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INTRODUCTION

Most news radio professionals are familiar with newsroom automation systems that
were built around DOS or mainframe/terminal technology. Though primitive by today’s
standards, these programs were popular for their inherent simplicity: one text-editing
screen visible at a time, one wire service screen, one planning screen, and so on.

In their simplicity, they made use of function keys (or hotkeys) that would instantly take
users to the screens in which they needed to come and go. News people could work at
great speed and seemingly never look up from their keyboards.

Then came Windows, which revolutionized personal computing. Among other
improvements, Windows brought greater flexibility with respect to navigating through a
program and executing commands. Pull down menus made it possible to locate and
choose any program option with a mouse, and almost never have to hit a key.

But, sometimes newer is not necessarily better. While pull down menus made
commands and options easy to find and eliminated any need to memorize key
combinations, especially for the beginner, the process was generally slower.
Fortunately, Windows soon added keyboard equivalents to mouse commands. Hotkeys
were added, as were the "F" (for function) keys, which make up the top row of today’s
keyboards. These additions meant that users didn’'t need to keep their eyes glued to
the monitor.

With the superior graphical interfaces of Windows 95, 98, NT, 2000 and XP toolbar
buttons gave users yet another option for navigating and executing commands. And,
for saving time. Similarly, multitasking made it possible to work within several different
windows at the same time.

For news radio professionals, this meant they could simultaneously work on their own
stories, read wire service copy, and review someone else’s copy. They could move in
and out of each with a simple click or keystroke.

NewsReady32 is a standard 32-bit Windows program that retains speedy keyboard-
based navigation from DOS systems and takes advantage of modern user-friendly OS
features. NewsReady32 lets you navigate, make selections, and execute commands:

e With your mouse.
e Through hotkey and function key shortcuts.
e By using the toolbar.

So if you prefer the mouse and Drag & Drop, great. If you prefer the speed and
simplicity of the keyboard, NewsReady32 pays special attention to making sure you
don’t have to use the mouse if you don’t want to. And, to aid memorization of all those
shortcut keys, the pull down menus and toolbars on every screen will assist you.
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NewsReady32 consists of twelve main screens:

e Notepad, a word processing window for editing, combining, and composing news
stories and embedding audio cuts. One or more Notepads can be setup to hold your
work in progress.

e FileLog, for organizing, searching, sorting, and editing stored newscasts and other
news-related files. The FileLog also makes it possible to manage saved files in a
variety of folders for specific days or shows, for phone books, and for other
information systems. The FileLog can easily be set up for archiving news you never
want to delete.

e WireBrowser, which displays and sorts your wire service stories into pre-defined
searches, and also lets you perform “on the fly” searches on breaking news.

e Audio Player, which allows users to read a newscast on air and play audio cuts
from an on-screen cart deck. Up to three cart decks are available, and can be
loaded and played manually or automatically.

e MedialLog, which allows users to record, edit, audition, and stamp sound files into
newscasts. The MedialLog also lets users organize audio in different folders.

e Utilities, which allows users to access the QuickRecorder, StormReady32 and the
DOS StormReady and PhoneReady.

e Planner, a calendar-based organizer that lets the newsroom create up to six pages
a day; such as an assignment page, a schedule page, and a future stories page.
Users can then click on any day (past, present, or future) to add, review, or use
information.

e Record, which allows users to create new media files, such as audio, video, and
pictures, using the default media editor.

e Sales, to record and track contacts with current and potential advertisers.

e L-Assist, user-friendly Live Assist display of the automation program loaded into a
deck. This is used during live broadcast times

e Automate, allows a user to program a list of commands to be executed
automatically. An automation program can be set up to play a group of audio files
consecutively or wait until a given time on the computer's clock before playing.

e On-Air, provides ten cart decks that a user can load and play at will. The carts can
be played with the mouse or keyboard.
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MODES OF OPERATION: STANDARD VS. CLASSIC VS. DUAL SCREEN

Your administrator can set up NewsReady32 to run in one of several modes as
follows:

Standard:

Windows programs allow users to open an unlimited number of windows, or screens, in
which to work. Being able to run multiple notepads, or stories in progress, means that
users don't have to finish and save one story before starting on another. Similarly, with
several WireBrowsers open at the same time, one could be auto updating on Sports
while another updates on Urgents. While NewsReady32 supports this environment in
its Standard mode, it also offers users the choice of Classic mode, which is more
consistent with the systems to which most news radio professionals have grown
accustomed over the last two decades. In Standard mode Windows can be squished
and stretched, tiled or cascaded any way the user wants. This mode is ideal for
advanced users who are very mouse-based in the way they use Windows.

Classic: The Recommended Mode For Fast-Paced Newsrooms

Classic mode enables NewsReady32 to operate with one screen open for each
function (one Notepad, one Planner, one FileLog, one MediaLog, and one WireBrowser)
for optimal speed and organization. Classic mode brings together Windows
functionality and the timesaving and simplicity of traditional newsroom systems. There
is no fear of getting lost or being overwhelmed by inadvertently opening too many
redundant windows. More than one Notepad can be enabled in this mode for advanced
users.

In Classic mode windows are automatically sized for full- and half-screen viewing. For
example, hitting the F7 key will launch the Notepad, and it will appear full screen.
Hitting F8 (while in Notepad) will create an equally divided screen that displays both
the WireBrowser and Notepad. This "locked"” feature prevents the accidental dragging
of windows off the screen, as well as the incorrect sizing of windows. In Classic mode,
windows can only be full or half screen. The system can be configured for either
horizontal or vertical splits depending on your preference.

Whenever you hit a navigation key, i.e. ALT-3 for Wires, or click with the mouse, it
automatically brings up that window in either full or split view depending on how you
last used the window. You cannot accidentally open up more than one window and
lose your place in the system.

With Classic mode, WireReady NSI has effectively given this 32-bit Windows program
the same look and feel of our original and very popular DOS version, which remains an
integral part of hundreds of radio newsrooms.

NOTE: Classic Mode supports two administrator-configurable settings. One that selects
either horizontal or vertical split screens. The other which designates the number of
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Notepads (up to ten).

Dual_Screen_mode;

Dual Screen Mode has the same characteristics of Classic Mode, except that it displays
two of every screen. One appears on the left (or top) window, and a second appears
on the right (or bottom) window. You choose which screen to have open in each
window (Notepad, FileLog, Wire, MedialLog, etc.). The CTRL-F2 key lets you bounce
from one window to the other.

GETTING STARTED

Double click the NewsReady32 icon on your Windows desktop. When prompted,
enter your user name and hit ENTER.

User names will have been setup by your administrator when the program was
installed. These user names are setup with the SETUP32 program that is in your
WIRENINSTALL directory. User names can be added at anytime, and are used to start
the program, not the computer. These do not have to correspond to Windows or
Network user names, which may provide security and even prevent a computer from
booting without proper identification.

If you are running NewsReady32 in Classic or Dual Screen mode, the program will
open showing the WireBrowser full screen.

NAVIGATING

Moving through the program (or navigating) and performing tasks can be accomplished
in several ways. You can use the keyboard, the mouse, the drop-down menus or
the on-screen toolbar. There is no right or wrong way. NewsReady32 is designed
with convenience and ease of use in mind. Whichever option you're most comfortable
with is the "right" way. Many users find that some combination (the keyboard for
certain functions and the mouse for others) allows them to work most quickly and
efficiently. Throughout this user manual, instructions will be provided for both
keyboard and mouse options.
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NOTEPAD

The Notepad is the word processing program in NewsReady32. For ease of use and
familiarity, the Notepad employs most of the same commands and key combinations as
commercial software such as Microsoft Word© or Corel WordPerfect®©.

To open the Notepad:
Strike F7 on the keyboard.
OR - Hold down the ALT key and hit the 1 (number) key.
OR - Click on the Notepad button on the toolbar.
OR - From the Menu bar click on Programs, then select Notepad.

B Notepadl - NewsReady - Notepad1.txt* x|
Cirl#

Crel+H| | FOFS | F4 | F5 | F& | Fg F10 || Ctal+F ﬂ Crel+I || Ctrl+ T, Ch'l+¥ Alt+3 || AlU+B A1t+P|
Hewr ||| Pla - Save || Print || fvcha Split || Qpen || Find Info TxmelEmml Send || Web @p@

Wave
|

THE JURY IN THE TOM CAPANO MURDER TRIAL RESUMES DELIBERATIONS IN A WILMINGTON, DELAWARE HOTEL THIS
MORNING. CAPANO IS ACCUSED OF KILLING HIS MISTRESS, ANNE MARIE FAHEY, AFTER SHE AND CAPANO HAD DINED AT A
PHILADELPHIA RESTAURANT IN JUNE 1996. CAPANO CLAIMS THAT ANOTHER MISTRESS, DEBORAH MACINTYRE, SHOT
FAHEY IN A JEALOUS, SUICIDAL RAGE. MACINTYRE DENIES THAT.

[w:limports\Capano.wav]
The other mistress did it
"looking for her"

13
|Line 2 of 14 1: 1: 1: 4
NOTEPAD TOOLBAR
Crl+H F5 F4 Fa Fe& F& F10 || Ctrl+F|| Cirl¥ Cirl+I || Ctrl+ T | Ctrl Alt+3 || AL+E || AL+
Hawr | Play ||- Jave || Print||£m:hig Split | Cpen | Find | Wave | Info | Time | Ema:ll Send | Wich |R_-IM|

Ctrl+N New Clears the text in the Notepad and opens a new, blank file.

F3 Play Will play the next embedded audio file, using the audio card assigned to Deck
3 in the Player screen

Sft+F3 Stop Stops the audio that was started using the F3 key.

F4 Save Saves the file in the Notepad, and launches the Text File Header window.
The Slug is used as the filename.

F5 Print  Prints the text of the file, or the highlighted section of the file.

F6 Archive Saves the file in the Notepad and launches the Text File Header window.
The Slug is used, along with the user name, date, and time as the filename.

F8 Split Splits the current screen (or last open screen) with the Notepad.
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F10 Open Launches a dialog box to open a saved text file.

Ctrl+F Find Allows text to be searched for within the current Notepad.

Ctrl+W Wave Will embed an audio file at the current cursor position.

Ctrl+1 Info Launches the Text File Header window to allow changes in the
information fields for the current file.

Ctrl+T Time Displays the number of works and the length of time to read the text
and play the embedded audio in the current Notepad.

Ctrl+M Email Used to send text and embedded audio to other stations when using
Ecapture.

Alt+S Send Used to send text files and embedded audio to other stations when using
Pcapture.

Alt+B Web Used to send text and embedded files to a web site, when using
Dbcapture.

Alt+P RipRead Copies and pastes the highlighted text into a Notepad or open
FileLog file.

NOTEPAD DROP-DOWN MENU

The Main Menu, above the main Button bar, has 9 drop-down menus available for users
to create and edit text files. Use the keyboard shortcut or click on the choice with the
mouse to activate the menu choice.

Motepad3Z2 File Edit  Programs Setup  Wiew ‘Window User Help

Notepad32
There are no sub-menus listed under this choice.

File

New Crtl+N Clears the text in the Notepad and opens a new, blank file.

Open Ctrl+0O Launches a dialog box to open a saved text file.

Speed Save Ctrl+S Saves the changes to the file using the same name and location.
The file will be overwritten without being prompted.

Save F4 Saves the file in the Notepad, and launches the Text File Header window.
The Slug is used as the filename.

Save as Launches a standard Windows Save window, and allows the file to be saved
in a format other than as a test file.

Archive F6 Saves the file in the Notepad and launches the Text File Header window.
The Slug is used, along with the user name, date, and time as the filename.

Rip+Read Alt+P Copies and pastes the highlighted text into a Notepad or open
FileLog file.

Print Ctrl+P Prints the text of the file, or the highlighted section of the file.

Send Alt+S Used to send text files and embedded audio to other stations when using
Pcapture.
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Web Alt+B Used to send text and embedded files to a Mew ... N
web site, when using Dbcapture. Cpen ... Chrl+o
Email Ctrl+M Used to send text and embedded audio to Speed Save Chrl+5
other stations when using Ecapture. 3EHE 1. F4
Play Card 1 F1 Will play the next embedded audio file, SE“’: as
using the audio card assigned to Deck 1 in the ArERIve. . Fe
Player screen. Rip + Read ... Alt+-P
Play Card 2 F2 Will play the next embedded audio file, Print ... Chr+P
using the audio card assigned to Deck 2 in the Send ALT+5
Player screen. web, .. AlE+B
Play Card 3 F3 Will play the next embedded audio file, Email Chrl+M
using the audio card assigned to Deck 3 in the Play Card 1 1
Player screen. Play Card 2 2
Stop Card 1 Shift+F1 Stops the audio that was started Play Card 3 Fa
using the F1 key. Stop Card 1 Shft-+F1
Stop Card 2 Shift+F2 Stops the audio that was started Stop Cafj C 5:|Et+F2
Stop Card 3 Shift+F3  Stops the audio that was started "= Chri+R
using the F3 key. Close
Record Ctrl+R Opens a new, blank audio file for Exit WireReady32

recording. This will also embed the new audio file
into the Notepad at the current cursor position.
Close Closes the current Notepad.
Exit WireReady32 Exits the user from the program.

Edit

Undo Ctrl+Z Undo the last change in the current Notepad.

Cut Ctrl+X Cuts the highlighted text out of the current Notepad.

Copy Ctrl+C Copies the highlighted text in the current Notepad and holds it on the
Clipboard.

Paste Ctrl+V Pastes the Clipboard text to the cursor position in the current Notepad.

Select All Ctrl+A Highlights all the text in the current Notepad.

Spell Check Word Ctrl+K Begins the check of spelling and grammar at the cursor
position.

Spell Check Entire Document Alt+K Checks the spelling and grammar of the
entire document, from the beginning of the text.

Spell Options Launches a window to set the restrictions on what will be checked
while doing the spell check.

Dictionary Maintenance Launches a window that allows words to be added or
deleted from the global and user libraries.

Find Ctrl+F Allows text to be searched for within the current Notepad.
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Find Next F3 Will find the next instance of the
text that is being searched for in the current
Notepad.

Replace Ctrl+H Allows text to be searched and
replaced within the current Notepad.

Add Wave File Ctrl+W Will embed an audio file
at the current cursor position.

Script Info Ctrl+1 Launches the Text File Header
window to allow changes in the information
fields for the current file.

Script Time Ctrl+T Display the number of works
and the length of time to read the text and
play the embedded audio in the current
Notepad.

Log It Alt+L Marks the current text file and the
embedded audio files as used.

To Lower Case Changes the highlighted text to all
lower case.

To Upper Case Changes the highlighted text to all
upper case.

Remove Hard Returns Removes any carriage
returns. Used when copying text from wire
stories.

Normalize Font When pasted text has various sizes and types of fonts, this will set all

highlighted text to the default font.

ndao... Chel+Z
Zuk Chrl+x
Copy Chrl4+C
Paske ChrH-Y
Seleck all CEFlH8,
Spell Check Ward. . ChelK
Spell Check Entire Document. .. Alk+E
Spell Cptions. ..

Dictionatry Maintenance

Find... CkrlHF
Find rexk F3
Replace Ckrl+H
Add Wawve File ChrH
Script Info... Chrl+I
Script Time, .. Chel+T
Lag It Alt+L

To Lawer Case
To Upper Case
Remove Hard Returns
Mormalize Fonk

HTML Tags

HTML Tags Changes the highlighted text to html format for publishing on the web.

Programs

The Programs menu lists the 11 screens in SR o e Al

. FileLag - MewsReady. .. alk+2

NewsReady32. Consult the other WireReady WireErowser - NewsReady... A

manuals for information on using the AudicPlayer... Albrd

automation and sales screens. MedisLog/AudioLog. .. - MewsReady  Alt+5

Utiities. .. Alt+6

Notepad — NewsReady Alt+1 The Planner - MewsReady... Alt+7

Notepad is used to edit text and FiEEeith, elevs

create new stories and rotations. ii'f;aizl':’ienileééa " 2::13
FileLog — NewsReady Alt+2 The - Ak Shift41

FileLog is used to access text stories

that have been saved from the Notepad, and to edit rotations.

WireBrowser — NewsReady Alt+3 The WireBrowser displays the wire stories that

have been captured.

AudioPlayer Alt+4 The Player is used to read newscasts and play the embedded

audio.
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MediaLog/AudioLog — NewsReady Alt+5 The MedialLog is used to store audio
files to be used in newscasts and automation.

Utilities Alt+6 The Utilities screen allows access to StormReady32, QuickRecorder,
and the DOS PhoneReady and StormReady programs.

Planner — NewsReady Alt+7 The Planner is a calendar program to track
appointments and assignments for newsrooms.

Record Alt+8 The Record button is used to manually record new audio files.

Sales — SalesReady Alt+9 The Sales screen is used to record and track contacts
with customers/advertisers.

Automate — ControlReady Alt+0 The Automate decks are used to automate
recording and playback of audio, and for web publishing.

OnAir Alt+Shift+1  The OnAir 10-deck screen is used for playback of audio while

live.
Setup
Page Setup Set up the page orientation and margins. Page Setup
Fonts Set up the font size and style for the Notepad. S
Double Space When checked, the printed copy of the Double Space
text will be double-spaced. Does not affect the Set Default File Lacation
screen view. Set Record Location
Set Default File Location Set the default folder for o7l @ RIS ono
saving and opening text files into the Notepad On-Air Made
) Print Ywith Header

Set Record Location Set the default folder for accessing
audio files and storing the audio when using the Record menu choice.

Number of Notepads Set the number of notepads that can be open by the user.
Limited to a maximum of 10.

On-Air Mode

Print With Header When checked, will printed copy will include header information,
including the filename, user name, current date and time, and NewsReady32
version number.

View
o Tookbar Toolbar When checked, the toolbar buttons at the top of the Notepad
| will be visible.
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Window
In addition to the menu choices, any open NewsReady32 screens or open text files will
be listed at the bottom of the menu choices in this drop-down window.

Presious Window Escape

Cascade ... Shift+FS

Tile ... Shift-+F

Arrange Icons

Jump to Mext Open Window, . Ctrl+Tab

Togale &ctive Dual Screen Zhel+-FZ

Switch F7

Split Last T

ZoomSplit with MotePad Fa

Clear Alert Shift+F11

Clear Alert For all Users Shift+F12
v 1 Motepadl - MewsReady - Motepad]  bxk

2 Wires - NewsReady - ALL STORIES as of 14:08:14 WireBrowser

3 FileLog - MewsReady - FileLog [Mewscasts (wiinewscastsl)] - Current Sort: Changed=Descending =

4 AudioPlayer

5 MediaLog/dudiolog - MewsReady - [Tuesday Audio (w:ibue))]

& Planner

Previous Window Escape Puts the last window that was open before the Notepad
as the current display.

Cascade Shift+F5 Allows the screens to be cascaded. Only active when the user is
set to Windows Standard mode.

Tile Shift+F4 Allows the screens to be tiled. Only active when the user is set to
Windows Standard mode.

Arrange lcons

Jump to Next Open Window Ctrl+Tab Makes the next open screen be displayed.

Toggle Active Dual Screen Ctrl+F2 Toggles between the 2 windows when the
user is set to Dual Screen mode.

Switch F7 Toggles between the Notepad and the last open screen.

Split Last Two

Zoom/Split with Notepad F8 Splits the current screen (or last open screen) with
the Notepad.

Clear Alert Shift+F11 Clears the red wire alert at the bottom of the screen for the
logged-in user.

Clear Alert for All Users Shift +F12 Clears the red wire alert at the bottom of the
screen for all users.

User

These menu choices are only available when using secure Send Message ... Chrl-1
Iogins. Clear Message Chrl-2
Send Message Ctrl+1 Sends a message to other users, Message Histary

which will appear in the header of the main window.
Clear Message Ctrl+2 Clears the message from the current user’s screen.
Message History Displays the date and text of the previously sent messages.
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Help

NotePad Help This menu choice is not active at this time. atePad Hell
About WireReady32 Displays the version number of the About WireReady32
software and contact information for WireReady NSI.
About WireReady32 |

/'WireReady

WwireReady32 oK,
Copyright 2 1951 - 2004 WwireReady M5I -

LexSaruz Speler Technology
Copyright © 1932, 1997 by LexS aurus Software, Ino Ernail 5ales |
All rights rezerved

Yersion 3.933 Ermail Suppnrtl
Contact us at: :
Tech Support + Sales (800)833 4450 Gioto WEbS't‘5|

supportEwireready. com

salesi@wireready. com

Wizt ugs on the 'Web at:
hittpe 4w, wireready, com

EDITING IN THE NOTEPAD

Since the Notepad works as a simplified word processor any text that is placed here can
be edited, rewritten, moved, or deleted. The Cut and Paste options will work, as well
as Drag and Drop. You may type text, change the font, print, and save while in the
Notepad.

To Highlight/Select/Deselect Text:
Click the left mouse button and drag over the desired text while holding the left
mouse button down.
OR
Move the cursor to the beginning of the text and then hold the Shift key down
while using the arrow keys to select/deselect text. The Home, End, Page Up and
Page Down keys can also be used while holding the Shift key down to
select/deselect text.

