, the system will prompt you to confirm the printing request before sending
the entire text of all stories in a queue to the printer.
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8. Select the Exit checkbox to display a confirmation message when you attempt to close
your iNEWS session.

9. Choose OK to apply your new settings.

Setting Backup Preferences

A default location for backup
copies is created on your local
disk when iNEWS is installed.
The path name of the default
location appears automati-
cally in the Directory text box.

You can set up your iNEWS Workstation to automatically back up your stories at specific
time intervals. The backed-up version is placed on your local disk. If you lose connection
to the server unexpectedly, the system automatically steps you through the Recover Story
process when you next log in at that same computer.

When automatic backup is set, the system automatically creates a backup copy when you
open a story.

To set automatic backup:

1. Select Tools > Options.

2. Select Preferences. The Preferences dialog box opens.

Preferences for ROWE

Sessinnl Confirmations  Backup | Hefreshl La_l,u:uutl

B ackup Optionz:

|rkeral I _Ij [FriFiLtes]
Directany: IE:"\F'rngram Filezhtyid Browse... |

k. I Cancel

3. Click the Backup tab.

4. Specify the path name (the location in which iNEWS Workstation should store backup
copies of stories) in the Directory text box. The location should be on your local disk
or to one of your local drives. You can type the path name in manually, or click on the
Browse button and select a path name to a location on your hard drive from the
Browse dialog box.

5. Set the number of minutes between story backups in the Interval text box. The default
is 10 minutes. Set the interval to 0 minutes to turn off automatic backup.

6. Choose OK to apply your new settings.
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Setting Layout Preferences

You can set the INEWS Workstation to open with a specified session each time you log in,
to open with a certain layout arrangement each time you open a new or another work-
space, and to display gridlines in queue view.

To set layout preferences:

1. Select Tools > Options > Preferences.

2. Click the Layout tab.
Preferences for ROWE

Sessiunl Ennfirmatiunsl Backupl Fiefresh  Lapaut |

Statin Sesson: [T -]

— Arrangement
IE oo e =
[ Hide Form
— Gridlines
[T Hoarizantal [ Yertical Get Current |

(] I Cancel |

3. Click the down arrow button to see the Start in Session drop-down list and select a
session to start with at log in.

See the section “Changing the 4. Choose one of the layout buttons to determine the Arrangement of the Directory,
Appearance of the Work- Is for th .

space” in Module 2 for more Queue, and Story panels for the session.

irt‘fomga;on on the options in 5. Select the Zoom checkbox if you want to start out zoomed in to the Queue panel when
steps 6-o.

a new workspace opens.

6. Select the Hide Form checkbox if you want the Story Form panel hidden when a new
workspace opens.

7. Select Horizontal or Vertical gridlines or both if you want gridlines to appear in the
Queue panel.

8. Click OK to accept changes.

The Get Current button restores the previous settings (except for the layout buttons) of the Layout
tab in the Preferences dialog box before you made changes and before you click OK.

User Preferences
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Summary

iNEWS Workstation allows you to establish user preferences and customize the Worksta-
tion environment. Customizing your sessions will help you become familiar with your
iNEWS Workstation.

Review Questions

1. How do you select a printer?

2. How do you set Confirmations?

3. How do you set Layout preferences?
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User Preferences



Module 10

Miscellaneous Functions

Your iNEWS Workstation offers several functions designed to help you in your
day-to-day use of the iNEWS newsroom computer system. From keeping sensitive stories

confidential, to accessing online help, your iNEWS Workstation provides you with the
tools you need.

Objectives

After you complete this module, you will know how to:
® Lock and unlock stories

® Delete stories

e Import and export stories

¢ Total to Clipboard
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Locking and Unlocking Stories

Locking a Story

Miscellaneous Functions

When you create a story that contains sensitive or restricted information, or a story that
you do not want others to access, you can lock that story. Locking a story makes it impos-
sible for unauthorized people to open, edit, move, duplicate, print, or delete it. The way
you lock a story determines who is authorized to access it.

There are two ways to lock a story:

* Key Lock: Key Lock allows access to the story to anyone who knows the password,
known as the key. Whenever a person attempts to access the story, they must enter the
key.

¢ Easy Lock: You can limit access of the story to your own user name with Easy Lock.
Access to the story is linked to your user name, so a user must be logged in under
your user name to access the story.

The iNEWS locking features do not apply to system administrators. Your system
administrator can access any story in the database at any time, including any locked

story.

When you no longer want to restrict information in the story, you can unlock the story so
that anyone can access it.

To lock a story:
1. Open the story you want to lock in the Story panel.
2. Ensure the focus or the cursor is in the Story panel.

3. Select Tools > Lock Story. The User Lock Queue dialog box appears.

Uszer Lock Queue E3 |

Enter key or check Eazy Lock
Eey I-l ¥ EasyLock

Lock Cancel

4. Do one of the following:

a. Type a key in the Key text box. Keys must be alphanumeric and between 1 and 12
characters long. The key appears as asterisks (*) in the text box for confidentiality.
Leave the Easy Lock checkbox blank. Go to step 6.

-OR -

b. Leave the Key text box blank, and select the Easy Lock checkbox. This will restrict
access to your user name only, without setting a key. Go to step 7.

5. Type the key again to confirm.
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6. Click Lock to lock the story. Click Cancel to close the User Lock Queue dialog box
without locking the story.

Unlocking a Story

To unlock a story:
1. Open the locked story in the Story panel.
2. Ensure the focus or the cursor is in the Story panel.

3. Select Tools > Lock Story. The User Unlock Queue dialog box appears.

Uzer Unlock Queue Ed |

Enter key or check Eazy Lock
Key I ¥ | Ezsy lock

4. Do one of the following:
a. Click Unlock to unlock the story if the story was Easy Locked.
-OR -

b. Type the key in the Key text box if the story was Key Locked, then click Unlock to
unlock the story.

