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Preface and Dedication
For Terry Matte 1943-2009

In 1984 a Canadian Broadcasting Corporation journalist and

producer named Terry Matte wondered aloud why liningup a

daily newscast could not be automated. In particular he wanted to

ease the calculation burden on the Assignment Editor and the

showds Production Assistant. He sai
machine. 6 With that, the firstenLine
to run on the wor | doddahe Tandy MadelllOB Pt o p
was born.

Thanks to Terry's vision, that version of LineupNX was one of the
world's first newsroom computer systems. It is the legacy of that
"lineup machine" on which today's LineupNX 2 is built.

When DOS-based PCs entered television newsrooms a DOS
version of LineupNX was created. Over the years that program
grew in capability adding t eleprompter copy editing and printing
and control room timing modules to its repertoire . In 2000
LineupNX moved to the Windows operating system.

LineupNX has always been designed as an indepe ndent program,
easy to use; one that would fit naturally into the workflow of a
smaller newsroom or program production unit. We have always
sought to provide high value for money so that even small
operations can take advantage of the productivity increases  this
program offers. This guide is for LineupNX 2 for Windows but is
effectively the fifth generation of LineupNX innovations .
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Welcome to LineupNX 2

LineupNX for Windows is a newsroom and production
management tool, sometimes called a Newsroom Computer
System.

It has been designed primarily for:

1 smaller market television stations,

1 new television stations in developing countries,

9 the post-secondary journalism or broadcast training
environment, where there is a need to simulate a
television news environment using the tools that would be
found in a modern TV news operation,

1 Itis useful for community-access cable broadcasting
(PEG) looking for a cost-effective solution to production
management,

1 LineupNX also has a place in the independent production
community, where magazine and other program formats
may be producedd either for syndication or on contract to
broadcasters and other clients,

1 It can give webcasters a tool to make their productions
more professional,

1 Finally, LineupNX also well suited for secondary schools
with electronic media / journalism programs.

We hope that LineupNX 2 works the way you would want to work
in a professional newsroom or production office. It can keep track
of stories, their scripts, prompter copy, notes, event timing,
keys/supers, multimedia files and even attached spreadsheets. It
can take a story from an idea put into a future file or outlook
through air time to final archive. The program adapts to the
function the user plays in the production. Options and features
depend on whether the user is on the Desk (producer or editor), is
a writer/reporter, a production assistant, a studio director, on air
talent, or a teleprompter operator.

Many LineupNX features can be customized to fit your production
environment and the way you and your team workd no matter
what your size.

In addition lining up news or magazine shows (either live or live-to-
tape) LineupNX has a host of other possible uses. For example it
can hold the hourly lineups for a telethon or be used to time and
set up television and/or radio documentaries.
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How this guide is org anized

We have divided the user guide into three sections.

Principles
In the first we introduce some of the basic principles by which
LineupNX and a typical newsroom work.

Program specifics
The second and largest section deals with the all specific functions
and features found in LineupNX and how to use them.

Extra information

The final section shows examples of some of the uses to which
LineupNX can be put and shows some of the workflows you can
use to adapt to your production requirements. It also contains
other miscellaneous information about using LineupNX.
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Section 1: Principles

The Lineup and why it is so important

It takes a coordinated team to produce a successful television

show. During the broadcast of a live program everyone on the
teammust know fiwhat happens nexto.
or rundown as it is often calledd comes in. It is the guide to the

show, a detailed table of contents. Since the show must operate

within rigid time constraints, content must fit precisely into the

available airtime with no gapsd a perfect fit. Designing a lineup
based on the daydés news that wild.l
trivial. Too much material and the host can be cut off in mid-word.

Too little material and there can be long, awkward pauses, banal

host banter, even dead air. Prerecorded programs face similar
constraints, especially if they are designed for syndication or

network distribution.

Live and die by the clock

Most television networks are driven by the clock. For example
network affiliate stations in North America have their clocks
synchronized with one another (and usually to a national or
international time standard). That way the clock becomes a master
reference for switches between network and local programs and
the timing of local commercial breaks or inserts.

