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Preface

This manual will show you how to use the basic features of the Electronic News
Production System (ENPS). For more information on using the more advanced
features of ENPS refer to the ENPS Advanced User’s Guide. Press F1 while you
are using ENPS to open the online help system. If you require additional
assistance, contact your Group Manager or System Administrator.

You can visit the ENPS website at http://www.enps.com.

Typographic conventions used in this guide

The following table lists the typographic conventions you will find in this guide:

Typeface Meaning Example
Sample text Keyboard shortcuts Press Ctrl+Q to exit ENPS.
Sample — Text Navigation through Select Personal folder

menus, where one menu  — Quit .
option leads to another

Sample text Button names Click OK to save your
changes and close the
window.
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Chapter 1

Introduction

Welcome to ENPS, the AP’s Electronic News Production System.

This guide is your follow-up introduction to ENPS, designed to cover the basics
and help you get up and running right away. Refer to the ENPS Advanced Users
Guide for instructions on how to use additional product features.

While this guide covers the concepts you will use most often, no off-the-shelf
guide can explain how your organization works or how you do what you do, so
your configuration may differ slightly from standard illustrations and explanations.
Check with your ENPS System Administrator if you have questions. On tens of
thousands of desktops around the world, ENPS has proven itself as fast, reliable
and easy to use. Behind the simple interface is an awesome feature set:

Maximum screen space, even on smaller monitors. No confusing menu bars
or command lines. Windowed or full-screen operation, designed so windows
never get “lost.”

Powerful Search function with saved searches and immediate Forward
Search Alerts. Wildcard, stemming, and proximity searches are available in
some languages.

Instant indexing of every word in incoming news wire stories, and Top Line
bulletin alerts.

Scripting, with integrated spell check, thesaurus and a pronunciation guide
available for a number of languages. Automatic save/restore, auto-timing,
version control that lets you see who changed what and when, and font size
control.

Rundowns include user-defined layouts and fields and real-time interfaces
to character generators, prompters and other devices, plus automatic
archiving.

Keyboard shortcuts and user-defined macro keys.

Instant user-to-user and group-based Top Line Messaging, with
attachments, and interactive Chat, for private person-to-person text
exchanges — or group conferences—with anyone else on your ENPS
network, local or remote.

Private work areas for each user and public areas for each group.
Off-line capability for laptops and off-site users.
Fast, no compromise remote access capability.

Newsgathering/Planning resource management functions, plus a Contacts
manager and shared Read-ins/bulletin board information.

Built-in Web browser, so you can browse the Internet without leaving ENPS,
click on Web links in news wire stories to launch the page in the lower
Editing Window, and drag/drop text from Web pages into stories.

Incoming e-mail capability, allowing field staffers equipped only with a
standard e-mail account to quickly and easily get information back into the
newsroom.

HTML exporting features, for converting ENPS Rundowns and stories into
HTML-formatted packages for use in a separate publishing system.
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e TV-in-PC support, so you can watch television or house video on any
standard ENPS workstation using inexpensive add-in cards.

ENPS was designed by broadcasters, for broadcasters. We frequently update
the system to meet the changing needs and demands of modern television, radio
and network newsrooms, and we appreciate the opportunity to work with you.

ENPS Basic User’s Guide 8



Chapter 2
ENPS Desktop Overview

Once you are logged into Microsoft Windows, you can open ENPS by double-
m clicking the ENPS icon on your desktop. The ENPS desktop is designed so that
Ed there are never lost windows; everything you need to see is always in sight and
ENPS easily accessible. The desktop consists of the List Window, Top Line Area, Two
Editing Windows, various folders, and buttons, all of which are described below,
and covered in greater depth later in this guide.

Meanagen

Top Line Area

Editing Window

List
Window

Editing Window

* O IFrier Search hee

L T — ] T

List Window
The List Window on the left side  GEVESENTES v
of the ENPS desktop displays Folder list My ENPS |

the contents of a selected folder,
the results of a Search, or the
stories selected using the My
ENPS feature, if available. If you
click on the Wires folder, for
example, the List Window
displays incoming wires from all
of the different news wire
categories.

AP-NW Tornado Statistics

AP-WY SE Regional Temperature and Pre
AP-APTN-1330 ++WBank Wounded
AP-BC-BKN-NBA Today, 1st Ld-Writethr
AP-BC-BKMN--MNBA Today, 1st Ld-Writethr
AP-ME-Drug Sting,0098
AP-NW-RHA-NW River Forecast

2999999

Different icons indicate the item type:

LY Wire story

F Urgent wire story
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Story
Read-in

& ©

Rundown

HEE
[ 1]

Newsgathering Grid
= Newsgathering Grid Item
= Grid

g Contact

L Election

e MOS Object

& Group message

= Unopened message

& Opened message

When a window is selected in ENPS the title bar at the top of the window will be
highlighted in red. The title bar will also indicate the source provider or category
you are viewing.

There is a 200-item limit in the List Window. Depending on the number of items
in the List Window, the title bar displays up and down arrows &M that allow you
to scroll through the list. You can press PgUp or PgDn on your keyboard to move
quickly through the list.

Click on the EX icon on the far right to change the List Window’s orientation from
horizontal across the top of the ENPS desktop to a vertical along the left side of
the screen.

Viewing List Window Items

To view any of the List Window items, click on a slug or press the Up/Down
arrow keys to highlight entries. The item will appear in the top Editing Window.
You can also drag an item into either Editing Window.

Changing the Size of the List Window

When the window is in its vertical orientation on the left side of the screen, you
can change the size of the List Window. Hover the mouse cursor over the right
border of the List Window until the double-sided arrow < cursor appears, then
click and drag the window to change its size.

Selecting List Window Items

To select more than one item at a time in the List Window, hold down the Ctrl key
and click each item you want to select. To select a group of consecutive items,
you can click on the first item, hold down Shift and then select the last item. All of
the items in between will also be highlighted.

Top Line Messages

The rectangular box at the top of the ENPS screen displays Top Line Messages,
which include message alerts from other users and urgent news wire stories.

ENPS Basic User’s Guide 10



Messages: -1 [Mark Petruzzini] Meeting in the conference room 1
Urgent: 7 AP-MS--Daybook 0262 2

To read a message or open an urgent wire from the Top Line Messages, click on
its slug. The text will appear in the top Editing Window. Double-click on the
gueue number to reset it to zero.

The number to the right indicates the number of new items. There can be as
many as 50 message alerts and 50 urgent wires before the queue is full. When
the queue is full, the oldest message alerts are removed from Top Line
Messages when a hew message or urgent wire arrives. These messages can still
be found in your message inbox and urgent wires can found in the urgent wires
folder.

Rovers

Windows, icons, and folders have a green dot ¥ called a rover. When you click
on a rover with either the left or right mouse buttons, a pop-up menu will appear
and stay open with options for that item. For example, if you click on the Wires
rover, you can select the news wire category you would like to view. Some rover
options require higher security privileges and may not be visible to all users:
check with your Folder Manager to review or change your access privileges.

Editing Windows

ENPS typically displays two identical Editing Windows which are identical to
each other. In these windows you can view and edit wire copy, stories, contacts,
grids, and media clips. If there is a Newsgathering Grid or Rundown that fills the
top half of the screen, you will only see one Editing Window.

Hﬂp-aE-Eungress?‘iﬁp-ﬂL--Hsu-ﬁLﬁ‘f Untitled

G Source: AP Received: 06/08/2006 10:53

the Gulf Coast would like more money for hurricane relief. The o
House and Senate, however, remained hung up Thursday over how to
distribute hurricane relief among Gulf Coast states and whether to
go beyond President Bush's spending plans later this year.

Megotiators were working on a compromise bill worth $94.5
billion. The last obstacles toward agreement included a bid by the
Senate to add 37 billion to President Bush's budget for health and -

.ﬁ.F'-KY--P'.ﬂ.H-KYT AP-Pd--Fight
S Source: AP Beceived: 06/08/2006 10:54

AP-KY -PAH-KY W River Summary o
SRUS43 KPAH 081453 WSI
RWAKY

The two Editing Windows can hold up to 20 items total. Each item has its own
folder tab showing the item name. The active item has a white tab. If you are
working with more than three items in an Editing Window, arrows 4 P appear
next to the rover. These arrows allow you to switch between the items you have
loaded in an Editing Window.

When you view an item in an Editing Window, its source information appears in
red text just below the folder tab area. If you have a wire story open, the source,
date, and time received will appear in this area. Other Editing Window items will
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display the item’s creation and modification date, time, and author. If a new item
is stored in a Group Folder, the group name appears at the far right of the header
area.

Changing the Size of the Editing Window

If the Editing Windows are located on top of each other, hover the mouse cursor
between the two windows until the ] icon appears, then click and drag the
window to change its size. In the upper right corner of an Editing Window you will
see the following icons:

Icon Description

| Expands the window to occupy the full screen. Click this icon again to
return to the previous window size. (Ctr1+E)

O Expands the window to double size. Click this icon again to return to
the previous window size. (Ctr1+0)

| Closes the item. (A1't+C)

& You will see this icon when a Rundown or Newsgathering Grid fills the
top half of the screen and a media control is open. Click this icon to
switch between the media control and the Editing Window.

Wires Folder

Click on the Wires folder to display incoming wires. Select the Wires folder rover
to display a menu where you can select wire categories and providers.

Personal Folder

Your Personal Folder is your private storage area in ENPS. Other users cannot
access information in your Personal Folder, but you can access it from wherever
you are using ENPS on your network. You can save any ENPS item, including
wire stories, stories, contacts, and Rundowns in your Personal Folder. Items in
your Personal Folder will not be deleted unless you manually delete them.

Group Folder

The third folder is your Group folder. Different users are part of different Groups
depending on their location and responsibilities. Anything stored in the Group
folder can be accessed by other members of your group. If you are part of
multiple Groups, you can access information in other Group folders using this
folder’s rover. Items in Group folders are automatically deleted after 30 days
unless the first word in the folder name is HOLD such as “HOLD Assignments.”
Items in HOLD folders are never deleted.

Corporate Folder

The fourth folder is the Corporate folder, which is useful for users who regularly
work in more than one group. When you sign in, the Corporate folder is labeled
with the name of your organization. However, you can navigate to other areas by
selecting Corporate folder rover — Locations and selecting the folder you wish
to view. This allows you to navigate to other stations in your group or other
locations in your station.

ENPS Basic User’s Guide 12



o
Search

Search

You can search for anything in the ENPS system including wire stories,
Rundowns, stories, Newsgathering Grids, Contacts, even discarded items in the
Waste Bin.

The Search feature can appear in two different ways, depending on the amount
of available screen space. If your monitor is set to a resolution of at least
1024x768 and the ENPS window is maximized, you will see this text entry box at
the bottom of your screen:

‘@‘-|En‘rerSearoh Here. | Go |
[« [ allItems «| ¥|Mews wires _|| j

If less screen space is available you will only see the Search button, which you
can click to access a separate window where you can conduct more detailed
Searches. Searches can be as broad or specific as desired. It is possible to
search everything in ENPS with a single click or refine a search based on item
type, date, or other attributes. Refer to Chapter 8, Search for more details about
finding items.

My ENPS

This feature gives you a quick overview of important wire stories and local
content. If this feature is enabled for your enterprise, you will be able to see the
latest top news stories from your wire feeds and e-mail, today's Rundowns from
your main work group, and more. Refer to Chapter 4, My ENPS for more
information.

Media Control

From the Media Control rover you can launch software applications such as the
ENPS Web Browser or control hardware such as video and audio editors using
the MOS protocol. The functions available from the Media Control rover are set
up by your System Administrator. You can set any one of these functions to be
loaded automatically when you click on the Media Control icon. See the ENPS

Advanced User’s Guide for information about how to use the MOS protocol.

Printer

To print a story or a Rundown drag its title from the List Window onto the Printer
icon. When the icon is highlighted with a white square, release the mouse button.
You can also drag a story’s title tab or a highlighted block of text from an Editing
Window to the Printer icon. Click on the Printer icon to display configuration
options, including line spacing, formatting, and the number of copies. Click the
printer rover to change printers. Refer to Chapter 15 “Printing” for more
information.

Messaging

Use the Messaging icon to send certain items and messages to other users. You
can send stories or blocks of text, but you cannot send Rundowns or
Newsgathering Grids. Refer to Chapter 10 "User Communications” for more
information.
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Waste Bin

Depending upon your access level, you can delete anything in ENPS except for
wires. To delete an item, drag it to the Waste Bin and release the mouse button
when a white square highlights the Waste Bin icon. Click the Waste Bin icon to
display its contents.

The contents of your personal Waste Bin includes information that you have
discarded from your Personal Folder and messages sent to you. These items are
only visible to you. Items discarded from a group folder can be viewed and
recovered by other members of the group. Items will normally remain in the
Waste Bin for 10 days at which time they are permanently deleted from ENPS,
although your System Administrator may change this value. Refer to Chapter 16
“Waste Bin” for more information.

ENPS Basic User’s Guide 14



Wires

Chapter 3

Reading News Wires

To view incoming wires click on the

Wires Folder. Wire story slugs are - _All Stories LiAaS
displayed in the List Window under the | Folder list My ENPS |
heading All Stories. This list updates @ BCVA NewsDigest4  530/2006 «

35 p.m.,0879 9:35:42 PM
Virginia News Digest
Here are the top Virginia stories for

automatically as new wires arrive, with
the newest stories appearing at the top of

the list. Wednesday. May 31. The night

. . . . supenvisor is Dena Potter. Please call
Rather than d|splay|ng justa list of sIL!g (800) 552-9935 or (804) 643-6646 for
lines you can preview wire content using repeats or if you have questions
Browse mode, which displays several about the report. If you have technicalll
. . . . . nrahlarme  nlansa ~all AD
Ilngs of the incoming copy In the List @ BC.Wall Street_Stocks,  5/3012006 «
Window. To view wires in this mode 1st Ld-Writethru,0297  9:35:38 PM
select List Window rover — Browse Big Movers in the Stock Market
Mode. NEW YORK (AP) - Stocks that were

You can filter the Wire stories that are displayed based on category or provider.
To view the contents of a particular category or agency, click the Wires Folder
rover and select a menu option. The contents of the List Window will change to
reflect your selection.