Segmented Edit Locking

The iNEWS system allows a user to change Story Form data while another user is work-
ing on the text and production cues. The users’ names appear at the bottom right in the
iNEWS workspace. For instance, in the following example, danielmi is editing the story
while JEFF is editing the story’s production information located in the Story Form.

T REF | & Eddaniemi EOJEFF [ NUM [ ]
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Deleting Stories

To delete multiple stories,
press Ctrl while you select the
stories.

See the section “Establishing
Confirmation Preferences” in
Module 9 for more informa-
tion.

AN

When a story is outdated or no longer useful to you, you can delete it. Deleting a story
removes it from the queue.

You can only delete a story if you have write access to the queue in which the story is located, as
well as write access to the story.

To delete a story:

1. Select the story in the queue to be deleted.
2. Select Edit > Delete.

Depending on your Confirmation preferences, a confirmation message may appear after
you click the Delete button. If it does, click OK. The system will then remove the selected
stories from the queue and place them in the Dead queue.

The Dead queue is a queue with user access that is limited by your system administrator.
It temporarily holds stories that are deleted from other queues in the system.

If you delete a story by mistake, you may be able to retrieve it from the Dead queue before it is
purged from the system. If you need to retrieve a deleted story, check with your system administra-
tor.

The Dead queue is purged periodically, so it is important that you act quickly to
retrieve any story you deleted by mistake. Once the data is purged from the Dead
queue, it is unrecoverable.

Importing and Exporting Stories

Miscellaneous Functions

Stories written in iNEWS can be imported or exported to a location on your computer’s
hard drive, the network, or a floppy disk. These stories can be saved as either Text (. txt)
or RichText (. rtf) files.
To import a story:

1. Ensure your cursor is in the Queue panel.

2. Select File > Import Story. The Import Story dialog box appears.

3. In the Look in menu, select the location from which you want to get the story.
4. Select the story and click Open.
5

. The story will appear in the queue, on the line above your cursor.

To export a story:

1. Ensure your cursor is in the Story panel or that you have the story selected (high-
lighted) in the Queue panel.
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2. Select File > Export Story. The Export Story dialog box appears.

Export Story - ROBBERYCRASH

Sawve in;

£ IMNEWS Workstation

File name:

ﬁ Deszkiop
¥ty Compute
=1 3% Floppy [A:]
= Tek_168670[C:]
[_11 Program Files
[CiNEWS Systems
S INEWS W ork station

Metwark, Meighborbiood

J o dlimE

Iru:ul:ul:uer_l,lcrash

| Save I

Save az type: IHiu:hTe:-ct

j Cancel |

3. Click the Save in drop-down list.

4. Select the location where you want to save the file.

5. Choose to save the file as either a Text or RichText type.
6. Click the Save button.

Production cues will not be saved as part of the exported document. The next section provides
information on how to include production cues when saving an exported document.

Exporting a Story Extended

To export a story that includes the form information and production cues:

1.

S S

Click the Save in drop-down list.

Select the location where you want to save the file.

Click the Save button.

Ensure your cursor is in the Story panel or that you have the story selected (high-
lighted) in the Queue panel.

Select File > Export Story Extended. The Export Story dialog box appears.

Choose to save the file as either a Text or RichText type.
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Total to Clipboard

Local Database

The iNEWS system can be configured to display the sum of numeric values in selected
cells in a Queue panel. Cells can contain currency or decimal numbers but should not be
used with date or time values.

0. : 17:04
h41.50

$25.79

When you log in to iNEWS, you can open one or more databases stored on your worksta-
tion’s hard drive. Any iNEWS information stored on your workstation hard drive is
called a local database. A local database allows you to create queues and edit stories
before placing them on the iNEWS Server where all users share information. This section
provides the following procedures related to local databases:

* Create a local database.

* Login to alocal database.

¢ Building a local database.

* Synchronize database forms.

¢ Removing folders and queues.

* Manipulating stories in the local database and server database.

Creating A Local Database

AN

Miscellaneous Functions

You can create a local database on any local drive accessible to your workstation.

Local databases cannot be locked. Anyone who starts up the workstation can log in to
the local database, unless you protect the database using the security features of the
workstation operating system.

To create a local database:

1. Double-click the iNEWS icon on your desktop.
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The Server Connection dialog box appears.

iNEWS Server Connection x|

User: |smue||er ~ Local Database(s)

Remate Cannection

Server: Imendnta-a j

Pasaword: I

Status: | Browse... | Mew... | Delete |

Login I Cancel |

2. Click the New button. The Specify New Local Database dialog box appears.

Specify New Local Database X|

Specify the full path of the folder to contain your new
database. This folder doss not have o exist et

Browsze for parent folder... |

k. I Cancel

3. Do one of the following:
a. Type the path to the folder where the new database will reside.
-OR-
b. Click the Browse button and select the folder in the Browse for Folder dialog box.

4. Click OK. The new database appears in the Local Database(s) list with a check mark
in its check box.

iNEWS Server Connection x|

Uszer: |smueller — Local D atabase(s)

Remote Connection [w]C:\Genenc

Server: || j

Pazsword: I

Status: | Browse... | Hew... | Delete |

Login I Cancel |

You do not need a password to log into a local database, however, you must clear the Server field to
only log into a local database.
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Logging Into A Local Database

Perform this logon procedure whenever you want to open one or more local databases
only. Although you can open several local databases simultaneously, you can open only
one server database.

The procedure for opening a server and local database requires a server designation in the
Server field and one or more local databases checked in the Local Database(s) box, as
shown:

iNEYYS Server Connection ﬂ

User: |smueller — Local D atabase(s)
Remote Connection [w]C:\Genernic:
Server Imendnta-a j

Pazzword: I““’"‘I

Browze. .. | Hew. . | Delete |

Ladin I Cancel |

Stakus: |

You must also enter a user password to connect to an iNEWS Server and click Login.