As television and the choices it offers have evolved and grown

viewers have also come to expect programs to start right on-time.

For viewers it means deciding between many competing channels

and programs is easier. They know that when the program they

are currently watching on one channel ends, they will not miss the
beginning of another program that
on another channel.

Some Production Basics

Every television production consists of a number of distinct
elements. In a newscast these elements can be actual stories
(copy, voice-overs, voice-overs with clips, full packs, studio
interviews, live location hits etc.) or they can be other production
components such as teases, stingers and bumpers, animations,
promos (called trails in Great Britain), commercials, or look-
aheads. We have provided a list of the most common ones and
what they consist of later in this guide.
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Program Blocks

Television news and magazine shows are almost always divided
into program blocks, usually separated by the commercial
segments. Even on non-commercial networks, such as PBS or the
BBC, there are planned breaks when promos or network
identifications are aired. These too divide a show into blocks. For a
live broadcast the commercials are often played back from a
master control system rather than from the studio control room
from which the live broadcast originates. For programs going out
on a network the breaks are often filled locally and a system of
codes informing the stations of upcoming breaks is embedded in
the television signal. But stations on the network know in advance
the duration of the breaks so they can schedule what they will run
in the breaks ahead of time.

Show design

Most news shows are like magazines. They have a structure or
design that is set by the production teamd say the Executive
Producer and other senior staffd and on a daily show that overall
structure is the same from day to day. This means the number of
blocks is fixed; the length of commercial breaks is the same each
day; the weather forecast and sports are always in the same
place, and so on. The show may have an opening theme and/or
animation of a fixed duration which is used on every broadcast.
You can verify this for yourself by watching and cataloging the
elements of a daily newscast over successive days (as shown
below on Page 5 in the example drawn from CBS News).

Each of these production elements gets a line in the show
rundown or lineup. Every entry in the rundown has a name. This is
called the Slug or Story Slug, homage to the days of hot type
newspaper printing when molten lead was cast to form the letters
of a line of text in a story. Slugs were either lines of cast type or
place holders to make the width and spacing of type on the page
fit properly.

For an interesting account of the terminology of hot type

printing, the process used by newspapers up to the mid-

1970s,r ead Jay Thorwal dsonds article
Went Cold at the Palo Alto Times: The day the old terms

died.o

http://www.moah.org/exhibits/virtual/printing2.html
(Museum of American Heritage, Palo Alto California)
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Example

Below is an outline of the content of the CBS Evening News with
Katie Couric from August 6, 2009 on the left with the outline of
content of the network newscast from Nov 20, 2009 on the right.

August 6, 2009 Nov. 20, 2009
Headline 1 Headline 1
Headline 2 Headline 2

Open Animation
Sotomayor Confirmed
Andrews Outro

First Hispanic reax
Looking for Work
Cash for Clunkers
Bumper Test

Tease to tblock(copy)
Sting- Money watch
Commercials 02:30
H1N1 Virus

LaPook Outro
LaPook QA toss
Commercials 22:00
Terror Target
Clinton Korea follow
Clinton clip

Hughes Obit
Commercials 32:10
Sea Lion Mystery
Close

Credits

Open Animation
Cervical &eening top
Cervical &eening
Health Gidelines
LaPookAshton Q&A
Fighting ku

h LINS Bt Q

Tease to tblock(copy)
Sting- Money watch
Commercials 02:30
Battle Qver Business
Tease to ¢ blocfcopy)
Commercials 22:00
Stress at Wrk

British Foods

Tease to d blockcopy)
American Spirit
American Spirit Outro
Close

Credits

We have marked the common elements. The blue (shaded in the
printed version of this guide) elements are part of the actual
production and the red ones (black in the printed version) are the
built-in breaks that divide the blocks of the production as described
in the previous section. Clearly the content has changed but