Click on the slug of a wire story in the List Window to view that story in an Editing
Window. The slug of the story you are viewing is displayed in red in the List
Window. To maintain your place, the story marked in red will not move beyond
the bottom of the List Window until you select another story.

A bookmark lets you easily locate a story if you change folders and you have not
saved the story to your Personal Folder. To add a bookmark, select List Window
rover —» Set bookmark. Remove the bookmark by selecting List Window rover
— Remove bookmark.

Messages: = [Mark Petruzzini] Meeting in the conference room 1
Urgent: +  AP-M5--Daybook,0262 26

As urgent wire stories are received, they immediately appear in the Top Line
Message area. To view an urgent wire story from the Top Line Message area,
click on its slug or press Ctr1+2. The number to the right of the slug indicates
how many unviewed items are in the queue. To clear the queue, double-click the
number.

YouTube and Twitter Feeds as Wires

YouTube and Twitter feeds may be available as a wire if the functionality has
been enabled by your site’'s System Administrator.

Twitter story slugs will appear as TWT followed by the name of the message
sender and the beginning of the message text. Click on the slug to view the
complete message.

You can use Search to locate search terms in Twitter or YouTube feeds just as
you would with any other wire.

15 The Associated Press



Chapter 4

My ENPS

My ENPS gives you an overview of - -
wire stories, locally-created content,
your assignments and other Folder list I o Bl
important items in ENPS. This Urgent Wires |
feature must be enabled by your 7 AP-BCWEA-USTempsSN_usw10
System Administrator for you to see | AP-BC-WEA-Global Weather-Celsius,0

it on your ENPS desktop. 7 AP-BC-WEA-Global Weather-Celsius,0
You can display the My ENPS { AP-BCAST-MegaComboWire-HeartBeat
overview in the List Window in one #  AP-BC-AS-GEN--East Timor-Violence-R

of three ways: click the My ENPS -/: AP-OK-TUL-OK E Cntrl Hazardous We;
icon on the right_hand side of the ¥ AP-OK-TUL-OK E Cntrl Hazardous We:
screen, press Ctr1+Shift+M, or 7 AP-BC-EU-SPT-TEN-French Cpen, 3rd
press the My ENPS button at the 4 AP-BCAST-MegaComboWire-HeartBeat
top of the List Window. You can 7 AP-BC-AS-GEN-Indonesia-Bird Flu, 3rd
configure what types of information AP )
are displayed in My ENPS by & AP-MNW River Forecast

selecting My ENPS rover —» My @ AP-USTempsSW.uswi4

ENPS Configuration. B AN Cramak Meeen 2ed 1A WTebadlon, NERT

The following sections provide an overview of the types of information you can
add to My ENPS from the configuration window.

Wires

Select the wires that you want to be included in My ENPS by selecting the
checkbox in the Enabled column.

My ENPS Configuration

i | EMPS Content ] Searches I List Configuration I
My EMPS Section | Story Sort | Enabled
Urgent ‘Wires tost Recent
AP FMiost Recent
ABC MewsOrne FMiost Recent

By default, the most recent incoming wire stories will be at the top of the List
Window. If your station has a dedicated server for Top Stories you can change
the option in the Story Sort column so that the stories that are being sent most
frequently will appear first.

One type of wire lists the most popular wire stories. These entries are different
from typical incoming wire stories because a single slug can represent a number
of distinct stories. For example, when My ENPS displays “School Board (6)” it
means that the Top Story Server has received six top stories with the “School
Board” slug. When you click on this entry, or drag it to an Editing Window, ENPS
will open the latest version of the story. If you want to see all versions of the
story, drag “School Board (6)” to the Go button in the search box at the bottom of
the screen, or if that is not visible, drag it onto the Search button instead. This will
initiate a search that will display all of stories that have the “School Board” slug.

ENPS Basic User’s Guide 16
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ENPS Content

On this tab you can create My ENPS sections consisting of several types of
ENPS content located on any server and in any folder or sub-folder in the station.
To create a category, click the New button at the bottom left corner of the screen.
Type a descriptive name in the My ENPS Section column. Next, choose the
location and object type. To display a certain type of information, select its
Enabled checkbox.

My ENFS Configuration

Wires | ENPS Content ] Searches | List Configuration |
My ENPS Section | Server Group |Server  [Program | Folder | Type | Enabled
Doaily ‘W ashingtaon Central ENPS News | Mews | ReadIn o

Object types include stories from today’s Rundowns, Newsgathering Grids,
Newsgathering Grid items, MOS objects, Messages, and Read-Ins. You may
create multiple categories for ENPS content. If you select assignment items it will
display items that are assigned to you.

Searches

The third tab allows you to include Forward Searches or saved Searches in your
my ENPS categories. To display a certain type of information, select its Enabled
checkbox.

My ENPS Configuration

Wires ] EMPS Content ] Searches I Lizt Configuration ]

My EMPS Section | Query Tvpe | Description | Enabled
Budget deficit Search Government showdown
Presidential race Farmard Search

For Searches or forward searches to appear as choices in the dropdown list, you
must have already created and named your search. Refer to Chapter 8 “Search”
for more information. Macros can be named in a new “description” field next to
each macro entry box.

Because users may include complex searches (which may include material on
remote servers), some My ENPS searches may take a while to complete. My
ENPS is designed to display categories as they become available, so you will
see the material arrive as it is found. If you need to abort the process for any
reason press ESC button to stop the search.

List Configuration

On the fourth tab you can configure how data is displayed in My ENPS. Set the
maximum number of items that will be displayed in a category by double-clicking
on the Max. Items column for the entry you want to change, then typing in the
new number. The maximum value you can set for any category is 99.

My ENFS Configuration

Wires ] EMPS Content I Searches E i

My ENPS Section | Max_ Items
drgent YWires 10

AP 10

To change the order in which information appears, select one or more section
names, then click the up and down arrows in the lower left-hand corner of the
window to move the position higher or lower.
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My ENPS can refresh its information automatically. To enable this feature, select
the auto-refresh box on the configuration screen and set the refresh interval in
minutes. If when My ENPS is updating you need to cancel it for any reason, just
press the ESC key.

Auto-refresh interval [minutes) IEl [~ Enable Auto-refresh

Click Ok to save your changes.

ENPS Basic User’s Guide 18
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Chapter 5

Writing Stories

This section will show you how to write and edit stories in ENPS. It covers how to
begin writing a story in your personal folder or a group folder, perform editing
features, set story properties, insert production commands and story timing.

Starting a Story

There are a few different ways to start a story in ENPS:

e Press Ctri+N.

e Start typing into an empty Editing Window and when you save it, the story it
will be stored in your Personal Folder.

e Create a story in your personal folder by selecting Personal Folder rover
— New — Story to open a blank story in the lower Editing Window.

New Script

|(" Alphabetic sort % Default sart |

Title I Cancel |

e To create stories that will be available in a group folder, select the Group
Folder rover -> New — Story. When you create a story in a group folder,
you will see a dialog box with a list of all of the story templates that have
been created by your group’s Folder Manager. Select the one you want,
then click or tab to the Title text entry box and enter a story name. Click
Open to start the story.

When you edit an item stored in a shared work area, a lock icon will appear at
the upper left of the Editing Window. If you are writing in your Personal Folder,
the lock icon will not appear.

The lock icon indicates that you are editing the story and that other users cannot
change that copy until you are finished, although they can view it or make their
own copy. However, users with appropriate security privileges can choose to
take control of a locked story and override any changes being made. ENPS will
save a copy of your story in your personal folder and will send you a message to
let you know who took control of the story.

Using the Story Editor

Once you start working on a story, an editing toolbar appears at the top of the
Editing Window.

B 7534 BARNTIcv 4 TEHGFLYHM

The following table summarizes the toolbar options:
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Save the story. If you have not selected a story name, you will be
prompted to enter one.

Set the current font to boldface. If you click this button while text is
highlighted, it will toggle the boldface effect.

Set the current font to italics. If you click this button while text is
highlighted, it will toggle the text between italics and plain text.

Set the current font to underlined. If you click this button while text is
highlighted, it will toggle underline effect.

Set the current font to the strikethrough effect. If you click this button
while text is highlighted, it will toggle the strikethrough. This effect is
useful for revising and you want to indicate what text should be
deleted while still keeping it visible.

Text marked with strikethrough is removed from story timing, although
it is printed and sent to teleprompters.

Another toolbar option allows you to delete all of the strikethrough text
in the story.

Print the current document using the options selected from the Printer
rover. Refer to Print Options on page 65 for more information.

Cut the current text from the story and place it on the Windows
clipboard where it can be pasted into other documents.

Copy the current text from the story and place it on the Windows
clipboard where it can be pasted into other documents.

Paste text from the Windows clipboard into the document.

Find a text string in the current story.

Perform a spell check.

Undo the last action that was done on the story.
Redo the last action that was undone.

Go to the prior version of the story. Story versions are only available
when you are working with a story in the group folder.

Go to the next version of the story. Story versions are only available
when you are working with a story in the group folder.

Show the source content area. Refer to the following section for more
information.

If your story contains MOS pointers, you can display the media pane
on the left-hand side of the story to view a small thumbnail preview of
the media.

Toggle the display of Front fields. Refer to the ENPS Advanced User’s
Guide for more information.

Toggle the display of Header fields. Refer to the ENPS Advanced
User’s Guide for more information.
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@ Delete all of the text in the document that has the strikethrough effect.

TF Change the typeface and size. You can change the font size for MOS
commands independently from the rest of the story by selecting
Editing Window Rover — Font — MOS Font Size.

'E'J Change font color. It is not possible to choose the same color for
background and font color.

a*  Set color for font highlighting.

T=I  Switch to plain text.

Source Content Area

At the bottom of the story editor is a grey bar e ——
with an arrow called the content splitter. Using

your mouse you can drag this bar to make the source content area larger or
smaller. Below the grey bar, you can put comments, text, or MOS pointers.
Although the text in this area can be printed, it will not contribute to the overall
story time.

When the source content area contains text, the arrow on the splitter bar will
appear with a red arrow. Click the arrow to
open the source content area.

The keyboard shortcut to switch the cursor between the source content area and
the story editor is Ctri+Tab.

When the Source Content Area contains a pointer to audio or video material, you
can drag the reference into the story area. When you do so in a story that is part
of a Rundown, the material will automatically become part of the Rundown'’s
playlist. MOS pointers below the grey bar will not become part of the playlist.

Writing a Story

In ENPS, stories are written in a one-column format. Anchor text appears in black
and production commands appear in red surrounded by square brackets, such
as [ReadRate: 17]. You have a humber of options you can execute while you are
working with a story. Select the Editing Window rover to display additional
options. Some of the following options are only available if the story you are
working on is part of a Rundown:

Command Description

Print (Ctri+P) Send a story or text file to the printer. This option allows
you to print a story in the standard two-column broadcast
format (with production commands printed on the left side
of the page and the story text printed on the right side). It
is not possible to add or delete printers from ENPS
through this option.

Approve this ltem  Approve an item for broadcast. This option is available if
you have sufficient privileges. The status of the approved
item displays in green in a Rundown.
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Mark Not to be
Broadcast

Show Prior
Versions

Import/Export

Publish to

Layout

Font

Tools

Insert a “Not to be broadcast” marker in an active story in
a Rundown. The story can be returned to its original state
by clicking on Remove Not to be broadcast. The
command also changes the color of the text as a
warning.

Once a story is opened from a public Rundown or a
Group folder, select this option to view earlier versions of
a previously-saved document. Any prior versions will
appear in the List Window with the most recent ones
displayed at the top. The version number appears in
brackets to the left of the slug, with higher numbers
representing more recent versions. For example, v5 is a
newer version than v2.

Import files from other applications and export ENPS files
for use by external applications.

Publish a wire internally or externally. This feature is only
available if your System Administrator has enabled it for
your enterprise.

Change the view of the current story. Layout options
include adding and removing fields and showing MOS
commands.

If the System Administrator has enabled the two column
view you can switch between the one and two column
views from this menu. The two column view allows you to
view production commands in one column and story text
in the other.

You can also select whether you want to preview media
that is in the Source Content Area (Show Black Line
Content) or in the story area (Show Above-line Media).

Select from System, Arial or Courier New fonts and a
Font Size of between 8 and 36 points for viewing text in
Editing Windows.

Spell Check (Ctr1+Shift+U), Thesaurus or
Pronouncer. The speller checks the entire document, and
the thesaurus and pronunciation guide suggest alternates
for selected words. These choices are not available for all
languages.

If multiple language dictionaries are installed on your
system from this menu you can select the language
dictionary you would like to use for spell checking and the
thesaurus.

In some languages ENPS will automatically underline
misspelled words as you type. You can disable this
option by selecting Editing Window — Tools— Spell
Check Options — Check spelling as you type. You
can also set the spell checker to ignore words in all upper
case (such as NASA or IBM), words that contain
numbers and to automatically capitalize the first letter of
sentences.

ENPS will correct common typographical errors. For
example, “teh” will be corrected to “the” or “adn” will be
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automatically replaced with “and.” To disable the
correction, hit the backspace key to retain the original
spelling.

Select Editing Window — Tools— Spell Check
Language to select the language you are writing in.

Find (Ctrl+F) Searches for a phrase in the current item. Matches will
be highlighted in red.
Edit Cut (Ctri+X)or Copy (Ctr1+C) of selected text, or Paste

(Ctr+V) of previously cut/copied text at the current
location. Cut is used for moving text from one location,
while Copy leaves text in its original location.

Undo (Ctrl1+2) Reverse the previous action.

Switch Case Convert all text in the window or any selected text to
lower case or upper case.