You must be on the network with your server to open both a local database and server database at
the same time.
To log into only a local database:

1. You must have a User ID entered in the User field.

2. Delete any information from the Server and Password fields.

3. Check tick boxes for local database(s) you want to log into.

4. Click Login button.

Building A Local Database

Miscellaneous Functions

You must build a local database before any stories can be created and copied to and from
the regular INEWS Server database. You create a local database by creating folders and/or
queues.

You may decide to create a local database that resembles your iNEWS Server database.
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Here is an example of a connection to an iNEWS Server and a local database (C: /
Generic) simultaneously as it appears in the Directory panel:

== INEWS N

-2 ARCHIVE

w0 FUTURE

-2 PEOPLE

& PHOMES

-] SCHEDULES

=3 SHOWS

B NOON

w1 5P

= EP

BB RUNDOWN o

BB PKG

m-C3 10P
w0 5YSTEM
-1 WEBPUB
-0 WIRES
=52 £\ BEMERIC
=3 SHOWS
B NOON
w1 5P
w0 6P
= 10P

For the average user, the following local database structure would be more than adequate:

C:\local-db
Scripts
Notes
Rolodex

You could create queues for various projects a user is working on, such as:
Mayor’s-race
Police-brutality
Restaurants
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Creating A Folder In Your Local Database

The Directory panel lists the contents of the local database. You can create a new folder in
the Directory panel.

To create a new directory (folder):

1. Using the database file structure in the Directory panel of the INEWS Workspace,
select the directory under which you want the new folder to be created, as shown in
the following example.

For instance, you could select the Shows

Ela SHOWS folder if you wanted to add a new direc-

- B NOOM tory for a 10PM show. Once the new
D cP sub-folder (10P) is created, you can cre-
D =] ate queues or additional sub-folders in it.

If you are creating a new first-level directory, be sure to select the local database, such as
C: \Generic, rather than a directory (folder).

2. Do one of the following:
a. Select Tools > New Folder.
-OR-

b. Right-click on the directory—or database, if you are creating a new first-level
folder—in the Directory panel, and choose New Folder from the pop-up menu.

A new folder is created under the selected folder. The New-Folder appears at the end
of the list of existing folders.The title, New-Folder, is highlighted, so you can rename
it.

=52 i GEMERIC -
= SHOWS
-1 NOON
w1 5P
w1 6P

ae

3. Type the name of the new folder, such as 10P.

4. Press Enter to save the new folder name. The newly created folder will inherit the
database traits of its parent directory initially. You can open the new folder by dou-
ble-clicking on it.

Miscellaneous Functions
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Creating A Queue In Your Local Database

You can create a new queue in the Directory panel.

To create a new queue, such as the Rundown queue for the 10PM show:

1. Navigate to and select the directory (folder) created to hold the queue you want to
create.

E‘a SHOWS Select the Shows folder, then the 10P
- 23 NoON folder, if you want to add a new queue for
a 10PM show. The new queue will be
created in the 10P folder.

-7 10F

2. Do one of the following:
a. Click on the Tools drop-down menu, then select New Queue.
-OR-

b. Right-click on the folder in the Directory panel, and choose New Queue from the
pop-up menu.

A new queue appears under the folder you selected. The New-Queue appears at the
end of the list of existing queues.The title, New-Queue, is highlighted, so you can
rename it.

=-52 C2\ GEMERIC -
= SHOWS
-1 NOON
F- 5P
R -

3. Type the name of the new queue, such as RUNDOWN.

Press Enter to save the new queue name. The newly created queue will inherit the data-
base traits of its parent directory initially. You can open the new queue by double-clicking
on it.
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Synchronizing Queue Forms

When you create a local database, you must copy the queue forms from the iINEWS Server
to the local database. This procedure is called synchronizing forms. Print styles should
also be synchronized between the iINEWS Server and the local database.

See your system administrator regarding local forms synchronization because only workstation
superusers can synchronize forms locally, but your system administrator may have changed data-
base traits to permit others to synchronize forms.

To synchronize forms and styles to the local database:

1. Log in to both the iNEWS Server and the local database.

iNEYYS Server Connection ﬂ

User: Ismueller — Local Databazelz)
Remote Connection [w]C:hEeneric
Server Imendnta-a j

Pazsward: I’”‘m’1

Browsze. .. | Hew. . | Delete |

Ladin I Cancel |

Statuz; |

2. Select Communicate > Local Administration > Synchronizes Forms Locally.

3. Select Communicate > Local Administration > Synchronize Styles Locally.

Communicate Belell s = s
Open b ail F3
k&l Options. ..

Mezsages k

Connect to Service ...

Local Adrministration Synchronize Forms Locally

Synchroniz 2 Locally

Synchronizing forms locally may take a long time if you are connected to your remote server over a
dialup networking connection. Print styles must be synchronized so users can print from a local
database using the print styles; however, not doing so would not prevent a user from printing at all.

Assigning Queue Forms

The queue form determines how information appears in the Queue panel. When you cre-
ate a queue, the default form assignment is normal. Assigning forms to the queues you
created in the local database will keep the local database consistent with areas of the
iNEWS Server database.

To assign a queue form:

1. Place the cursor in the Directory panel over the queue you want to configure and
right-click.

Miscellaneous Functions
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2. Select Properties from the pop-up menu. The Queue Properties dialog box appears.