LineupNX User Guide 2011 v2.0 rev 2

ol




despite the fact that the two editions were broadcast more than 22
months apart, the format has stayed the same. The amount of time
devoted to editorial content i the uncolored/shaded segments i is
virtually the same at about 21 minutes in each newscast. Note too
that the program intentionally puts the biggest portion of its content
in the opening block (A) and that the three commercial breaks run
for the same times (2:30, 2:00, and 2:10) in both shows. One other
thing to note is that in the Nov 20 show there are two extra copy

t easesé i ntCandD blacks oftthie ghow that are not in
the August 6 show. These teases are short, copy promos and can
be dropped if the show is a little heavy or added if the show is light
in content. Also the credits with closing theme under them can be
stretchedifnecessar y and the presenterods cl osi
adjusted to compensate if there is not enough editorial material. In
the actual broadcasts, the closer in the 20 November program had
a couple of extra lines of text promoting the CBS News website.
This may well mean the show was a little light as it approached its
off-air time.

Note: we have developed a tutorial based on the 6 August
2009 CBS News with Katie Couric newscast on the
distribution CD-ROM for LineupNX 2. You can build the
complete rundown for the show as an exercise including
teleprompter copy and video segments.

In LineupNX

The Editorial Desk (Lineup and / or Assignment) can assign slugs,
arrange the order of items and write copy, all from the LineupNX
interface. Reporters and writers can write and edit prompter copy
and stories and along with the Production Desk can enter and edit
the information about the items that will appear in a show as that
information becomes available including cues and supers, links to
video files, sound and graphics. Presenters can use the
teleprompter in offline mode to rehearse and time their copy.

The program stores templates or layouts for the common elements
of a regular show. For each broadcast the Editorial Desk selects a
layout as the base for that show's actual rundown. Layouts or
templates contain basic information such as the show's name, its
running length, the time it is scheduled to go on the air, the
placement and timing of commercials, and any other regular, fixed
items in the show. The Editorial Desk (or an authorized
administrator) can create and edit layouts as needed.

Below is a schematic of a template that might be created for the
CBS Evening News with Katie Couric.
LineupNX User Guide 2011 v2.0 rev 2 6



CBS Evening News
Headline 1

Headline 2

Open Animation

A Hock

Tease to tblock(copy)
Sting- Money watch
Commercials 02:30
B Hock

Commercials 22:00

C Hock
Commercials 32:10
D Block- Kicker
Close

Credits

As a rundown or lineup is built for a specific edition of a show,
reporters and writers can access their material directly from the
rundown that is presented on their computer terminal. LineupNX
takes care of file names and storage locations for anchor /
presenter copy and for item or package scripts and associated
spreadsheets. If stories are moved from one show to another,
existing written material (including reporter's / editor's notes and
spreadsheets) is automatically transferred to the new show
rundown.

LineupNX is designed to let you follow a relatively standard
newsgathering process or workflow but is flexible enough to let
you modify that workflow in many ways. For example, there are
Future File and Outlook templates that the Assignment Desk can
use well in advance of a particular show. Items from an outlook
move into a show rundown and any notes, contact information and
so on will moves with the entry.

The Slug or item name is the key to identifying items and their
associated material but we have recognized that a reporter writing
‘off-line’ (either in the field or preparing an item in advance) may
use a different name for the story than the one eventually assigned
by the Desk, or may have to save the story script and intro in an
offline location before getting to the newsroom. For those reasons,
LineupNX has a feature that lets the Desk associate any script,
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reporter notes, spreadsheet or prompter copy with an existing
slug, even if the names don't match or if the script is not stored
with the main material for the show.

The Desk

We have already referred several times to the Editorial Desk or
Lineup / Assignment Desk. The classic TV newsroom has a
central decision area, usually called The Desk. This is where the
producers, lineup and assignment editors, and writers craft the
show. The on-set talent often has a space at the Desk as well. The
Desk has access to all the news resources of the show, including
wire services and network or satellite feeds. There may actually be
a physical table they all use. In addition, the production assistants
and graphic artists are part of the Production Desk. Journalists on
the show feed their material to the main Editorial Desk.