Reformat Remove carriage returns in a wire story to allow
automatic text wrapping. This is not recommend for some
tabbed material such as scores or financial data. Click
Undo to reverse this command.

Save (Ctrl+S) Save the current document without clearing the window
SO you can continue working.

Save to Save a story to a specific location, provided you have
permission to do so.

Change Object Sets the story to as an audio, video, or graphic object

Type To before you associate a specific file with the object.

Discard Changes  Discard any changes you made to an item.
— Confirm

Text can be copied within the same window or from one Editing Window to
another. To copy or move text highlight the area with the mouse and press
Ctrl+C or CtrI+X respectively then place the cursor where you want the text to
appear and press Ctri+V.

You can also move text using just the mouse. Highlight the text you want to
move, hold down the mouse button on any part of the highlighted text, move the
cursor to where you want the text to appear and release the mouse button. You
can also use this technique to copy text from one Editing Window to another.

Inserting Production Commands

Production commands are special instructions that can be used to communicate
information with people in the newsroom and in some cases they can be used to
send instructions to hardware devices. Because these commands must be
formatted precisely they cannot be edited directly from the story level. For
information about adding pointers to media in your stories refer to the ENPS
Advanced User's Guide.

Production commands are displayed in red. When a story is printed in a two-
column format for use on-air production commands appear on the left and black
text is moved to the right-hand column.
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When you add production commands enter them in the order in which they will
take place. For example, a typical Voice Over/Sound on Tape (VOSOT) takes

the following form:
1.

2
3
4,
5

An anchor appears on camera with still store/OTS.
Anchor reads the on-camera intro.

Director rolls VO.

Anchor reads VO text.

Director rolls sound on tape.

To add a production command select the Editing Window rover then select the
command you want to insert. The following table describes the function of each
of the production commands:

Command

Anchor
(Cerl+L)

Insert
(Ctri+J)

Take
(Cerl+K)
Insert Tech
Instruction
(Ctri+sShift
+1)

Character
Generator
(Cerl+G)

Automation

MOS
Commands

Duration
(Cerl+D)

Change Read
Rate

Notes
(Ctri+H)

Description

Place the name of the news reader or reporter into the text as
a production command.

Add an audio, video or graphic production command to the
story. Not all news organizations will use the Insert menu. For
those that do, it generally signifies something seen on screen
while the anchor continues to read live text, such as a map.

Notify the director where to use audio, video, graphics and
other production elements in a program.

Insert production commands to be used by the director or
other staff involved in the technical aspects of the program.

Insert supers into a story. Opens a window to where you can
choose the type of CG. Enter the appropriate text and insert
the production command into the designated story area.

Add automation control commands including Clip, Still, CG,
Inset, Camera, Logo, Live Event, OS and Macro.

Select an ActiveX control to run when you click on a MOS
item reference in the story. This option is only available if it
has been enabled by the System Administrator.

Enters the length of an audio file, ad-lib or video clip, adding
time to the total length of a story. Times of one minute or
more must be entered as minutes and seconds. This can
also be used to add the precise time of a sound bite,
presuming the sound bite verbatim is not included in the story
timing.

Change the ENPS default read rate. The default value is 18
characters per second unless the System Administrator has
changed it.

Insert notes or a production command tailored to the needs
of the program.

ENPS Basic User’s Guide

24



To edit a production command, double-click on the command, or place the cursor
anywhere inside the command and press AIt+E. To delete a production
command, double-click on the command and select Delete Command. You can
also highlight the command and press Alt+Delete or Shift+Delete.

Production Characters

Certain characters are used while writing stories to separate director and
production commands, editing instructions, and sound bites from text to be read
by the anchor.

Some of these symbols will keep production commands on the left side of the
story and text and other instructions on the right side. The text inside of these
symbols is not included in a story's read time computation.

Symbol Description

Square Production commands; inserted or deleted automatically.
brackets These brackets appear in red to distinguish them from other
[] story material. It is not possible to type these characters.

Example: [ReadRate: 17]

Angle brackets Sound bite verbatim.

<> Example: <Analyst: We're seeing a growing interest in GPS
navigation technology this year.>

Parentheses Describes what is about to appear on-screen for the anchor
() or for word pronunciations.

Example: (kwah-droo'-puhl)
Curly braces Put cues in the prompter for the anchor. On some prompters
{1 this will make text appear in reverse video.

Example: {***SOT***}

Structuring Story Content

Stories in a Rundown may be grouped together for convenience. The exact
format of these groupings will vary from site to site. The "Intro-Package-Tag"
structure that follows is just one example of this structure.

The Intro Page contains the on-camera introduction as well as all the information
needed by the director to call the package.

[Anchor:Bill]

{***B 1 LL***}

Kaiser Permanente is launching a new program to encourage
patients to call a nurse if they don"t know whether to call
911. But as Jay Cunningham reports, some critics say the
program could delay emergency care.

[TAKE PKG

DURATION:1:50]

{***PKG***}

[CG :Lower 3rd\Jan Kagehiro\Kaiser Permanente]

The Package Body contains the Reporter Tracks and Editor
information:

{track}

[Notes:Tape 2, 05:36 Kaiser exterior]
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<One hospital is launching a new marketing program designed
to encourage patients to call a nurse if they don"t know if
they need to call 911.>

[INSERT SOT

AT: 0:35

TO: 0:45

ITEM TIME:0:10]

Editing an Existing Story

If you are working on an existing story,you will usually find the story in the work in
progress/group folder or it will be in a Rundown. If the story is in a Rundown
double-click the Rundown to open it or drag it into an Editing Window. The
Rundown will open either on the left or across the top depending on your
personal settings. Refer to Chapter 12 “Personal ” for more information.

= bpm News [06/27/72006 17-00]

Final
(Stﬂry Slug ’75egment Break |Anchor Appr Duratlon

A2 |_ Intro
\._.L
A3 Intro
[
A4 | Murse Pkg
practioner
T S
Ab Tag
Ab = Cleanup
AT Storm S

In ENPS Rundowns related stories may be grouped together under a common
slug. In the example above there are two stories for "Storm." One is "Storm-
Cleanup" and the other is "Storm-WX." Make sure you click on the correct portion
of the Rundown line to open the story you want to display. The selected page will
open in the top Editing Window.

Story Timing and Read Rates

Total story time is displayed in minutes and seconds at the upper right corner of
the Editing Window, next to the Expand and Close buttons. The default read rate
is 18 characters per second unless it has been changed by your System
Administrator.

ENPS times the read rate in “characters per second” to ensure accurate timing in
a variety of languages. The value of the read rate varies from anchor to anchor
and the overall average read rate will vary from station to station.

Anchors and reporters should calculate their read rates to help them time their
stories more accurately. ENPS times stories to the second, based on the read
rate in the story. To calculate read rates complete the following steps:

1. Open a story in an ENPS Editing Window using with a read time of between
30 seconds to one minute.

2. Note the time on the clock.
Read the story as if on-air.

4. Note the time when you finish reading.
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5. Insert the Read Rate command at the top of the story and adjust the number
until the time matches the actual read time. Read rate values are usually
between 16 and 20.

To change the read rate in a story select Editing Window rover - Change
read rate and enter the new read rate in characters per second and press Enter.
The new number is displayed in brackets in red. A characters-per-second read
rate is approximately 10% of a words-per-minute rate so 18 characters per
second is equivalent to 180 words per minute. Spaces are also timed with every
15 spaces equal to one second of read time.

As long as read rate commands are inserted in the appropriate places, a single
story may contain separate blocks of text defined at different read rates.
Additionally, the Editing Window rover — Duration command inserts additional
time measurements for material such as sound bites (not transcribed or ready to
be prompted).

1. Type Duration commands in minutes and seconds such as 1:02 or :08.

2. Read rate commands are most useful when combined with the Anchor
scripting command that designates the person reading the story. Macros can
be created which combine anchors or reporters and their individual read
rates.

3. If no read rate is specified, ENPS times the story based on the system
default.

4. If a block of text is highlighted, you can select Editing Window rover —
Time selection to compute the read time of that text only.

Saving Stories
There are several ways you can save a story outside of a Rundown:

e Press Ctrl+S or select Editing Window rover — Save.

e Drag and drop the title tab of the story to your Personal Folder or the Group
Folder where you want to store it.

e Click the X on the Editing Window (A1t+C). When prompted to save your
changes click Yes. To discard your changes click No. To cancel the action
and continue editing the item click Cancel.

If you have not named a story ENPS will prompt you to do so when the story is
saved. Remember that unless you created the story from the Group Folder rover
or a group Rundown it will be saved in your Personal Folder and will not be
available to other users.

By default, ENPS automatically creates a backup of any in-progress stories on
the local workstation every 10 minutes. If a workstation is shut down before open
files are saved those files will appear in an Editing Window with the word
Recovered in the title when ENPS is restarted. You will then need to save the
story to prevent losing it.
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If you want to change the automatic backup interval complete the following steps:
1. Select Personal Folder rover —» Settings.

2. Enter a new interval in the Minutes between automatic backups of stories
field. The minimum is one minute.

3. Click Save.
Although ENPS automatically saves backup copies of your story, if you are
prompted to save your story and you click N, all versions will be discarded.

Setting Story Properties

Story property fields contain additional information about the story and are used
for a variety of purposes from administrative cost tracking to broadcast machine
integration. You can also search for stories based on their story properties.

X Created by: Bob Jacobs 03/28/0013:46 Modified: BobJacobs 03/28/00 13:46

Bob Jacobs
1:46:48 PM

You can view these fields by clicking on the magnifying glass icon on the top left
of a story (A1't+P). Generally, these fields will be set for each work group by
Folder Managers, who can tell you more about how to use them. After you enter
the information for these fields, click the magnifying glass icon to return to the
story text area.
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Chapter 6

Newsgathering Grids

A Newsgathering Grid, often called an

Assignment Planner, is an overview of the day's Group favorites 4
prospective news stories. The Newsgathering el d
Grid is composed of individual items. However, Bl ST '
these items are significantly different from = Show cldest tems

. . Meszages for EMPS Mews
stories. Instead of purely textual material, " Today's MOS Obiects
Newsgathering Grid items consist of a series of %l Today's Feadins
linked forms that can be filled in by desk staffers.  |22[Toda,% Newsaatheing
The Newsgathering Grid allows desk staffers—or  |= Taday's Rundowns
anyone with the proper permissions—to drag and Calendar ...
drop material into a line of the grid for Locatiors: 3
assignment use. These "collections"” may contain [ HOLD Info
wire stories, notes, contacts, PDF and Word ahDW only :

(=0

documents, Excel spreadsheets, and even media
relating to that story in the grid.

Opening Newsgathering Grids

Here are the most common ways to access Newsgathering Grids:

e Select Group Folder rover - Today’s Newsgathering. Newsgathering
Grids dated for today will appear in the List Window.

e Select List Window rover —» Recently opened files.

e Click on the Group Folder. Newsgathering Grids will appear with other work
in progress, with the most recent one at the top.

e To access a Newsgathering Grid for a particular day, select the date from
the Calendar by selecting Group Folder rover — Calendar.

To open a Newsgathering Grid double-click its title in the List Window or drag it
into an Editing Window.

Using the Newsgathering Grid

ENPS provides a standard layout for the Newsgathering Grid that can be
customized by individual users or Folder Managers as needed.

# Assignments [1/22/00]

) Reaction to today's decision by ths FDA
Drugs Hoon | to examine the way dugs are approved | Washington Hamy | Jones 5 *
in the future.

Does Freedom of spesch cover the
1000 Inteinet and magor technology Dulles Burke Derick 2 *
compancs?

Intemet
Speech

]
Bake Sale i 11:00 | Bake sale at the Chuch this Friday. Befich | McPherson +
(-]

Accident this moming claims the lives of
Falal sccident 100 a Murfreesboro family. Washington Jones | Thomas 2 +

lFic a 200 [Fredaresawnant . |Recksile Fisher | Frederick B
e ' | | | | |

Basic text entries can be made directly to the Newsgathering Grid in text fields
such as Summary and Crew. Wire copy, stories, contact numbers, etc. can be
dragged and dropped into the Background column. The number indicates how
many items have been dropped into the collection.
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If a column is linked to one of the forms on a Newsgathering Grid item, a
checkmark v" symbol appears in the linked column when information is entered
into the “ back” or details portion of an item by clicking on the magnifying glass
icon. For example, if you enter information into any line of the Summary form, a
checkmark symbol will appear in the Schedule column. You can click on the
checkmark symbol to open the form.

Newsgathering Grid Items

An individual Newsgathering Grid item represents a single story or story prospect
from today's news planner or a future one. Newsgathering Grid items have two
sections: a blank area where you can enter any kind of information about the
story and form fields for entering specific information.

As with most forms in ENPS, the sub-grids or forms found on a Newsgathering
Grid item can be customized for each news organization. Group managers from
your site will do this in consultation with AP. Generally, a Newsgathering Grid
item includes sub-grids or forms as follows:

Form Fields Description

Schedule The "who, what, when, where" of the assignment. This
often also includes the news organization's crew
assignment.

StoryLog (optional) A form for recording basic story information.
Costs (optional) A form for tracking costs associated with the story.

Feeds A form that includes technical information about feeds
for the story.

Futures: (optional) A form on which notes can be made to follow-up the
story at a later date.

A Newsgathering Grid item can operate independently of the grid and be
dragged and dropped almost anywhere. It can also be sent to another user as a
Top Line Message.

One of the easiest ways to find a specific Newsgathering Grid item is through
Search. ENPS will search for any word in a Newsgathering Grid item, and for any
word on a wire story or note included in a Newsgathering Grid collection field.
See the Search section in this guide for more information on using the search
functionality in ENPS.
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Chapter 7

Working with Rundowns

This section covers the basic features of Rundowns. For more information about
using Rundowns refer to the ENPS Advanced User's Guide.