Queue Properties

[CrGeneric 1SHOW

Farms |I3n:|ups| Abstractl Maintainl Llserlnterfacel Lu:u:ksl

Queus |DEFAULTFORM x| T FomsAllowed

Stay  |DEFAULTFORM w| T lndexed
™ Sarted

Index Field: [Title =l I Odered

[Index Field options based an story farm])
Update existing stories to use stony farm

™ Stip embedded form info for existing stories

OF. I Cancel

3. Select the appropriate queue form and story from the drop-down lists. The column
headings in the Queue panel are updated with the new form.

When assigning a form to your local database queue, follow these steps to determine
which forms to use:

1. Right-click on the queue you want to match in the INEWS database and select Proper-
ties from the pop-up menu. The queue and story forms will appear grayed out in the
Queue Properties dialog box.

2. Navigate to the corresponding queue in the local database, and select the same queue
and story forms in the Queue Properties dialog box for that local database queue.

Removing A Folder Or Queue
A directory (folder) must be empty before you can delete it.
To delete a folder:

1. Select the folder in the Directory panel.
2. Select Tools > Delete.

All stories in a queue must be deleted before you can delete the queue.

To delete a queue:
1. Select the queue in the Directory panel.
2. Select Tools > Delete.

Manipulating Stories In The Local Database

To move stories to and from the local database and the iNEWS Server database:
1. Do one of the following:

a. Drag and drop stories from the local database queue to the iNEWS Server data-
base queue.

-OR-
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b. Use the Copy To or Move To command from the Edit menu

Using the Copy To and Move To commands with a local database requires the user to include the
drive and database name inside square brackets ([ ] ).

Using the GoTo command with local database also requires the user to enter the drive and
local database name in the Destination field. The drive and local database name must be
inside square brackets ([ ] ). For instance:

Copy Stories To Queue x|

Destination Clueue

-

Distribution Code

=
s I Cancel |

Local Database Security

Security is maintained in the system’s database on the iNEWS Server. Directories and
queues in the database on the remote server can be protected by read and write groups. In
addition, users can lock their queues and individual stories if they want. However, local
databases do not have the same security protection because they are not part of the data-
base on the iNEWS Server. It is not possible to assign read or write groups to local data-
bases and users cannot lock queues or stories in the local database. Security on the local
database is completely controlled by the security measures provided by the PC’s operat-
ing system. Consequently, users should consider local databases unsecure and the data
contained within them available to any user of the PC.

Local Database Management

Miscellaneous Functions

System administrators may want to create a standard local database for their users. The
local database should be created on the user’s computer. The system administrator should
also create queues, synchronize forms and assign forms to queues. When the forms are
synchronized locally, copies of forms on the remote server are copied to the following
directory:

\Program Files\Avid\iNEWS\FORMS.QUE

After the local database is created and setup, the local database folder and Forms . que
can be copied to a floppy and a batch file written to copy them into place on users’ PCs.

Systems often contain many forms under the SYSTEM . FORMS directory, even though only
a few forms cover the bulk of the database. Not all forms are necessary for a local data-
base.

The system administrator may want to open Forms . que on the master local database to
remove unnecessary forms and reduce the local database size. After Forms . que and the
local database folder are on the PC’s hard drive, you can designate the local database loca-
tion as a new local database in the login dialog box.
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Summary

The features outlined in this module add to the functionality of your iNEWS Workstation.
Locking and deleting stories give you the opportunity to keep your sensitive work confi-
dential, and your work space clear of unnecessary stories.

Review Questions

1. Describe the two different ways in which a story can be locked.

2. Describe the process for deleting stories.
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Module 11

Producing a Show

This module outlines, in detail, the INEWS Workstation functions most commonly used

by producers. If you are a producer, these functions are vital to your day-to-day use of the
iNEWS Workstation.

Objectives

Upon completion of this module, you will know how to:
* Prepare a show on an iNEWS Workstation

e Edit story forms

e Place stories in rundowns

e UseiNEWS’ show ordering functions

¢ Float stories

* Approve stories

¢ Establish broadcast control

* UseiNEWS’ show timing functions

e Track the progress of a show
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Preparing a Show

Producing a show with the iNEWS newsroom computer system involves preparing a run-
down queue with scripted stories, monitoring the show with iNEWS ControlAir, and tim-
ing the show.

When you prepare a show for air, you must place the scripted stories in the proper order
in the rundown queue for that show. Rundown queues vary in appearance and function,
based on the needs of each show.

If you are unsure of which rundown queue to use for a show you are producing, check with your
system administrator.

Editing Story Form Fields

If you have write access to a queue, you can modify the text in the Story Form fields,
which are located in the Story Form panel.

Modifying Text in a Story Form

See Module 5 for more infor-
mation on editing stories and
the various panels in the Story

panel.

To modify the text in the Story Form fields:

1. Open a Story in the Story panel.

2. Make certain the Story Form panel is displayed. If not, then you can turn it on by
clicking on the Story drop-down menu, then selecting Show Form Area. The key-
stroke for this is Alt+5+O.

3. Select the field in the Story Form panel that you want to edit.

4. Type over the text in the field you selected.

Placing Stories in Rundown

Producing a Show

A rundown is simply another type of queue. In a rundown queue, stories are placed in the
order a producer would like them to air in a newscast. Rundown queues are created by
your system administrator and may vary in appearance and function from show to show.
Each show produced at your station should have its own Master Rundown queue.

If you are unsure of the forms you should use for the shows produced by your station,
check with your system administrator. Unlike other queues, a rundown usually contains
timing information in its form—either back time or cumulative time.

Some broadcast facilities refer to a rundown as a lineup. The terms are interchangeable, but for the
purposes of this student guide, the term rundown is used.

You can add stories to the show’s rundown queue using one of two methods:

* Create stories directly in the rundown queue for the show you are producing.

* Move or duplicate stories from another queue into the appropriate rundown queue.
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The process of cutting and
pasting is outlined in detail in
Module 5. See Module 6 for
more information on scripting
stories.