Of course how many people actually work on the Desk depends
on the size of the newsroom and the scale of the production. If you
are producing the late local news, you may be lineup, assignment
editor, writer, producer, and director all in one. You may even be
the anchor!

The news day

Youmayhave heard people talk about f#Awo
way they do their jobs or produce a product. In fact we have

already referred to workflow in this user guide. A traditional

newsroom, preparing a single, major newscast or a single, major

edition of a newspaper has in place a system or workflow that

ensures:

1. The best stories are in the newscast / paper.

2. They are ready on time, properly vetted to meet editorial
and ethical standards and are well-produced / written, and
are grammatically correct.

3. They fit into a well-organized program or layout / format
conforming closely to an assigned running length or
number of column inches.

4. The order or page placement of the stories fits the
requirements of the show or newspaper.

Even 24-hour news channels like CNN, Al Jazeera, or BBC News
24 divide their day into program segments and use many of the
features of this process.
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A day in the life

Letds |l ook at a typi c-hdurndwscastonn t he
a local or regional television station. The procedures are not new

and they donét de pyThetimesshowrhbelowt e ¢ h 1
are only for example purposes. Every newsroom is different but

the process i the workflow T is not uncommon.

7:00am Assignment Editor starts the day by looking at the future

file to see what events, meetings and so on might be newsworthy

for the evening show and checks any notes left by the
producers/ editors of the previous
there are follow-ups that should be done. The Assignment Editor
tentatively assigns reporters to those potentially interesting stories

from the future file and also checks the morning newspapers, wire
services, and so on for other story ideas to follow. From this work

the first, usually quite incomplete, outlook is prepared.

8:30am Story meeting: Producers, editors and journalists meet
and go over the first outlook presented by the Assignment Editor.
Journalists pitch their own story ideas for the day based on their
independent research. This forms t hdirsthasi s o
assignments. The kinds of items (copy, pack, voice-over) will be
decided (though depending on how the stories work out this can
change during the course of the day) and the Desk will assign
approximate running times for each potential item based on its
perceived, relative importance and on the general guidelines for
content on the show (e.g. "a pack is never longer than xx:xx.").
From this the second outlook for the day is prepared. It will already
give the Desk a sense of how much material will be available for
the show in terms of the total running time.

9:15am At the end of the story meeting, the assigned daily
reporters will collect available research on their stores, do further
research and start to arrange their interviews and shooting
locations. This would include research material provided by the
Assignment Editor from the future file.

10:00am The Assignment Editor distributes the second outlook to
all staff of the program and may also email it to othersi such as
other information programs being produced by the station, or other
stations on the network. If there is a website for the show the
assigned web person could then put an RSS file on the site
indicating the stories the show is ‘chasing' for the day.
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12:00 The Lineup Editor now takes over the major responsibility
for putting the show in shape, looking at the completion status of
the various items expected. Production assistants will be updating
information about the status of tape, graphics, scripts, and so on.
Copy stories will be written and edited. The Lineup Editor will set a
tentative order for the stories, deciding on the lead, second lead
and so on.

3:30pm Production meeting: Here the Lineup Editor, producers,

writers, production assistants and on-air talent will go over
progress for the dayds show. After
will often issue the final show outlook. This will be very close to the
expected rundown for the show. Reporters and crews who have

been in the field should now be returning with their video,

preparing copy and starting to edit packs. Material coming in on

feeds from the network or other affiliated news services will be

selected for recording (often called 'injest' in operations where

material is stored on computer hard drives).

The RSS feed page on the website will be updated to reflect the
most recent version of the Outlook / Rundown.

The Desk will decide on which material might need to be dropped
from the show or what material to add (often copy stories) to bring
the show to the proper total running time.

5:30pm Split: By this time all announcer copy will have been
written, edited and the final lineup will be as complete as possible
in terms of the running times of all scripts and recorded material.
On air talent will have rehearsed and adjusted prompter copy to
suit their style. The final lineup will be issued, copy printed and
distributed and the control of the show will be transferred to the
Director/Producer in the control room. From this point on, any
changes to the rundown will be made in the control room by the
director or the control room production assistant.