Select All Highlights all the text in the current Notepad. Use Ctrl+A on the
keyboard, or click on Edit and then Select All from the main drop-down menu.

Copy Places the highlighted text on the Clipboard while leaving the text in the original
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file. Use Copy when the text is going to be used in a different file or location within
the current Notepad, but the original text is to remain. Use Ctrl+C on the keyboard,
right-click within the text and choose Copy, or click on Edit and then Copy from the
main drop-down menu.

Cut Removes the highlighted text from the screen and places it on the Clipboard. Use
Cut when the text is going to be used in a different file or location within the current
Notepad and is to be removed from its current location. Use Ctrl+X on the
keyboard, right-click within the text and choose Cut, or click on Edit and then Cut
from the main drop-down menu.

Delete Removes the highlighted text (or the character in front of the cursor) from the
screen and does not place it on the Clipboard. When the text is not going to be used
in another file or location in the same file, this is the best way to remove the text.

Use the Delete key on the keyboard.

Paste Places the text on the Clipboard at the cursor position. Use Ctrl+V on the
keyboard, right-click within the text and choose Paste, or click on Edit and then
Paste from the main drop-down menu.

Undo Undoes the last change. If you accidentally delete, insert, or copy something
and really wish you hadn't, or if you simply change your mind about the last action
you took, Undo restores the text back to the way it was before the last change was
made. Use Ctrl+Z on the keyboard, right-click within the text and choose Undo, or
click on Edit and then Undo from the main drop-down menu.

Drag and Drop Using the mouse, you can physically move highlighted text from one
location in a file to another. To drag and drop, place the mouse anywhere within the
highlighted selection and hold down the left button. Move the mouse to the desired
position in the Notepad while continuing to hold the left mouse button. (There will be
a small box moving alongside the mouse pointer). Release the mouse button; and
the text will appear where the new cursor position is in the Notepad window. It is
possible to drop the text into the middle of a sentence or word, so watch where the
cursor is before releasing the mouse button.

Rip & Read Rip & Read can also be used to copy portions of a file to another open
Notepad or FileLog story. By using Rip & Read, the user does not have to switch back
and forth between screens to copy and paste. Highlight the text to be copied, then
strike Alt+P, click on the RipRead button on the tool bar, right-click and choose
Rip+Read, or click on Edit and then Rip+Read from the main drop-down menu.
This will paste the highlighted text at the cursor position in the other open Notepad or
open FileLog story.

NOTE: If several Notepads or FileLog stories are open, you will be asked which file is
to have the text inserted. Highlight the Notepad or story to paste the text to and click
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the OK button or strike Enter.

Split Screen
The copy and paste features can save time by eliminating the need to retype copy,
but this process, while an effective way for newcomers to become familiar with
NewsReady32, may not be fast enough for real-world needs. That's where the Split
Screen comes in.
With the Split Screen, the Notepad and another window (WireBrowser or open FileLog
story) can appear together on the screen. Working in these two applications
simultaneously saves time. First, the extra time and keystrokes/mouse clicks that are
required to move in and out of each screen is eliminated. (The same processes for
copying and pasting discussed earlier can be used within Split Screen.). Second, the
Split Screen lets you take advantage of Drag and Drop and Rip & Read.

When using Rip & Read with the screen split, the user can see where the cursor
position is before having the text pasted into the Notepad.

Using the mouse, you can Drag and Drop highlighted text from one window to the
other.

To engage the Split Screen, hit the F8 key. The last window open will be displayed in
the upper window and the Notepad in the lower window. To switch between windows
strike F7, or use the mouse to click on the desired window.
NOTE: F7 is typically used to access the Notepad from other screens, but can also be
used to toggle between the Notepad and another screen when using Split Screen.

Spell Check
The Notepad has a basic spell check available.
Spell Options x
Each l.JSGI' can set the options for ™ lgnore noun capitalization [e.q., Canadal
what is checked or |gnored when V¥ lgnore capitalized words [e.g., The]
doing SpeII Check. [ lgnore capitalization emors [e.g., The] Cancel |
Use the mouse to select Spell I lgnore abbreviation emors (2.0, N.Y]

Options from the Edit menu. Click | 1809/ seeent erars (29, resume)

[ lgnore words with all-caps [e.g.. A54P)
on the statement to check or ¥ lgnore words with numbers [e.g., 'Win95)

uncheck each option. Click the OK ¥ Ignore miked case (e.g.. SuperBasel
button or strike Enter when done to ¥ lgnore single letter words (2., B
save the SpeII Check options. v Feport doubled words [e.q., the the]

v Ao comect [e.q., thier > their]
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Dictionary Maintenance

The dictionary can be edited to include names and terms used by the staff. Both the
User and Global dictionaries can be edited. The User dictionary is for the user that is
currently logged into NewsReady32. All users logged into NewsReady32 use the
Global dictionary.

To do maintenance on the dictionary, use the mouse to select Dictionary
Maintenance from the Edit menu.

x
To add a word to the el _
dictionary: elect -
Use the drop-down ward: [harddive add |
list in the Select
window to choose Replacement: | Dielete |
User or Global. - o Ve b
Ltarec e 12 AL0

Enter the word to be autorecording — —l
added into the -E-UL':"EC':'":"HQ Move To Uzer |
Word: entry box. Eoughts
Click the Add button I:Dh;!mx.utx Move Al |

. COnng. wr
or strike Alt+A on deskop Help |
the keyboard to add pos
the word to the gf';';'e":"'zk
Word list. hard-drive
Click OK or strike E'EMMSS |
Enter to close the LAM
Dictionary 'rf:tp':'a':“‘
Maintenance window. NEWEIO0ME,

on-air
FCl
To remove a word playlist
o . playliztz

from the dictionary: R ot s =

Use the drop-down
list in the Select
window to choose
User or Global.
Enter the word that is to be removed into the Word: entry box, or highlight it from
the Word list.

Click the Delete button or strike Alt+D to remove the word from the dictionary.
Click OK or strike Enter to close the Dictionary Maintenance window.

To move words from one dictionary to another:

Use the drop-down list in the Select window to choose the dictionary to move the
word from (User or Global).

Enter the word that is to be moved into the Word: entry box, or highlight it from the
Word list.
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Click the Move To button or strike Alt+M on the keyboard (if viewing the User
dictionary, the button will be labeled Move To Global; if viewing the Global
dictionary, the button will be labeled Move To User).

The word will be moved to the other dictionary.

Click OK or strike Enter to close the Dictionary Maintenance window.

To move ALL the words from one dictionary to another, click the Move All button or
strike Alt+E on the keyboard.

To check the text for spelling errors:

Strike ALT+E on the keyboard or click Edit from the main menu.

Use the ARROW keys or mouse to choose either Spell Check Entire Document (to
start the spell check at the top of the file) or Spell Check Word (to start the
spell check at the cursor position). Then strike ENTER or click on it.

If the dlctlonary_ does x|

not recognize a

word a dialog box Nat In thosand Change | ChangeAl |

\(;\;I"Sl?ggssatI’EdA st Change Im lghare | Igriore Al |

words will be Suggestions: KT B A | Dielate |

displayed. Use thousands

the ARROW keys Hharred AutoConect | Suggest |

i i than

E%rr:legcrghsght ’.[he thanked Options. .. | Help |
pelling hosannaed

and then strike :EE?: - Dictionary... | Cancel |

ENTER, double- hozanna

click on the word, Thespian [

or highlight the
word and click the Change button.

If you wish to add the word to the dictionary strike ALT+A or click the Add button.
The word will be added to the User dictionary.

If you wish to delete the word to the dictionary strike ALT+D or click the Delete
button. The word will be removed from the User dictionary.

If you do not wish to change the word or edit the dictionary, strike ALT+1 or click the
Ignore button.

If you wish to change all instances of the misspelled word in the current file, strike
Alt+L or click the Change All button.

If you wish to ignore all instances of the misspelled word in the current file, strike
Alt+G or click the Ignore All button.

The spell check will close automatically when it is finished, or you can strike ALT+N,
click Cancel, or strike the ESC key to stop at any time.

To access the Spell Options while doing a check of spelling, strike Alt+O or click the
Options button.

To access the Dictionary while doing a check of spelling, strike Alt+Y or click the
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Dictionary button.

Find and Replace
Individual words can easily be located in a story and be replaced automatically if
necessary.

To initiate Find, use the mouse i 2 x|

to select Find from the Edit
pull down menu, or with the Find what: | Fitid M et |
keyboard, strike CTRL-F. An :
entry box will appear, asking
you to enter the word you want [ Match case
to find. You also have the
options to Match whole word only and Match case. For example, if you wish to
find only the word all. Check the box to Match whole word only or words such as
allergy and ideally will also be located. The Match case option will compare the
upper- and lower-case letters and only find the exact match.

[T tatch whole word only

To access the Replace feature, 2lx

use the mouse to select Replace
from the Edit pull down menu,

Fitvd wabat: |tu:uday i Find Mext

or with the keyboard, strike Replace with: |vesterday ﬁl
CTRL-H. In the entry box that Replace &l |
appears, enter both the word you I Match whole viord only o

are seeking and the word you [~ Match case &l

wish to replace it with. Within

this dialog box there are several
other options, such as Replace
each occurrence individually or Replace All occurrences at once.

NOTE: Both the Find and the Replace features are available for a story contained in the
WireBrowser, the Notepad, or the FileLog.

SAVING STORIES FROM THE NOTEPAD

Text in the Notepad is only available to the user logged into NewsReady32 until that
text is saved. Stories can be saved from the Notepad so that they are accessible to
other users at other workstations on the network (if set up on a LAN).

In NewsReady32, there are 2 ways to save a file from the Notepad: F4 Save and F6
Archive.
Archiving a file is similar to Saving it. Both options function almost identically when it
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comes to naming the file and choosing a destination folder. A critical difference is the
overwrite safety feature that is built into the Archive option. If you work on a story that
has the same file name as one that has already been saved to a particular custom
folder, upon choosing F4 Save you will be asked if you wish to overwrite or replace the
previous story. This prevents the confusion that can arise from having several files with
the same name.

However, if you choose to F6 Archive, files with identical names are not overwritten.
They instead retain their slug names and are differentiated by the time, date, and name
of writer that are added automatically. Since multiple users may be accessing the same
file at once, Archive prevents multiple users from erasing each other's stories.

To save the Notepad text:

From the main menu click on File, then select Save, strike F4 on the keyboard, or
click F4 Save on the toolbar.

A Text File Header dialog box will open. Enter information about the file into the
entry boxes. Many of the entry boxes can be used to store information other than
the labels of the fields. The only field required to be filled in is the Slug field.

x|

Slug: |WBDB 1 PM

Wi Ibob h Cancel |
_ teb |

Date: IDB..-"I 742004 Help

Tirne: |DD:03:31

Category: |LOCAL NEWS 4

Writer: Istandard

Show: [none

Mest Broadcast File: I

Last Uged: I

Times Used:
| N

[~ Saved:zRPL

Slug this is the name of the file
Who can be used to enter the initials of the person creating or editing the file.
Date automatically filled in by the program
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Time the length of time that will it will take to read the text and play the audio files
embedded in the file, based on a pre-set number of words per minute.
Automatically filled in by the program.

Category Contains a drop-down list of pre-configured categories.

Writer Automatically filled in with the user name logged into NewsReady32. Can
be edited to enter the name or initials of the writer.

Show Used by some to record the newscast or show that the file was used in. Can
be used to record any text information the user wishes.

Next Broadcast File Can be used to record any text information the user wishes.

Last Used Displays the date of the last time the file was stamped with the Log It
feature.

Times Used Displays the number of times the file was stamped with the Log It
feature.

Save As RPL checking this statement saves the file with the extension RPL instead
of TXT. The RPL files are rotation files used with the Automation feature of
NewsReady32.

After the Text File Header window is filled in, click OK or strike the Enter key to close
the window.

The Custom Folder window will open. Choose the folder to store the text file in by
highlighting it with the mouse or keyboard, and then clicking the OK button or striking
Enter.

The file is now saved to the chosen Custom Folder.

Archiving the file follows the same process as Save. When using F4 Save, the Slug is
used as the filename. When using F6 Archive, the filename is the Slug, plus the name
of the user logged into NewsReady32, plus the date and time that the file was saved.
The filename is hidden in the NewsReady32 program, and the stories can be identified
by the Slug. This will be explained more in the FileLog section.

SLUG AND STAMP A NEWS STORY
There is an option that allows a user to prename the file. This option will also stamp
the slug name on the first line of the story.

To perform this action:

1. With the Notepad open on the screen, click Ctrl+1 Info or strike CTRL-I.

2. The Text File Header dialog box will appear. (Just like it does for saving).

3. Enter a slug name and any other desired information, then click OK, or strike Enter.
4. The slug name is stamped on the first line.

NOTE: When this file is finished and saved, the user will be prompted with the Text File
Header dialog box. Since the slug has already been provided, just strike Enter to
bypass.
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PRINTING FROM THE NOTEPAD
From the Notepad you can print an entire story, selected pages, or just highlighted
text. To print selected text from a Notepad, you'll first need to highlight the desired
text.
Strike F5 on the keyboard, click the F5 Print button, or click on Print from the File
drop-down menu.
If you have highlighted text in the Notepad, only that text will be displayed behind the
Print window.
In the Print window, choose

- Print ?
the printer from the Name 21

— Printer

drop-down box if your printer

|S not Shown The Prlnt M arme: Canon 850 Properties... |

Range section of the window Status:  Ready

gives the option to print All or Type:  CanonigSo

a range of pages. The Where:  LPTI:

Selection choice will be Comment I Pint to file
grayed out, since the Notepad = pjt range  Capies

only displays the highlighted & al D

text when printing. Choose

. . e | |
the number of copies to print. Fages fram:]! o @ | Golate
2 3

Click the OK button or strike £ Gelection
Enter on the keyboard to
print the text. ok | cancel |

PRINTING IN DOUBLE SPACE
NewsReady32 provides the ability to print in double space so the hard copy is easier
to read. The line spacing on the screen will not be affected, but once Print has been
selected the text will re-flow to display the actual appearance. Click on Setup from
the Menu bar, and then select Double Space. NOTE: A checkmark will appear
beside Double Space when it is active. Another click on this choice will turn Double
Space off.

CLEARING THE NOTEPAD
The quickest way to clear a Notepad is to click the New button, or strike Ctrl+N. If
the current Notepad has not been saved then you will be prompted to save the text to
a file.
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OPENING SAVED STORIES FROM THE NOTEPAD

Stories that have been saved can be accessed via the FileLog, and can also be opened
from within the Notepad.

There are two modes of operation for opening files from the Notepad: Advanced and
Simple. The mode is configured by the system administrator, and is a system-wide

setting. x

Simple Mode opens an entry window Erter Filename

where the user enters the name of the
file to open. Simple Mode will only
allow files to be open from the Default
Notepad directory. The Default
Notepad directory is configured from |T| Help
the Setup menu choice, and is set for
each user.

Cancel

Advanced Mode opens a standard Windows Open screen, where the user can search
for and choose the folder that the file is in.

open 2 x|

Cuztom Folders

_ . Maonday Audio
Lank in: I ) newscasts j L] £ Ex- Tuesday Audio
Wednesday Audio
[Z] 1M WBOB MEWS.t (2] 6 AM WEOE NEWS.bxt (2] 11 AM WEOB MEWS. L Thursday Audio
] 2 PM WECE REWS.bxt (2] 6 PM WEOB NEWS. bxt Friday Audio
Weekend dudio
[Z] 3 PM WEOB NEWS.Ext  [Z] 7 AM WEOE NEWS.bxt Imports
[Z] 4PM WEOR MEWS.Ext  [Z] & AM WEOE NEWS.bxt Incaming Audia

S AM WEOE MEWS. ExE

[Z] 9 AM WEOB NEWS.bxt

[Z] 10 AM WEOE NEWS. bt

[Z] 5 PM WEOB NEWS. Ext

1| |

{5 At WEDE NEWS.tat

templates
Sounders
] Fiadio
Radioz
Liners

Legal ID
Commercials
Muzic

Help Files

File name:

Files of type: | Text Files [.txt]

4

Strike F10 on the keyboard, click the F10 Open button or click on Open from the File
drop-down menu to open a file into the Notepad.

Opening a saved file from the Notepad is used mostly when newscast templates have
been set up for various stations or users. Once a file is opened, it can be edited,
printed and saved.

CREATING TEMPLATES
NewsReady32 provides for the use of templates if a newscast consistently uses the
same structure. The template may be opened, the news stories inserted at the proper
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location, then the file archived to the FileLog. The template form can be used over-
and-over-again.

Here's how to set up your own news format.

1. From the Notepad, type your template file.

2. Strike F4 to Save it (F6 will not work, because the template should have just the
Slug as the filename).

3. Type the Slug name, then click OK or strike ENTER.

4. Choose the Templates folder, and click OK or strike ENTER. (The file should be
saved to the Default Notepad directory if using Simple Open Mode in the Notepad).

5. The template file is now saved and the text can be cleared from the Notepad.

Here's how to apply a template.

1. From the Notepad, click F10 Open, strike E10, or click on Open from the File
drop-down menu.

2. From the Custom Folders list highlight the Templates folder.

3. Double-click the file name from the list or single-click then click the Open button.

NOTE: Steps 2-3 above apply only if the Notepad Open Mode is set to Advanced. If

the Open Mode is set to Simple, then you will be prompted to type the file name of the

template. See your systems administrator to change the Open Mode.

This will open the templates file.

Type your newscast.

Strike F4 to Save or F6 to Archive the updated file.

Type the Slug name, then click OK or strike ENTER.

Choose a folder other than Templates (or the Default Notepad directory).

Click OK or strike ENTER.

©o N OA

EMBEDDING AUDIO FILES INTO THE NOTEPAD
NewsReady32 allows you to embed audio files directly from your MedialLog into a
story or newscast.

The Ctrl+W Wave button in the Notepad is used to embed audio files directly from
the Medialog.

Open the story or newscast in the Notepad.

Place the cursor where you want the audio to be inserted.

Click the Ctrl+W Wave button, or strike CTRL-W or click on Add Wave File from
the Edit drop-down menu.
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Fleselect x|
Pleaze zelect the sound file to play:
Current Iw:'\tue'\ = |
ance |
Selected |D1 9 Lee Ann Rogers.way
Filzharne | D escription | Artizh | Length | Out Cue | Changed | &l
qold ezt way 00:00:00.00 11202003 13:19:40 C lect Fold
020 Tom Copre.w... ‘war of words over... 00:00:10.92 e can’ 1142042003 13:15:29 Blect Folder |
b way Wants to use tax ... 00:00:03.74 "of the: wild" 11/20/2003 1319.39
06 MAJIC WEAT .. 00:00:30.61 11/20/2003 13:08:04 Fiefresh |
M5 ACCUWEAT... ACCUMWEATHER ... 00:00.24.32 "Thureday 28" 11/20/2003 13080
014 Warnan in Chi.. About Michael Jar. 00:00:08. 71 "hang aut'! 11/20/2003 130755 Irfa |
RIOT. waw MSU-r RIOT 00:00:17.19 "AND MOVE FOR... 10/16/2003 06:55:04
MURSES wav SHORTAGE 00:00:15.23 "FOR MURSES" 1041642003 06:15:10 Preview |
PRISOM. way ELAIME LITTLE 00:00:14.25 "SalLaRIES ARE™ 1041642003 05:50:14
|12 Derick Burve.. No doubt sboutit .. 00:00:16.1:3 "that particular pe... 06/05/1393 02 37:02 Filter By |
i019 Lee Ann Bog... Lotz of senio Il 00:00:10.00 "graduate’ 07/12415999 11:29:5.2
7 MAJICWEAT... BI0PM MalICw/ .. 00:00,32.83 "at the airport”’ 1A124593911:19:3
018 Orlando ‘willia... Michael Jardan ha... 00:00:12.99 "to do" MA12A193311:19.22
013 Bill Clhinton .wav Wants to use tax ... 00:00:12.98 "of the: wild" MA12/993 10:15:10
011 Demick Burw. Wil anyone be abl 00:00:11.58 "Grant Hill" mA299910:11:38
010 Lee &nn Rog... Cleveland kids are... 00:00:11.05 "eleven’ 11/12/1333 03:40:04
003 Patty-Jo Burti...  Children Services ... 00001211 "thege children” MA2/999 093714
008 Patty-Jo Burti..  Explains what hap... 00:00:13.22 "best interests" 01/12/1999 09:36:06
007 Mike Dugan.... Don't leave walua... 00.00:08.40 eyt MA2/999 093314
006 Mike Dugan.... Anincrease inthe.. 00:00:12.27 "purse" 01/12/1999 09:32:08
005 Elizabeth Ha... Mow's a great ime... 00:00:12.95 "money returned 01/1241999 09:30:33
004 Criz Glazer wav Canadian Dollar: 00:00:30.33 "paid at the store’ 07./1241999 09:28:50
003 Lee dnn Rog... 11E-thouzand kids... 00:00:716.00 "pazt pears' 01/12/1999 03: 26:30
002 Lee dnn Rog... Kidz are working h... 00.00:08.67 "clagzes" 01/12/1999 09 25: 26

In the File Select dialog box, double-click the audio file, or single-click to highlight

and click OK.
-OR-

Click on the Select Folder button to choose a file from a different folder.
Choose the folder to switch to.
Choose a WAV file from the list, and double-click on it to select it.