If you have sufficient access privileges, you can create a new Rundown by
selecting Group Folder rover - New — Rundown. If you create it from your
personal folder, it will only be available to you and not the group.

A window will display a list of available templates on the left along with various
Rundown property fields.

Start Date: |6/8/2006
Start Time: |11:00:00
End Date: |6/8/2006
End Time: (11:30:00
Duration: |30:00

Duration based |7|

Blank Rundown

Scripts: I Blank Script j
Go | Cancel | Apply |

Select a template from the Rundown window on the left. Selecting a Rundown
template automatically selects the story template associated with that Rundown.
When you select a template, the Program name, the Timing and other Property
fields change to reflect the appropriate settings.

To open a Rundown click the Group Folder rover —» Today’s Rundowns or
press CtrI+R. If you have used a Rundown recently, you may also open it by
selecting List Window rover — Recently opened files. Open a Rundown by
double-clicking on it in the List Window, or by dragging it to an Editing Window.
Use the sizing buttons (at the upper-right corner of the Rundown) to switch
between viewing the Rundown in the top portion of the screen, the left side, orin
full-screen mode.

The content and properties of other Rundown columns will differ from group to
group, depending upon the configuration designed by your Folder Manager.

To open a Rundown item for editing, double-click the title or segment name or
drag the item into an Editing Window.
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Chapter 8

Search

You can search for anything in ENPS, including Rundowns, stories, media
objects, and more. Searches can be simple phrase searches or detailed queries
with many conditions. You can search the archives of your Rundowns, search for
Newsgathering Grid items, you can configure ENPS to perform Forward
Searches that will alert you when a new wire story matches your search criteria.

Search Bar

This feature gives you access to the most often used Search options without
having to open the Search window. If your monitor is set to a resolution of at
least 1024x768 and the ENPS window is maximized, you will see the Search Bar
at the bottom of your screen:

"@\|En‘rerSearoh Here. | Go |
[« [ allItems «| ¥|Mews wires _|| j

If there is insufficient screen space for the Search Bar you will only see the
Search button. You click the Search button to open the full set of Search options.

From the Search Bar, enter the search terms in the text where it says Enter
Search Here. Then select the checkboxes for at the bottom of the search bar for
the types of items you want to search. By default, your search will include active
content in ENPS and all news wires.

You can click the "\| icon to switch between standard Search parameters and

T
E personal search parameters. You can find out more about personal search
parameters under “Advanced Options” later in this chapter.

Select the first checkbox to have your Search locate items in your home group. If
you want to search all local items, you can leave All ltems selected. To search
only specific types of items, click the arrow next to the All ltems menu.

¥ Al Items
= Rundowns
o Scripks
@), audin
A Yideo
IL,_!:' Pictures
& Read-ins
I 35 Newsgathering Grids

| Newsgathering Tkems lere | Go |

%, Contacks

| arids j ¥|Mews wites ¥||Google -

From here you can select the checkboxes of specific items, such as stories,
read-ins, or contacts. Click the down arrow to close this menu.

By default, your search will include wire stories. Uncheck the News Wires box if
you do not want to include wire stories in your search.

Select the final checkbox to include websites in your search. Before you can use
this option, you will need to select the websites that you want to make use for
searching by following the directions in Searching Web Locations: Extended
Options on page 38. The list of sites on the Search bar list will reflect the

ENPS Basic User’s Guide 32



websites that have checkmarks on the Extended Options tab. You may select
one of those sites to include your Search. Your System Administrator will set up
the Websites that you can search through the Search Bar.

If you are using the Search Bar and you want to search only item titles, enter
“TITLE:” at the start of your search terms. For example, you might enter
TITLE:holiday parade in the Search Bar. If you want your search to contain both
specific words in the title and words in the item text, you can use the field
"TEXT:” to specify search terms that should appear in the body of the item. For
example, if you want to find a story with the words “holiday parade” in the title
and the words “opening ceremony” you would enter TITLE:holiday parade and
TEXT:opening ceremony in the Search Bar.

Click Go to begin your search.

All of the matching search items will appear in the List Window. The newer the
listing, the higher it appears in the search results in List Window. The List
Window header will change to reflect the search criteria. Matches are listed with
the newest items at the top. Click on a slug in the List Window to display the item
in the Editing Window. When you open a story, all of the search terms that you
entered in the Search window will be highlighted in red.

Search Window

The Search Bar lets you access a small portion of the full Search options. To

button or press Ctrl+Shift+B.

Your searches can be as broad or specific as desired. When you type your
search terms into the Search Bar it is the same as if you were typing in the
Words in Text field in the Search window which searches item content.

Words in Text: m
Words in Title: 10f1
| ﬁ Station Content ﬂ Hews wires I j| Standard Parameters
Save as Personal Default | Personal Settings
I Wires ] Advanced Options I Extended
24 hours i All Ttems * | My Work
48 hours | | E Rundowns ¥ | ENPS News
1week _v Scripts Archives for EMPS Mews
Date @ audio Messages
From |4 video My Waste Bin
To | #lpictures ENPS News Waste Bin
¥ Al | [ Readdns pom— j
2 hours ago _EE Newsgathering Grids enta
Future [ .| Newsgathering Items All archives on Central
S Contacts ENPS Desk
| crids

Schedule ;I

Future

Final Appr 1

Date

Program Mame LI

Go I Cancel I

You can also use the Words in Text field to search document property fields,
which are used to store information about a story. Refer to Chapter 5, Writing
Stories “Setting Story Properties” for information about setting document property
fields.

Not all fields are enabled to work with Search, so check with your System
Administrator to see which fields can be searched. To search a field, enter the
search in the format of field name equals the search value, such as Owner=Mary.
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You can also add additional search terms to narrow the search, for example:
Tape=123 and Schools.

Words in Title is a more specific search that only searches titles. You can search
everything in ENPS with a single click or refine a search based on item type,
date, or other attributes.

The Search Window contains two checkboxes that allow you to narrow the scope
of your Search. If your organization’s Content checkbox is selected in the Search
Window, a simple Search will search all of your organization’s content, including
your Personal Folder and primary Group Folder. If the News wires checkbox is
selected, a search will locate all news wire items. Both options can be selected at
the same time, or you can exclude one or the other by removing the checkmark.

If your search criteria is returning a large number of

results, you may notice a pause while the result list g il
is retrieved. You can press the Esc key at any time (& j::mj:;z:’:;mrﬁm
to cancel the search. B £P-5C-Pacifi Markets 0235

®  AP-PM-MS-Black College Thre
When you click the Search button again you will B b T
see that the search criteria you entered are still D iovovon o
there. ENPS stores the previous 10 searches that D APLA Confedere Curch
you have performed. To reset the Search criteria, B AP.EM.MN.SLA Fuglive, B,
click Standard Parameters. To recall an earlier D Ahnicomcan onbe Fars
search, click on one of the arrows at the top right of  [§ 4?-w-Snownosie Seting

AP-PM-China-WT0 0647

the window. All of the search parameters you
entered will also be recalled.

Using Logical Operators

ENPS provides a number of logical operators that let you include or exclude
certain information from your search.

You can use the Boolean operators AND, OR, NOT and the proximity operator
NEAR to specify additional search information.

The asterisk symbol (*) can be used as a wildcard. This is useful if you are not
sure how to spell a word, or if you want to search for multiple variations of a root
word. The asterisk may only appear at the end of a search term. A Search on
surr* would return items that include the words “surreptitiously,” “surreal,”
“surrender,” “surround,” etc.

You can add parentheses to nest expressions within a query. The expressions in
parentheses are evaluated before the rest of the query.

Use double quotes (“) to indicate that a Boolean or NEAR operator keyword
should be ignored in your query. For example, “Abbott and Costello” will match
items with the phrase, not items that match the Boolean expression. In addition
to being an operator, the word "and" is a noise word in English and you cannot
search for it.

The NEAR operator is similar to using AND, but requires that the two words
appear within 50 words of each other.

The following table summarizes how different operators affect your search
results:

Search Criteria Returns

American plane Items containing both the word “American” and
“plane” anywhere in the item. The words do not have
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American and plane

American near plane

“American plane”

American or plane

American not plane
American and “cargo

plane”
Medic*

Run

to appear next to each other.

Same results as above.

Items where “American” and “plane” are within 50

words of each other.

Items that contain the phrase exactly as it appears

between the quotes.

Items that have either “American” or “plane” or both.
Both words do not have to appear in an item for it to

be returned.

Items that contain “American” except those that also

contain “plane”.

Only items that contain both the search word
“American” and the exact phrase “cargo plane”.

Any item that contains a word beginning with the
letters medic, such as medicine, medical, medication,

etc.

All items that contain “run,” and in some languages,
derivatives of “run” such as ran, running, runs, etc.

As you master ENPS, you will find that combinations of text and title searches
can help to quickly narrow the scope of a search. You are able to refine your
searches based on location, item type, and date and time parameters.

Local Content

The first tab lets you select
content at your station.

You can narrow your

search by date parameters
in the first column, item
type in the second column,
and work area in the third
column. Audio and video
are legacy types which are

no longer used.

To include or exclude any

option, click the
appropriate checkbox.

The Exclude Non-ENPS
Docs checkbox lets you

Words in Text:

=

Words in Title:

| | EnPs Content | Hews wires I ﬂ‘ Standard Parameters I
Save as Personal Default | Persanal Settings |
ENPS Content I Wires ] Advanced Options ] Extended
24 hours i All Ttems | My Work
48 hours | | E Rundowns ¥ | wDC News
1week | ~#Saipts Archives for WDC News
Date | Audio Messages
From . |4 video My Waste Bin
To 7}" Pictures WDC News Waste Bin
¥ Al ¥ Read-ins B ﬂ
2 hours ago |38 Newsgathering Grids Erver
Future |\« | Newsgathering Items All archives on Server -
_ |G Contacts AC Test
“ Grids BMCT Fax
i Exclude Non-ENPS Docs CCTest
r CRTEST
w -
S;:" - :! DB Test
Wi ryRT ES'I' JSTEST
ire Release Time -
GVG Clips
Time Last Mod LI Hackale Dacrale LI

Go |

Cancel |

exclude external .PDF, .DOC and .XLS files associated with Newsgathering Grid
collection fields from your search.

The boxes at the lower left of the screen allow you to search based on specific
story properties, but it only searches for the first word. If a story summary is
“Flood victims search for new homes” and you enter “victims” in a Story
Summary field, you will not locate that story. So if you are not sure of the

search’s exact wording, use the Words in Text field instead.

The box at the bottom of the third column allows you to search other Group
Folders at your location. For example, you could search for assignment items
while you are in the news folder.
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The drop-down menu allows you to search other locations in your enterprise. If
you search locations other than your own, you cannot search news wire items at
the same time.

Wires

The second tab, Wires, lets you refine wire searches based on time, date,
provider, and category. This search only locates information in active wires. At
most sites, this is equal to about one week’s worth of stories.

Words in Text: |_____,a [

Words in Title:

| ﬂ ENPS Content ﬂ Hews wires I L” Standard Parameters
Save as Personal Default | Personal Settings

EMPS Content ] Wires I Advanced Options ] Extended

Categories
__|1hour Al ﬂ
2 hours Advisories
__|24hours International Stories
Date Mational Mewsminutes MNewswatches
From Business Financial Mews

To Features/Entertainment LI
Al News wires

Rl

All -
¥ ap
¥ TwitterFeed

YouTube

AP Election Wire

ABC MewsCne ﬂ

Go Cancel I

The column on the left allows you to choose specific time or date parameters.
The Categories scrollbox in the upper right lets you make your search include all
news areas, or have it limited to only ones you specify by clicking on them. A
checkmark appears next to each one you select. The News wires scrollbox on
the lower right allows you to limit your search based on particular news providers.

Advanced Options

The Advanced Search Options allow you to further customize the terms of your
search in several ways: searching for synonyms, saving Search parameters,
counting the number of results, and more.
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Words in Text: | | | [‘M
Words in Title: 10f1
|ﬂ Station Content ﬂ News wires I jl Standard Parameters
Save as Personal Default | Personal Settings
Station Content | Wires ] Advanced Options ] Extended
_ | Thesaurus expansion
__| Exact phrase ] Private
Saved briefings _I ENPS News
_| sert Results by rank _| show Dialog
budget showdawn
Count Matching Records
Dizplay the number of records tha
match the current settings
Count | Select | Delete
EEaE _ Corcel |

The table below describes each one of these options in detail:

Advanced
Options

Thesaurus
Expansion

Exact Phrase

Sort Results by
Rank

Count

Description

Expand a Search to include synonyms. For example, a
Thesaurus expansion Search that includes “vehicle” also
returns matches that contain the words “automobile,”
“bus,” “truck,” “machine,” and “transportation.” This
setting is always available for U.S. English; check with
your System Administrator to find out if this is supported
in other languages.

Search for the exact phrase entered in the search field.
This option is useful when you are searching for quotes.
When the Exact Phrase box is not selected, each space
will be the same as adding the AND operator. You will
automatically search for an exact phrase when you put
quotes around any part of your search query. This
feature cannot be used with Thesaurus Expansion.

Return Search items in the List Window in order of
relevance, so that the more often your search terms
appear in an item, the higher the item appears in the List
Window. When unchecked, and by default, Search items
are listed in reverse chronological order, with the most
recent items on top.

Displays the number of items that match the Search.
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Save as Personal
Default

Saved Searches

Show Dialog

Save customized Search options so that they will appear
automatically when you run Searches in ENPS. For
example, if you deal exclusively with a particular wire you
may set your default Search options to only search that
wire.

Save Searches for easy future access. Define all Search
parameters, including item type and search criteria. If you
wish to give the Search a title, enter it in the field next to
the Save New button. Otherwise, its title matches the
search criteria.

Click Save New. You may save up to 10 personal
Searches. Certain users may save a Search for an entire
group by selecting the Group option before saving. Group
Searches are limited to 20 per group. Unless a saved
Search is designated as a group Search, only you can
see and use it. All saved Searches are accessible via the
Search rover.