6:00pm ON AIR.
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What LineupNX manages

Events in a television program are informed by a series of different
documents (these may be physical documents, computer files,

video on tape or hard drive, audio cartridges, or cans of film).
LineupNX keeps track of all those
An item in a LineupNX rundown is like a multiple hypertext link to

all the elements of the story or event.

Before newsroom computers, the rundown or lineup was a printed
documentthatmerel y | i sted items and their
running order. LineupNX does that of course, but it is the capacity

to manage for the production and editorial teams the mundane

tasks like keeping track of times, documents and videos as well as

giving the production team an instant look at the production status

of each element of the show in real time that makes LineupNX so

powerful.

Research notes

LineupNX keeps lets you keep a Windows notepad file with
reporatnedr desd i t @bodt the stooy.tThese could include
advance contact details, interview transcripts, and location notes.
This file is always associated with the story and can be opened
directly from the rundown screen.

Spreadsheet data

Keep shot lists, shoot expenses and a contact list in your favorite
spreadsheet while preparing a story. LineupNX will keep this with
the other story information. It can be used to help build the
station's master databases of contacts and video images and can
be used with the station's financial recording system (if set up to
match it).

Package scripts

Use your favorite word processor to write package or documentary
scripts. LineupNX manages where these scripts are stored and
how they are named. The rundown itself gives you instant access
to the script when needed.

Teleprompter copy

LineupNX keeps links to the files that contain the teleprompter

copy for every story. The copy can be edited and updated by the
showdés writer(s) and mspgtadodble-r s. A
click away from the LineupNX rundown.
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Digital video assets

For stories with digital video elements, LineupNX knows where the
video is stored and can initiate playback for preview by editors,
producers, and reporters.

Digital audio tracks
Audio backgrounds, both music and effects, can be assigned to
any item in a rundown.

Graphics

LineupNX lets you associate images/graphics stored on the
station's computers with any item in the rundown. Graphics can be
previewed from any workstation. These could be window graphics
from a still store or background graphics for the character
generator.

Keys and supers

LineupNX keeps your keys and supers (up to 8 per item with their
associated 'on' times) within an item and can produce a key /
super list for the character generator operator.

Video playlists and archive

Finally, with LineupNX you can create playlists for the video
material in the rundown in the standard m3u format. LineupNX will
also archive and compress into a single zip archive file all the
associated electronic (soft) documents that go into making up the
show.

Types of items in a rundown

Live copy story

VT pack / report (with live intro)

VT Top (with either live or recorded voice-over)
Voice-over (either video or graphics)
Voice-over with clip(s)

Live in-studio interview / discussion

Live hit from location

Commercials

Intro graphics and animations

Closing graphics and animations
Stingers and bumpers (teases)

Q & A'in or out of tape (location or studio)

=8 =8 =8 -89 _4_9_45_45_°2--°

Descriptions of all of these are included in Section 3 of this User
Guide
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Timing is (almost) everything

In the early days of television, especially on the BBC in the United
Kingdom, the running time of a major news broadcast was very

elastic. Even the time a show started was approximate. For

example the main 9:00pm newscast might start anytime between

8:55 and 9:04 depending on the ending of the previous show. The

end time of the show also varied. In Britain in the early days of

television the BBC was the only channel and it originated from a

central broadcastcenter.Ex act ti mes didnét seer
much. The producers and editors produced a show that had all the

news available. Vi ewer s di dndt haysethegyny ot |
just needed to be sure the TV was turned on well enough in

advance of the anticipated broadcast.

But with the evolution and growth of networks of several stations
that mixed local and national programming it became essential to
follow the clock. Today, shows (including on the BBC) have on-air
times and running times that are precise to the second. Now
producers must create a show with all the news that fits.