This will cause the audio file name along with  [w:\tue\019 Lee Ann Rogers.wav]
its description, outcue, and length to appear  Lots of seniors still need to pass test

in the story at the location of the cursor. "%aduate"

PLAYING AN EMBEDDED AUDIO FILE
Once an audio file has been inserted into a newscast it can be played via the keyboard.
The cursor must be placed above the line where the link to the audio file is located.

To play any embedded audio file from within a newscast:
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Strike F1, F2, or F3 to play the audio, or click the F3 Play button on the toolbar.
To stop the audio, hold SHIFT, and strike the same key (E1, E2, E3), or click the
Sft+F3 Stop button. NOTE: The Stop button only works if the Play button or F3
was used to start the audio.

Scroll the text if necessary, and use F1, F2, or F3 to play the next cut.

NOTE: F1, F2, and F3 have the same function of playing the sound cut. If the
computer has three sound cards, and the board is wired to play sound from all three,
then the three function keys can be used to overlap sound.

VIEWING THE ESTIMATED NEWSCAST TIME
NewsReady32 can provide the approximate total MNotepad Statisties 4|
script time of a newscast. The calculation is based
on the average reading speed of 3.5 words per
second. Embedded audio cuts will be included in
the calculated time. To view the script time, click
on the Ctrl+T Time button, strike CTRL-T, or

choose Script Time from the Edit drop-down
menu. Total zcript Time:  00:03:35.31

0k |

YWiord Count: 487

‘whordzs per second:  3.500000
Wiord time:  00:02:19.14

Embedded Audio Time:  00:01:16.16

Word Count is the total number of words in the

text file.

Words per second is configurable for each user. The default of 3.5 words per
second is an average for a person reading a newscast. Contact WireReady NSI to
change this value for any of the users.

Word time is the time it will take to read the entire text, in hours, minutes, and
seconds.

Embedded Audio Time is the total time of the audio embedded in the text, in
hours, minutes, and seconds.

Total script Time is the total time it will take to read the text and play the audio, in
hours, minutes and seconds.

LOGGING THE AUDIO FILES AFTER A NEWSCAST

After airing the newscast it is often necessary to log the newscast and audio cuts that
were played to prevent over-use of the same stories and cuts. NewsReady32
provides a logging system that will appear in the FileLog and MediaLog, and remove
the need for hand-written logs. To log a newscast after it has been aired, click on
Edit from the Menu bar, and then choose Log it. This will record the time the
audio was last played, and the number of times it has been played. This will also
mark the story/newscast in the FileLog with the last time used and the number of
times used. Check both the FileLog and MedialLog to confirm the files were logged.

It is also possible to mark the FileLog story without logging the audio cuts. When
doing a copy and paste from one folder to another, or when using Alt-P to copy text
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to a Notepad, the file can be logged with the date and time and the number of times
used.

NOTE: These settings can be enabled or disabled for the users. See your systems
administrator to configure these settings.

CONFIGURING THE NOTEPAD

The user can customize some features in NewsReady32 while viewing the Notepad.
The changes are specific to the user logged in and will not affect setting for other
users. Under Setup on the Menu bar, six options may be changed, including Fonts
and Double Space (discussed earlier in this document).

e Page Setup: This is where the paper size, page orientation, and margins can be
adjusted.

e [Font: To change the font or the size of the characters that appears in the Notepad.
Choose the font, style, and size you desire, and then click OK. These selections will
remain intact for the Notepad until they are changed.

e Set Default File Location: This is the first folder that is displayed when Open is
chosen from the Notepad or FileLog (while in Advanced Mode). When Open is
chosen while the Notepad is in Simple Mode, this is the folder that the program will
look in for the entered file name.

e Set Record Location: This is the first folder that is displayed when opening WAV
files from the MedialLog, and the location that a new recording will be placed in
when launching a new recording from the Notepad. (Audio files are discussed later
in this user manual).

e Number of Notepads: Multiple notepads are available for users. The maximum
number is ten. Use the arrow keys to adjust the number of Notepads. When
changing the number of Notepads, any increase in number will make those
Notepads available immediately. If decreasing the number of Notepads, the change
will not take place until NewsReady32 is restarted.

NOTE: See your systems administrator, if any of the options are currently unavailable.

SENDING TEXT AND AUDIO FILES TO OTHER STATIONS IN YOUR GROUP
Text files, including the embedded audio files, can be sent to other stations/markets in
your group that are also running NewsReady32. This requires additional software from
WireReady NSI.

DBCapture

DBCapture is a stand-alone program that is used for moving text and audio files, with
the ability of compressing/decompressing audio. Files can be moved between UNC
folders or to/from FTP paths. DBCapture runs on the capture computer or can run from
one of the workstations, and should be run at both the sending and receiving locations.
DBCapture will need to be configured with the settings for paths and audio formats at
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both sending and receiving locations.

While the Notepad is open, click the Alt+B Web button, strike Alt+B on the
keyboard, or choose Web from the File drop-down menu.

The Text File Header window with the list of Aliases will open. Choose the location
to send the file to.

Click OK or strike Enter.

A second Text File Header window will open. Enter the file name into the Slug
field.

Click OK or strike Enter.

The file will be sent to DBCapture, which will process and send the text and audio files
to the destination Alias.

At the receiving end, DBCapture will process the incoming files and place them in the
destination folder. The text file, with embedded audio, can be found in the
destination folder and is ready to be used on air at the receiving station.

PUBLISHING FILES TO A WEB SITE

NewsReady32 has the ability to publish text, audio, video and pictures directly from the
Notepad to a web site using Dbcapture. The web pages and configurations for
Dbcapture will have to be set up in advance. Publishing to a web page requires the
purchase of the WebReady software.

While the Notepad is open, click the Alt+B Web button, strike Alt+B on the
keyboard, or choose Web from the File drop-down menu.

The Text File Header window will open. Highlight the destination web page and
click OK or strike Enter.

A second Text File Header window will open. The field names for this window are
configurable. Enter the required information into the fields. If the Archive to
filelog statement at the bottom of the screen is checked, you will be asked to
choose the folder to save to after the next step.

Click OK or strike Enter. The files will be copied to an Out folder.

Dbcapture scans the Out folder, and when files are found it will publish them to the
specified web pages.
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FILELOG

With the FileLog, you can manage saved files in a variety of custom folders, including
day folders, specific-show folders, phone books, and other information systems.
Custom folders can be created by your system administrator. Think of it as a modern
version of the old "tray" or "clipboard"” filing system.

P FileLog - NewsReady - FileLog [Newscasts {w:newscasts')] - Current Sorkt: Last Time Used <Descending> il

Ctil+L | Ctzl+R | F2 F3 Chel+] | Alt+F F5 F& Fr Alt+1T + - F11 | Fl12 Alt-M | ChlE |

Selact |Refresh| Zearch | 411 Info |RipReac| Print |fechive | Motepad | Rundwn| Ino Diac Pricy | Mext | Lock | Move | Email

Slug Drate Last Time Uzed # Of Times Used | In Use By
5 Pl ] I 1
4 P HE 0 04 1
3PMWEOE MEWS D4/0E2004 LOCAT WMEWS  04/06/2004 1507 1 000305 D4/0Er20
2PMWEOE WEWS D4/0&/2004 LOCATL WNEWS  04/06/2004 1405 1 00:02:59 04/0Es20
1P WECE INEWS D4/0E2004 LOCATL WMEWS  0406/2004 1314 1 000304 D4/0Er20
11 AW WEOE NEWE D4/0&/2004 LOCATL WMEWS  04/06/2004 1115 1 00:03:05 04/mEs20
10 AM WEBOE NEWS 04/06/2004  LOCAL NEWS 04/06/2004 10:04 1 00:03:05 0470620
9 AN WECE NEWS D4/0E2004 LOCATL MEWS  0406/2004 0205 1 00:03:05 04/0Er20
2 AN WEBCE NEWS 04/0E2004 LOCATL WNEWS 04062004 0810 1 00:03:01 04/MER2C
7AW WEOE NEWS D4/0E2004 LOCAT WMEWS  04/06/2004 0704 1 000304 D4/0Er20
& AN WECE NEWS D4/0E2004 LOCATL WNEWS  04/06/2004 0610 1 000306 04/0Es20
5 AW WECE INEWS D4/0E2004 LOCATL WMEWS  0406/2004 0507 1 Eob 000304 D4/0Er20
& PLWEOE HMEWS D4/0&/2004 LOCATL WMEWS  04/02/2004 052% 1 Eob 00:03:05 04/mEs20
< | i

|Fidr Len-00:39:52 |0 of 20 Files Oper [Search Status: 100% |13 Files Found |se780mb Free 4

Stories are saved in chronological order, with the most recent going to the top of the
list. For fast access, you can take advantage of a search feature similar to that in the
WireBrowser. To rework a story from the FileLog, simply double-click the headline or
use the ARROW keys to highlight a headline and hit ENTER. Split Screen, cut and
paste, Rip & Read, etc. can then be used to edit the story.

To open the FileLog:
Hold down the ALT key and hit the 2 (number) key.
OR - Click on the FileLog button on the toolbar.
OR - From the Menu bar click on Programs, then select FileLog.

FILELOG TOOLBAR

Ctrl+L | Ctrl+E | F2 F3 Cyl+D
Select | Befresh| Search | all Info

Alt+P
FipFeat

AT
Prmt Ar\:h.we Notepad Fandem

Ctrl E| Del

+
Delete Spht

Imo

Alt-B

Mowve

- F11 F12
Dlen Frior | Hext

Lock

Ctrl+L Select Launches the Custom Folder window to allow the user to switch
FileLog folders.
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Ctrl+R Refresh Rebuilds the display and refreshes the screen. Sorts the display by
the Changed date, in descending order.

F2 Search Searches the current FileLog folder for text in the slug or body of the
stories, and can be restricted by a date range or category.

F3 All Displays all stories in the current folder. Only active after an F2 Search has
been done.

Ctrl+1 Edit Info Launches the Text File Header window and allows the user to edit
the fields for the highlighted file.

Alt+P Rip+Read Copies and pastes the text of the highlighted story into a Notepad
or open FileLog file.

Print Prints the text of the highlighted story.

F6 Archive Copies the highlighted story to another Custom Folder.

F7 Notepad Switches the display to the current Notepad.

Alt+U Rundown Turns on/off the Rundown Mode in the FileLog.

+ Increment Moves the highlighted story down one position in the list of files. Only
active when in Rundown mode.

- Decrement Moves the highlighted story up one position in the list of files. Only
active when in Rundown mode.

F11 Prior Opens the file above the highlighted file for reading or editing.

F12 Next

Ctrl+U Lock/Unlock file Toggles between read-only and normal attributes for the
highlighted file. When locked, a file can be opened and edited, but not
overwritten or deleted.

Alt+M Move Moves the highlighted story to a different FileLog folder.

Ctrl+E Email Used to send text and embedded audio to other stations when using
Ecapture.

Del Delete Deletes the highlighted file or files.

F8 Split Splits the current screen with the Notepad.

FILELOG DROP-DOWN MENU

The Main Menu, above the main Button bar, has 8 drop-down menus available for users
to locate, manage and edit text files. Use the keyboard shortcut or click on the choice
with the mouse to activate the menu choice.

FileLog File Edit Programs Setup ‘Window User Help

FileLog
There are no sub-menus listed under this choice.

File
Select Ctrl+L Launches the Custom Folder window to allow the user to switch
FileLog folders.
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Refresh Ctrl+R Rebuilds the display and refreshes the screen. Sorts the display by
the Changed date, in descending order.

Rip+Read Alt+P Copies and pastes the text of the Select Chri+L
highlighted story into a Notepad or open FileLog Refresh Chrl+R
file. Rip+Read. .. AlE+P

Delete Del Deletes the highlighted file or files. Ej:f;ifu Efr'm

Edit Info Ctrl+I Launches the Text File Header New
window and allows the user to edit the fields for Search o
the highlighted file. Archive Fé

New Launches the Text File Header window and allows Bt Toxt F10
the user to enter information about a new, blank Brior El1
Notepad. The blank file is opened after the Text Mt Fiz
File Header window is closed. s Rurdonn AaL

Search F2 Searches the current FileLog folder for text Increment .
in the slug or body of the stories, and can be Decrement
restricted by a date range or category. _

Archive F6 i:::sr;?;zd Searches Sft+F2

Edit Text F10 Opens the highlighted file for reading
or editing.

Prior F11 Opens the file above the highlighted file for reading or editing.

Next F12

Rundown Alt+U Turns on/off the Rundown Mode in the FileLog.

Increment + Moves the highlighted story down one position in the list of files. Only
active when in Rundown mode.

Decrement - Moves the highlighted story up one position in the list of files. Only
active when in Rundown mode.

Print Browser Prints a list of filenames in the order displayed in the FileLog folder.

Access Stored Searches Advanced searches to display text, slug or category search
results.

Edit

Copy Ctrl+C Copies the highlighted file in the current
FileLog and holds it on the Clipboard.

Paste Ctrl+V Pastes the Clipboard file to the current
FileLog folder.

Lock/Unlock file Ctrl+U Toggles between read-only and
normal attributes for the highlighted file. When locked, a file can be opened and
edited, but not overwritten or deleted.

Clear Owner Ctrl+0O Clears the owner of the highlighted file, which appears in the
In Use By field.

Log It Alt+L Marks the current text file as used. Updates the Last Used field with
the current date and time, and adds 1 to the # Of Times Used field.

Copy Chrl+C
Paste Chrl+y

LockfUnlock, file Crrl+HU
Clear Cwner Chrl+0
Log It Alt+L
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Programs
The Programs menu lists the 11 screens in NewsReady32. Consult the other WireReady
manuals for information on using the automation and sales screens.

Notepad — NewsReady Alt+1 The

Notepad is used to edit text and B o R g Rl
create new stories and rotations. TLDE';' ) Newsiead:“ ; E:EJ’E
FileLog — NewsReady Alt+2 The AL'ED;T;:? SHEREAL mt;
FileLog is used to access text stories MedisLogffudiolog. . - NewsReady  Alk+5
that have been saved from the Ukilities. .. AlE+6
Notepad, and to edit rotations. Flarner - NewsReady. .. Alk+7
WireBrowser — NewsReady Alt+3 The Record... Alb+
WireBrowser displays the wire stories Sales - SalesReady... Alt+3
that have been captured. .ﬁ.utc!mate - ContralReady... Alk+0 _
AudioPlayer Alt+4 The Player is used oA Al shift 1

to read newscasts and play the embedded audio.

MediaLog/AudioLog — NewsReady Alt+5 The MedialLog is used to store audio
files to be used in newscasts and automation.

Utilities Alt+6 The Utilities screen allows access to StormReady32, QuickRecorder,
and the DOS PhoneReady and StormReady programs.

Planner — NewsReady Alt+7 The Planner is a calendar program to track
appointments and assignments for newsrooms.

Record Alt+8 The Record button is used to manually record new audio files.

Sales — SalesReady Alt+9 The Sales screen is used to record and track contacts
with customers/advertisers.

Automate — ControlReady Alt+0 The Automate decks are used to automate
recording and playback of audio, and for web publishing.

OnAir Alt+Shift+1  The OnAir 10-deck screen is used for playback of audio while
live.

Setup

Fonts Set up the font size and style for the FileLog.

Maximum Number of FileLogs Set the maximum
number of stories that can be open from the FileLog at one time by this user.

Fonks
Maximurn Mumber OF FileLogs. .
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Window
In addition to the menu choices, any open NewsReady32 screens or open text files will
be listed at the bottom of the menu choices in this drop-down window.

Presious Window Escape

Cascade ... Shift+FS

Tile ... Shift-+F

Arrange Icons

Jump to Mext Open Window, . Ctrl+Tab

Togale &ctive Dual Screen Zhel+-FZ

Switch F7

Split Last T

ZoomSplit with MotePad Fa

Clear Alert Shift+F11

Clear Alert For all Users Shift+F12
v 1 Motepadl - MewsReady - Motepad]  bxk

2 Wires - NewsReady - ALL STORIES as of 14:08:14 WireBrowser

3 FileLog - MewsReady - FileLog [Mewscasts (wiinewscastsl)] - Current Sort: Changed=Descending =

4 AudioPlayer

5 MediaLog/dudiolog - MewsReady - [Tuesday Audio (w:ibue))]

& Planner

Previous Window Escape Puts the last window that was open before the Notepad
as the current display.

Cascade Shift+F5 Allows the screens to be cascaded. Only active when the user is
set to Windows Standard mode.

Tile Shift+F4 Allows the screens to be tiled. Only active when the user is set to
Windows Standard mode.

Arrange lcons

Jump to Next Open Window Ctrl+Tab Makes the next open screen be displayed.

Toggle Active Dual Screen Ctrl+F2 Toggles between the 2 windows when the
user is set to Dual Screen mode.

Switch F7 Toggles between the Notepad and the last open screen.

Split Last Two

Zoom/Split with Notepad F8 Splits the current screen (or last open screen) with
the Notepad.

Clear Alert Shift+F11 Clears the red wire alert at the bottom of the screen for the
logged-in user.

Clear Alert for All Users Shift +F12 Clears the red wire alert at the bottom of the
screen for all users.

User

These menu choices are only available when using secure Send Message ... Chrl-1
Iogins. Clear Message Chrl-2
Send Message Ctrl+1 Sends a message to other users, Message Histary

which will appear in the header of the main window.
Clear Message Ctrl+2 Clears the message from the current user’s screen.
Message History Displays the date and text of the previously sent messages.
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Help
FileLog Help This menu choice is not active at this time. Filelog Help
About WireReady32 Displays the version number of the

software and contact information for WireReady NSI.
About WireReady32 |

/'WireReady

Aboutk WireReady32

WwireReady32 oK,
Copyright 2 1951 - 2004 WwireReady M5I -

LexSaruz Speler Technology

Copyright © 1932, 1997 by LexS aurus Software, Ino Ernail 5ales |

All rights rezerved

Yersion 3.933 Ermail Suppnrtl

Contact us at: :
Tech Support + Sales (E00)333-4459 Goto WEbS't‘5|

supportEwireready. com

salesi@wireready. com

Wizt ugs on the 'Web at:
hittpe 4w, wireready, com

FILE LOG

After you've spent time and effort on a story, the last thing you want is to lose it in a
"black hole,” where you waste valuable time trying to hunt it down, or it is never to be
seen again.

With the FileLog, you can manage saved files in a variety of custom folders, including
day folders, specific-show folders, phone books, and other information systems.
Custom folders can be created by your systems administrator. Think of it as a modern
version of the old "tray" or "clipboard"” filing system.

Stories are saved in chronological order, with the most recent going to the top of the
list. For fast access, you can take advantage of a search feature similar to that in the
WireBrowser. To rework a story from the FileLog, simply double-click the headline or
use the ARROW keys to highlight a headline and hit ENTER. Split Screen, cut and
paste, Rip & Read, etc. can then be used to edit the story.

To switch folders at any time within the FileLog, click Select from the FileLog toolbar or
hold down CTRL and hit L. To close an open file from the FileLog, simply strike ESC.
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SEARCHING FOR STORIES

The FileLog provides two ways to search for stories with a folder. F2 Search from the
toolbar, and Access Stored Searches from the File menu. Searching for saved
stories in the FileLog can only be done in the currently open folder.

F2 Search

Either click on the F2 Search button on the toolbar, or strike F2 on the keyboard to
activate a search.

Enter the text that you would like to search for in the Text Match field. The search is
not case sensitive, and will search for the characters that are entered into the field.

Check the Search entire contents of files statement to have the search include the
text in each of the files in the folder. When this statement is left unchecked, the search
is limited to the columns displayed in the FileLog (Filename, Slug, Category, etc).

Check the Refresh %

prior to search i

statement to have the il

FIIeLOg refresh t_he ™ Seach entire cantents of files

folder before doing the : _

search. This is heloful [~ Refresh prior ta search
t P - Advanced Search Options

when using ¥ Search Date Range [¥  Filter for Category

NewsReady32 on a

network with multiple

users saving stories
from multiple Enterear as 4 digitz [2000 or 1999]

workstations.
Carizel | Help |

Start Flange:  End Fangs
[o/o 880 12/30/2036 [LOCAL MEWS =]

To further narrow the

search, use the

Advanced Search Options.

Search Date Range will allow the search to be limited to a date range. When
checked, the Start Range and End Range fields become active.

Filter for Category allows the search to be limited to a specific Category.

Click the Search button when all parameters have been set to activate the search. The
FileLog will only display stories meeting the search parameters.

Click on the F3 All button or Ctrl+R Refresh button to display all the stories in the
FileLog folder.

Stored Searches

Newsrooms often search for the same information on a regular basis, for example
stories about the Mayor of a town. NewsReady32 has the ability to store searches with
set parameters to make it faster and easier to find saved stories. These searches are
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set up in a similar fashion to the WireBrowser searches.

From the File menu, choose Access Stored Searches. The window displaying
previously saved searches opens. If no searches have been configured for the user, a
window will pop up stating that the search file does not exist and that a default set of
searches will be created.