The process for creating new stories within queues is discussed in detail in Module 5. If
you must move or duplicate stories from another queue to your rundown queue, follow
the steps for moving or duplicating stories outlined in Module 4 using the rundown
queue as your destination queue.

When duplicating or moving a story from a queue to a rundown, the story retains the
form of the queue in which it was created. This may result in a story form that looks out
of place in a rundown queue.

If you need to add a story created with a different form from the rundown, create a new
story within the rundown queue and cut and paste the existing story into the new story in
the rundown queue.

Each story in the rundown queue must be scripted so that production commands in the
story can be initiated. As a default, new stories in a rundown queue are automatically
scripted, but you can also manually script stories.

Ordering a Show

Changing and updating the order in which stories appear in the course of a show is a fre-
quent task for a show’s producer. As new stories develop and urgent bulletins come in, a
producer must decide the sequence in which these stories should appear in the course of a
news program and update the show rundowns accordingly.

Ordering Stories in a Rundown

To select multiple stories, hold
the Ctrl key down while you
left-click on the selector but-
tons to the left of each story.

To order stories in a rundown queue:
1. Open a rundown queue.
2. Select the story or stories in the rundown queue by clicking the tab to the left of the

story.

3. Click and drag on the tab to the left of the story and place it in the proper location
within the rundown queue.

The backtime of each story is automatically adjusted to reflect any changes made in the order of sto-
ries in the queue.

Using Production Lock

Use Production Lock to prevent more than one person from ordering a queue and chang-
ing the rundown order.
To use Production Lock:

1. Open the rundown queue you want to lock.

2. Select Tools > Production Lock. The rundown queue is locked.
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Leaving Production Lock Mode

Floating Stories

To add the story time back to
the rundown, select Float from
the Story menu again.

To turn off Production Lock:
a. Select Tools > Production Lock.
-OR-

b. Navigate to another queue. When you do, Production Lock will be disabled.

When you are not sure where a story should go in a rundown, or whether you want to use
the story at all, you can float the story. Floating a story removes its time from the run-
down’s show timing.

To float a story:

1. Select the story in the rundown queue by clicking on the selector button to the left of
the story.

2. Select Story > Float.

The timing for the rundown is adjusted. Floated stories appear in the rundown in a differ-
ent color (usually blue text) than other stories.

Adding Production Cues

Field Types

Producing a Show

Production cues appear on the left side (the Instruction panel) of a scripted story. Produc-
tion cues include such things as CG instructions, cart machine cues, and so forth.

For instructions on how to put a story in script format, see Module 6.

When your system administrator created the rundown queue, he or she may have
included any of a variety of fields that are explained in the following table:

Field Type Description

PAGE-NUMBER This field is used primarily to arrange stories in a queue.

TITLE This field is used to give each story a name.

PRESENTER The system uses the name of the user from this field to look up the
user read rate. It changes Normal text in the Story panel to that
read rate.



123

AUDIO-TIME

TAPE-TIME

RUNS-TIME

TOTAL-TIME

STATUS

VIDEO-ID

EVENT-STATUS

ITEM-CHANNEL

The system uses this field to count words and calculate story
length, based on the Presenter’s read rate or the read rate of the
system if no anchor is specified.

A user can manually enter the tape’s Run-Time in this field.

This field displays the calculated sum of all the Runs= values in the
production cues of a story.

The total time of a story based on the sum of the AUDIO-TIME
RUNS-TIME fields. This field is read only.

The iNEWS monitor server uses this field to indicate whether there
are any errors in the production cues in stories of that rundown. It
displays either OK or ERROR.

This field is used in the rundown queue to display a video’s tape
number or clip ID. The device manager in use determines the char-
acter limit. Refer to the Device Manager Guide for your device for
more information.

When the iNEWS monitor server is turned on, this field displays
the availability of a machine control event, as reported by the spec-
ified device to ControlAir. When the monitor server is loaded, it
will display the play status of the machine control event.

This field is for manual video playback channel assignment, as
opposed to letting ControlAir assign channels.

BACK-TIME This field displays the hit time of the story in the rundown.

CUME-TIME This field displays the cumulative time; representing the sum of all
story times-except for the selected story.

CREATE-BY This field displays the ID of the user who created the story. It is a

CREATE-DATE

read-only field.

This field displays the date and time a story was created. It is a
read-only field.

MODIFY-DATE This field displays the date and time a story was last modified. It is
a read-only field.

MODIFY-BY This field displays the ID of the user who last modified the story. It
is a read-only field.

ENDORSE-BY This field enables a user with write access to the queue to endorse

(or approve) stories. If a user endorses it, the field turns green and
displays that user’s ID. If another user changes the story,after it
was approved, the field turns yellow; however, the ID of the user
who approved the story remains. For unapproved stories, the field
appears red.

Checking Accumulated Time

To check the amount of time used by a block of stories:

1. Click the selector button to the left of the first story in the block you want to time.
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2. Hold the left mouse button down as you drag the cursor down the column of selector
buttons until all the stories you want timed are selected.

A tooltip pop-up window appears displaying the total time of the block you selected.

Establishing Broadcast Control

If your iNEWS newsroom computer system is equipped with the iNEWS ControlAir sys-
tem for machine control, you must establish a connection to the iINEWS monitor server so
it recognizes production cues in the rundown queue.

For more information on the iNEWS ControlAir system, see the iNEWS ControlAir Opera-
tions Manual.

To start or stop the iNEWS monitor server:
1. Open the appropriate rundown queue.
2. Select Tools > Monitor.
Quit Time indicates the time The Monitor Queue dialog box appears. The current status of the monitor server appears

that machine control is auto- at the top of the dialog box. The Quit Time or automatic shut-off time appears at the bot-

matically turned off. Quit .
Time is based on the run time tom of the dlalog box.

of the queue.