This presents a huge challenge for a live show. The production
team has to ensure that the content of the show fits neatly and
perfectly into the time that is available. For years production staff
built and timed rundowns by hand. LineupNX makes this job much
easier. As a rundown is built, LineupNX gives the Desk a view of
the total content in the show and an indication of how much more
material is needed (meaning the show is light) or if there is too
much content (meaning the show is heavy).

Each time a story is added to the rundown or information about the
running times of elements within a story is updated, LineupNX
does the sexagesimal (the base 60 system that clocks use)
arithmetic and times the show.

Lineup strategies

Some lineup editors/producers intentionally put too much material
into their show and then drop items when the show is on the air.
Others go in light but have backup material ready and add it to the
rundown when the show is running. LineupNX accommodates
both of these strategies. Of course some try to have a show that is
as close to on-time as possible when the show goes to air.
LineupNX makes that easier too.

LineupNX User Guide 2011 v2.0 rev 2 13



On the air

The rundown information is great when the show is being planned
but when it is actually on the air many variables are in play that
can alter the timing, no matter how close to on-time the show is on
paper. It is essential that staff in the control room know whether or
not the show is going to end on time at every point during the live
broadcast or recording. The rundown may indicate exactly the right
amount of content before going to air but if it turns out that the
presenter is actually reading more slowly than anticipated how
would anyone know?

The LineupNX rundown display and printout gives the crew in the
control room precisely that kind of information. Even if you do not
use the LineupNX control room stop-clocks and rely on more
traditional methods of keeping track of the status of the show,
LineupNX helps.

Front- Back- and Hit-Times are computed and displayed as the
show is assembled. The printed rundown includes the Front-time.

The Front-Time for an item is the time it is expected to end if the
show starts on time and all the items before it also run precisely as
expected.

The Back-Time is the time at which an item should start if all the
remaining items are to fit in the time that remains on the show.

The Hit-Time is the time at which a tape (or digital video file) that is
part of an item should roll if the remaining items are to fit within the
time that remains on the show.

In principle, the front-time is all you need to determine whether or
not the show is going to end on time. In the control room you
merely compare the time an item really ends with the front-time
that is on the rundown. Unfortunately, there are two main
drawbacks to this approach and one of them is very serious.

First the rundown that has been prepared in advance is rarely
precisely on time to begin with. It is not uncommon to be a minute
heavy or a minute light as you go to air. If you start a 30-minute
show with a rundown that adds up to 29 minutes of material and
you follow the front-times, you will run out of material a minute
before the show ends.

Second, if during the show you add material that was not in the
original rundown (often a copy story to help bring the show back
LineupNX User Guide 2011 v2.0 rev 2 14



on time) all the front-times from that point on will be wrong and you
wonot be able to use tohmettheshowidd et er
on time.

The same is true if you have to drop a story because you think the
show is going to be heavy. That is where the back-times and hit-
times come in. Even if you add or drop an item, all the back- and
hit-times from that point to the end of the show stay precisely the
same because they are the time marks you have to hit for the
show to end on time, no matter what has happened before.

Example

Letds |l ook at an exampl e-mhaes ed on
show. The show starts at 6:00pm (18:00) with a 30 second

headline / opening pack.

CUTV News | Internet ON 23 items run: | 00:29:38 c: 06:12 01/12/2010 | 11:57 AM
On Air: | 18:00:00 Show is: | 00:00:22 LIGHT Today: | Wednesday
Runs: | 00:30:00 Time to air: | 06:02 Air Day: | Wednesday

As you can see from the header there are currently 23 items in the
show that runs a total of 29:38 meaning the show is 22 seconds
light.

Look at the f i rThetotaltime item is80spcermds n g o
so the front-time,the t i me fAOpeningo will end
the show at 18:00:30. The last column is the back-time. Because

the show is light the back-time indicates that all else being equal, if

the show must finish on time, the opening should actually have

started 22 seconds after 18:00. Now this is not very relevant at the
beginning of the show but [ etds |
as we approach the off-air time.