The Available Searches lists 3 default searches that cannot be edited or deleted:
Category Search, Slug Search, and Text Search.

Category Search opens a window that lists all the currently configured Categories.
Choose the Category of the . -
story to search for, and click X
the OK button.

Slug Search opens a window
where text can be entered to
search for in the Slug field.
Enter the text and click the
OK button.

Text Search opens a window where text can be entered to search within the stories.
Enter the text and click the OK button.

L] "-. Search file doesn't exist, & new ane will be created automaticaly,
L4

Creating New Stored Searches
Users can create their own custom searches.

From the FileLog select Access Stored Searches from the File pull down menu. This
will display a list of the default searches, and any previously created searches.

Click the New Search button. The “Add a new Custom Search” dialog box will be
displayed. Use it to define which category, slug or text matches you want to search
within.

To select specific categories, first click on the Unselect All button to turn off the
entire selection of categories, then single-click each category you want to be searched.
To search all categories, do not click the Unselect All button.

To search for specific words in a slug, type the word in the entry box labeled 1°' Slug
Match. There are a total of three text boxes for slug searches if you wish to look for
additional words in a slug. If you use more than one slug text box then you also need
to click on the radio button labeled OR, or the radio button labeled AND. To display
only stories that contain ALL the slugs you listed in the text boxes choose AND. To
display stories that contain ANY of the slugs you listed choose OR.

Repeat this process for a text search by using the Text Match entry boxes. Enter the
phrases or keywords you are looking for within the body of the stories. Remember to
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choose between OR and AND if you use more than one 7ext Match box.

When finished, enter a name for this search in the Search Name entry box. By
default it will say Untitled Search. Click on the Save Changes button. The name will
then appear at the bottom of the list of searches.

FILELOG - RUNDOWN MODE
Stories in the FileLog can be placed or prioritized in any order. To change the position
of individual stories within a folder:

KEYBOARD PROCEDURE
Strike ALT-U.
Use the ARROW keys to highlight the desired story.
Strike + (plus) or - (minus) on the Number pad to move the story up or down.
Note: the + and - on the keyboard may not be functional. Use the Number
pad + and -.
To return to the original order, strike ALT-U again.

MOUSE PROCEDURE
Click Rundown on the toolbar.
OR - From the Menu bar click on File, then select Rundown.
Click on the story you wish to move.
Click the + Inc or - Dec buttons on the toolbar.
To return to the original order, click on the Rundown button.

COPY FILES WITHIN THE FILELOG
Files can be copied or transferred between folders in the FileLog. Entire or partial
stories can be copied and pasted from one folder to another.

To copy an entire story to another folder:

1. Open the FileLog.

2. Click Select from the toolbar or hold down CTRL and hit L.

3. This will bring up the Select Custom Folder dialog box.

4. Open the custom folder containing the story you wish to copy by double-clicking
it or by selecting it with the ARROW keys and hitting ENTER. (If the story is
located in the Personal folder, then click the Personal button).

5. Highlight the headline by single-clicking it or by scrolling with the ARROW keys.
You need not open the story.

6. Hold down the CTRL key and hit C, or select Copy from the Edit pull down
menu.

7. Return to the Select Custom Folder dialog box (Click Select from the toolbar
or hold down CTRL and hit L) and open the custom folder you wish to copy to.

8. Click Paste from the toolbar or hold down CTRL and hit V. The headline of the
story will appear in the window.
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COPYING MULTIPLE STORIES
Several stories can be copied and pasted simultaneously by following the same
procedure. But, you must first make multiple selections before choosing to copy.

Open the FileLog, then:

1. Click Select from the toolbar or hold down CTRL and hit L.

2. This will bring up the Select Custom Folder dialog box.

3. Open the custom folder containing the stories you wish to copy by double-
clicking it or by selecting it with the ARROW keys and hitting ENTER.

4. Select each desired headline by single clicking it while holding down the CTRL
key. Or, with the keyboard, hold down the CTRL key as you scroll with the
ARROW keys, then hit the SPACEBAR to select a headline/story. There is no
limit to the number of selections you can make.

5. Follow the remaining steps listed above to paste the stories to another folder.

DELETING MULTIPLE STORIES

Likewise, you can save time removing files/stories by deleting several at a time. Follow
the same steps listed above for selecting multiple stories. Then hit the DELETE key, or
select Delete from the Edit pull down menu. A warning box will appear asking you to
confirm your decision.

MOVING STORIES FROM ONE FOLDER TO ANOTHER
Stories can be moved from one folder to another, rather than copied. This is very
useful when archiving older stories.

Open the FileLog.

Click Select from the toolbar or hold down CTRL and hit L.

This will bring up the Select Custom Folder dialog box.

Open the custom folder containing the story you wish to copy by double-clicking

it or by selecting it with the ARROW keys and hitting ENTER. (If the story is

located in the Personal folder, then click the Personal button).

5. Highlight the headline by single-clicking it or by scrolling with the ARROW keys.
You need not open the story. Multiple stories can be highlighted using the
mouse in combination with the Shift or Ctrl keys.

6. Click Move from the toolbar or hold down the ALT key and hit M. This will
bring up the Select Custom Folder dialog box.

7. Choose the custom folder you wish to move files to and click the OK button or

strike the Enter key.

R\

MOVING TEXT FROM ONE FOLDER TO ANOTHER

Text can be moved or copied between folders in the FileLog. As mentioned previously,
entire stories can be copied to other folders, but sometimes it is useful to be able to
copy only portions of a story to another location.
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To copy text between folders follow these steps:

1. Open the desired custom folder and story. Place the cursor, using your mouse
or ARROW keys, at the beginning of the text you want to copy.

2. With your mouse, hold down the left button and move the cursor to the end of
the desired text. Or, using the keyboard, hold down the SHIFT key and use the
ARROW keys to move the cursor to the end of the desired text. You can
release the mouse button or keys; the text will remain highlighted until you
move the cursor.

3. Copy the selected text by holding down the CTRL key and hitting the C (letter)
key. Or, using the mouse, select Copy from the Edit pull down menu at the top
of the screen.

4. Open the Notepad or FileLog story where the text is to be pasted.

5. Place the cursor where the text is to be placed and strike CTRL-V.

NOTE: Hitting F8 while in FileLog will create a split screen with the FileLog and the
Notepad. In this setting you can also use your mouse to drag and drop text from a
FileLog story into the Notepad. See previous instructions regarding drag and drop.

REFRESHING THE FILELOG

To view an updated list of stories at any time, click Refresh from the FileLog toolbar or
hold down CTRL and hit R. If new stories were added since the FileLog was open they
will not automatically be displayed until the folder is refreshed.

LOCKING/UNLOCKING A SAVED STORY

NewsReady32 provides for the ease of sharing stories between users. Anyone can
access the FileLog to save or retrieve stories. While this is the intent under most
circumstances, occasionally it may be necessary to lock a file so other users do not
revise it. To do this locate and highlight the story in the FileLog. Do not open it. Click
on the Lock button or from the Menu bar choose Edit, then Lock/Unlock file. You
will be prompted with a warning message to confirm the decision. The file is now Read
Only. It can be opened and edited, but not overwritten. If any users wishes to revise
the story, the file must be saved with a different name. Repeat the process to unlock
the file. From the FileLog highlight the file, then click Edit from the Menu bar, and
choose Lock/Unlock file.

NOTE: Lock and Unlock are also available in the Medialog.

ARCHIVE VS. SAVE

Archiving a file is similar to Saving it. Both options make use of the FileLog system, and
function almost identically when it comes to naming the file and choosing a destination
folder. A critical difference is the overwrite safety feature that is built into the Archive
option. If you work on a story that has the same file name as one that has already
been saved to a particular custom folder, upon choosing Save you will be asked if you
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wish to overwrite or replace the previous story. This prevents the confusion that can
arise from having several files with the same name.

However, if you choose to Archive, files with identical names are not overwritten.
They instead retain their slug names and are differentiated by the time, date, and name
of writer that are added automatically. Since multiple users may be accessing the same
file at once, Archive prevents multiple users from erasing each other's stories.

KEYBOARD PROCEDURE
Strike F6.
OR - Strike ALT-F, then strike R.
Enter a Slug name and any other data you choose, then strike ENTER.
Use the ARROWS keys to highlight a folder, then strike ENTER.

MOUSE PROCEDURE
Click Archive on the toolbar.
OR - From the Menu bar click on File, then select Archive.
Enter a Slug name and any other data you choose, then click OK.
Click on the correct folder, then click OK.
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WIREBROWSER
The WireBrowser is the news activity hub of NewsReady32. This is where wire

stories arrive, often a hundred or more in an hour, and are displayed in chronological
order, with the most recent arrivals listed first. The WireBrowser shows each story’s
headline, category, priority, and date and time. Within this application you can view,
select, copy, print, sort, and save wire stories.

# Wires - NewsReady - ALL STORIES as of 15:29:34 WireBrowser x|
AL+TT F2 i) 4 F5 Fg F? | 3] | izl Al+P | QST+l | O5T+2 | OST+3 | OST+4

Update | Seavch | 4Ll | Save | Print |dschive |Motepad| Split |FilaLog|FipRead| Searchl| Search? | Searcnd | Searchd

Headline |Category IPriority IDate/Time | =
AP -0H--CLE-NORTHERNOHIOZ Weather Rush 01-15-1999 01:48 —
NCAA-BASEETBALL-FIHALS Sports scores Daily Spot 01-15-1999 01:48

AP -0H--ILN-SHORTTERMFORE Weather Rush 01-15-1999 01:47

AP -NHLSUMMARY Sports stories Rush 01-15-1999 01:47

AP - 2NDNEWSAGENDA Nat'l/Int'l ... Rush 01-15-1999 01:47

OH-ZONE-FORECAST Weather Daily Spot 01-15-1999 01:47

INFO-NEWS-LEAD Advisories Rush 01-15-1999 01:46

NHL -SCOREBOARD Sports scores Daily Spot 01-15-1999 01:45

NCAA-BASEETBALL-FINALS Sports scores Daily Spot 01-15-1999 01:44

AP - 2NDHEWSMINUTE Nat'l-Int'l ... Rush 01-15-1999 01:44

AP-MEN'SBASEETBALLSCORES Sports stories Rush 01-15-1999 01:42

AP-MEN' SBASEETBALLSCORES Sports stories Rush 01-15-1999 01:41

AP-CLINTON Domestic Rush 01-15-1999 01:38

NCAA-BASKETBALL-FINALS Sports scores Daily Spot 01-15-1999 01:37

AP-NHL : EINGS ~FLAMES Sports stories Rush 01-15-1999 01:33

AP-AIRPORTSECURITY Domestic Rush 01-15-1999 01:31

AP-OH--PERSPECTIVE 5t Rgnl Hews Rush 01-15-1999 01:30

COLLEGE-BASEETBALL-SCORE Sports scores Daily Spot 01-15-1999 01:30

AP-NETS :WILLIAMS Sports stories Rush 01-15-1999 01:28

AP-0OH--CLE-NORTHERMOHIOZ Weather Rush 01-15-1999 01:27

OH-ZONE-FORECAST Weather Daily Spot 01-15-1999 01:26

AP -MORNINGBUSINESSWATCH Financial news Rush 01-15-1999 01:25

AP-HORNINGBUSINESSWATCH ( Financial news Rush 01-15-1999 01:24

AP -0H--CLE-NORTHERNOHIOZ Weather Rush 01-15-1999 01:23

AP -SCORECARD Sports scores Rush 01-15-1999 01:23

AP - 1STNEWSMINUTECORRECTI Nat'ls/Int'l ... Rush 01-15-1999 01:17

OH-WEATHER-ROUNDUP Weather Daily Spot 01-15-1999 01:17

AP-NHLFINAL : LAE3CALD Sports scaores Rush 01-15-1999 01:16

i Weather 01-15-1999 01:

NCAA-RASEFETRATLT -FTHALS Snnrts scores Dailv Snnt N1-15-1999 Ni1:1R LI

[Text shawing For AP-OH--HTEMPS

|Sort: DateTime <Descending: [Auto-Update: OFF

|2045 Stories Found

To open the WireBrowser:
Hold down the ALT key and hit the 3 (number) key.
OR - Click on the Wires button on the toolbar.
OR - From the Menu bar click on Programs, then select WireBrowser.

WIREBROWSER TOOLBAR

Al+1T
Tpdate

F2 Fa
Search | 4ll

Save Prmt |Hrch.1ve chtepadl sphit FJleLu:ug

AL+P
RipRead

OET+1
Searchl

CET+2
Searchd

OET+3
Searchd

OET+4
Searchd

Alt+U Update Updates the screen and displays any new wire stories that have come
in. Will update when all stories are displayed or when a search has been done.
F2 Search Search the browser to display text, category or priority search results.

F3 All
date and time.

Displays all stories currently help in the browser, and returns the sort order to

F4 Save Saves the highlighted story to a text file, and uses the Slug as the filename.
F5 Print Prints the text of the highlighted wire story.
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F6 Archive Saves the highlighted story to a text file, and adds the user name, date
and time to the Slug to create the filename.

F7 Notepad Switches the display to the current Notepad.

F8 Split Splits the screen with the Notepad.

F9 FileLog Switches the display to the current folder in the FileLog.

Alt+P RipRead Copies and pastes the text of the highlighted wire story into a
Notepad or open FileLog file.

CST+1 Searchl Runs the first saved Quick Search.

CST+2 Search2 Runs the second saved Quick Search.

CST+3 Search3 Runs the third saved Quick Search.

CST+4 Search4 Runs the fourth saved Quick Search.

WIREBROWSER DROP-DOWN MENU

The Main Menu, above the main Button bar, has 8 drop-down menus available for users
to create and edit text files. Use the keyboard shortcut or click on the choice with the
mouse to activate the menu choice.

WireBrowser File  Programs  Sektup  Wiew Window  User  Help

WireBrowser
There are no sub-menus listed under this choice.

File
Search F2 Search the browser to display text, category or Search... Fz
priority search results. All Stories .. F3
All Stories F3 Displays all stories currently help in the 2aVE... F
browser, and returns the sort order to date and time. i’;’:;j:'srt’w EZ
Save F4 Saves the hlghllg.hted story to a text file, and Rip + Read .. AP
uses the Slug as the filename. Update. . Al
Print Story F5 Prints the text of the highlighted wire
story Exit \WireReady3z
) Close Browser ... Escape

Archive Story F6 Saves the highlighted story to a text
file, and adds the user name, date and time to the Slug to create the filename.

Rip+Read Alt+P Copies and pastes the text of the highlighted wire story into a
Notepad or open FileLog file.

Update Alt+U Updates the screen and displays any new wire stories that have come
in. Will update when all stories are displayed or when a search has been done.

Exit WireReady32 Exits the user from the program.

Close Browser Escape Closes the wire browser window and displays the last open

window.
Programs
The Programs menu lists the 11 screens in NewsReady32. Consult the other WireReady
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manuals for information on using the automation and sales screens.

Notepad — NewsReady Alt+1 The Notepad is used to edit text and create new
stories and rotations.
FileLog — NewsReady Alt+2  The FileLog is used to access text stories that have

been saved from the Notepad, and to
edit rotations. Motepad - MewsReady, ., alk+1

WireBrowser — NewsReady Alt+3 The E:i;';fﬂwp‘;?siﬁ:Reaw 2::2
WireBrowser displays the wire stories sudioPlayer... Al
that have been Captured' MediaLog/dudioLod, ., - NewsReady Alk+5

AudioPlayer Alt+4 The Player is used Ukilities. .. Alb+6
to read newscasts and play the Plariner - NewsReady. . Alb+7
embedded audio. Record... Alb+E

MediaLog/AudioLog — NewsReady Sales - SalesReady... Alk+3
Alt+5 The MediaLog is used to Automate - ControlReady. .. Alk+0

Ondir. . Alt+5hift+1

store audio files to be used in
newscasts and automation.

Utilities Alt+6 The Utilities screen allows access to StormReady32, QuickRecorder,
and the DOS PhoneReady and StormReady programs.

Planner — NewsReady Alt+7 The Planner is a calendar program to track
appointments and assignments for newsrooms.

Record Alt+8 The Record button is used to manually record new audio files.

Sales — SalesReady Alt+9 The Sales screen is used to record and track contacts
with customers/advertisers.

Automate — ControlReady Alt+0 The Automate decks are used to automate
recording and playback of audio, and for web publishing.

OnAir Alt+Shift+1  The OnAir 10-deck screen is used for playback of audio while
live.

Setup Fonits

Fonts Set up the font size and style for the Wire Browser. Double Space

Double Space When checked, the printed copy of the text will be double-spaced.
Does not affect the screen view. Only active in the Preview window.

View

Toolbar When checked, the toolbar buttons at the top of ..
the Wire Browser will be visible. v Status Bar

Status Bar When checked, the status bar, which Searchl  CtriShift+1
displays the sort settings and numbers of stories Search2  Ctr-Shift+2
found, is visible at the bottom of the browser Searchd  ChrlShift+3
screen. Searchd  Chel+Shift+4

Searchl Ctrl+Shift+1 Runs the first saved Quick Search.
Search2 Ctrl+Shift+2 Runs the second saved Quick Search.
Search3 Ctrl+Shift+3 Runs the third saved Quick Search.
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Search4 Ctrl+Shift+4 Runs the fourth saved Quick Search.

Window
In addition to the menu choices, any open NewsReady32 screens or open text files will
be listed at the bottom of the menu choices in this drop-down window.

Presious Window Escape

Cascade ... Shift+FS

Tile ... Shift-+F

Arrange Icons

Jump to Mext Open Window, . Ctrl+Tab

Togale &ctive Dual Screen Zhel+-FZ

Switch F7

Split Last T

ZoomSplit with MotePad Fa

Clear Alert Shift+F11

Clear Alert For all Users Shift+F12
v 1 Motepadl - MewsReady - Motepad]  bxk

2 Wires - NewsReady - ALL STORIES as of 14:08:14 WireBrowser

3 FileLog - MewsReady - FileLog [Mewscasts (wiinewscastsl)] - Current Sort: Changed=Descending =

4 AudioPlayer

5 MedialLog)AudioLog - MewsReady - [Tuesday Audio (s itue))]

& Planner

Previous Window Escape Puts the last window that was open before the Notepad
as the current display.

Cascade Shift+F5 Allows the screens to be cascaded. Only active when the user is
set to Windows Standard mode.

Tile Shift+F4 Allows the screens to be tiled. Only active when the user is set to
Windows Standard mode.

Arrange Icons

Jump to Next Open Window Ctrl+Tab Makes the next open screen be displayed.

Toggle Active Dual Screen Ctrl+F2 Toggles between the 2 windows when the
user is set to Dual Screen mode.

Switch F7 Toggles between the Notepad and the last open screen.

Split Last Two

Zoom/Split with Notepad F8 Splits the current screen (or last open screen) with
the Notepad.

Clear Alert Shift+F11 Clears the red wire alert at the bottom of the screen for the
logged-in user.

Clear Alert for All Users Shift +F12 Clears the red wire alert at the bottom of the
screen for all users.

User

These menu choices are only available when using secure Send Message ... Crl-1
logins. Clear Message  Chrl-2
Send Message Ctrl+1 Sends a message to other users, WIZEC S0 ALY

which will appear in the header of the main window.
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Clear Message Ctrl+2 Clears the message from the current user’s screen.
Message History Displays the date and text of the previously sent messages.

Help
Browser Help This menu choice is not active at this time. el
About WireReady32 Displays the version number of the About WireReady32
software and contact information for WireReady NSI.
About WireReady32 |

/'WireReady

wireReady32
Copyright 19597 - 2004 wireReady M5I
LewSaruz Speller Technology
Copyright & 1932, 1997 by LexS auruz Software, Inc Email 5ales
All rights reserved

HEEE

Yersion 3.999 Ernail Support
Contact us at: :
Tech Support + Sales [B00j833-4459 Gioto 'wsbsite

supportiEwireraady. com

salesi@wiraready. con

Wizit us on the Web at:
hittp: A v wireready. com

WIRE BROWSER
(Your source for building custom newscasts)

The WireBrowser is the activity hub of NewsReady32. This is where wire stories
arrive, often a hundred or more in an hour, and are displayed in chronological order,
with the most recent arrivals listed first. The WireBrowser shows each story’s headline,
category, priority, and date and time. Within this application you can view, select,
copy, print, sort, and save wire stories.

Before actually editing wire copy and inserting it into a newscast, it's important to
become familiar with the WireBrowser. The toolbar, located near the top of the screen,
displays the WireBrowser’s primary functions.

Looking from left to right, the first toolbar button is Update. This feature manually
updates the WireBrowser to display the most recent arrivals. The WireBrowser is
programmed to update automatically, but the manual feature allows you to get updates
whenever needed.

KEYBOARD PROCEDURE
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Hold down ALT and hit U.

MOUSE PROCEDURE
Click Update on the toolbar.
OR - From the Menu bar click on File, then select Update.

The Search button is next on the toolbar. Information for this button follows shortly.
The next button to the right is the A/ (for All Stories) button. The A/ button (formerly
Show All) is similar to Upaate. 1t shows all stories in the WireBrowser; however, it does
not instantly update the list. Use A/ anytime you wish to return to the complete list of
stories. Activating Update updates the WireBrowser to show new stories based on the
search specifications chosen. See the section on searching below for more information.