Monitor Queue - SHOW . 10P.RUNDOWHN

Fanitor Status: IMDN:D FF

buzt select one or more devices for Load or Unload

Device | Status Loz
cq MNOT LOADED
viden MNOT LOADED

Hilld

[rlzad

[f

<] | i

.
[ &l Devices Gt Tirne: 04:00
To select more than one 3. Select the device(s) or the All Devices check box and click one of the buttons on the

device, press the Control key
while you select up to three

devices. e The On button turns the monitor server on and creates an event list for each
device in the rundown queue.

right side of the dialog box, depending on the following criteria:

* The Load button loads monitor server, raises its priority, and downloads event
lists to the selected devices.

* The Unload button clears device playlists without turning machine control off.

e The Off button turns off the monitor server. This option overrides Quit Time.

Producing a Show
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Monitor Status

In the Monitor Queue dialog box, the color and information displayed in the Monitor Sta-
tus field will change depending on the status of communication between the monitor
server and devices.

The monitor server successfully loaded at least one

MON=PART .
device.

The monitor server successfully loaded all devices.

MON-LOAD

MON=ERROR The monitor server encountered a loading error
(most like a communication error with the
device--not CG errors) while loading one or more
devices.

Colors are also used to visually identify issues with specific devices. For instance, if the
monitor server is on and loaded, but encounters a loading error with the CG device, the
Monitor Queue dialog box appears, as shown below:

Monitor Queue - SHO'W_10P.BUNDDWH
b anitar Status: _

Muszt zelect one or more devices for Load or Unload

| Device Statusz Load

video HOT LOADED
lmad

iilld

[

4| | i

[ Al Devices Guit Tirne: 04:00

LCancel
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If the CG device is successfully loaded, but the video device has been initiated and not
completely loaded yet, the Monitor Queue dialog box may appear similar to the follow-

ing:
Monitor Queue - SHO'W_10P.BUNDODWN
kel amitar Status: IM OM=PART

kuzt zelect one or more devices for Load ar Unload

| Device Status Load

viden LOAD INITIATED
38 =

[

1 | i

[~ Al Devices Guit Tirme: 04:00

LLLE

LCancel

Monitor service information is also displayed in the status bar of the iNEWS workspace.
Both the information and color will match what appears in the Monitor Status field of the
Monitor Queue dialog box. If a user right-clicks on the status bar, a read only dialog box
appears with device-specific details, as shown in the following graphic.

Monitor Status Details - SHOW_ 10P.BUNDOWHN Ed

Device | Status
g HOT LOADED
video 2 LOADED

The EVENT-STATUS field, when used in the Story Form panel and/or rundown queue, also pro-
vides video device status information using different colors, which system administrators can cus-
tomize.

Timing a Show

You can track the timing of a show on your iNEWS Workstation, using either cume time
or backtime.

¢ Cume time calculates the elapsed time accumulated from the beginning of the show
to the end of the show, or front time.

Your system administrator can specify a field in the rundown queue that displays cume time. Cume
time always begins at 0 and continues until the end of the show.

Producing a Show
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* Backtime calculates the time in the broadcast at which each story in the rundown
queue must start in order for the show to remain on schedule.

Backtiming Using Out Time

When you backtime a show using Out time, the time of day — or clock time — when the
program should actually end is used to calculate the start time for the show. The INEWS
system displays the start time for each story in the rundown queue in a 12-hour format.

To backtime a show:
1. Enter the start time of the show in the Backtime field for the first story.

2. Enter the show’s end time in the last Backtime field of the rundown queue.

For example, if the show begins at 5:00 and ends at 5:30, type 05:00: 00 in the Backtime
field for the start and 05:30: 00 in the last Backtime field of the rundown queue.

You can determine whether you need to adjust the show’s timing by looking at the Back-
time fields showing hard-hit times in red and the start time for those stories:

e If the start time of the story corresponds to the start of the show, such as 5:00, that is
where the system indicates the show must start to end on time.

¢ If the start time of the first story is earlier than the scheduled start of the show, that
story and every other such story is overrun. For instance, if the start time of the first
story appears as 4 : 58, the show has too many stories to fit in a show beginning at
5:00 and ending at 5:30.

e If the start time of the first story is later than the scheduled start of the show, the show
has too few stories to fill the time allotted. For instance, if the start time of the first
story is 5:04, the show has too few stories to fill the time allotted for a show that starts
at 5:00 and ends at 5:30.

Adjust the number of stories in the show, or adjust the length of the stories in the show as
needed until the start time of the first story in the show corresponds to the start of the
show. The start time of stories is automatically recalculated whenever you edit an existing
story in the rundown queue and whenever you add a story to the rundown queue.

You can also set hit times for items in the rundown in much the same manner. For instance, if you
need to hit the first commercial break at a particular time, type that time in the Backtime field of
that line in the rundown. Your Backtime column will now reflect the required start time of each
story prior to the first commercial break in order to be on time.
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Timing a Show to Duration

The Time to Duration option can be used with either the cumetime or backtime fields. If
cumetime is used, a hard start time of 0 must be entered for the first item of the show. If
backtime is used, a hard out time equal to the duration of the show must be entered in the
last item in the show.

To time a show to duration:

1. Select Tools > Set Clock. The Set Station Clock dialog box appears.

x
Enter new station clock bime: IEIEI:I:IEI:EIEI

Cancel |

2. Select the Time to Duration checkbox. When selected, the clock in the iNEWS toolbar
will remain at 00:00 until the user starts sync time, at which time the clock will begin
counting up.

One constraint of Time to Duration is that if a show begins before midnight and ends after mid-
night, all of the air times for that show will have the same air date—the date that the show was
started.