Open the Search window before a saved search is
executed. This is useful for archives or contact searches
where the search parameters stay the same but the
keywords change.

Extended Options

Searching Server Locations

These options allow you to extend the range of your e |

Search terms to include additional servers in your =l

enterprise. To add one of your enterprise’'s ENPS

servers to your search list, simply click in any empty Las Vegas

cell in the Server Group column. Server Groups often Archive Conversion
Washington

correspond to the separate physical locations for your
enterprise and can refer to different buildings, cities, or

even countries.

Once you pick the site, select the specific server in that location in the Server
column. Then you can select an individual program, all programs, or all archives
from the Program column. You may enter a maximum of 10 entries in this list.
Note that to access servers which have not been assigned to a server group, you
must leave the Server Group column empty.
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Words in Text: |

Words in Title: 1ofi
|£| Station Content ] Hews wires | j| Standard Parameters I
Save as Personal Default | Personal Settings
SwionContont | wies | AdercedOptors | Bsiended ]
ENPS
Server Group | Sarver | Program |

Web

_¥ahoo L IMSH
[IDirections ]

Go Cancel

Once you have set up your search location list, click on the Advanced Options
tab and then click Save as my personal default or Save new.

Remember that all of your extended Search selections are stored when you save
your Search. Specific servers and groups searched may be different from one
saved Search to another, so it is important to clearly identify each set of search
parameters. Although you could be searching the same set of Server Groups,
one set could refer to a different set of servers and programs than another saved
search configuration. For example, you could set up a search that only included
media servers.

Searching for Video and Audio Clips

If your System Administrator has configured a MOS video or audio server to be
searchable from ENPS, you can select that machine from the list and then enter
information about the clip as your search parameters.

If your station subscribes to AP Exchange you can search it for images directly
from ENPS Search. To extend your searches to include AP Exchange add the
following entries on the Extended tab: in the Server Group column select MOS
Servers, in the Server column select MOS-GB AP Exchange and make sure the
Program column displays All Programs. When you run the Search and locate
objects with images you can drag and drop them into stories.

Searching Multiple Locations

To conduct a series of multiple-location searches, open the Search box and enter
your search terms, e.g. “mutual funds.” The first set of results will be your default
location. Results from other locations on your list can be displayed in three ways:

Click the arrows at the top of the List Window to move to the next set of results or
the previous one.

Press the left and right arrows on your keyboard.

Select a specific location from the pull-down list at top of the List Window.
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Your server will always be the first location in this list.

| Washington v|

Washington
Washington-All Programs

London Demo-All Programs
BHNCTO4TESTSERV-All Programs

You can design your search query so that it will search a specific server from
your list. On the Server list you designate under the Extended tab, each server is
numbered according to which row it appears in. So if you wanted to perform a
guery on “Mutual Funds” and you wanted to search the third server in the list, you
would enter the following in the Words in Text area of the Search dialog box:

e3! Mutual Funds

It is recommended that you create a personal search which clears all of your
search parameters and resets Search to "personal settings."

Searching Web Locations

You can also use Search to extend your search to websites. At the bottom of the
Extended Options screen you will see a list of websites that your System
Administrator has configured for use in Search.

Web
[ Google vl Yahoo [IrSH
Dogpile W] Mug Shots

You can select which sites you want to include in

your search by selecting the checkbox next to the Ea“hggghc"*

site name. Each si_te appears in a list on the right- Dogpile

hand side of the window. Click the up and down

arrows at the bottom of the list box to change the _ W | m |

order in which the sites are searched.

Enter your search terms and click Go. You can check the results of your query on
the websites you have selected by clicking on the globe icon at the top of the List
Window.

= mutual funds

Your search results will appear in the lower Editing Window on the first site you
have configured on the Extended Options screen.

Yahnn j eI PO=

You can advance to the other websites in your list by selecting a website name
from the pull-down menu, by clicking on the left and right arrow icons @ and E,
or by holding down Ctrl + Left ArrowKey or Ctrl + Right Arrow Key.

You can run a website query on any text you find in ENPS. Highlight the terms,
select Search rover — Extended Web Search and then select the website where
you want to run the query.

You can also run a Web search directly from when you enter search terms. For
example, to search the second website you have configured, enter:

w2! mutual funds
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Searching Archives

On the first Search window tab, the third column contains a checkbox for
Archives for [Group name]. Depending on how archives are stored at your
station, the Words in Title textbox may not be available.

Enter your search terms in the Words in Text field. To further refine your search,
unselect Personal and Group folders to exclude current material from the Search.

Click Go. The results appear in the List Window. Depending on the age of the
items in the List Window, some will be displayed individually while others will be
returned in the context of a Rundown. For items returned in a Rundown, the
matching story row will be highlighted in red.

You can search either your own group’s archives or all of the archives on a
server that you specify. If you know the date of the archive you are looking for,
select Group folder rover —» Calendar, select the Archives checkbox, select the
date, then click View Selection.

To search the Archives of a particular server, first select the server group from
pull-down menu on the far right, then select All Archives from the Program
column. Then click Go. The search results appear in the List Window.

Search Hints and Tips

e If you want to search for words that appear in an Editing Window you can
highlight the text and then click Go or Search depending on which one is
visible on your screen. You can also drag the highlighted text from the
Editing Window and drop it on the Go or Search button.

e You can search for any word except “noise words.” In English, noise words
include "a", "an", "and", "as", "for,” individual letters/numbers, and other
common words. Noise words are treated as placeholders. For example, if
you search for “Word for Windows”, the results could return “Word for
Windows” and “Word and Windows”.

e Characterssuchas?,!, & |, #, @, $, commas, periods, and semicolons
are ignored during a search. You may receive an error message if you
include them in your query.

e Queries are not case-sensitive, so it does not matter if you use uppercase
or lowercase.

e Variations of word forms will be returned if none of your query terms have

"**in them. For example, a query on "swim" will match "swam", "swum" and
"swimming".

Performing Forward Searches

A Forward Search instantly alerts you whenever a news wire story arrives that
matches certain criteria. This is useful if you are following a story and want to be
notified of new developments as soon as they come in. You can create up to 10
simultaneous Forward Searches and you must be logged in to view results. To
create a Forward Search, complete the following steps:

Select Personal Folder rover — Settings and click on the Forward Searches
tab.
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Macroz ] Sethings ] Forward Searches
Description ['wire [Selector  [Category [ Priarity [ List [ Matify
I rtitled Any Any o iy O O
Budget shovdown Er T T T B
Hew I Delete I
Search Termns - Custorn Category 1
budget
palicy
deficit
Delete I
Save | Cancel |

The box at the top of the window lets you select the wires you want to search. If
you select the Untitled option, ENPS will search any incoming wire, selector
code, category name, or priority. Or you can click the New button and enter the
following criteria for your Forward Search category:

Option Description

Wire Select the wire name from the dropdown list.

Selector Selector code for AP wires.

Category Select from a dropdown list of category names, which include

default values and categories created by your System
Administrator.

Priority Select the priority level.

List When you select this option the forward search category you
have specified in this screen will appear as a menu option
when you click on the Wires rover.

Notify Select this option to have incoming items that match your
Forward Search criteria flash in the Top Line Area.

Click on a blank line in the Search Terms list and enter the search terms. You
can use AND, OR, NOT and NEAR as you would with regular Searches. Click
Save to store your changes.

If you no longer want to receive alerts for certain search criteria, you can delete a
Forward Search by highlighting the Forward Search category or the Search
Terms you want to delete then click the appropriate Delete button to remove it.
Click Save to store your changes.
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Forward Search Hints and Tips

Forward Search scans wires for a text string even if it is part of another
word. For example, the search term can will find stories containing the
words Canada and candy but only can will be highlighted.

If you include the * character in a Forward Search, the highlighting will also
apply to words containing the search term, not just exact matches. For
example, the search term nat* will highlight the national, international and
Senate.

When using the Notify option each set of search terms is processed
individually and in order. Once a story matches a set of search terms it is
not checked against the remaining sets. When the story is opened, only
words in the matched set of search terms are highlighted, even though
words from other sets of search terms may be present.

When using the List option, all sets of search terms for a single Forward
Search are searched together using OR to join them as a single search.
This means that the results in the List Window may not exactly match the
stories flagged by the Notify option. The highlighted terms within an
individual story may also be different.
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Chapter 9
Publishing to Social Media

Before you use ENPS to publish to social media sites ENPS System
Administrator must first install the ENPS social media add-on on your
workstation. Then your ENPS account must be given permissions to publish to
the social media accounts configured in ENPS.

To publish to social media, click Messaging rover — Social Media. The social
media publishing control will appear in the lower edit window. The Available
Accounts list will show all the accounts to which you have permissions to publish.
If you are not permissioned to publish to a particular account, it will not appear in
this list. If you are not permissioned for any accounts, the Social Media option will
not appear on the Messaging rover.

Sending Tweets

From the Available Accounts list, select the Twitter feed to which you want to
publish.

Awailable Accounts Message

We have the latest on our investigation into corruption at city hall.

Hislory

AWORMSER We na_\_vc the !ql_em on our mvestigation inio comuption at city hall

AWORMSER Governor ZIHHDFII"GGG he's runming for President.

AWORMSER First pictures. of the new iPhone are here

AWORMSER Big fire at & mu\:.'plmm office building. We're live on the scane now. We're also straaming it on our website

AWORMSER Breaking news on the sconomy. Check oul the |ales] slats hare

Type your Twitter message in the Message box. A counter in the upper-right
corner of the window displays how many characters you have typed. The counter
will begin to turn red the more you type. It will begin flashing when you hit the
140-character limit. If you exceed 140 characters the Send button will be
disabled.

Click Send to transmit your message.

The History box shows the most recent messages published to the selected
feed along with who sent them and when they were sent. The date/time display is
localized to the ENPS workstation's time zone and regional date/time format.

Sending Facebook Updates

From the Available Accounts list, select the Facebook account you want to use.

In the Status window type your update in the Status box. A counter in the upper-
right corner of the window displays the number of characters typed. The counter
will turn slowly turn red the more characters you type; it will start flashing when
you hit the 420 character limit. If you enter more than 420 characters the Share
button will be disabled and you will not be able to send your update to Facebook.
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OO

Link | Medin
History
AWORMSER Termible fires ravage owr area. Share your stories with us. Video: C/\ProgramData\ ENPSUempiNY %20Fine_0420T213136 mov
AWORMSER Big ;m:l_hisl.s.gm_l:_:g on. Do you agrea wilh thal they're saying? Photo: C\ProgramDala\ENPSHemp\G20%:20P olast_0421TOS2508_mov jpg =
AWORMSER Terrible rbc.m(hl.lg ravages the Midwes! Share your slonies here. Pholo: CAF NF i 20Flooding_0420T213556_mov jpg
AWORMSER f‘har.k :oul lhﬁ wdﬁn ‘We'll have the full story lonight at 5 Pholo. ©F \ENPS\emp yia20Flass_0421TOE2631_mav jpg

AWORMSER I'm hoping it glays nice until | leave work

The sections below will show you how to attach media or links to your Facebook

page. Due to Facebook limitations you may include either a link or a single piece
of media, but not both.

Attaching Media

If you want to publish media to your Facebook page you can use either a MOS
Item Reference from an ENPS story or you can attach a media file from your
workstation or a network location.

e To upload a still image, you must have first uploaded a photo directly via
your Facebook page. This creates a “Wall Aloum” to which all still images
from ENPS will be sent.

e To upload using a MOS item, drag the MOS Item Reference from a story to
the Links/Media section of the control. If the MOS Item Reference contains
only a reference to a single proxy that media will be automatically selected
for upload. If the MOS Item Reference contains references to multiple
proxies, you will be prompted to select which proxy to use. You can only
upload a single media file at one time,

o If you want to attach a file select the Media tab and click the Attach button
then select a media file on your workstation or from a network location.

Note that if you upload a video file and the video is too large or runs too long,

Facebook may not display your update. Refer to Facebook’s support pages for
current information on video limitations.

Sharing Links

If you want to publish a link on your page select the Link tab and enter the URL.

Avadable Accounts

Lank Moche
Histary
AWORMSER Terible fires ravage our area. Share your stories with us Video C\F ENF .,.u-.!ﬁp'-NY"' sh%20Fire_0420T213136 mov

AWORMSER Big brqm_é_qpu_qq on. Do you agree with that they're saying? Photo: C\ProgramDatal ENPSiiemplG20%20Protest_0421T082508_mov jpg
AWORMSER Termbie flooding ravages the Midwest. Share your stories here. Photo: G ProgramDatal ENPS tempiMidwest 20F looding_0420T213556_mov jpg
AWORMSER Check out Ihis video, We'l have the full slory tonight at 5. Pholo: C:\Programatal ENPS tempiMonkey %20F loss_04211082631_mov jpg
AWORMSER I'm hoping it stays nica Until | leave work

If a URL is entered in the Status field and no link or media is selected, the URL
will be treated as it if it were also entered on the Link tab. If multiple URLs are
entered in the Status field, only the first one will be treated as it if it were also
entered on the Link tab.
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Uploading the Message

Click the Share button to upload your content to Facebook. If you have selected
a video to upload you will be prompted to add an optional title for the video.

The History box shows the most recent messages published to the selected
feed along with who sent them and when they were sent. The date/time display is
localized to the ENPS workstation's time zone and regional date/time format.
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Chapter 10

Creating Contacts

Contacts are a personal database for storing names, addresses, e-mails and
more. To add a new contact, select Personal Folder rover - New — Contact
then select where you want to create the contact information. Depending on your
privilege level, you will have the following three options for creating your contact:

Option Description

Public to all users on All users with access to your ENPS server can

[Server Name] access the contact information.

Private to [Group All users with privileges in your group folder, as well

Name] as users outside your home group with Folder
Manager privileges, can access the contact
information.

Personal Only you can access the contact

Select the desired type of Contact. A blank Contact form appears in an Editing
Window.