KEYBOARD PROCEDURE
Strike F3.

MOUSE PROCEDURE
Click A// on the toolbar.
OR - From the Menu bar click on Fi/e, then select A/l Stories.

SORTING WIRE COPY

NewsReady32 gives you the ability to view and arrange wire stories by headline
(alphabetically), category (national news, sports, etc.), priority (rush, urgent, etc.), or
date and time. To sort the wire copy, click the column heading (just below the toolbar)
you wish to sort by. The wire stories will remain in this order until you change it. Click
the column heading a second time to arrange the stories in reverse-alphabetical order.
Remember that the A/ button (F3) will return the list to chronological order.

ADJUSTING THE COLUMN WIDTH

To adjust the width of the columns in the WireBrowser simply move the mouse pointer
to the vertical line that separates two columns. It is located on the gray column
heading line. When the mouse pointer turns to a double-pointed horizontal arrow click
and hold the left mouse button to move this separator bar to the left or right. The
width of any column may be adjusted in this manner.

CHANGING THE FONT, STYLE, OR POINT SIZE

To change the font or the size of the characters that appear in the WireBrowser just
click on Setup from the Menu bar, then select Fonts. Choose the font, style, and size
you desire. These selections will remain intact until they are changed.

VIEWING THE TOOLBAR AND STATUS BAR

To turn On or Off the toolbar click on View on the Menu bar, then 7oolbar. 1f a
checkmark appears then the toolbar is currently visible. The same choice is available
for the Status Bar. Again, a checkmark is visible when the status bar is turned on.
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|Tewt showing For AP-OH-PIT-URGENT-WINTER.

|Sart: Date/Time <Descending: [Auto-Update: OFf

|2048 Stories Found 2

|! PIT-Urgent-‘Winter | Wersion 3,528 SM: 9132

SEARCHING WIRE COPY

[weOB

09:39:37 AM

NewsReady32 offers powerful and easy-to-use searching capabilities that include pre-
built searches that can be edited or deleted, plus the flexibility to create your own
custom searches. Each user can have his or her own set of searches.

The F2 search
KEYBOARD PROCEDURE

Strike F2.

MOUSE PROCEDURE

Click Search on the toolbar.

OR - From the Menu bar click on Fife, then select Search.

Double-click the heading of
the search you wish to
perform, or single-click to
highlight the heading and
click Do Search. The
stories currently in the
WireBrowser that meet that
search's requirements will
be displayed.

To return to a display of all
stories, click the A/ button
on the toolbar, or select A/
Stories from the File pull
down menu, or hit F3 on
the keyboard.
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CATEGD CH

Search Options

Axailable Searches

FRIORITY SEARCH
HEADLIME SEARCH
TE=T SEARCH
Advizones

Domestic

Farm Marketz
Financial Mews
Flazh Bul.Urg.
|nternational
Hat'l#nt]

Radio Billboard
Sports Stonies
St/Regional

W azhington Mews
Weather

Sparts Scores

Cancel |

[x

Mew Search

Edit Search

[Melete Search

Eename

Set Searchl

Set Search:

Set Search3

Set Searchd

ERELLLE

Help

:
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Category, Priority, Headline, and Text searches
These general searches are the first four on your list. They cannot be deleted.

Select a Category

Select Category for Quick Search

Domestic .
Special events
Features

Hat'l/Int'l Summaries
Entertainment
Financial news
St/Rgnl Summaries
Hat'ldlnt'l Headlines
Intemational news
St/'Ranl Headlines
Commentary/Op-Ed
Lifestyle

Farm Markets
St/Rgnl Mews
Wieather

M at'| Palitical

Sports soores

Radio Billboards
Sports stories

T elevizion

UPI state
Advizones
Wazhington news
Unused —
Unuzed

b iz j

o | Hep

x|

| Cancel I

Priority search

Category Search

This will display a list of all the categories (national
news, sports, etc.) a story can have (as displayed on
your browser).

To select this type of search double-click the word
Category, or highlight it then strike ENTER. Choose
the category you are looking for by double-clicking
it, or by single-clicking to highlight it and clicking
OK. With the keyboard, use the ARROW keys to
scroll and highlight your desired category, then hit
ENTER.

This will display a list of stories with the category
you have chosen.

Priority List |

Select a Pnonty for quick search

Wwire Sender
To be Archived

This feature displays a list of all the priorities
(rush, urgent, etc.) a story can have. Choose the
priority you are looking for by double-clicking it, or
by single-clicking to highlight it and clicking OK.
With the keyboard, use the ARROW keys to scroll
and highlight your desired priority, then hit
ENTER.

This will display a list of stories with the priority
you have chosen

NOTE: Categories and Priorities differ from wire
service to wire service. The examples used above
may not be an option, depending what wire
service you have.

Headline search

This option lets you search headlines as they

(]9

Advance
Bulletin
Daily Spot
Flazh
Ruzh
Advance
At owill
Migc

| Help | Cancel I

appear in WireBrowser. For example, to search for headlines containing the word
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Education, you would type Education and click OK or hit ENTER. All stories that have
the word Education somewhere within the headline will be displayed

Headline Search x|

Enter headline match for zearch

Cancel |

Text search

This option is similar to headline search, except that it will look for one or more words
contained in the headline, category, priority and body of the story. For example, to
search for stories containing the phrase Public school, you would type Public school and
click OK or hit ENTER. This will display all stories that have the phrase Public school
somewhere in the story.

x|
Erter text match for search None of the F2
| Searches are
[T Anpa Selector Code case-sensitive.
Cancel | Help |

Creating new (Custom) searches
Users can create their own custom searches.

From the WireBrowser use your mouse to click the Search button on the toolbar, or
select Search from the File pull down menu, or hit F2 on your keyboard. This will
display a list of your current searches.

Click the New Search button. The “Add a new Custom Search” dialog box will be
displayed. Use it to define which categories, priorities, headline or text matches you
want to search within.
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Add a new Custom Search x|

Selected Cateqories Selected Priorties
1zt Headline katch 1zt Tewt Match
2nd Headline Match 2nd Text Match
Jrd Headline Match Jrd Test Match
Headline Optionz T ext Options
f* 0OF f* 0OR
" AND " AND
IMTITLED SEARCH

Search Mame

nzelect Al | nzelect Al |
IEE of IEE |Sa'-.fe Ehangesl Guick Search Cancel Help | |'|'| of |'|'|

Selected Selected

To select specific categories, first click on the Unselect All button to turn off the
entire selection of categories, then single-click each category you want to be searched.
To search all categories, do not click the Unselect All button. Repeat this process to
select all or some of the priorities.

To search for specific words in a headline, type the word in the entry box labeled 1°
Headline Match. There are a total of three text boxes for headline searches if you
wish to look for additional words in a headline. If you use more than one headline text
box then you also need to click on the radio button labeled OR, or the radio button
labeled AND. To display only stories that contain ALL the headlines you listed in the
text boxes choose AND. To display stories that contain ANY of the headlines you listed
choose OR.

Repeat this process for a text search by using the Text Match entry boxes. Enter the
phrases or keywords you are looking for within the body of the stories. Remember to
choose between OR and AND if you use more than one 7ext Match box.

When finished, enter a name for this search in the Search Name entry box. By
default it will say Untitled Search. Click on the Save Changes button. The name will
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then appear at the bottom of the list of searches when you select Search (F2) from
the WireBrowser.

SETTING QUICK SEARCHES

Buttons have been added to the toolbar to allow users to set their 4 most commonly
used WireBrowser Custom Searches as a Quick Search. When using F2 to bring up the
list of searches, the Search Options window now contains 4 additional buttons along the
right side of the window (Set Searchl thru Set Search4).

To setup a Quick Search, highlight a search from the list in the Search Options window.
Then click on a Set Search button to set that search as a Quick Search with that
number.

PRINTING WIRE COPY

Instructions for printing a newscast will be presented in greater detail later in this user
guide, but it is also possible to print directly from the WireBrowser. Highlight a headline
and choose from the following options:

KEYBOARD PROCEDURE
Strike F5.
OR - Hold down CTRL and hit P.

MOUSE PROCEDURE
Click Print on the toolbar.
OR - From the Menu bar click on Fife, then select Print.

You'll see a print dialog box that will guide you through several printing options,
including full story, individual pages or a range of pages, or print selection, which lets
you print only that text you previously highlighted.

To print only a portion of a story, highlight the text before selecting Print.

PRINTING IN DOUBLE SPACE

NewsReady32 provides the ability to print in double space so the hard copy is easier
to read. This option is available when a story is open from the WireBrowser, the
Notepad, or the FileLog. Simply click on Setup from the Menu bar, then select Double
Space. The line spacing on the screen will not be affected, but once Print has been
selected the text will re-flow to display the actual appearance. NOTE: A checkmark will
appear beside Double Space when it is active. Another click on this choice will turn
Double Space off.

PREVIEW SCREEN

This convenient feature of WireBrowser lets you divide the screen horizontally and view
headlines, categories, etc. in the upper of the two windows. As you scroll up or down,
individual headlines are selected or highlighted in the upper window, and the story that
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corresponds to each headline appears in the lower window.

Depending on its length, you may be able to view a particular story in its entirety in the
lower window. But even if it runs longer, you can see it all by scrolling down, with
either the keyboard’'s ARROW keys or with the mouse.

To display the Preview screen (from the WireBrowser), move the mouse pointer
toward the bottom of the WireBrowser window. Just below the last viewable headline,
there is a gray, horizontal bar. Place the mouse pointer over this bar, and it becomes a
double-pointed vertical arrow. Click and hold the left mouse button and drag the gray
divider bar up or down to any position you wish. The Preview screen will be visible in
the lower window. To close Preview, drag the divider bar back to the bottom of the
screen

x
A1t+U| F2 | F3 | M | F5 | F8 | F7 | F2 | ¥ mupl
Update | Search | A0 | Save | Prnt |fechive|Motepad| Sphit |FileLog|RipReal
Headline | Category | Priority | DatesTime ;I
NCAA-BASEETBALL-FINALS Sports scores Daily Spot 01-15-1999 02:07 -
AP-OH--ILN-WILMINGTONOHA Weather Rush 01-15-1999 02:06
AP-1STSPORTSMINUTE Sports stories Rush 01-15-1999 02:05
AP-OH--RACIALSLUR-SENTEN St-/Rgnl News Rush 01-15-1999 02:04
NCAA-BASKETBALL-FINALS Sports scores Daily Spot 01-15-1999 02:05
NCAA-BASEETBALL-FINALS Sports scores Daily Spot 01-15-1999 02:04
NCAA-BASEETBALL-FINALS Sports scores Daily Spot 01-15-1999 02:03
AP-0H--CRW-SPECIALWEATHE Weather Rush 01-15-1999 02:03
OH-WEATHER-ROUNDUP Weather Daily Spot 01-15-1999 02:02
OH-WEATHER-ROUNDUP Weather Daily Spot 01-15-1999 02:01
AP-0H--CLE-SHORTTERMFORE Weather Rush 01-15-1999 01:59
AP-OH--CLE-OHIOSTATEWEAT Weather Rush 01-15-1999 01:58
AP-PA--1STNEWSWATCH S5t/Rgnl Summ... Rush 01-15-1999 01:57
|AP-TAXBREAE' 99 Advisories Rush 01-15-1999 01:56
AP-0H--CLE-SHORTTERMFORE Weather Rush 01-15-1999 01:56 ..
AP-OH--ILN-SHORTTERMFORE Weather Rush 01/15/1999 01:54 Divider Bar
AP-OH--CLE-URGENT-WINTER Weather Rush 01-15-1999 01:51 ;I
w4077 1nt - B 4
r v AP-TAXBREAEK'99 01-15 D324
~AP-TAX BREAEK '99
CAPITAL GAINS. INCOME, DEDUCTIONS., IRA'S., LONG FORMS, SHORT
FORMS,. ELECTRONIC FILING -- EVERY YEAR, TAX PREPARATION CAN LEAD TO
(JANGLED NERVES, SHORT TEMPERS, AND A QUEST FOR ANSWERS.
**TAX BREAK'' WADES THROUGH THE TECHNICAL JARGON IN A 30-PART
SERIES OF TAX TIPS AIMED AT MAKING THAT APRIL 15TH FILING DEADLINE
LESS DAUNTING.
EACH SCRIPT IN THIS 30-PART SERIES RUNS APPROXIMATELY 300 WORDS.
ITHERE IS A SCRIPTED SPOT BREAK AT THE VERY TOP.
THE 30 PART SERIES WILL MOVE IN BULK AROUND EASTERN. MONWDAY. =
L4 o

POP VIEWER

A wire story can also be opened directly into an editor by double-clicking its headline or
by highlighting the headline and hitting the ENTER key. When the story is opened in
the Pop Viewer, you can edit, print, or copy and paste all or portions of it into the
Notepad.

Within the Pop Viewer, the F11 and F12 keys will jump to the next or previous story in
the list. This allows you to browse wire stories and select the ones you want as you go.
Return to the WireBrowser by striking the ESC key.
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Il AP-TAXBREAK'99 x|

Fa F5 | &1t+P | Chl+F | F& F? Fa Fl11 Fl12
Save | Print |FipRead| Find |Arehive |Notepad| 3plit | Prior | Next
f40771nt-- r v AP-TAXBREAK'99 01-15 0324 ~AP-TAX BREAK '99 =

CAPITAL GAINZ, INCOME, DEDUCTIONS, IRA'S, LONG FORMZ, SHORT FORME, ELECTRONIC FILING -- EVERY YEAR, TAX
PREPARATION CAM LEAD TO JANGLED WERVEZ, SHORT TEMPERS, AWD A QUEST FOR ANSWERS.

" TAX BREAK'' WADER THROUGH THE TECHWICAL JARGON IM A 30-PART SERIEZ OF TAX TIPE AIMED AT MAKING THAT
APRIL 15TH FILING DEADLINE LESS DAUNTING.

EACH SCRIPT IN THIS 30-PART SERIES RUNS APPROXIMATELY 300 WORDS. THERE IS A SCRIPTED SPOT BREAK AT THE
VERY TOP.

THE 30 PART ZSERIEZ WILL MOVE IN BULK AROUMND EASTERM, MONDAY, JAWUARY 25TH.

IT WILL BE REFED AROQUNWD 9:00 AM, EASTERN, ON TUEZDAY, JAMUARY ZaTH.

TAX BREAK MOVES WITH A ~ C'' CATEGORY CODE.

HERE IS AN INDEX OF THE TOPICZ TO BE COVERED IN THE AP ~"TAX BREAK'' SERIEZ BY BUSIMNESE EDITOR MARK
HAMRICE. THIZ LIST IS SUBJECT TO CHAMGE.

PART 1: CHANGEZ THIS YEAR

PART 2: CHANGES -- TAX CREDIT FOR CHILDREN

PART 3: CHAMGEZ -- IRA WITHDRAWALSZ

PART 4: CHANGEZ -- ROTH IRA

PART 5: WHETHER TO ITEMIZE?

PART 6: IF ¥YOU'RE MARRIED

PART 7: IRS PROBLEM SOLVERS

PART 8: WAYS TO GET HELP

PART 9: THE HOPE AND LIFETIME LEARMWING CREDITE —

PART 10: STUDENT LOANS

PART 11: CAPITAL GAINS

PART 12: SALE OF A HOME

PART 13: A HUGE TAX BILL

PART 14: EDUCATION IRA

PART 15: BURDEN OF PROOF

PART l6: PROFEZSIOWAL TAX HELP
PART 17: INNOCENT SPOUSE DEFENSE
PART 16: ASKING FOR AN EXTENSION
PART 19: WHO SHOULD FILE

PART 20: SMALL BUIINESZ AWD THE SELF-EMPLOYED

PART 21: ALTERWATIVE MINIMUM TAX Ll
[V PIT-Urgent-wirter | |version 3,523 ETETER |standard [wBOE [10:55:49 AM

It's reasonable to ask that since wire stories are constantly being received by the
WireBrowser, will the system ever become overloaded. A feature called Auto Purge,
as the name suggests, automatically deletes wire stories (oldest first) when a set cache
or database size is reached. Your systems administrator sets the size. For most radio
stations, a 5-megabyte database will hold approximately 2000 stories or about two
days’ worth of feeds.

COPYING AND PASTING WIRE COPY

The WireBrowser, in combination with the Notepad, makes it easy to copy text from a
wire story and place it into a customized newscast. Any portion of wire copy, from one
word to the entire story, can be "pasted” into a newscast.

The first step is to select which story to use. If desired, use the Preview screen to view
a story, or open the story in the Pop Viewer by double-clicking its headline or by
highlighting the headline and hitting the ENTER key. Then highlight or select the text
you wish to use:

KEYBOARD PROCEDURE
With the ARROW keys place the cursor at the beginning of the text you want to

copy.
Hold down the SHIFT key and use the ARROW keys to move the cursor to the
end of the desired text. (The SHIFT key in combination with PAGE UP,
PAGE DOWN, HOME, or END will also highlight).
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MOUSE PROCEDURE
Click with the mouse at the beginning of the text you wish to copy.
Click and hold the left button and move it to the end of the desired text, then
release the button.

To copy the selected text:

KEYBOARD PROCEDURE
Hold down the CTRL key and hit the C (letter) key.

MOUSE PROCEDURE
From the Menu bar click on Edit, then select Copy.
OR - Click on the highlighted area with the right mouse button, then choose
Copy with the left mouse button.

OPTIONAL PROCEDURE
You can achieve the same results by
Holding down the CTRL key and hitting the X (instead of C) key.
OR - Using the mouse, selecting Cut from the Edit pull down menu at the
top of the screen.
OR - Clicking with the right mouse button, then choosing Cut with the left
mouse button.

INFORMATION: You may hear the term "cut and paste” used in reference to this task.
In this situation you are only copying, not cutting, text. Even if you use the CTRL-X key
combination or choose Cut from the Edit pull down menu, the wire story remains intact
for future use (though text momentarily appears to be missing.)

NOTE: The pull down menus can be accessed with the keyboard via the ALT key.
Hold down the ALT key and hit the underscored letter of the menu you wish to open,
then strike the underscored letter of the command you wish to perform.
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PLAYER

The Audio Player is a built-in cart deck that allows you to play audio files while reading
your newscasts. The Audio Player can also be used to play music during live periods of
an automated system.

The Audio Player includes 3 decks to play audio from, and a text window to read
newscasts from. The gray divider bar can be adjusted by holding the left mouse key
down while dragging the bar up or down to change the amount of text visible on the
screen.

4) AudioPlayer x|

Flaylizt —

1 O I\\‘ =) |V |V EEASEET?-{D%EEE ?ggUHDGEHS 0 0:0 0: 0 0 [ sucload [ AuteFlay [ Owverlap
—

Desc:116-thousand kids haven't

Hot Load [Cr - F1]| Add Audio |Hem0ve Aud\ol Help |

NAME.013 BILL CLINTON
[ LENGTH-00:0012.98 00:00:00 o AT T [ o a7 04 |

-
2@ || |]
Desc'wants to use tax dollars to keep
= — Hot L dCtI-F2|
=T B | el ) B: 0005 (D2 | & 007 ios |
= i

3 . I\ |' EEAPTGETwESMUDD%éP#N CHIEAGO 0 0 . 0 0 . 0 0 C: 00:07 103 | Change Presets |

Desc:About Michael Jordan
—

Hot Load (Ct - | Search Playlis|

Mame | Desc | Outcue | Path | Artigh | Length |

003 Lee Ann Rog... 116-thousand kids... "pasty.. witueh
013 Bill Clintan wants bo use tax . "ofthe L. Wihhueh
014 VWoman in Chi.. About Michael Jor.. “hang .

012 Derrick Bur o doubt ahout it "that 0. WY
015 ACCUMWEAT ... ACCUMWEATHER . "Thurs... WA

=
=
THIS NEWS A SERVICE OF LENSCRAFTERS...
A NEW REPORT CARD IS IN TODAY ON OHIO'S SCHOOL KIDS. LET'S START WITH THE GOOD NEWS. 58% OF 9th GRADERS IN THE STATE PASSED J
ALL SECTIONS OF THE 9th GRADE PROFICIENCY TEST THIS YEAR. THAT'S UP FROM 54% LAST YEAR.
NOW...THE NOT S0 GOOD NEWS. TENS OF THOUSANDS OF HIGH SCHOOL KIDS IN GRADES 9-THROUGH-12 STILL HAVE NOT PASSED THE
TEST...THAT'S REQUIRED FOR GRADUATION....
[_w:\lue\I]lB Lee Ann Rogers.wav]
116-thousand kids haven't passed
"past years'
116
— =
1 1: il [Estimated Time: 00:00:00 [Mode: Audition - Logging Disabled
To open the Player:
Hold down the ALT key and hit the 4 (number) key.
OR - Click on the Player button on the toolbar.
OR - From the Menu bar click on Programs, then select AudioPlayer.
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PLAYER BUTTONS

Flaylist
IO r‘\ | ’V’V ’ 00'00'(](] [T Autoload [ AutoPlay [ Overap
| ™~ | Hot Load [Chl - F1]| Add Audia |Hemwe.~’-‘-.ud|0| Help |
2@ | (( _ 00:00: 00 [y | o:ooorips |
-
=T LTI I— | e o007 05 |
NAME 5 ACCUWEATHER FORECE o
3Q| | m (( LENGTH:00:00:24.33 00:00:08 JEERtEEE | [ Sz |
Desc:ACCUWEATHER FORECAST-B
= [ = |, Hot Load (Cii - F3)| Search Playis|
Shows the Next Up deck, or the deck that will play next when using Auto
Play.