Tracking a Show

After the program goes to air, the INEWS Workstation allows you to track the progress of
the show with the Show Timing command. A producer can use the Show Timing com-
mand to determine whether or not the show is moving along on time, if padding should
be added, or if less important stories need to be cut from the show.

Show Timing

To track the progress of a show:
1. Open a rundown queue.
2. Backtime the show using the method described above.

3. Select Tools > Set Clock and synchronize the clock with the station’s clock, typically
located in the control room.

Producing a Show
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4. Select Tools > Show Timing. The Show Timing bar appears.
=181 x|

Eile Edit Wew GoTo Story Format Tools Communicate  Window  Help

S| ﬁl@lvlnl 88| «|=lv @|| &|m@|| | o] ]of ofelcful| |FEHARESR
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The story that aired is

lighted in light blue and the
currently airing story is high-

Item Countdown
clock Over/ Under

Hard Out  clock
clock

5. Select Tools > Sync Timing. The three clocks in the Show Timing bar display the fol-
lowing information:

® The Item Countdown clock displays on the left and represents the time remaining
for the current story.

¢ The Hard Out clock displays in the middle and represents the time remaining
until the next hard out.

® The Over/Under clock displays on the right and represents the amount of time
that the show is over or under. If the show is over the clock displays in red; if the
show is under or on time, the clock displays in green.

6. When the story is finished airing, press the spacebar to move to the next story to be
aired.

The current story indicator moves to the next story, and the digital clocks are updated.

The digital clocks display red if the show is running long (over time), and green if the show is run-
ning on time or short (under time).

high- When the system finishes the countdown of all stories in the queue, the current story indi-
cator remains at the bottom of the queue.

lighted in pale orange.

Ending Show Timing

To end show timing;:
* Select Tools > Show Timing.

¢ Close the queue. Show timing stops.
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Summary

iNEWS Workstation simplifies the tasks associated with producing a show. From show
timing to monitoring event requests, the INEWS Workstation provides producers with the
necessary tools to do the job quickly and efficiently.

Review Questions

1. How do you set the end time of a show?

2. How do you prevent others from reordering the rundown you are working in?

3. Describe what happens when you turn Monitor on and when you load Monitor.

4. What indication do you get from the Show Timing clocks if your show is running over
time?
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Accelerator Keys

Navigation of Workspace Panels

Alt+Left Arrow Switch Panels

Alt+Right Arrow Switch Panels

Alt+Z Zoom/Unzoom

F10 Close selected workspace

Ctrl+F4 Close a workspace

Ctrl+Tab Move between multiple workspaces
Directory Panel Navigation

Home Go to top of directory tree

End Go to bottom of directory tree

Right Arrow Open selected queue

Page Up Go up one screen

Page Down Go down one screen

Queue Panel Navigation and Printing

Home Go to left most field of current row
End Go to right most field of current row
Ctrl+Home Go to top of queue - left most field
Ctrl+End Go to bottom of queue - left most field
Shift-Spacebar Select tab of row/story highlighted

Shift-Spacebar-Down Arrow Select tabs of multiple rows/stories

Insert Add a blank row to a queue

Ctrl+N Add a blank row to a queue

Delete Kill selected stories, queues, or directories
Ctrl+K Kill selected stories, queues, or directories
Ctrl+M Move selected stories

Ctrl+D Dupe (copy) selected stories

Ctrl+F Bring up Find dialog box
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Queue Panel Navigation and Printing (continued)

Shift-Ctrl+F Bring up Find All dialog box
F3 Find next
Ctrl+E Exit story without saving changes
Ctrl+P Bring up local print dialog box
Shift-Ctrl+P Bring up system print dialog box
Story Panel Navigation
Alt+Insert Insert Production Cue Text Box in Instruction panel
Ctrl+S Save story
Ctrl+E Exit story without saving changes
Ctrl+V Paste text from clipboard to insertion point in story
Shift-Ctrl+V Paste text from Scratchpad to insertion point in story

Shift-Ctrl+Delete

Clear contents of the Scratchpad

Ctrl+zZ Undo the very last single edit

Ctrl+B Set text as bold

Ctrl+l Set text as italic

Ctrl+U Underline text

Ctrl+Alt+C Turn on Closed Caption text mode in story
Ctrl+Alt+N Turn on Normal text mode in story
Ctrl+Alt+P Turn on Presenter Instruction mode in story
Home Go to beginning of current line

End Go to end of current line

Ctrl+Home Go to top left point of script

Ctrl+End Go to bottom right point of script

Alt+S+0 Turn display of Story Form panel on or off
F6 Move between Story Text panel & Instruction panel

Alt+Down Arrow

Move from Story Form panel to Story Text panel

Alt+Up Arrow

Move from Story Text panel to Story Form panel

Alt+Page Down

Browse to next story

Alt+Page Up

Browse to previous story

Shift-Left Arrow

Select text a character at a time moving backward

Shift-Right Arrow

Select text a character at a time moving forward

Shift-Ctrl+Left Arrow

Select text a word at a time moving backward

Shift-Ctrl+Right Arrow

Select text a word at a time moving forward

Shift-Ctrl+Up Arrow

Select text a line at a time moving upward

Shift-Down Arrow

Select text a line at a time moving downward

Shift-Ctrl+Up Arrow

Select text a paragraph at a time moving upward

Introduction to NRCSWorkstation
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Story Panel Navigation (continued)

Shift-Ctrl+Down Arrow

Select text a paragraph at a time moving downward

Delete Delete selected text

Insert Switch between insert and overwrite mode
General Shortcuts

F2 Edit a cell or field in a rundown

F5 Refresh display in Queue or Story panel

F7 Open Wire Urgents workspace

Shift-F7 Open Wire Alert History window

F8 Toggle Message toolbar on and off

Shift-F8 Open Message History dialog box

F9 Toggle Mail workspace open and closed

Alt+Tab Toggle between Windows programs

Alt+F4 Exit INEWS program
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Index