The area at the left provides fields for entering basic information such as name,
organization, phone numbers, fax, etc. To enter information in a field, click in the
field and begin typing. Use the arrow keys to move between fields.

On the right side of the Contact form is a blank space for typing any additional
notes. All of the words in this area are fully searchable through the Search
function.

2 Modified: Mark Petruzzini 0841942004 17:3

Name Jahn Smith
Job Title: President

Acme Corporation
jEmithi@acmecorp.com
123 Anyatreet
Alexandria, WA 22312

3551212

To view all public contacts for a location, select Group Folder rover - Show
only — Public to all users on [Server Name]. The contacts appear in the List
Window on the left, which displays the heading Public to all.

To view all private group contacts, select Group Folder rover - Show only —»
Private to [Group Name]. The List Window displays the heading Private to
[Group Name]. All users in a particular group can view private group contacts.
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To view all of your personal contacts, select Personal Folder rover - Show
only —» Contact. The List Window displays the heading Contact.

Both personal and private group contacts will be displayed in the List Window
with a small red rectangle next to them, while public server contacts will be
flagged with a green rectangle. If you want to make a personal contact publicly
available, drag it to a public folder. You will be prompted if you want to make the
contact Public. If you answer “No,” the contact will become a private group
contact. If you answer “Yes” the contact will become public to all groups.

Only the 200 most recent contacts can be viewed in a List Window. To access
any others, you must narrow your selection with a Search.
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SPORTS TODAY

Chapter 11

User Communications
Read-Ins

Read-ins are group-wide informational update messages. When you initially log
on to ENPS, all of the day’s read-ins appear in the List Window along with any
messages you received while you were not logged in.

To access the day’s Read-Ins select Group Folder rover —» Today’s read-ins.
You can also view daily read-ins by clicking the My ENPS icon on your desktop.

Folder Managers should refer to the ENPS Advanced User’s Guide for
instructions on creating Read-Ins.

Sending Messages to Other Users

You can send short messages to other ENPS users by selecting Messaging
rover - Send (Ctrl+T). In the Send to: field type the full or partial name of
each user separated by a comma or semi-colon.

In the Note field, type a message up to 50 characters long.

Send Top-Line Message ...

Send tn:l EI Groups |

Hote: |

You have two options for sending your message: you can click to send your
message immediately, or click Send verified to check whether the recipients are
logged in first. If they are not logged in, you will have the option of removing them
from your list of intended recipients.

Confirm Mail Send

Target Status Send |
tark Petruzzini [ENPS Mews - Central] logged in v

Select all Clear Al I ak I Cancel
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If ENPS does not recognize a user name, you will be prompted to pick out the
correct one from a list of similar names. Once you confirm the recipient names,
the message will be sent. If the recipient(s) are logged in to ENPS, the message
will be instantly displayed in the Top Line Message area on the user’s desktop. If
the user is not logged on, the recipient will receive a message in the List Window
the next time he or she logs into ENPS. You will receive a message telling you
that the user is not logged on.

Sending Messages to a Group

If you typically send a message to the same group of users it will be helpful for
you to create a message group. To create a Message Group, select Messaging
rover — Send. Click the Groups button.

Send Top-Line Message __.

Uszer name[s‘

Select | b ark. Petruzzini [EMPS Add |
Mew Delete |
Bemove |

Click New.

Top-line mezsage groups

Enter a name for the new message group:

[ Global Mail Group

Cancel | OK I

Enter a descriptive name for the group. System Administrators can create global
mail groups by clicking on the Global Mail Group checkbox. The group created
will be publicly accessible and can be used by other users. Click OK. You will see
the Group name added to the list box on the left.

To add users to your message group, enter the user names in the User name(s)
field. You may either add one name at a time, or multiple names separated by
commas or semicolons. Click Add or press Enter. If you want to remove group
members, click on the member’s name and click Delete. To remove a group,
select the group name and click Remove.

To send a message to your message group, click on the group name and click
Select. Enter your message text in the Note entry box and then click Send.

Once you have created the mail group, you can send a message to the group by
typing the name in the Send to text box.

Sending Attachments and Longer Messages

If you want to send a longer message than what is allowed in the Top Line
Message area you can type the message text into a story. Drag the tab of the
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story to the Messaging icon to send it. You can use this method to send wires,
stories, newsgathering items, or media items to other users. You cannot use this
feature to send Rundowns or Newsgathering Grids.

Reading Messages

Any Top Line Messages received while you are logged in appear in the queue of
the Top Line Message area. If the message includes an attachment, such as a
story or video clip, the icon will indicate the item type. The sender’'s name
appears in brackets next to the icon.

g

Messages: <* [Mark Petruzzini] BC-AP Business Mews Digest.
Urgent: v AP-MD--BWI-MD MO Central Flash Flood Warni

To view personal messages, click on the Messaging icon or press Ctr1+M. Plain
text messages without attachments appear with an open envelope icon if they
have already been viewed, or a closed envelope icon, if unopened.

To view all current group Top Line Messages, click the Group Folder rover —»
Messages for [Group Name]. The group messages appear in the List Window.

The Messaging rover provides a quick way to search the contents of your Top
Line Messages. Click on the Messaging rover and select Find. A Search window
appears, pre-configured to search only the contents of your Top Line Messages.

Wordszs in Text: | — I
Words in Title:
‘ ﬂ HAB 2006 Content ﬂ Hews wires I j| Standard Parameters
Save as Personal Default | Personal Settings
Station Content I Wires ] Advanced Options I Extended
__|24hours i All Ttems ¥ | My Work
|48 hours | E Rundowns ¥ |ENPS News
L |1week _‘v‘ Scripts Archives for EMPS News
__|Date _El. Audio Messages
__|From |4 Video ¥ | My Waste Bin
_|To | ®pictures ENPS News Waste Bin
i All _*@/ Read-ins Central j
| 2hours ago _EE MNewsgathering Grids Enira
__|Future |l | Newsgathering Ttems All archives on Central -
%, Contacts Auto Create
| crids ENPS Desk

Anchor® i’ MO5

Reporter ENFTS. News

Corresponsal Nn'c!qas

Crew Motidero

Descripdon LI I'zh‘ 1_ News ll

Go Cancel I

Enter the appropriate search criteria and click Go. The search results appear in
the List Window.

Deleting Messages

Short text messages without attachments are automatically deleted 24 hours
after they are read. Messages with attachments, such as stories or contacts,
remain in your message list for 30 days, unless you delete them by dragging
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them into the Waste Bin. If you wish to save a message beyond the normal
duration, drag it into your Personal Folder.

Follow-Me Messaging

You can still receive messages from ENPS even when you are away from your
desk or out of the office. Follow-Me messaging routes ENPS user
communications for you directly to your cell phone, wireless device, or external e-
mail account. This option must be enabled system-wide by your System
Administrator before you can use it.

To enable Follow-Me messaging for your account, contact your System
Administrator with the addresses you want to use with Follow-Me messaging. For
an e-mail account this would follow the format johndoe@mailservice.com. For a
cellular account, the format might be

12025551212 @email.mobile.cellcompany.net.

Once your System Administrator adds your addresses to ENPS, you are ready to
set up your forwarding options. Select Personal Folder rover — Follow-Me
Messaging.

Follow-Me Messaging Configuration

Schedule for: Mark Petruzzini

Schedule #1

Deliver messages to this address: INOHE Selected 'I

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
r r r r r r r

Start Time: |None Selected ~| End Time: [None Selected -]

Schedule #2

Deliver messages to this address: INUHE Selected 'I

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
r r r r r r r
Start Time: [None Selected =] End Time: [None Selected =]

Schedule #3

Deliver messages to this address: INOHE Selected 'I

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
r r r r r r r

Start Time: |None Selected x| End Time: |None Selected x|

Update |

=

oK

You can set up three separate schedules, or range of start and end times, for
when you want messages to be forwarded to you. Each of these schedules can
be set for a different device. Select the schedule slot you want to use, then select
the dropdown box labeled Deliver messages to this address and select the
device type you want to set up. Then click on the days of the week you want the
messages forwarded to that address. Click on the start and end time dropdown
boxes to set what part of the day messages will be forwarded.

You can repeat this process with other schedules if you want messages to also
be forwarded to separate devices or if you want to set up another time of day
when you want messages forwarded. For example, you might set Schedule 1 to
forward messages between 5:00 a.m. and 8:00 a.m., then you might set
Schedule 2 to forward messages between 8:00 a.m. and 12:00 p.m. Click Update
to save changes, then click OK. Note that messages will only be forwarded to
your device when you are not logged into ENPS.
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Using the Chat Feature

The Chat feature allows users to establish private user-to-user text exchanges or
group conferences. Unlike Top Line Messages, Chat allows for more interactive
conversations instead of simple text alerts and notifications.

Select Messaging rover — Chat. The Chat Window appears. The Chat Window
can be moved to another part of the desktop by dragging it with the mouse.

Enter a full or partial user name in the Connect to field and press Enter. You will
see a drop-down list with names that match. Click on the appropriate user name.
If the user you are trying to reach is not using ENPS, you will see a message
saying the user is not logged in.

@ Connect to I >

Messagel

If the user you are attempting to chat with is connected to ENPS, you will see a
message saying that you are connecting a Chat Window with the user’s name at
the top. You will see a red flag next to the user’'s name until that user accepts the
Chat invitation by pressing the top button. Then the flag will change to green.

Bob Jacobs

You may need to move and/or resize the Chat Window to view the Control
Window underneath it. To resize the window, move the mouse cursor to the edge
of the window. When the double-sided arrow appears, hold down the mouse
button and drag the window boundary to the desired position.

5. During chat you can disconnect the user by clicking on the second button, or
put them on hold by clicking on the third button.

Chat Dialog Window Options

The Chat Window is a separate window that can be resized and moved over any
area of the ENPS desktop. Select Chat Dialog Window rover. A check is
automatically placed next to each selection you make.

Chat Options Description
Clear dialog Erases the current Chat text.

Auto-conference When checked, includes every user to whom you initiate a
Chat session in your conference, so they see all
messages.

Send to all When checked, sends to all users (not on-hold) whether
or not they are in the conference (equivalent to selecting
every connected user).

Always on top When checked, ensures that the Chat form is always
visible, even while working in other areas of ENPS.

Show status When checked, shows status messages (e.g., users

messages connecting and disconnecting) as part of the Chat dialog.
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Include date/time  When checked, includes the date (month/day) and time,
as part of each message (sometimes helpful for reference
purposes).

Save chat dialog ~ Shown while a Chat is active, allowing the exchange to be
saved in your Personal Folder.

A user may only participate in one conference at a time. However, a user may be
connected to other users not participating in the conference. When the
conference button is pressed, that connection becomes part of the conference.

If the mouse pointer is held over a Chat connection in the control window, a tool
tip window will show all user names for the connection.

If a user is simultaneously logged into multiple workstations, only the first may be
available to receive Chat requests. ENPS has no way of knowing which session
is desired.
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Chapter 12

Using the Browser

ENPS has a built-in Web browser that lets you visit websites without having to

leave the ENPS desktop. Your workstation must have an Internet connection to
use this feature. You can use the browser to search the Web or to open pages
referenced in wire stories.

BC-HEALTH-EYE-DFEMNE

@ Created bur Mark Petruzzini 03/20/01 13:43 Modified: Mark Petuzzii 03/20/01 13:43
S0 how do we train doctors? -
As reported in the Proceedings of the American Medical
Infomatics Association, Harvard Medical School students have been
learning on a "virtual" patient. Doctors are working with
software specialists to design a series of movies and computer
simulations for medical students to work on.

{The HealthScout.com Web site is at http:/Avww.HealthScout.com.)

AP-NY-03-20-01 1343EST =

If you see alink in a story double-click on the URL to open it in the browser in the
lower Editing Window.

You can open the Web browser directly by clicking on the Media Control icon.
The Web browser opens in the lower Editing Window. The page that opens is set
by your System Administrator.

Site:| http:iwww.enps.com/ lel|lal X % | & |-
.
AP Associated Press
Monday, Dec. 1, 2008
O About ENPS NEWS
o e AP’s News Production System o ewschses e
0 MOS Connection ’ * ENPS secure first Angolan e
o N Contract
ews L ) )
o R More broadcast news content moves through | * Eakistans Expanding Media
. Market Marks Thumbs Lip Tor
upport & Training ENPS than any other software in the market. Werket Marks Thumbs Lo for
© Sales Associated Press' ENPS
* AP's ENPS Working with More
0 Calendar than Two Dozen Broadcast System
0O Contact vendors at NAE 2008
» Indis 24 Hour Mews Chanel
© Home Selects AP's ENPS
FEATURES
O AP Broadcast See &n ENPS Demo
0O ap.org l( SMAPfeed 3.1

Once the browser is open, you can visit a new site by entering its URL in the
Site textbox. To visit the ENPS website you could enter either
http://www._enps.com, Wwww.enps.com, or just enps.com.

To insert a URL into your own story, type the URL beginning with http:// such as
http://www.ap.org. ENPS will convert it to a link automatically.

While you are using the Web browser, click Back to move to the previous page or
click Forward to return to a more recent page in that session. If you want to find
out if there is a newer version of the Web page than the one you viewing, click
Refresh to view the latest version. To stop a page from loading, click Stop.
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You can copy and paste (or click and drag) text from a Web page into a story just
as you would with any other Editing Window content. The format of the text will
be the same as the source from which you are copying.

The ENPS browser allows to view RSS feeds you have previously stored in
Internet Explorer. You can also add new feeds to the list on pages that offer RSS
subscriptions. Click on the RSS icon to display a list of RSS feeds. The ENPS
feed viewer has been successfully tested on a wide variety of RSS feeds,
however, it is possible that some feeds will contain advanced functionality that
will not be compatible with the ENPS browser.

Working with Favorites

You can keep a record of frequently used websites by selecting the Favorites
button in your browser window.