Click this to Play the audio in the deck.
Red Square Click this to Stop the audio currently playing in the deck.
Click this to Pause the audio currently playing in the deck.
Blue Down-Arrow Click this to Load the deck with the highlighted audio file in the
playlist window.
Pink Up-Arrow Click this to Eject the audio file from the deck.
Timer Displays the amount of time of the audio, either counting up or counting down.
Hot Load Button Click this to launch the File Select window to choose an audio file
to load into the deck.

Auto-Load When checked, the first 3 audio files in the Playlist window will be loaded
into the decks. When a file is done playing, it will be ejected and the next audio file will
be loaded into the deck.

Auto-Play When checked, the audio files will play, beginning with the Next Up deck.
When used in combination with Auto-Load, all the audio files in the playlist window will
play.

Overlap When checked, the fade times will be used to allow the audio files to
overlap. See the MedialLog section for setting up the fading parameters.

Add Audio Launches the File Select window to load an audio file into the playlist
window. The audio will be added below the highlighted file in the playlist window.
Remove Audio Removes the highlighted audio file from the playlist window.

Help Launches a help file about the Player screen.

Presets A-E Displays the first five Preset buttons from the On-Air screen. These
buttons can be loaded with audio that is used frequently, such as liners or Ids. Click on
the button to play the audio. Click a second time to stop the audio.

Change Presets Allows the Preset Group to be changed.

Search Playlist Search the fields of the audio files in the playlist screen for the
entered text.
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PLAYER DROP-DOWN MENU

The Main Menu, above the main Button bar, has 8 drop-down menus available for users
to read newscasts onair, or play a series of audio files. Use the keyboard shortcut or
click on the choice with the mouse to activate the menu choice.

audioPlayver File  Programs  Setup  View  Window  User  Help

AudioPlayer

Play Deck 1 (F1) Plays the audio loaded in Deck 1.
Play Deck 2 (F2) Plays the audio loaded in Deck 2.
Play Deck 3 (F3) Plays the audio loaded in Deck 3.

Stop Deck 1 (SHFT-F1) Stops the audio currently
playing in Deck 1.

Stop Deck 2 (SHFT-F2) Stops the audio currently
playing in Deck 2.

Stop Deck 3 (SHFT-F3) Stops the audio currently
playing in Deck 3.

Hot Load into Deck 1 (Ctrl-F1) Launches the File

Select window to load an audio file into Deck 1.

Play Deck. 1 {(F1)
Play Deck 2 (F2)
Play Deck 3 (F3)

Stop Deck 1 (SHFT-F1)
Stop Deck 2 (SHFT-F2)
Stop Deck 3 (SHFT-F3)

Hot Load inko Deck 1 {Ckrl-F1)
Hat Load inka Deck 2 [Ckrl-F2)

Hot Load into Deck 2 (Ctrl-F2) Launches the File Hat: Load inta Deck 3 {Ctrl-F3)

Select window to load an audio file into Deck 2. Reset Eroadcast to Top.,.  Alt+R
Hot Load into Deck 3 (Ctrl-F3) Launches the File Tasr (1= AlE+C

Select window to load an audio file into Deck 3.
Reset Broadcast to Top Alt+R Ejects all audio from the decks and moves the
cursor to the first file in the list of audio files.
Clear List Alt+C Clears all audio from the playlist window.

File

Load Playlist/Script from FileLog Alt+B Load Playlist/Script from FileLog  Alt+8

o Load from Directary. &b+
Loads a text file into the bottom half of the UoadiNest Broadeast Fie...  fltM
screen, and loads the embedded audio files <ave Plavlist to FileLog A4S

within that test file into the playlist window.
Load from Directory Alt+D Loads all the audio
files from a directory into the playlist window.
Load Next Broadcast File Alt+N
Save Playlist to FileLog Alt+S Saves the audio in the playlist window as
embedded files in a text file.
Exit WireReady32 Exits the user from the program.

Exit WireReady3z
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Programs

The Programs menu lists the 11 screens in Hotepad - NewsReady.. Alt+t

. FileLog - MewsReady. .. alk+2

NewsReady32. Consult the other WireReady WireBrowser - NewsReady... o

manuals for information on using the sudioPlayer... b4

automation and sales screens. MediaLogfaudioLog. .. - MewsReady  Alt+5

Utilities. .. Alt+6:

Notepad — NewsReady Alt+1 The Plariner - NewsReady. .. Alt+7

Notepad is used to edit text and rEETEho, elEs

create new stories and rotations. ii':n;aizlef;natf:ﬁ;a " 2::3
FileLog — NewsReady Alt+2 The . AlbLshiE 1

FileLog is used to access text stories
that have been saved from the Notepad, and to edit rotations.

WireBrowser — NewsReady Alt+3 The WireBrowser displays the wire stories that
have been captured.

AudioPlayer Alt+4 The Player is used to read newscasts and play the embedded
audio.

MediaLog/AudioLog — NewsReady Alt+5 The MedialLog is used to store audio
files to be used in newscasts and automation.

Utilities Alt+6 The Utilities screen allows access to StormReady32, QuickRecorder,
and the DOS PhoneReady and StormReady programs.

Planner — NewsReady Alt+7 The Planner is a calendar program to track
appointments and assignments for newsrooms.

Record Alt+8 The Record button is used to manually record new audio files.

Sales — SalesReady Alt+9 The Sales screen is used to record and track contacts
with customers/advertisers.

Automate — ControlReady Alt+0 The Automate decks are used to automate
recording and playback of audio, and for web publishing.

OnAir Alt+Shift+1  The OnAir 10-deck screen is used for playback of audio while

live.

Setup

Configurations Allows the user to set the audio boards used Configurations
for the 3 Player decks, the Notepad and the 8 Automate on Air Made
decks, and set the timer orientation. Display ACM Drivers

On Air Mode When checked, a confirmation/activity log containing a record of every
WAV file played from the Player is created in the following directory: [network
drive]:\WIRE\USERS\[log-in name]\CONFIRM. This serves as a confirmation log
for the audio that was played.

Display ACM Drivers Displays the available ACM drivers. The user cannot edit the
information in this window.

View
Status Bar When checked, the status bar, which displays the v Status Bar
audio device and counters, is visible at the bottom of the Player screen.
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Window
In addition to the menu choices, any open NewsReady32 screens or open text files will
be listed at the bottom of the menu choices in this drop-down window.

Presious Window Escape

Cascade ... Shift+FS

Tile ... Shift-+F

Arrange Icons

Jump to Mext Open Window, . Ctrl+Tab

Togale &ctive Dual Screen Zhel+-FZ

Switch F7

Split Last T

ZoomSplit with MotePad Fa

Clear Alert Shift+F11

Clear Alert For all Users Shift+F12
v 1 Motepadl - MewsReady - Motepad]  bxk

2 Wires - NewsReady - ALL STORIES as of 14:08:14 WireBrowser

3 FileLog - MewsReady - FileLog [Mewscasts (wiinewscastsl)] - Current Sort: Changed=Descending =

4 AudioPlayer

5 MediaLog/dudiolog - MewsReady - [Tuesday Audio (w:ibue))]

& Planner

Previous Window Escape Puts the last window that was open before the Notepad
as the current display.

Cascade Shift+F5 Allows the screens to be cascaded. Only active when the user is
set to Windows Standard mode.

Tile Shift+F4 Allows the screens to be tiled. Only active when the user is set to
Windows Standard mode.

Arrange lcons

Jump to Next Open Window Ctrl+Tab Makes the next open screen be displayed.

Toggle Active Dual Screen Ctrl+F2 Toggles between the 2 windows when the
user is set to Dual Screen mode.

Switch F7 Toggles between the Notepad and the last open screen.

Split Last Two

Zoom/Split with Notepad F8 Splits the current screen (or last open screen) with
the Notepad.

Clear Alert Shift+F11 Clears the red wire alert at the bottom of the screen for the
logged-in user.

Clear Alert for All Users Shift +F12 Clears the red wire alert at the bottom of the
screen for all users.

User

These menu choices are only available when using secure Send Message ... Chrl-1
Iogins. Clear Message Chrl-2
Send Message Ctrl+1 Sends a message to other users, Message Histary

which will appear in the header of the main window.
Clear Message Ctrl+2 Clears the message from the current user’s screen.
Message History Displays the date and text of the previously sent messages.
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Help
Player Help This menu choice is not active at this time.

About WireReady32 Displays the version number of the Rlayer Help
software and contact information for WireReady NSI. About WireReady32
About WireReady32 |

/'WireReady

Goto \Website

WwireReady32 0k
Copyright 2 1951 - 2004 WwireReady M5I _
LexSaruz Speler Technalagy
Copyright © 1952, 1997 by LexS aurus Software, Inc Ermail Sales |
All rights rezerved
Yersion 3,939 Email 5upp0rt|
Contact us at: |

Tech Support + Sales [BO0[E33-4459
sUpporiEyireready. com
zales@wireready. com

Wizt ugs on the Web at:
hittp: i, wireready, com

AUDIO PLAYER

There is another method to combine audio and text for a newscast. The Audio Player is
a built-in cart deck that allows you to play audio files while reading your newscasts.

To change the basic configuration options of the cart deck:

1. From the Audio Player Menu bar, click Setup.

2. Click Configurations. This will open the Configure Audio Devices dialog

box.

3. Click on the Player Audio Boards tab. Audio boards can be assigned to each
of the Player decks. This applies if there are more than one audio card installed
in your computer. If only one audio card is installed, the decks should all be
assigned to the same audio board.

Click the drop-down arrows to view the audio-card address settings.

Choose the audio board to assign to each Player Deck and the Player Buttons.
Click the Options tab to choose how the timers work on the cart deck(s).

. When finished, click OK.

Note: The audio boards assigned to Player Decks 1-3 will also be used by the Notepad
for playing embedded audio.

No ok~
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ON AIR MODE VS. AUDITION MODE

The Audio Player offers two modes of operation: On Air and Audition mode. The
difference concerns whether the logging capability is enabled. In On Air Mode, a
confirmation/activity log containing a record of every WAV file played from the Audio
Player is created in the following directory: [network drive]:\WIRE\USERS\[log-in
name]\CONFIRM. This serves as a confirmation log for the audio that was played.
To switch between modes click Setup on the Menu bar, then click On Air Mode.
When the On Air mode is active, a checkmark will appear.

SETTING UP THE LOGGING CAPABILITY

In order for the Audio Player to log audio files that have been played it is necessary that
a folder called CONFIRM exists in the users directory. Once the logging is enabled you
can view and print these confirmation/activity logs from the Notepad.

To create a CONFIRM directory:
1. From the Notepad, click the Open button, or strike F10. This will open a
window displaying various folders.
2. Select the network drive letter. This is located in the "Look in" box. Ifitis
necessary to change drives then click on the down-triangle just to the right of
the "Look in" box.

3. Locate and open the WIRE folder.

4. Locate and open the USERS folder.

5. Locate and open the folder for the current user, i.e. NEWSL.

6. If the CONFIRM folder is displayed, then click Cancel. The computer is set up to
log files. [Skip steps 7-10].

7. If the CONFIRM folder does not appear then it must be created.

8. Click the button that shows a folder with a star (toward the top of the dialog
box). This will create a new folder.
9. Type CONFIRM as the folder's name, and press ENTER.

To open and print a log from the Notepad follow these steps:
1. Click the Notepad button or strike F7 or ALT-1.
2. Click the Open button or strike F10.
3. Locate and open the CONFIRM folder under the WIRE\USERS\[user name]
directory.
4. Click the down-arrow to the right of the Files of type box, and choose A// Files
*.%).
Double-click the log you wish to view.
To print the log, click the Print button, or strike F5.
7. The logs will be named "mm-dd-yy.log", and will display the name and time
stamp of the audio file.

o O

NOTE: In the future this confirmation/activity log will also be available for the Notepad,
Live Assist, and Automate features in NewsReady32.
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LOADING THE NEWSCAST INTO AUDIO PLAYER
A newscast must be loaded into the Audio Player before it can be aired. In the Audio
Player screen a newscast and a broadcast file are the same thing.

To load a newscast file into the Audio Player:

1. From the Audio Player Menu bar click File, then Load Playlist/Script from
FileLog, or strike ALT-B.

2. Locate and choose the broadcast file you wish to load. Double-click it, or single-
click it then click Open.

3. The actual text of the broadcast file is located at the bottom of the Audio Player
window. The audio files that were inserted into the broadcast file are listed in
the playlist window. The audio files are loaded in the order in which they were
embedded into your newscast. They are tagged with the file name, description
(if any), and outcue text (if any).

NOTE: If you already have a broadcast file loaded and you load a second one, the
decks will automatically be reset and loaded with the new audio files.

POSITIONING THE DIVIDER BAR

Within the Audio Player window is a horizontal gray bar, which can be positioned to
show as much or as little of your newscast as you wish. It appears just below the cart
deck section of the screen.

To adjust the divider bar:
1. Place the mouse pointer on the gray divider bar.
2. The mouse will turn into a two-pointed vertical arrow.
3. Click and hold down the left mouse button and move the bar up or down.
4. Release the button when the bar is in the desired position.

AUTO-LOAD VS. MANUAL LOAD

One of the features of the Audio Player is its ability to automatically load the next audio
file from your newscast as you play the audio files. After an audio file as finished
playing, it will be automatically ejected, and the next audio file on the list will be loaded
immediately. As you scroll and read your newscast from the lower half of the Audio
Player, you can play each cart in the order they are listed in the newscast.

NOTE: When the Auto-Load feature is enabled, the first deck loads the first audio file in
the playlist, the second cart deck loads the second audio file from the playlist, and so
on.
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ENABLE/DISABLING AUTO-LOAD

There may be times when you prefer to manually load different audio files to preview
them before playing over the air. Just below the playlist window is a check box labeled
Auto-Load. When this box is checked, the Auto-Load feature is enabled. Simply click
the box to activate or deactivate Auto-Load.

MANUALLY LOADING CARTS FROM THE LIST
The audio files that are listed in the Playlist can be loaded manually if that is your
preference.

Here are the steps:

1. Load a newscast/broadcast file.

2. Click the Auto-Load check box to turn OFF Auto-load by unchecking it.

3. Double-click the audio file you wish to load from the playlist. A window will
appear asking you to choose which audio deck to load into. Click on the
appropriate deck.

OR

3. Use the mouse or ARROW keys to highlight the audio file you wish to load.

Then click the blue down-arrow in the deck you wish to load.

LOADING AUDIO FILES DIRECTLY

Individual audio files can also be loaded from a directory, as opposed to loading a
broadcast file. This gives you the option of playing audio files on the air without a
broadcast file present.

To load an entire directory (folder) containing audio files follow these steps:
1. From the Audio Player Menu bar, click File, then Load From Directory, or
strike ALT-D.
2. Locate the folder that contains the audio files you wish to load.
3. Highlight it, then click OK.
4. All of the WAV files that are located in that folder will be loaded into the Playlist.

Loading audio files in this manner still allows you to use the auto-load feature described
in the previous section.

READING YOUR NEWSCAST ON AIR (SINGLE AUDIO DECK)
It's time to review how to set up and read newscasts on the air. (This assumes you
already have a newscast written, complete with embedded audio.)

Follow these steps:
1. From the Audio Player Menu bar, Click File.
2. Click Load Broadcast File, and then select the file you wish to load.
3. Adjust to the horizontal divider bar if necessary.
4. Confirm that the Auto-Load option is checked. This should cause the first cart of
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your newscast to be loaded in the first audio deck, the second cart into the
second deck and the third cart in the third deck.

5. To play the cart, click the green Play button. Once a cart is playing, the deck
will turn green and the timer will begin to move. To stop the cart, click the red
Stop button. This will also automatically eject the cart and load the next file.
To pause, click the blue Pause button. While the cart is paused the deck is
blue.

6. Audio files can also be played by pressing the F11 key. It will play the next-up
deck, which has a yellow dot to the left of it. Once an audio file has finished
playing, it will automatically eject. The next audio file from your newscast will
then load itself and be ready to play. You can scroll to read your newscast, then
play the audio files at the appropriate times.

RESETTING YOUR BROADCAST

You can reset your broadcast at any time. This ejects all audio decks and reloads with
the first audio file(s). To do this click AudioPlayer on the Menu bar, and then Reset
Broadcast To Top, or strike ALT-R.
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MEDIALOG

The MediaLog lets you manage and view audio files. You can change the name of the
audio file, add or edit a description, outcue/intro text, category, status, start and stop
dates, and fading options for each audio file. You can also preview the audio file with a
single click of a button.

Bl MediaLog/AudioLog - NewsReady - [Tuesday Audio {w:\tue')]

CHl+L
Select

Ctil+R
Refresh

Cirl+H
Hewr

Del
Delete

F2 F3 Cirl+]
Search | Prewiew| Info

F35

Print

|F6

Fz Fa
Edit Split | Embed | DCup

Alt-T
Lock | Import

Send |

Filename

Description
1 fiar
Jobs sent overseas

Start Date

01/01/1%%0 00:00:00
01/01/19%0 00:00:00
0170171920 00:00:00
01/01/15%0 00:00:00
01/01/1990 00:00:00
01/01/15%0 00:00:00
01/01/19%0 00:00:00
01/01/1%%0 00:00:00
01/01/15%0 00:00:00
01/01/19%0 00:00:00
01/01/15%0 00:00:00
01/01/19%0 00:00:00

01/01/19%0 00:00:00
01/01/19%0 00:00:00
01/01/15%0 00:00:00

Stop Date

03/29/2004 23:53:59
01/29/2004 23:59:58
01/2%/2004 23:59:58
04/09/2004 23:59:59
04/09/2004 23:59:59
04/01/2004 23:5%:59
03/29/2004 23:59:59
01/29/2004 23:53:59
03/28/2004 23:55:58
03/29/2004 23:59:59
01/28/2004 23:58:59
03/29/2004 23:59:59

1042372003 23:59:59
10/2372003 23:59:59
1042372003 23:59:59

Cotntnercial
Cormmercial
Commercial
Cormmercial
None

None

None

None

None
MEWS
None

None

None

None

None

None

None

None

None

None

None

None

None

None

None

None

None

None

04/06/2004 17.08:18
04/06/2004 16:35:47
04/06/2004 16:39:36
04/06/2004 16:3%:09
04/02/2004 18:56:12
0470212004 16:18:36
03/25/2004 10:57:59
0372272004 13:18:50
03/22/2004 13:15:50
03/22/2004 13:14:39
03/22/2004 13:11:58
03/22/2004 13:10:57
121282003 15:48:26
121772003 14:45:32
12/T72003 14:36:02
121172003 14:3543
06/05/1959 03.37.02
0171211959 12:23:52
017121959 12:19:38
01121959 121922
017121959 12.06:16
017121959 11:40:06
0171211959 11:16:24
01/12/1959 11:15:10
017121953 11:11:38
01/12/1959 10:40:04
017121959 10.37:14
01/12/1959 10:37:14

"hz
"h

g

ol
ol
Y

ar
at__|
"to
"at
"T1
"he
"of
"G
"eli
"th

gy vI
»

Trivedi wav 00:00:32.83
Byron wav Eids are working hard to ... 00:00:09.67
Dillard 2 wav Cleweland kads are doing b 00:00:11.05
Hiclkolk wav Ezplamns what happened t... 00:00:13.22
Freeman wav About Michael Tordan 00:00:06.71
012 Derrick Burwavy Mo doubt about it Mike wi.. 00:00:16.13
Woodworth wav ERenewations will help all 00:00:30.39
Ilarchall wav Affordable housing 00:00:16.00
Kolendor waw Wants to use tax dollars 00:00:03.74
Conroy. wav Youngest to die 00:00:10.92
Brools. wav Smoke mhalation 00:00:10.00
MNardi waw first listed on fire memorial  00:00:12.59
Brit wav TWants to use tax dollars to... 00:00:12.38
PREIZON wav ELATHE LTITTLE 00:00:14.25
MUESES wav SHORTAGE 00:00:15.23
EIOT wav MST-M EIOT 00:00:17.19
Google waw MNo doubt about 1t Mike wi. 00:00:16.13
019 Lee &nn Eogers.... Lots of seniors still need to.. 00:00:10.00
017 MATIC WEATH .. 530FPM WMATIC WEATH. . 00:00:32 83
018 Orlando Williams.... Michael Jordan has nothin. .. 00:00:12.99
016 MATIC WEATH .. 430PM WATIC WEATH. . 00:00:30.61
015 ACCTTWEATHE . ACCTWEATHEE FOE... 00:00:24.32
014 Woman in Chicag... About Michael Jordan 00:00:06.71
013 Bill Clinton wav  Wants to use tax dollars to... 00:00:12.98
011 Derrick Burwav  Will anyone be able to fill . 00:00:11.58
010 Lee Ann Rogers.... Cleveland lnds are domg b 00:00:11.05
003 Patty-Jo Burtinett.... Children Services will mon... 00:00:12.11
Pew Research wav Children Services will mon... 00:00:12. l}
.
|1:

\w:'l,tue\,

Current Sort: Changed <Descending=

|o0:11:07 [56713mb Free

%

To open the MedialLog:
Hold down the ALT key and hit the 5 (number) key.
OR - Click on the MedialLog button on the toolbar.
OR - From the Menu bar click on Programs, then select MediaLog/AudiolLog.