A

Accelerator Keys 131
Acronym, NRCS 3
Assigning Queue Forms 114

B

Backtiming, using an out time 126
Backup preferences, setting 99
Broadcast control, establishing 124

Cc

CG Title Entry 63
Changing 13
Clipboard
Total to 108
Using 50
clocks, timing 62
Commands
Destination 16
Find 27, 48
Find All 30
Navigationa 16
Production, adding 122
Replace 48
Confirmation messages
Defined 97
Establishing 97
Copying text 51
Creating anew story 46
Creating Sessions 18
Creating Toolbars 18

Cutting text 50

D

Database
Management 116
Security 116
Dead queue 106
Default printer, specifying 96
Deleting directories (folders) 115
Deleting queues 115
Deleting stories 106
Destination Command
Opening queues using 24
Using 16
Directories, defined 3
Directory Panel
Defined 3
Identifying 15
Navigating 15
Understanding 15
Duplicating all storiesin a queue 40

E
Exporting extended stories 107

F

Find All Command
Defined 30
Using 30

Find Command
Finding text 27, 48
Using 27

Floating stories 122

Formatting text
Boldface 56
Italics 56
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Underlining 57

G

Go To menu, using 16

iINEWS NRCS, described 2
iNEWS Server
Described 2
iNEWS Workstation
Accelerator Keys 131
Described 2
Overview 1

L

Lineups
See Rundowns 4
Local Database
Building 110
Creating 108
Creating directories (folders) 112
Creating queues 113
Defined 108
Logging in 110
Manipulating Stories 115
Security and Management 116
Locking stories 104
Locking, types of 104
Loggingin 8
Changing your password 10
Message of the day 9
Selecting aserver 9

machine control commands 61
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Mail
Defined 87
Deleting 90
Forwarding 89
Options, setting 91
Receiving 90
Replying to 88
Sending 87
Main window
Described 10
Menu bar 11
Status bar 12
Title bar, described 11
Toolbar 12
Menu bar, described 11
Message of the day, reading 9
Messages
Defined 84
Recalling 86
Receiving 85
Replying to 85
Saving 86
Sending 84
Modifying text in astory 120
Moving
All stories from a queue 43
Stories between queues 42
Storiesindividually 42

N

Navigational Commands
Destination command 16
Go To menu 16
Understanding 16
Urgent button 16
Starting the software 8
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Opening a story 46
Opening Workspaces 14
Ordering ashow 121
Overview 2

P

Page breaks, while printing 77
Password, changing 10
Pasting text 50, 51
Placeholders 62
Preferences
Backup 99
Confirmation 97
Session 96
Print style, specifying 96
Printing
Forcing page breaks 77
Selecting printers
Local printers 70
System printers 70
Stories 71
To aqueue 77
Producer functions
Broadcast control, establishing 124
Floating stories 122
Ordering ashow 121
Preparing a show 120
Production commands, adding 122
Timing a show
Anchoring astory 126
Backtiming using an out time 126
Described 126
Ending show timing 129
Tracking ashow 128
Production commands, adding 122
production cues 58

Q

Queue Forms
Assigning 114
Synchronizing 114

Queues & Queue panels
Closing queue panels 24
Defined 3
Destination Command 24
Duplicating all storiesin 40
Moving all stories from 43
Moving individual stories from 42
Moving stories between 42
Printingtoa 77
Refreshing the contents of 25

R

Refreshing the contents of a queue 25
Replacing text 48
Rundowns
Defined 4
Placing storiesin 120
Runs Time 59
syntax 60

S

Saving Stories 53
Scratch Pad
Clearing 52
Defined 51
Using 51
Scripts, formatting text 56
Search
Defining a search 26
Described 26
Repeating a search 29
Segmented Edit Locking 105
Selecting text
Blocks of text 49
Lines of text 49
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Multiple lines of text 49
Paragraphs 49
Selecting all text 50
Single characters 49
Words 49
Session characteristics, specifying
Default printer 96
Keyboard settings 96
Print style 96
Shortcuts
Changing 21
Creating 17
Deleting 21
Described 17
See Accelerator Keys 131
Show timing, ending 129
Starting the software 8
Status bar, described 12
Stories
Defined 4
Deleting 106
Duplicating all in aqueue 40
Editing 50
Copying text 51
Cutting text 50
Finding text 48
Formatting text
Boldface 56
Italics 56
Underlining 57

Highlighting (See Selecting text) 49

Modifying text 120
Pasting text 50, 51
Replacing Text 48
Scratch Pad, using 51
Selecting

A paragraph 49

A single character 49

A word 49
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All text 50
Blocks of text 49
Lines of text 49
Undo 53
Exporting extended 107
Forms, understanding 47
Importing and Exporting 106
Locking 104
Locking, types of 104
Moving all from a queue 43
Moving between queues 42
Moving individually 42
New, creating 46
Opening 46
Printing 71
Forcing page breaks 77
Saving 53
Story forms
Adding fields 120
Deleting fields 120
Text, typing 47
Unlocking 105
Using story panels 47
Story forms, using 47
Story panels, using 47
Synchronizing Queue Forms 114

T

Terms 3
Text
Adding 47
Formatting 56
text timing clocks 62
Timing a show
Anchoring astory 126
Backtiming using an out time 126
Title bar, described 11
Toolbar, described 12
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Toolbars, creating 18
Tracking ashow 128

U

Understanding 10
Undo, using 53
Unlocking stories 105
Urgent button, using 16

w

Web Browser button, using 17
Windows
Main window, described 10
Switching between 14
Workspaces
Changing appearance of 14
Defined 12
Described 13
Opening existing 13
Opening new 14

Index
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