Site:lhﬂp:s’rwww.enps.coma’ j =] | =2 | 2] | ®
Add... Delete...

Organize...

:‘] Azsociated Press ;I AP Associated Press

| I Monday, Dec. 1.2
About ENPS NEWS

[+]
© New Features AP' N P d l S l h
§ NeWs§ rroauction system * Mews Choose:
0 MOS Connection y ' * ENPS secure fi
o N Confract
ews 3 1,
o o More broadcast news content moves through | * :"'M;Ti:?
upport & Trainin . Market M
Ppo g ENPS than any other software in the market. | o o- ere
i Assodiated Press
O Sales
» AP's ENPS Woi
© Calendar than Two Dozen E
O Contact o= <M Vendors at NAB 2
i i k" s India 24 Hour
© Home =~ iy X = Selects AP's ENPS
: : B FEATURES
© AP Broadcast See an ENPS Dem
0 ap.org SMAPfeed 3.1
naAa_V__ _ _ __
v [ L | 3

Click Add to make the current website one of your favorites. To remove a
website, first highlight the website name and then click Delete.

Favorites in the ENPS browser are the same as the ones in your default Web
browser. You can sort websites into different folders to make information easier
to find. For example, you could have separate folders for Business, Sports,
Politics, etc. To manage your folders, click Organize. From this window, you can
create a new folder, rename an existing folder, or move links and folders to new
locations.

5!

I3 Associated Press =

ice
Favorites Folder

Modified:
8/27/2008 9:16 AM

[ligw Forer | ove. Rename | pekte.. |
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Chapter 13

Personal Preferences

This chapter will show you how to customize your ENPS client layout and
personal options.

Controlling the Layout

You can configure how you want the screen to appear each time you launch
ENPS. To save a screen layout as your personal default, select Personal Folder
rover —» Layout —» Make this my layout.

Cluit

Work off-line
I Local storage

Show aldest items ::'i\_ “Wigw with systerm lapout

Sattings... 4 Wi with my nomnal lapout

|La5l0ut |2 [Fake this my layout

Show only 3

MHew 4

Every time you log into ENPS, the proportions of the List Window and Editing
Windows, as well as the Fourth Folder selection will match those settings. Your
saved layouts must reference primary Group Folders, not sub-folders. Even after
saving a screen layout, you can still resize windows as often as necessary. To
return to your personal layout, select Personal Folder rover —» Layout —» View
with my normal layout. To switch to the standard system layout, select
Personal Folder rover —» Layout — View with system layout.

Personal Settings

Select Personal Folder rover —» Settings — Settings tab to view a list of
additional personal preferences you can control.

Macros ] Settings I Forward Searches
[¥ Open Bundowns hanzontally masimized [~ Automatically refarmat news stories
v Use standard Windows navigation keys ™ Show word court
v Bur in window [~ Use plain text
[~ Play alert sounds when rmessages arive
[~ Play alert sounds when pricrity pews arrives
[~ Suppress wire Lurgents
Lizt itemz up ta this number of days in advance I
inutes between automatic backups of stories |1
MyENFPS5 Home Program
INews j
Personal Font
I More j
Language
|English{Us) |
Rundown View Options
{~ Personal, Template, Spstem
% Template. Perzonal, System [default]
Save | Cancel |
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The following table contains a description of each of the settings:

Setting

Open Rundowns
horizontally
maximized

Use standard
Windows navigation
keys

Run in window

Play alert sounds
when messages
arrive

Play alert sounds
when priority news
arrives

Suppress wire
urgents

Automatically
reformat news stories

Show word count

Use plain text

List items up to this
number of days in
advance

Definition

When checked, allows the default Rundown view to
be horizontal across the top half of the screen, instead
of the standard vertical, left-hand view.

When checked, removes ENPS overrides for keys
such as Home and End. In ENPS these keys move the
cursor to the top and bottom of an item. In most
standard Windows applications these keys move the
cursor to the beginning and end of a line.

When checked, places ENPS in a standard window
instead of the default full-screen mode. This option is
useful if you regularly run other applications alongside
ENPS. When this mode is enabled, you can navigate
to and access other programs on the system taskbar.

When checked, ENPS sounds an alert when Top Line
Messages are received.

With this setting, ENPS sounds an alert when urgent
wire items or Forward Search items enter the system.

This setting should be used with caution, as it will
override all urgent wires in the Top Line Area.
However, it will still allow urgent wire notifications for
those stories which match Forward Search criteria.
This is useful at sites where users only want to
receive notifications regarding custom categories.

When checked, this option automatically removes
extraneous line feeds from news wire items as they
are loaded into an Editing Window. This generates
text flow across the full width of the Editing Window.
Select Editing Window rover — Undo to restore
original formatting for a selected item. Selecting this
option may make it difficult to read stories with tabular
data such as stock data or sports statistics.

Select this option to display the word count in stories.

Select this option if you do not want to use the
enhanced formatting options available in stories such
as bold, italics, and font colors.

The List Window may contain a large number of
Rundowns and Newsgathering Grids for future dates.
Since entries in the List Window are sorted
chronologically, they will appear before today’s work
in progress. Change this value to the maximum
number of days in advance that you want to appear in
the List Window. You can enter any value up to 99
days. If you leave this field blank, all future entries will
be displayed.
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Minutes between
automatic backups of
stories

MyENPS Home
Program

Personal Font

Language

Rundown View
Options

Workstation grid cell
highlight color

Choose how often open stories in an Editing Window
are backed-up. In the event of a computer or software
failure, the last saved versions will be saved to your
local hard disk. The minimum value for this setting is 1
minute.

If you are a member of multiple groups you can use
this setting to select the group you want to use by
default with MyENPS. Each group can have its own
set of incoming wires.

You can choose an additional font you have installed
in your Windows operating system to use within
ENPS. Once you select a font from this dropdown list,
you can use that font in stories, Rundowns, and the
List Window. The fonts you select in each part of
ENPS will be preserved as part of your personal
profile.

Select the language you want to use for the menus in
ENPS. Note that this option controls the ENPS
interface only; the spell check language is set from the
Editing Window rover. See Chapter 5, Writing Stories
for more information.

Select the view that you want to use when you open
Rundowns and Newsgathering Grids. By default, they
will open with a priority for the template layout but you
can change this setting so that they will open with
your personal view.

Set the cell highlighting color for Newsgathering Grids
and Rundowns. Click the ==l icon to select the color
you want to use. This option is only available if a
configuration setting has been enabled on your
workstation. Contact your System Administrator for
more information.

You must click Save and restart ENPS for changes to take effect.
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Chapter 14

Folders

This section will show you how to create and work with folders for organizing
information within ENPS.

Creating Sub-Folders

You can create up to 20 sub-folders within your Personal Folder. To create a
sub-folder, select Personal Folder rover - New — Folder.

= Grid

CJuit 24 Read-in for all ussrs on Central

“Wwhork off-line S | Contact »
| Local storage __!-" Picture

Show oldest items A Video

Settings... & Audio

Layout | 3 & Script

Shiow anly P |= Rundown

[Mew P | Folder

The New Folder dialog box appears. Type the name of the new folder and click
OK. The new sub-folder is displayed in the list on the rover menu. Click the new
sub-folder and the name of the folder is displayed in the heading of the List
Window on the left.

To store information in a sub-folder, drag and drop the item from the Editing
Window into the frame surrounding the folder. Or, create a new item using the
New option from the sub-folder’s rover, and drag and drop it into the folder.

Viewing Folder Contents

Click on the Personal Folder or a Group Folder to view its contents. The folder
contents appear in the List Window on the left under the Heading of the same
category. To view the contents of a sub-folder, click its title from the rover menu.

To view only items of a particular type inside a folder, click the folder’s rover and
select Show only, then select the item type to be viewed, such as Story, Grid,
Contact, Picture, Video, etc.

EE Today's Hewsgathering A Video
= Today's Rundowns @, Audio
Calendar ... o Soiint
Locations 3 .| Mewsgathering ltem
[ HOLD Info 22 Newsgathering
[Show only P |= Rundown
Mew »

The contents of the List Window will change to reflect only items of the specified
type. If you wish to view only the oldest items in a folder, select Folder rover —
Show oldest items. This is useful for cleaning out unnecessary items from your
folders.

If you transfer an item from one group to another group it is considered copying
the item. If you transfer an item from one sub-folder to another sub-folder in the
same group it is considered a move, and the original will be deleted.
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Folders can hold up to 5000 items, although your System Administrator may
specify a different number. You will receive alert messages if you have a folder
that contains more than 1000 items.

Working in Other Groups and Locations

If your security level allows you to have access to information in other groups,
you can navigate to additional group folders on your own ENPS server or at other
locations. Select Group Folder rover — Locations. Select the location to
navigate to and then select the desired group.

=5 Today's Mewsgathering

E Today's Rundowns Wiashington W
Calendar ... b4 adrid

[Laocations » Londres »
1 HOLD Info

Show only »

Hew 4

The Group name on the folder changes to indicate the change of location. The
third and fourth folders may represent other Group Folders, depending on your
access privileges.

If you regularly navigate to certain folders using Locations they can be saved as
Favorites. To save favorite folder locations for your third and fourth folders, the
Group and Corporate folders, click on the Group Folder rover. A menu appears
showing Group favorites and Personal favorites at the top.

Group favorites 2

|Per$onal favarites .3 [&dd to favorites |
Group maintenance 2

Shiraa Aldast ibars

The rovers for both Group and Corporate favorite show choices for Group
favorites and Personal favorites. You can add to your Personal favorites or
remove folders from your Favorites. Group favorites are set by the Folder
Manager.

Calendar

The Calendar is an easy way to access date-
specific material in a folder.

Wednesday. June 28, 2006

1. To access the Calendar, select Group Folder
rover —» Calendar. The Calendar opens to the
current date, which is highlighted with a frame.

18 19 20 21 22 23 2

2. To find a month, use the on-screen Left and B % A 8w
Right arrows, on either side of the Today button,
to move backward/forward between months. <] _Tode | ] s sl
3. To choose a date, click the date with the IIZA_M

¥ work in progress Bundawns
mouse. r Qrchivesp ? [~ Hewsgathering

[T Mewsgathering [tems

4. To move back to Today's date at any time,
click Today.

5. After selecting the proper date, in the Location field, select to view Work in
progress or Archives.
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6. In the Item Type field, choose whether you want to view All information from
that day, only Rundowns, only Newsgathering Grids, or only Newsgathering Grid
items.

7. When the proper parameters are selected, click View selection. The requested
information appears in the List Window under the heading Items for [Date]. The
Calendar can only display items from one folder and for one date at a time.

Returning to Your Home Group

If the third folder, the group folder, is currently a group other than your home
group, return to your home group by selecting Group Folder rover - My group

[My group [ENPS Mews)

Locations

Shows anly >
Mew b

If the Corporate Folder (the fourth folder) is currently displaying the contents of a
Group Folder, to return to its default status, click the Corporate Folder rover —
Return to [Corporate Name], and the group name will be restored.
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Chapter 15

Working Off-Line

You may need to use ENPS without a network connection either because you
are working remotely or because there is a technical issue that prevents you from
connecting from the main ENPS server such as a power failure or network
problem.

Connecting to a Backup System

If your ENPS client is unable to contact the main server you will see this
message:

T'our computer iz having trouble communicating with the system. [The help desk may be interested
in thiz information: "Socket eror [10065] Ma route to host, [-27146871 82231,

[~ Iy again [if other people seem to be using the spstem without a problem);

[ Woark off-ine and store data on my own compuber
[~ Switch to a backup system "Washington [2)"
[~ Cancel this operation

[~ ExitENPS

If other users are still able to work from the main server select Try again.
Otherwise, you should always select Switch to a backup system. You can use
the backup system in exactly the same way you use the main server. When the
main server is back online you will see this message:

our computer ig having trouble communicating with the system. [The help desk may be interested
it thig information: "'Socket error [10065] Mo route to host, [-2146818223]").

[~ Ty again [if other people seem to be using the system without a problem]

[ Work off-line and store data on my own compuber

[~ Switch back to my normal system "Washington™;

[~ Cancel thiz operation

[~ Exit EMFS

Select Switch back to my normal system whenever you see this message. If the
network connection prohibits you from connecting to either the main server or the
backup server, or you are working somewhere where you do not have a network
connection, refer to the following section for information on how to work off-line.

For occasions when you want to work at a computer that is not connected to the
network, ENPS allows you to work off-line and store material on your local hard
disk. A story is the only item you can edit in off-line mode.

Switching to Off-Line Mode

To work off-line, select Personal Folder rover —» Duit

Work off-line. ENPS will open without the other three [\ ork aff-line

folders, the Search button and the Messaging icon. Folder maintenance P

The only option available is the Local Storage folder [ Local storage

icon. The name of the Personal Folder has changed to Show oldest items

Local storage. Stories saved to the Local Storage Eeu'”?g--- >
aypoLl

LA HOLD Rundowns
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I TN

Local

sturagy

folder are stored on your computer’s hard disk. When you re-connect to the
network, you can transfer these items to their proper folders.

To view the contents of the Local Storage Folder, click on the Local Storage
folder or select Local storage rover —» Show only and select the type of item to
be viewed. The selected item appears in the List Window on the left under the
heading of that same category.

You can print stories in off-line mode if a compatible printer is configured and
connected to your computer.

Anything placed in the Waste Bin in off-line mode can be accessed when you are
re-connected. To do this, click the Waste Bin rover— Local waste bin.

Reconnecting to ENPS

To return to the Group Folder and reconnect to ENPS, Ot

select Local storage folder rover - Connect to ENPS. [Connect to ENFS
After a few moments, the Desktop screen returns with the Settings...

usual four folders, the Search button, and the three Laypout »
icons. If you start ENPS while disconnected from the Show ony »
network, you will receive a Timeout on Connect et 4

message. To work off-line, click the checkbox option (in the blue dialog box) that
reads Work off-line and store data on my own computer.
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Chapter 16

Printing

ENPS will work with most printers recognized by your Windows operating
system. Group Folder Managers may set up print layouts for stories, Rundowns,

and Newsgathering Grids.