MEDIALOG TOOLBAR

Ctl+L
Selact

Ctrl+E
Eefresh

Ctrl+H
Hewr

Diel
Delate

F2

F3

Search | Preview

F4
Into

Print

F5|

Edit

Fa& Fa e
Enhed

Spht

CTL+D
Thp

CTL+0

At-T

Lock | Impost

CTL+E
Send

Ctrl+L Select

MedialLog folders.
Ctrl+R Refresh Rebuilds the display and refreshes the screen. Sorts the display by
the Changed date, in descending order.
Ctrl+N New Allows the user to create a new audio file for recording. The file will be
stored in the currently open MedialLog folder.

Del Delete
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displays only the files that meet the search parameters.

F3 Preview Plays the highlighted audio file. Click on this button while the audio is
playing to stop the audio.

F4 Info Launches the AudioLog Editor window and allows the user to edit the fields
for the highlighted file.

F5 Print Allows the user to print a list of audio files in the current folder. The output
can be sent to the printer or to a file for sending to the music or traffic program.

F6 Edit Opens the highlighted file into the default audio editor.

F8 Split Splits the MediaLog screen with the current Notepad screen.

F9 Embed Embeds a link to the highlighted audio file into a Notepad or currently
open FileLog story at the cursor position.

CTL+D Dup Allows the highlighted audio file to be copied or moved to another
folder.

CTL+0O Lock Toggles between read-only and normal attributes for the highlighted
file. When locked, a file can be opened and edited, but not overwritten or
deleted.

Alt+1 Import Import/Sync files from one machine to another. Uses the source and
target locations from the Sync command configured in the Automate screen.

CTL+S Send Sends the audio file to another station, when using Pcapture.

MEDIALOG DROP-DOWN MENU

The Main Menu, above the main Button bar, has 9 drop-down menus available for users
to create and edit text files. Use the keyboard shortcut or click on the choice with the
mouse to activate the menu choice.

Audiolog  File Edit Programs  Setup Wiew  Window  User  Help

AudiolLog
Send Sends the audio file to another station, when using Pcapture. Send
File
Delete Del Deletes the highlighted file or Delete. . Dl
files. Fename
Rename Allows the user to rename the Select Chrl+L
highlighted file. Refresh Chr+R
Select Ctrl+L Launches the Custom Folder Hew Crl+
window to allow the user to switch Freview
MedialLog folders. f:fk
Refresh Ctrl+R Rebuilds the display and Print
refreshes the screen. Sorts the display by Tmport BlE+T
the Changed date, in descending order. Find and Purge{Modify Expired Cuts
New Ctrl+N Allows the user to create a new Search Aind Destroy. ..
audio file for recording. The file will be
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stored in the currently open MedialLog folder.

Preview Plays the highlighted audio file. Click on this button while the audio is
playing to stop the audio.

Dup Allows the highlighted audio file to be copied or moved to another folder.

Lock Toggles between read-only and normal attributes for the highlighted file. When
locked, a file can be opened and edited, but not overwritten or deleted.

Print Allows the user to print a list of audio files in the current folder. The output can
be sent to the printer or to a file for sending to the music or traffic program.

Import Alt+1 Import/Sync files from one machine to another. Uses the source and
target locations from the Sync command configured in the Automate screen.

Find and Purge/Modify Expired Carts Finds expired carts and gives the user the
option to delete, move, and modify the files.

Search And Destroy Allows the user to find and remove a file from all custom

folders.
Edit
Edit Information F4 Launches the AudiolLog Edi .
. - ; it InFormation. .. F4
Editor window and allows the user to edit the Edit Sound. .. Fo
fields for the highlighted file. Embed Wave Alias... F9
Edit Sound F6 Opens the highlighted file into the Log It AlE+L
default audio editor. Mass Update Information. ..

Embed Wave Alias F9 Embeds a link to the highlighted audio file into a Notepad or
currently open FileLog story at the cursor position.

Log It Alt+L Marks the current text file as used. Updates the Last Played field
with the current date and time, and adds 1 to the Times Played field.

Mass Update Information Allows the user to change any of the fields in the
AudiolLog Editor screen for multiple files.

Programs

The Programs menu lists the 11 screens in SR o e Al

. FileLag - MewsReady. .. alk+2

NewsReady32. Consult the other WireReady WireErowser - NewsReady... A

manuals for information on using the AudicPlayer... Albrd

automation and sales screens. MedisLog/AudioLog. .. - MewsReady  Alt+5

Utiities. .. Alt+6

Notepad — NewsReady Alt+1 The Planner - MewsReady... Alt+7

Notepad is used to edit text and FiEEeith, elevs

create new stories and rotations. ii'f;aizl':’ienileééa " 2::13
FileLog — NewsReady Alt+2 The - Ak Shift41

FileLog is used to access text stories
that have been saved from the Notepad, and to edit rotations.

WireBrowser — NewsReady Alt+3 The WireBrowser displays the wire stories that
have been captured.

AudioPlayer Alt+4 The Player is used to read newscasts and play the embedded
audio.
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MediaLog/AudioLog — NewsReady Alt+5 The MedialLog is used to store audio
files to be used in newscasts and automation.

Utilities Alt+6 The Utilities screen allows access to StormReady32, QuickRecorder,
and the DOS PhoneReady and StormReady programs.

Planner — NewsReady Alt+7 The Planner is a calendar program to track
appointments and assignments for newsrooms.

Record Alt+8 The Record button is used to manually record new audio files.

Sales — SalesReady Alt+9 The Sales screen is used to record and track contacts
with customers/advertisers.

Automate — ControlReady Alt+0 The Automate decks are used to automate
recording and playback of audio, and for web publishing.

OnAir Alt+Shift+1  The OnAir 10-deck screen is used for playback of audio while
live.

Setup
Fonts Set up the font size and style for the MedialLog.

Preview Device Sets the audio device used for previewing the Fonts

Preview Device, ..

audio from the MedialLog folders. The list of devices can be
found from the Configurations/Setup menu choice in the Player screen.

View

Toolbar When checked, the toolbar buttons at the top of the MediaLog v Taalbar
will be visible. v Status Bar
Status Bar When checked, the status bar, which displays the preview Refresh

audio device, current folder, sort settings, total time of the audio
in the folder, and the amount of free space left, is visible at the bottom of the
browser screen.

Refresh Rebuilds the display and refreshes the screen. Sorts the display by the
Changed date, in descending order.

Window
In addition to the menu choices, any open NewsReady32 screens or open text files will
be listed at the bottom of the menu choices in this drop-down window.

Previous Window Escape Puts the last window that was open before the Notepad
as the current display.

Cascade Shift+F5 Allows the screens to be cascaded. Only active when the user is
set to Windows Standard mode.

Tile Shift+F4 Allows the screens to be tiled. Only active when the user is set to
Windows Standard mode.

Arrange lcons

Jump to Next Open Window Ctrl+Tab Makes the next open screen be displayed.

Toggle Active Dual Screen Ctrl+F2 Toggles between the 2 windows when the
user is set to Dual Screen mode.
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Switch F7 Toggles between the Notepad and the last open screen.

Split Last Two

Zoom/Split with Notepad F8 Splits the current screen (or last open screen) with
the Notepad.

Clear Alert Shift+F11 Clears the red wire alert at the bottom of the screen for the
logged-in user.

Clear Alert for All Users Shift +F12 Clears the red wire alert at the bottom of the
screen for all users.

Previous Window Escape
Cascade ... Shift+FS
Tile ... shift+F
Arrange Icons
Jump ko Mext Open Window, .. Ckrl4+Tab
Toggle Sctive Duall Screen Chrl+-F2
Swikch Fr
Split Last Two
Zoom)Split with MotePad Fa
Clear Alerk Shift+F11
Clear alert For all Users Shift+F12
v 1 Motepadl - MewsReady - Mokepadl .bxk
2 Wires - MewsReady - ALL STORIES as of 14:08: 14 WireBrowser
3 FileLog - MewsReady - FileLog [Mewscasts (wiinewscastst)] - Current Sort: Changed<Descending =
4 AudioPlayer
5 Medialogfaudiolog - MewsReady - [Tuesday Audio {w:ikue))]
& Planner
User
These menu choices are only available when using secure Send Message ... Crl-1
|ogins_ Clear Message  Chrl-2
Send Message Ctrl+1 Sends a message to other users, PIZECE S0 ALY

which will appear in the header of the main window.
Clear Message Ctrl+2 Clears the message from the current user’s screen.
Message History Displays the date and text of the previously sent messages.

Help
AudioLog Help This menu choice is not active at this time. Audioleg Help
About WireReady32 Dlsplays the_ver5|on r?umber of the AboLt WireReady32
software and contact information for WireReady NSI.
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MEDIA LOG

The MedialLog lets you view WAV audio files in a particular directory. You can also
change the name of the audio file and add or edit a description. In addition, you can
add or edit other fields such as outcue/intro text, category (such as sports, news, etc.),
status (such as "needs to be edited"”, "ready for air", etc.) and the initials of the person
who created the file. You can also preview the audio file with a single click of a button.

Bl waveLog [Tuesday Audio (w:tue'}] x|
CHl+L | Cti+R | Ct+M | Del F2 F3 el F5 F& Fi F2 AR-T
Seleat |Fafiech| New | Delote | Sewch |Preview| nfo | Primt | Edit | Split | Embedl Dup | Lack |Impoxt| Send |
Filename Description Le: Start Date Stop Date Category | Changed Cutcue
. : 1 412

Page wav Mowing functions of the co. 00:00:11 58 01/0149%0 0 03/2%2004 2. None 03/22/2004 12:2522 "arcund the nation”

Trivediwav Jobs sent overseas 00:00:32 83 010119590 0., 03/29/2004 2. None 03/22/2004 122321 "stirmulating the eco...

Infosys waw 00:00:24 32 03/22/2004 12:2245

Bangalore wav 00:00:24 32 032/22/2004 12:21:30

Byron wav Kids are working hard to 00:00:09 67 01/01A19%0 0 01/2%/2004 2. None 032272004 12:20:22 "classes"

Woodworth wav Eenovations wall help all 00.00:30.35 010141950 0., 03/292004 2., None 032272004 12:19.33 "paud at the store"

Mfarchall wav Affordable housing 00:00:16.00  01/01/1%%0 0. 01/2%/2004 2. Mone 032/22/2004 12:18:50 "and its mine"

Kolendor wav TWants to use tax dollars 00:00:03 74 01011550 0. 03/2%/2004 2. None 03/22/2004 12:15:50 "maintain the bureau”

Conroy.wav Toungest to die 00:00:10,92  01/01/1990 0., 03/2%2004 2. NEWS 03/22/2004 12:14:39 e can'

Brooks. wav Smoke mhalation 00:00:10.00 01011520 0. 01/2%/2004 2. Nene 03/22/2004 12:11.58 "claimed its far sha...

Mardi wav firet listed on fire memerial  00:00:12.9%  DT/011550 0. 03/2%/2004 2. None 032/22/2004 12:10:57 "due to fire"

Dillard 2 wav Cleveland kids are doing b, 00:00:11.05 01011950 0. 01/2%/2004 2. Mone 03/04/2004 15:44.25 "eleven”

Brin.wav “Wants to use tax dollars to... 00:00:12.98 None 121292003 1448:26 "of the wild"

DREIZON wav ELATNE LITTLE 00:00:14.25 010141920 0., 10/23/2003 2. Mone 12/17/2003 124532 "SALARIES ARE"

IURSES wav SHORTAGE 00:00:15.23 010141920 0., 10/23/2003 2. Mone 12/17/20032 12:26:.02 "FOR ITURSES"

RIOT wav MSU-M RIOT 00:00:17.19  01/01/19920 0. 10/23/2003 2. Mone 12/17/2003 133543 "AND MOVEFO

Freeman wav About Michael Jordan 00000671 Wone 11/20/2003 120755 "hang out"

Google wav Mo doubt about it Mike wi... 00:00:16.13 Mone 060571959 02:37.02 "that particular year"

Pew Research wav Children Services will mon .. 00:00:12.11 Hone 01/12/199% 093714 “these children"

Hickol wav Explains what happened t... 00:00:13 22 Mone 01/12/1955 09:36:.06 "best interests"

Dillard wav Deon't leave valuables lyng. .. 00:00:08 40 Mone 01/12/1988 09.33:14 "ley"

E£ Meedle wav Anincrease in thefts along ... 00:00:12.27 Mone 01/12/1959 08:32.08 "purse"

Gerlick war MNow's a great time for Am_ 00:00:13 95 Mone 01/12/19599 093035 "money returned”

a | ]
1: |w:\tuel Current Sort: Changed <Descending = 00:06:30 ‘SSQBSmh Free v

SELECTING AN AUDIO FILE
The structure of the MedialLog is similar to the FileLog. The same process is used to
change folders and refresh the current folder.

To locate and open an audio file from the MedialLog, follow these steps:
1. Click the MedialLog button at the top of the screen, or strike ALT-5.
2. Click the Select button on the MedialLog toolbar, or strike CTRL-L.
3. This will open a window displaying the available folders.
4. Double-click the folder that contains the audio file, or single-click to highlight
then click OK, or use the ARROW keys to highlight then strike ENTER.
5. The audio files will be listed in the MediaLog window.

EDITING THE AUDIO OF AN AUDIO FILE
Once the list of audio files is displayed in the MediaLog window, it is possible to edit any
of the audio files with a program like Cool Edit or GoldWave (or the program set as

the default audio editor.).
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SETTING THE DEFAULT AUDIO EDITOR

It is recommended that GoldWave be set as the default audio editor. Other media
players can cause significant conflict with GoldWave. This conflict may also be
noticeable when using NewsReady32, and therefore may affect a news broadcast.

Follow these steps if you wish to make GoldWave your default audio player/editor (the
options may be different due to Microsoft changes between Windows versions):

1. Double-click the "My Computer" icon on your desktop

2. From the Menu bar choose Tools, then Folder Options.

3. Click the File Types tab.

4. In the list of file types, find WAV Sound. Single-click on it.

5. The settings for that file type are shown in the File Type Details box. Make
sure the extension is WAV.

Click the Edit or Change button.

In the Actions box, click Open.

8. Click the Edit button, then choose which program to use in opening files with
this extension. You may wish to click on the Browse button to locate
GoldWave. The default directory and file for GoldWave is C:\PROGRAM
FILES\GOLDWAVE\GOLDWAVE.EXE.

9. Click OK when done. Then click CLOSE. Then click CLOSE again if necessary.

.

Once GoldWave has been set as the default audio editor, double-click the audio file
name you wish to edit, or strike F6 from the MediaLog. This will automatically open
GoldWave with the selected audio file. You can then switch between programs by
either clicking the appropriate window or the respective buttons on the task bar, which
is located at the bottom of the screen.

NOTE: Detailed instructions for GoldWave are not provided in this user manual.
WireReady NSI will provide information on using GoldWave upon request.

EDITING THE INFORMATION ATTACHED TO AN AUDIO FILE
Once you have a listing of audio files in your MediaLog window, you can edit its
information (name, description, category, status, etc.) with the click of a button.

Here's how:
1. Single-click the audio file name to highlight it, or use the ARROW keys.
2. Click the Info button on the toolbar, or strike F4.
3. Edit the information you wish then click Save Changes when done.
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AudiolLog Editor [w:\radio" 0704-21.wav]

Filename

Category

Statuz

Dezcription or Song Title
Dutcue or Dutro T est
Artigt

Start Date: Don't play
Stop Date: Don't play after
Start/Stop Date - Day
Lazt played

Times played

Saved by

Outra time in zeconds n.nn
Intro time in zeconds n.nn
Outra Fade

Intro Fade

ISCII

Tag1

|n?04-21

INune vl
INune vl

ILDDk At Me- I'm Sandra Dee

IDIivia M etwton-John

|m /1141990 |uuzun:nu Reset gta,t|
|uaﬂ T |23:59:59 Reset atc.p|
[ay Parts |

|—

|—

|—

7.98 et o Tive | Play FromEnd| [0 seconds
8.20 SetInfra Time | Tim |

INu:une j

[Mone |

Save Changes

Cancel

[ Es=
=

Help

NOTE: While in the Info window you can also listen to the audio file by clicking the

Preview button.

MASS UPDATE OF AUDIO FILES
There may be times when a user needs to make changes to the information on multiple

files. The MediaLog now supports that starting in version 4.006.

1. Select one or more audio files, using the Shift or Ctrl keys while clicking with the

mouse.

2. Choose Edit from the main menu and then choose Mass Update Information.
3. Choose the fields to update by clicking on the checkbox to the left of the field.
4. Enter the information for each field and click OK. The info in the fields will be
overwritten for those audio files.
Any unchecked info fields are left unaltered for the audio files. If you check a field and
leave the field blank, that causes the field to be changed to blank on the applicable
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audio files.
If an audio file can't be updated because it's in use, a message will be given and that
file will be skipped.

DELETING AN AUDIO FILE
Each user can be granted permission to delete files. This applies to text files and audio
files. See your systems administrator if you have been restricted from deleting files.

To permanently delete the audio file from your system follow these steps:
1. Click the audio file you wish to delete, or use the ARROW keys to highlight.
2. Click the Delete button on the toolbar, or choose File on the Menu bar then
select Delete, or strike the DELETE key on the keyboard.

REFRESHING THE AUDIO FILE LIST

If your MediaLog is open and you (or someone else) saves an audio file to the same
folder then it will not instantly appear on your list. To update the list, click on the
Refresh button, or strike CTRL-R.

SORTING THE MEDIALOG

The audio files can be sorted alphabetically by any of the columns in the MedialLog.
Simply click the desired gray column heading. A second click will cause the list to
appear in reverse order. To return the list to its original order, click on the Refresh
button, or strike CTRL-R.

DUPING AN AUDIO FILE

Audio files can be copied or moved to another folder within the MediaLog. This is
particularly helpful when audio files need to be placed in an archive folder for storage.
Many stations will dump audio files weekly to save storage space on the file server;
therefore, it is wise to store important audio cuts in a designated location so they don't
get deleted. The Dup button in the MediaLog allows files to be copied or moved to
another folder. NOTE: In the future a third option will be available. The FTP button
will allow audio to be placed onto a web site. This option is currently not functional.

To copy or move an audio file:

From the MedialLog highlight the audio file to be duped.

Click on the Dup button.

Choose whether to Copy to another folder or to Move to another folder.
From the Custom Folders list highlight the folder where you wish to dup the file.
Keep the same file name or change it.

Click the Save button.

QO AONE

NOTE: "Copy to another folder" does not remove the audio file from the original folder,
but "Move to another folder" does.
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RECORDING AUDIO
NewsReady32 provides three methods to record new audio with GoldWave. Each
way will place the new audio file into the MedialLog.

METHOD 1:

1.

ONO G RWDN

9.

Open the Medialog folder where the new audio file is to be stored.

Click on the New button or strike CTRL-N.

Enter a name for the file, then click OK or strike ENTER.

GoldWave will open.

Click the Record button.

Use the board or microphone to record the audio.

Edit the audio file using delete, normalize, etc.

From the Menu bar click on File, then Save. or from the Toolbar click on the
Save icon.

Exit GoldWave.

10.The audio file will be saved to the folder currently open in the MedialLog.
11.Click the Refresh button or strike CTRL-R.

METHOD 2:

1.
2.

©ONO U AW

From any screen, click on the Record button or strike ALT-8.

Enter a name for the new audio file. (This may be left blank. The log-in name
along with the time and date will become the file name).

Choose a folder to store the file.

Enter any information about the file (description, outro, etc)

Click OK or strike ENTER.

GoldWave will open.

Click the Record button.

Use the board or microphone to record the audio.

Click the Close box (the X in the upper, right corner of the Window).

10 When asked to save the file, choose Yes.
11.From the MedialLog, click the Refresh button or strike CTRL-R.
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Filename [if no filename iz provided one will be automaticaly created)

(14
Media Type

[™ Owenwiite existing File

Cancel

& Audio 1
 Picture 2
" Wideo 3

i

Help

Cuztam Folder
Mionday Audio
e i Savedt |
Thurzday Audio Categorny m
Friday Audia
w’eekgnd Auc_lio Status m
Isn';:j:'cl:z[gs.&udln Description or Song Title
223222 Outcue or Dutro Text
tg;;fm st |
Carmmercials
Muizic Start Date: Don't play before  Date IDBH22J2DEI4 TimEIDDZDDZEIEI
Stop Date: Dan't play after  Date |D3H29J2DEI4 Time|23259259
Lazt played I—
Tirmez played I—
Dutra time in seconds m.an I—
Intro time in seconds n.nn I
Outro Fade IND”E j
Perzonal | Home I o Face ¢ IND”E j
METHOD 3:
1. From the Notepad, click File on the Menu bar, and then Record, or strike
CTRL-R.
2. Enter a name for the file, then click OK or strike ENTER.
3. GoldWave will open.
4. Click the Record button.
5. Use the board or microphone to record the audio.
6. Edit the audio file using delete, normalize, etc.
7. Save the file, then exit GoldWave.
8. The path name of the file will appear in the Notepad. IMPORTS is the default
audio folder.
9. From the MedialLog, open the IMPORTS folder.
10.Click the Refresh button or strike CTRL-R if necessary.
NOTE: Method 3 not only places the audio file into the MediaLog, but it will also embed

the recorded audio into the current Notepad.
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UTILITIES

The Utilities button provides access to the DOS PhoneReady and StormReady
programs, and the StormReady32 and QuickRecorder programs. If your station has
purchased any of these programs then you will have access to them. Otherwise, ignore
this button. All of these programs have their own user manuals and will not be
described in detail here.