Setting up Printers

To access printer configuration settings
click on the Printer icon or select Printer
rover — Printer setup. The Print Setup
window appears.

1. Select the printer you want to use from
the Current Printer pull-down menu at
the top of the Print Setup window. The
first entry on this pull-down will appear
with the title Windows default followed
by the printer name. By selecting this
option, you will always print to
whichever printer is set as the Windows
default when you open ENPS.

Available printers added or removed in
the Windows control panel. See your
System Administrator for information
about installing new printers. If you are
using the Windows Default option and a
new Windows default printer is selected
in the Control Panel you will need to

Print Setup

Current Brinter

Script Report Layout

| "5YSTEM DEFALLT |
Bundown Report Layout

| "5YSTEM DEFALLT |
Scrpt Ophons

Freview

Fortrait

Landscape

Use report lagout orientation

Single Line Spacing

Double Line Spacing

1 Column

2 Column

Llze report layout columns
Figfarmat Wwire Stories

Reformat Scripts

Show MOS commands as thumbnails
Only grid items above the black line
Save as personal defaults

RN EENE

O Fit grids to one page

Copies |1_ Cancel |

restart ENPS for it to detect the new default printer.

2. Layouts may be created by your System Administrator to provide preset
styles and layouts for printing stories and Rundowns. Select layouts from the
Story Report Layout and Rundown Report Layout pull-down menus.

3. Configure the printer using the appropriate checkboxes in the Story Options
field, listed below. Print Options will override the settings in any layouts you

have selected.

Print Options

Any option selected from Print Options only affects the next print job, unless you
select Save as personal defaults before you click OK.

Print Options Description

Preview When checked, ENPS shows an on-screen preview
before an item is printed.

Portrait/landscape Determines whether items print in portrait or
landscape format. Select one or the other.
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Use report layout
orientation

Single or Double Line
Spacing

1 Column/2 Column

Use report layout
columns

Reformat wire stories

Reformat stories

Show MOS commands
as thumbnails

Save as personal
defaults

Fit grids to one page

Copies

Prints a report with orientation defined for the
currently selected report layout. Make sure you
normally have this option selected so that you
ensure the correct portrait/landscape orientation for
your printout.

Determines spacing properties for printed items.

Determines whether stories are printed using one
column (full page width) or standard two-column
television format.

Prints a story with column properties defined for
currently selected report.

When checked, eliminates all non-consecutive
carriage returns and line feeds in news wire stories,
generating much cleaner and easier-to-edit material.
This may not work as desired for tabular material
such as scores or stock grids.

When checked, eliminates all hon-consecutive
carriage returns and line feeds in a story.

Abbreviates MOS commands. You will want this
option selected unless you are diagnosing a problem
with a MOS item reference.

Check this option to save the current settings as your
personal default printing options. Once you click OK
the currently selected options will be saved and will
be by selected by default the next time you start
ENPS.

Any Rundown or Newsgathering Grid sent to the
printer will be sized to fit on one page. If this option is
not checked, grids may be split across multiple
pages.

Determines the number of copies generated when
an item is printed.

Any option selected from Print Options will only affect the next print job, unless
you select Save as personal defaults before you click OK.

Printing Stories

To print a story simply drag the story title tab to the Printer icon. For additional
printing options you can select Editing Window rover — Print and then select
whether you want to preview the printout, normal or draft print, or select setup.
Choosing Setup provides you with the same options as clicking on the printer
icon at the bottom of the screen.
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Preview in bwo columng
[Momal

Diraft

Setup...

[ Frint

Import/E sport
Layout

Font

Toolz

Firnd

E dit »
Undo

Expand match highlights

R eformat

Time zelection

Dizcard changes b

Printing Rundowns

You have a variety of options of printing Rundowns and its associated stories:

W W v v

e To print a Rundown using the default Rundown Report layout, select
Rundown rover— Print - Rundown only.

e To print a Rundown and all of its stories, select Rundown rover— Print —»
Rundown and all stories.

e To print a Rundown exactly as it is displayed on the screen, select
Rundown as displayed or Rundown as displayed and stories.

e To selectively print certain stories, you may mark rows in the Rundown by
pressing Ctrl and then clicking on the row (or by pressing Al't+B) then
pressing CtrI+P. The corresponding stories will be printed.

Fant »

[Prirt » Frundaown arily

MOS Ready to air All zcriptz only

Froperties... |F|und|:|wn and all zcnpts

E=port Rundown... Rundown as dizplayed anly

Ewport az HTHL. .. Rundown az displayed and all zcripts
HTML Encoding M| el scrpts only - drat

Archive ’ Print setup...

Standard story printing functions are designed for laser printers and are often too
rich in borders and detail for most dot matrix printers.

A special feature for printing stories in draft format is also available on the
Rundown rover.

If you highlight stories using AI't+B or by pressing Ctr1 and clicking the mouse
button you can select to print all stories, unmarked stories, or the Rundown plus
either story options. This allows you to exclude package stories, for example,
from the printing of the newscast. This option also exists for Newsgathering
Grids.

Printing Newsgathering Grid Items

To print all of the information in a Newsgathering Grid, select Newsgathering
Grid rover - Print —> Print Newsgathering Grid rows and contents. To
further narrow the selection, you can also print All rows, Current row, or Selected
rows.
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Inizert row
Layout
Font

b i

[ Frint

Frint Mewsgathering Gnd

Froperties. ..
Archive this Mewsgathering Grid

[Prirt Mewsgathering Grid rows and contents P

[ o

Print setup...

Current row

Fefrezh grid
Cloge

With a Newsgathering Grid item open in an Editing Window, select Editing
Window rover — Print Newsgathering item sub-grid(s), and select any or all
of the linked sub-grids to be printed.
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Chapter 17

Waste Bin

Depending upon your access level, you can delete anything except Wire copy.
1. To delete an item drag it to the Waste Bin (A1t+D).
2. Drop the item when the square highlight surrounds the Waste Bin.

3. Click the Waste Bin icon to display the contents of your Personal Waste Bin
in the List Window.

Recovering an Item

Items remain in the Waste Bin for ten days before they are deleted permanently,
although your System Administrator may modify this setting. During that time,
there are two ways to recover an item in either your Personal or Group Waste
Bin:

To recover personal items from the Waste Bin, click on the Waste Bin. The
contents of the Waste Bin appear in the List Window. You can drag an item from
the List Window back into either your Personal folder or Group folder to recover
it. To recover items from a different source, simply click on the Waste Bin rover
and select the desired location.

You can also recover an item using the Search function by completing the
following steps:

1. Click the Search button. The Search window appears.

i

Meszages
My W aste Bin
BMC Waste Bin

Words in Text: | 7 I
Words in Title:
‘ ﬂ HAB 2006 Content ﬂ Hews wires I j| Standard Parameters
Save as Personal Default | Persanal Settings
Station Content I Wires ] Advanced Options I Extended
__|24hours i All Ttems * | My Work
|48 hours | E Rundowns * | ENPS News
L |1week _‘v‘ Scripts Archives for EMPS News
__|Date _El. Audio Messages
__|From |48 video ¥ |My Waste Bin
7o | &Pictures ENPS News Waste Bin
i All _*@/ Read-ins Central j
| 2hours ago _EE Mewsgathering Grids Entra
_|Future [ - | Newsgathering Items All archives on Central -
%, Contacts Auto Create
| crids ENPS Desk

Anchor® i’ MOs

Reporter ENF!S. News

Corresponsal Nnﬁqas

Crew MNoticiero

Descripdion ;I r:w 1_ News ;I

Go Cancel I

2. Under the Corporate Content tab, select My Waste Bin or the Waste Bin
representing your group (in the column on the far right).
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3. Type the search criteria in either the Words in Text or the Words in Title field.

4. Press Go. The search results appear in the List Window. Material in your
Personal Waste Bin is available to you from any workstation, no matter
where you log into ENPS.

Group Waste Bin

If an item is deleted from a group work area, such as a Group Folder (i.e.,
Rundown or Newsgathering Grid), it is stored in the Group Waste Bin of the
group from which it originated.

1. To display the contents of a Group Waste Bin in the List Window, verify that
the third or forth folder displays the name of the group you want to search. If
you need to change the display on the folder, click the Group Folder rover
and select the appropriate folder from the Locations menu.

2. Select Waste Bin rover —» Group Waste Bin. The results appear in the List
Window. Your Local Waste Bin, where items are stored if placed in the
Waste Bin while you are working offline, can also be accessed by clicking on
the Waste Bin rover.

ENPS Basic User’s Guide 70



Chapter 18

Keyboard Shortcuts

ENPS provides 44 shortcut key combinations. Your personal macros are
accessed using the F2-F12 keys and the Ctr1+F2-F12 keys. A group’s macros
are accessed by pressing the Shift+F2-F12 keys and Ctr1+Shift+F2-F12

keys.

To configure your personal macros select Personal Folder rover — Settings
and click the Macros tab. Contact your group manager for a list of group macros.

General
Keys
F1

Alt + <
Alt + >

Alt + Left
or Right
Arrows
Alt+0

Alt+8
Alt+M
ALt+N
Alt+W
Ctri+E

ctrl+0

ctri+Q
Ctrl+R
Ctri+Shift+B
Ctrl+Shift+H
Ctri+Shift+M
End

Esc

Home

PgDn

Description

Open the ENPS online help which includes both the ENPS
Basic Guide and the ENPS Advanced User’s Guide.

Select the previous or next tab in the active Editing
Window.

Select the previous or next window.

Open the My ENPS rover.

Open the Waste Bin rover.

Open the rover for the active window.
Toggle Search Bar wire search.
Toggle Search Bar Web search.

Expand the active window to full screen or reduce a window
that is already expanded.

Expand the active window to %z of the desktop height or
reduce a window that is already expanded

Close ENPS.

Display Today’s Rundowns for your home group.
Move the cursor to the text box to enter search terms.
Find and replace text.

Launch My ENPS.

Move to the bottom of a list. In Editing Windows this will
move to the end of the item or to the end of the current line,
depending on your Personal Settings.

Same as clicking Cancel, if applicable.

Move to the top of a list. In Editing Windows move to the
top of the current item or to the beginning of the current
line, depending on your Personal Settings.

Display the next page in a list.
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PgUp

Display the previous page in a list.

Editing Windows
Keys Description
Alt+C Close the active item.
Alt+D Delete the active story. Use with caution.
Alt+Del Delete highlighted text or commands.
Alt+E Edit the selected production command.
Alt+H Toggle search term highlighting in search results.
Alt+P Toggle between a story and its properties.
AlLt+S Edit the story title.
Alt+X Close all of the open items in the Editing Window.
Ctri+; Insert current date and time.
Ctrl+A Select all of the text in a story.
Ctrl+B Select bold formatting.
ctri+C Copy the highlighted text to the system clipboard.
Ctrl+D Insert the Duration command.
Ctrl+F Find search terms in the text.
Ctrl+G Insert a CG command.
Ctrl+H Insert the Notes command.
ctri+l Insert the Tech command.
Ctri+l Select italics formatting.
ctrl+J Insert the Insert command
Ctrl+K Insert the Take command.
Ctri+L Insert the Anchor command.
CtrI+N Start a new story in the bottom Editing Window.
ctri+S Save the story.
Ctri+Shift+U Run the spellchecker.
ctri+U Select underline formatting.
Cctri+Vv Paste text from the system clipboard.
Ctri+X Cut highlighted text to the system clipboard.
Ctri+z Undo the last action.
Up Arrow Move to the previous line.

Down Arrow
Shift+Del
Shift+Ins

Move to the next line.
Cut highlighted text to the system clipboard.

Paste text from the system clipboard.
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Rundowns and Newsgathering Grids

Keys

AlLt+A

Alt+B

Alt+D
Backspace
cerl+l
ctrl+0
Ctrl+R
Ctri+Shift+U

Enter
Esc

Space Bar

Description

Move highlighted stories above the cursor.
Highlight stories.

Delete selected story or item. Use with caution.
Edit the contents of a field.

Insert a new row.

Open the selected item for editing.

Display today’s Rundown in your home group.

Update MOS Editorial Start time to match the start date and
start time in the Rundown properties

Save a field after you have modified it.

Abandon changes to a field.

Toggle a selected checkbox field such as an approval
column.

Timing Bar for On Air Rundowns

Keys
Alt+Space bar

Ctri+Space
bar

Shift+Space
bar

Space Bar

Messaging

Keys

Alt+7

Alt+T
Ctri+1
Ctri+2
Ctri+M
Ctri+T

Wires Folder

Keys
Alt+l
Ctri+w

Description
Turn off the timing bar and reset it to the top of a show.

Move the timing bar to the cursor position.
Move the timing bar backward.

Move the timing bar forward.

Description

Open the Messaging rover.

Include the active story as an attachment.
Open the latest Top Line Message.

Open the latest Top Line urgent wire alert.
Display Top Line Messages.

Compose a Top Line Message.

Description
Open the Wires Folder rover.

Display incoming wire stories.
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Personal Folder

Keys Description
Alt+2 Open the Personal Folder rover.
Ctri+N Start a new story for your Personal Folder for in the bottom
Editing Window.
Ctri+Y Display the contents of your Personal Folder.
Third Folder
Keys Description
Alt+3 Open the Third Folder rover.
Ctrl+R Display a list of today’s Rundowns.
Fourth Folder
Keys Description
Alt+4 Open the Fourth Folder rover.
Search Bar
Keys Description
AlT+S5 Open the Search Bar rover.
Alt+C Toggle whether ENPS will search local content.
Alt+G Start a search for terms in the search text box. If the text
box is empty ENPS will use the text that is currently
highlighted.
Printing
Keys Description
Alt+6 Open the Print rover.
Ctri+p Print content from the active window.
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