To open the Utilities window:
Hold down the ALT key and hit the 6 (number) key.
OR - Click on the Utilities button on the toolbar.
OR - From the Menu bar click on Programs, then select Utilities.

PLANNER
The Planner functions as both a system-wide and personal organizer/calendar.

The Planner allows you to:

e Store news stories for use on any given day.
Set up personal calendars for every user.
Schedule internal meetings.

List upcoming events.

Set staff assignments.

All users (when NewsReady32 is purchased and registered for group deployment) can
access public information such as Future stories and Assignments, but at the same
time, the Personal option lets individual users organize and plan their own activities. A
user can view only the Personal Planner that is associated with his/her login and
password.

To open the Planner window:
Hold down the ALT key and hit the 7 (number) key.
OR - Click on the Planner button on the toolbar.
OR - From the Menu bar click on Programs, then select Planner.
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n April, 2004 n " Chl+1 Futures
Sun Mon Tue “Wed Thu Fri Sat " Chl+2 Personal

25 29 30 N 1 2 3 % Chl+3 Assighments -m
4 5 £ 7 4 93 10 —

Edit

M 12 12 14 15 16 17 € Culed
18 19 20 21 22 23 24 " Chls
25 26 27 28 29 30 1

2 3 4 5 B - a = Chl+E
= Today: 4/8/2004 Help

REMEMEER TO TAKE THE DIGITAL CAMERA FOR “WEB PICTURES I
10 am bapaor's news conf. at the Courthiouze -- Bosebd ary

1200 Pres. fund-raizer at Peppernidge Club -- Jog and Suzy
SEE ME BEFORE HEADIMG QUT

215 pm BEE playaffz at Royal Field -- Chuck,

45 pm Schoaol Board meeting - Pat C.

Calendar
Click on a date to view or edit the text contents assigned to that date.
Click on the arrow buttons in the calendar header to move between months.
To quickly return to today’s date, click on Today at the bottom of the calendar.

Radio Buttons
The first 3 radio buttons are pre-configured. The last 3 can be configured for the
station’s use. Contact WireReady NSI for assistance in setting up the categories for
the last 3 buttons.
Each radio button can have different text displayed in the text area of the screen.
Ctrl+1 Futures Future events or stories.
Ctrl+2 Personal Text in this category will only show what was entered for the
logged-in user.
Ctrl+3 Assignments Staff assignments for the date.
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Edit button Allows the text window to be edited. The text area will be gray until this
button is clicked.
Save button Saves the text entered into the text window. Will return the text area to

gray.
Help button Launches the help button to explain the Planner screen.

Text window Area where text can be added and edited.

PLANNER DROP-DOWN MENU

The Main Menu, above the main Button bar, has 7 drop-down menus available for users
to edit a calendar for tracking news assignments and upcoming events. Use the
keyboard shortcut or click on the choice with the mouse to activate the menu choice.

Planner File Edit Programs ‘Window User  Help

Planner
There are no sub-menus listed under this choice.

File

Exit WireReady32 Exits the user from the program. Exit WireReady 32

Edit

Undo Ctrl+Z Undo the last change in the current Planner screen. Undo... Ctl+2
Cut Ctrl+X Cuts the highlighted text out of the current Planner. Uk Chrlex
Copy Ctrl+C Copies the highlighted text in the current Planner Copy  Chr+C

and holds it on the Clipboard. Paste  Chrl+V
Paste Ctrl+V Pastes the Clipboard text to the cursor position in
the current Planner.

Programs
The Programs menu lists the 11 screens in NewsReady32. Consult the other WireReady
manuals for information on using the automation and sales screens.

Notepad — NewsReady Alt+1 The Notepad is used to edit text and create new
stories and rotations.

FileLog — NewsReady Alt+2  The FileLog is used to access text stories that have
been saved from the Notepad, and to edit rotations.

WireBrowser — NewsReady Alt+3 The WireBrowser displays the wire stories that
have been captured.

AudioPlayer Alt+4 The Player is used to read newscasts and play the embedded
audio.

Page 79 of 90 10/11/10 NR32Manual-Version8.doc
Copyright © 1989-2010 WireReady NSI. For use by the WireReady customer & their employees.

Not for reproduction, duplication or distribution in part or whole, to third parties outside your facility without the expressed written permission of WireReady NSI.
WireReady 24/7 technical & sales support line (800) 833-4459 for customers with service contracts | www.wireready.com



MediaLog/AudioLog — NewsReady Alt+5 The MedialLog is used to store audio
files to be used in newscasts and automation.
Utilities Alt+6 The Utilities screen allows access to StormReady32, QuickRecorder,

and the DOS PhoneReady and Motepad - MewsReady. . Alt+1
StormReady programs. FileLog - MewsReady. .. alk+2
Planner — NewsReady Alt+7 The WireBrowser - MewsReady. .. Alk+3
Planner is a calendar program to AudioPlayer... Alt
. MediaLog/dudioLod, ., - NewsReady Alk+5
tragk appointments and Uiltiss. Alb+6
assignments for newsrooms. Planner - MewsReady. . LT
Record Alt+8 The Record button is Record... Alb+G
used to manually record new audio Sales - SalesReady. .. Alb+2
files. Automate - ControlReady. .. Alk+0

Sales — SalesReady Alt+9 The Sales __©OnAir... Alk+Shift+1

screen is used to record and track contacts with customers/advertisers.
Automate — ControlReady Alt+0 The Automate decks are used to automate
recording and playback of audio, and for web publishing.
OnAir Alt+Shift+1  The OnAir 10-deck screen is used for playback of audio while
live.

Window
In addition to the menu choices, any open NewsReady32 screens or open text files will
be listed at the bottom of the menu choices in this drop-down window.

Presious Window Escape

Cascade ... Shift+FS

Tile ... Shift-+F

Arrange Icons

Jump to Mext Open Window, . Ctrl+Tab

Togale &ctive Dual Screen Zhel+-FZ

Switch F7

Split Last T

ZoomSplit with MotePad Fa

Clear Alert Shift+F11

Clear Alert For all Users Shift+F12
v 1 Motepadl - MewsReady - Motepad]  bxk

2 Wires - NewsReady - ALL STORIES as of 14:08:14 WireBrowser

3 FileLog - MewsReady - FileLog [Mewscasts (wiinewscastsl)] - Current Sort: Changed=Descending =

4 AudioPlayer

5 MediaLog/dudiolog - MewsReady - [Tuesday Audio (w:ibue))]

& Planner

Previous Window Escape Puts the last window that was open before the Notepad
as the current display.

Cascade Shift+F5 Allows the screens to be cascaded. Only active when the user is
set to Windows Standard mode.

Tile Shift+F4 Allows the screens to be tiled. Only active when the user is set to
Windows Standard mode.
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Arrange lcons

Jump to Next Open Window Ctrl+Tab Makes the next open screen be displayed.

Toggle Active Dual Screen Ctrl+F2 Toggles between the 2 windows when the
user is set to Dual Screen mode.

Switch F7 Toggles between the Notepad and the last open screen.

Split Last Two

Zoom/Split with Notepad F8 Splits the current screen (or last open screen) with
the Notepad.

Clear Alert Shift+F11 Clears the red wire alert at the bottom of the screen for the
logged-in user.

Clear Alert for All Users Shift +F12 Clears the red wire alert at the bottom of the
screen for all users.

User

These menu choices are only available when using secure Send Message ... Ctrl-1
logins. Clear Message k-2
Send Message Ctrl+1 Sends a message to other users, Message History

which will appear in the header of the main window.
Clear Message Ctrl+2 Clears the message from the current user’s screen.
Message History Displays the date and text of the previously sent messages.

Help
Planner Help This menu choice is not active at this time. Flanmer Helg
About WireReady32 Displays the version number of the

software and contact information for WireReady NSI.
About WireReady32 |

/'WireReady

About WireReady 32

wireReady32 oK
Copyright 19597 - 2004 wireReady M5I -
LewSaruz Speller Technology
Copyright & 1932, 1997 by LexS auruz Software, Inc Email 5ales |
All rights reserved
Yersion 3.999 Email Suppnrll
Contact us at: |

Tech Support + Sales (300j933-4459 Goto Wwebsite

supportiEwireraady. com
salesi@wiraready. con
Wizit us on the Web at:

hittp: A v wireready. com
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RECORD

The Record screen allows new audio, pictures or video files to be created using the
default editor for that type of media. When Record is used, a new file is launched that
has the preferred settings for the station’s media (such as 22kHz, 16-bit mono audio for
*.wav format).

To open the Record window:
Hold down the ALT key and hit the 8 (number) key.
OR - Click on the Record button on the toolbar.
OR - From the Menu bar click on Programs, then select Record.

Filename [if no filename is provided one will be automaticaly created]

[ Owenwite existing File

Ok
tedia Type

= Audio 1
i~ Picture 2
= Wideo 3

Cancel

Help

ddi)

Custorn Falder

b onday Audio

Tueszday Audia Saved by I

wiednezday Audio

Thurzday Audio Category INDne j
Friday Audio

YWeekend Audio Status INDne j
Incoming Audio o .

Sounders Dezcription or Song Title

EZSEE Cutcue or Outro Text

Liners .

LEQEI' |D .":"JtlSt I

Comrmercials
b Lizic Start Date: Don't play before Date IEIMEIEHEEIEM Tirme I':”]i':"]i':":I
Help Files

Stop Date: Don't play after  Date ||:|4."'1 52004 Time |23:59:EE|

Last played

Times played
Cutra time in zeconds n.an

[ntro time in seconds n.nn

Outra Fade IN,:,HE, j
Intra Fade 4 IN,:,HE, j

11

Perzonal Haorme

Filename: Enter the name of the file, without extension. If no filename is entered, the
file will be named with the user's login name, and the date and time that the file
was created.
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Overwrite existing File: Click on this statement when creating a new recording that
has the same filename as an existing sound file. The user will be prompted to
overwrite the file when the OK button is clicked. If the filename entered is the
same as an existing sound file, the user will be prompted to enter a new
filename if this statement is not checked.

Custom Folder: Choose a Custom Folder from the list; use one of the following
techniques:
-Click on the folder name to highlight it.
-Strike Alt-C, then
-Use the arrow keys to highlight the name.
-OR-
-Strike the first letter of the Custom Folder name. If there are multiple
folders with the same first letter in the list, strike that letter until
the desired folder is highlighted.

Home button: When a Custom Folder has sub-folders, you may only see a list of these
sub-folders. Clicking on the Home button, or striking Alt-H, will take the user
back to the main list of custom folders.

Personal button: A personal folder is available for files that are not to be shared with
other users. The personal folder will only be available for the workstation user
name when in workstation mode, or for the individual user name when in
secure-login mode. This is not a password-protected folder

Media Type: Choose the type of media that will be recorded, Audio, Picture, or
Video. The default editor for that type of media will be launched when the OK
button is clicked.

Saved by: Enter the name of the user who recorded or edited the sound file.

Category: Use the drop-down arrow to view the Category list. Click on the category
to assign it to the sound file. Use None if no category is to be assigned.

Status: Use the drop-down arrow to view the Status list. Click on the status to assign
it to the sound file. Use None if no status is to be assigned.

Description or Song Title: Enter a description of the sound file if the file is an
actuality used for news, or a song title if the file is music. The text entered in
this dialog box will be included when the sound file is embedded into the
NotePad, and will appear in the Parameters section of the Automate screen when
scheduled in a playlist.

Outcue or Outro Text: Enter the last few words spoken if the file is a news actuality.
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The text entered in this dialog box will be included when the sound file is
embedded into the NotePad.

Artist: Enter the name of the musical group or individual singer if the file is music.

Start Date: Don't play before: Enter the earliest date and time for the sound file to
be played. The sound file will not play before this date and time when it is
scheduled in an automation program if configured to Obey Start and Stop Dates.

Stop Date: Don’t play after: Enter the last date and time to play this sound file.
The sound file will not play after this date and time when it is scheduled in an
automation program if configured to Obey Start and Stop Dates.

Last played: This field will not be filled in, since the file is just being created.
Times Played: This field will not be filled in, since the file is just being created.

Outro time in seconds: Enter the number of seconds that the music can be set to
overlap the next song or the jock speaking.

Intro time in seconds: Enter the number of seconds that the music can be set to
overlap the previous song or jock speaking.

Outro Fade: Click on the drop-down arrow to view a list of outro options. Click on the
desired option.

None: the sound file will be at 100% during the outro time.

Fade Down: continuous, steady decrease of the audio level from 100% to 0%
for the duration of the outro time.

Talk over next cart: allows the jock to talk over the intro time of the next
sound file that is scheduled to play. Keeps the level of the next sound file
at 80% until the last second of the intro time.

EOM: talk-over liners can be inserted between songs. The computer will
automatically play a liner over the end of the previous song at a
programmable EOM, then bring the next song up so that the jock's track
stops at exactly the intro time of the next up song.

Intro Fade: Click on the drop-down arrow to view a list of outro options. Click on the

desired option.

None: the audio level will be at 100% during the intro time.

Fade Up: continuous, steady increase of the audio level from 0% to 100% for
the duration of the intro time.

Talk over previous cart: allows the jock to talk over the outro time of the
previous sound file. Keeps the level of the previous sound file at 80%
until the last second of the outro time.
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SALES

The SalesReady screen is used to record and track contacts with customers and
potential advertisers. Consult the separate Sales manuals for information and
instructions on using SalesReady.

L-ASSIST/LIVE ASSIST
The Live Assist screen is used for live times while automating a radio station. Consult
the separate Live Assist manual for information and instructions on using L-Assist.

AUTOMATE

The Automate screen is used for automating a radio station and publishing to the web.
Consult the separate Automation manual for information and instructions on using
Automate.

ON-AIR/10-DECK
On-Air is used for live periods during automation. Consult the separate On-Air manual
for the information and instructions on using On-Air.
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PUTTING TOGETHER A NEWSCAST

At this point you should be familiar with the process of searching the Wire to gather
information, placing selected stories into the Notepad, storing files in the FileLog, and
working with WAV files in the MediaLog. The next step is to insert audio files into a
newscast for airing. The next few sections explain the process.

EMBEDDING AUDIO FILES INTO THE NOTEPAD

NewsReady32 allows you to embed audio files directly from your MedialLog into a
story or newscast. There are two methods to accomplish this. One method allows you
to send an audio file from the MedialLog to a story. The other method allows you to
import an audio file while viewing a newscast on the screen.

METHOD 1:

The Embed button in the MedialLog allows you to send audio to a newscast file.
Use the Notepad or FileLog to open the story that will receive the audio file.
Place the cursor where the audio is to be inserted.

Open the MedialLog and locate the audio file that is to be embedded.
Highlight the audio file.

Click the Embed button on the toolbar, or strike F9.

abhwbhpE

This will embed the audio file name, description, outcue text, and length of audio file
into the Notepad or opened FileLog story. Repeat these steps for every audio file you
wish to embed.

Beginning with version 6, users can highlight and embed multiple audio from the
MediaLog. Using the Ctrl or Shift key when clicking on files allows multiple files to be
highlighted.

NOTE: If you have more than one Notepad or FileLog story open you will be asked to
choose which to embed the audio file into.

METHOD 2
The Wave button in the FileLog and Notepad can also be used to embed audio files
directly from the MedialLog.

1. Open the story or newscast from the FileLog or Notepad.

2. Place the cursor where you want the audio to be inserted.

3. Click the Wave button, or strike CTRL-W.

4. In the File Select dialog box, double-click the audio file, or single-click to

highlight and click OK.

This will cause the audio file name along with its description, outcue, and length will
appear in the story at the location of the cursor.
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PLAYING AN EMBEDDED AUDIO FILE
Once an audio file has been inserted into a newscast it can be played via the keyboard.
The cursor must be placed above the line where the link to the audio file is located.

To play any embedded audio file from within a newscast:
1. Strike F1, F2, or E3 to play the audio, or click the Play button on the toolbar.
2. To stop the audio, hold SHIFT, and strike the same key (E1, E2, E3), or click
the Stop button. NOTE: The Stop button only works if the Play button or F3
was used to start the audio.
3. Scroll the text if necessary, and use F1, F2, or F3 to play the next cut.

NOTE: F1, F2, and F3 have the same function of playing the sound cut. If the
computer has three sound cards, and the board is wired to play sound from all three,
then the three function keys can be used to overlap sound. The sound devices are
configured using the Player screen.

VIEWING THE ESTIMATED NEWSCAST TIME

NewsReady32 can provide the x|

approximate total script time of a

newscast. The calculation is based on the word Count: 491
average reading speed of 3.5 words per
second. Embedded audio cuts will be
included in the calculated time. To view Wword time: 000220
the script time, click on the Time button Embedded Audio Time:  00:01:15
or strike CTRL-T.

“Words per zecond:  2.500000

Total script Time:  00:03:36

LOGGING THE AUDIO FILES AFTER A Help |

NEWSCAST

After airing the newscast it is often
necessary to log the newscast and audio cuts that were played to prevent over-use of
the same stories and cuts. NewsReady32 provides a logging system that will appear
in the FileLog and MedialLog, and remove the need for hand-written logs. To log a
newscast after it has been aired, click on Edit from the Menu bar, and then choose Log
it. This will record the time the audio was last played, and the number of times it has
been played. This will also mark the story/newscast in the FileLog with the last time
used and the number of times used. Check both the FileLog and MedialLog to confirm
the log.

It is also possible to mark the FileLog story without logging the audio cuts. When doing
a copy and paste from one folder to another, or when using Alt-P to copy text to a
Notepad, the file can be logged with the date and time and the number of times used.
NOTE: These settings can be enabled or disabled for the users. See your systems
administrator to configure these settings.
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CREATING A WRAP

With most audio editors (GoldWave and Audition, for example) an entire newscast can
be wrapped. With a microphone ready and the audio editor recording, a user can
record a newscast with or without embedded audio cuts.

Follow these steps:

Open the newscast from the Notepad or FileLog.

Click the Record button or strike ALT-8.

Enter a name for the new audio file or leave this blank.

Select the appropriate folder, and click OK or strike ENTER.

In the audio editor, click the Record button.

Minimize the audio editor by clicking the Minimize button (the hyphen in the

upper, right corner of the window). Do Not click on the X.

Using a microphone read the newscast.

8. Strike F1, F2, or E3 to play the audio files during the cast.

9. When finished, click on the audio editor on the taskbar at the bottom of the
screen to open it.

10.Click the Stop button.

11.Edit the audio file using delete, normalize, etc.

12.Save the file, then Exit the audio editor.

13.The audio file containing the wrap in now located in the MedialLog.

2B S e

~

INSTANT MESSAGES

Instant messages can only be sent between users if Secure log-ins are being used. See
your system administrator to set up secure log-ins. The instant message allows any
user to send a short note to another user. It is only available to the specific user it was
sent to. The message will appear on the Title bar of the receiving user. The message
will remain until it is cleared or another message is received.

- :
To send and receive a message: = -

Send Meszage To:

1. From the Menu bar click User, then Send Betsy
Message or strike CTRL-1. e
2. Click on the user(s) to receive the message. [SendTont | ol
A second click will unselect a user. Then

click OK.
3. The Send To All button allows all listed

users to receive the message. ok | Carcel o
Page 88 of 90 10/11/10 NR32Manual-Version8.doc

Copyright © 1989-2010 WireReady NSI. For use by the WireReady customer & their employees.
Not for reproduction, duplication or distribution in part or whole, to third parties outside your facility without the expressed written permission of WireReady NSI.
WireReady 24/7 technical & sales support line (800) 833-4459 for customers with service contracts | www.wireready.com



Send Message Text x|

ISaII_I,I iz covering the remote tonight--

Cancel | Help |

Enter your message, then click OK or strike ENTER.

The message will be displayed in the Title bar of all recipients.
A% WireReady32 --- Sally is covering the remote tonight-- from bob 11:30 03/22 /2004

6. To clear the message from the Title bar: From the Menu bar click User, then
Clear Message or strike CTRL-2.

7. To display the history of all received messages: From the Menu bar click User,

then Message History.

o1~
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HOW TO REACH WIREREADY

WireReady NSI
PO Box 714 Eudora, KS 66025
(800) 833-4459 USA & CANADA (785) 542-2731
FAX: (785) 542-3477
E-MAIL: Sales@WireReady.com
WEB: www.WireReady.com
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