Below are the last three items of the show. At this point we are
showing that we are still 22 seconds light and have made no
changes to the rundown to add 22 seconds of material.

cdb| 21|M|Mays Tribute :20 |00:00 |Montserrat copy sp100 18:28:07 18:28:09
cb0| 22|J|Sports Reel 112 |00:59 |Ovid sp34 18:29:18 18:28:29
c99| 23| |Show Closer :00 |00:20 EP166 2:30|city6 18:29:38 18:29:40

The front-time for the 20-second long show closer is 18:29:38,
meaning the show will end 22 seconds early. The back-time says
that to end on time at 18:30:00 we roll the closer at 18:29:40. With
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no changes to the rundown during the show, either of these times
can be used to tell us we are ending early.

But by this time in the show we should be exactly on time.
Normally to bring the show on time, the Desk would have added
some copy or host banter to fill the 22 seconds. In the b-block of

this show there is an item called niE]

p20| 15|M|Entertainment wrap [:08 |02:00 |[James [EP16 10:30[dancer  [18:20:17  [18:18:31

The item is light in tone and it would be easy for the anchors to
chat or for the Desk to add another entertainment copy story from

the wire while the show is on the ai
story calbedehfABbi baNp@® -blicklsokspart of
i keé

b20| 14|M|Entertainment Wrap |:08 |02:00 |James EP16 10:30|dancer 18:20:17 18:18:09

b25| 15| |Britany's rehab :22 |00:00 |copy 18:20:39 18:20:17

We know that the show is on time at this point (about two thirds

through the show)d but as the show continues we could slip out of

ti me. How would we know? Letods | ook
ending of the show:

cd5| 21|M|Mays Tribute :20 |00:00 |Montserrat copy sp100 18:28:29 18:28:09
c50| 22(J|Sports Reel 112 |00:59 |Ovid sp34 18:29:40 18:28:29
c99| 23| |Show Closer :00 |00:20 EP166 2:30|city6 18:30:00 18:29:40

The front-times have all changed and are different than what
appears on the rundown that was printed before the show went to
air. But the back-times have not changed and can still be used to
measure the real start time of an item and compare it with the
required start time as given in the back-time to determine if the
show is really on time.

Back-timing a show was often the responsibility of a production
assistant. The back-times were written by hand on the printed
copies of teleprompter copy. In newsrooms that have increasingly
moved to eliminate paper copy, this technique is seen as old
fashioned. It is also error prone.

LineupNX also lets the production team use what is called hit-time
instead of the back-time. The hit-time times backwards to the tape
start rather than the copy start for every page. If your production

prefers to use the hit-time, the Administrator / Executive Producer
can select this option in the Preferences and Optionsé settings.
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Section 2: Program specifics

LineupNX consists of five integrated components

1 Rundown Editor 1 Control Room Timer
1 Intro Editor 1 Teleprompter
1 RSS news feed system

Program navigation

Each of the five components has a chapter in this guide describing
its use, but before we get to the individual sections let's look at the
LineupNX navigation tools.

We start with the menu choices in LineupNX. The precise set of
menu entries available depends on the function in the newsroom
or control room filled by the person using the program. In other
words editors have access to a different subset of menu options
than reporters or writers, production assistants and so on.

Menus (Rundown)

File:
New lineup or layout
Openli neupé
Importli neupé
Open layout
Close
Save lineup
Save format/layout
Linkscri pt sé
Print
Print lineup
Full rundown
Outlook
Make text file of outlook
Print show scripts
Print all pages
Print show block
Print show pages
Print current intro
Print draft scripts
Current intro
Current block
Full show
Exit
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Edit:
Drop item(s)
Save item for next edition
Recover item(s)

Merge items marked for retrieval

Editshowdet ai | s é
Addit e mé

Add I tem at
Edit currentit e mé

Edit item script

Edit intro/prompter script
Edit item notes

Edit item sheet

Swap blocksé

View:
Toolbar
Status bar
Zoom
Normal
Medium
Large
Preview panel
Tools:

Time this intro

Time show intros
Recalculate rundown
Preview video
Pre-recording

cursor é

Make child rundown

Up one level

Back to full rundown

Make events/keys list
Make video server playlist
Generate RSS feed
Export rundown to Excel
Archive show
Lock page numbers
Release to Control Room
Window:
Newsroom
Control Room
Teleprompter

é

Selected script to Prompter
Selected block to Prompter

From current page

Entire show to Prompter
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Administration
Preferences and optionsé
Reset Editor log
Clear script read only flags
User |l og informationé
Unlock rundown
Set / reset network path
Archiveé

Help:

Contents

Search for help oné

About

Keyboard Shortcuts

In addition to the menus and buttons LineupNX also lets you
access many features without using the mouse. Again, we should
note again that not all features are available to all users. For
example only Editors can use Ctrl | to import a rundown.

Ctrl A Select all text in the current Intro Editor module column

Ctrl C Mark and save an item for use in another edition

Ctrl G Open control room timing module

Ctrl I Import lineup

Ctrl L Convert text to lower case in the Intro Editor module

Ctrl N Start a new blank lineup or layout

Ctrl O Open an existing lineup file

Ctrl R Display / hide the intro preview window

Ctrl S Save the current lineup file or save current intro or script
being edited

Ctrl T Send the selected intro to teleprompter

Ctrl U Send the selected block of intros to teleprompter

Ctrl U Convert text to upper case in the Intro Editor module

Ctrl V. Recover a dropped item

Ctrl W Send all intros from current page on to the teleprompter

Ctrl X Drop item from lineup (placed in clipboard)

Ctrl Y Send all show intros in order to the teleprompter

F1 Display Help

F2 Edit the current item's details

F4 Exit the program

F7 Invoke spell and grammar check in Intro Editor module
F8 Time the intro for the current lineup item

F11 Preview video
F12 Recalculate rundown timing
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Sh F2 Edit the intro script for the current item

Sh F3 Edit the notes associated with the current item

Sh F4 Edit the spreadsheet associated with the current item
Sh F8 Time all the intros for the current lineup

Ctrl F1 Add a new item to the current lineup
Ctrl F2 Edit the package script for the current item
Ctrl [Ins] Add a new item to lineup at present cursor location

From the main rundown:

[Enter] Edit the current item's details
[Spacebar] Preview video

[Backspace] Editin place the item field at the cursor

In addition, double-clicking on an item in the rundown opens the
Intro Editor with the intro for that item. There are also context-
sensitive menus that use the right mouse button when an item is
selected in the main rundown.

Menus (Intro Editor)

File:
Save script
Printé
Print draft
Close editor
Edit:
Undo
Copy
Cut
Paste
Select All
Upper Case
Lower Case
Tools:
Time Script
Spell Check
Help

Also clicking the right mouse button when text is selected will bring
up the Edit menu. The [Tab] key switches columns.
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Getting Started: | ogging in

Before you can start
a LineupNX
session, you have
to log in. This is not
Function / Job ID: [ so much for security
but to tell LineupNX
* ‘ - :-“‘ o ‘ what your role is in
- - the production. That
— way the software
can customize itself to present the features you need for that role.

LineupNX Login [Network Mode]

User/ Computer ID: |David

LineupNX uses a straightforward procedure based on a
predetermined set of access levels that reflect your job or function
in the newsroom. They are modeled on the newsroom desk
structure that we described earlier. Your Function /Job ID sets
what you can do within the LineupNX system.

Function / Job ID Access Levels:

Administrator / Executive Producer / Instructor (Job ID
confidential)

The person using this Job ID has control over all aspects of the
show, and sets all the preferences and options for LineupNX...
things like the teleprompter font, main column headings,
teleprompter resolution and many others. This person can also
monitor the number of people logged in and can undo or reverse
actions taken in error by others on the production team. That
includes releasing the network lock that sometimes occurs after an
irregular exit from the program by the logged-in Editor (see below).

Show Producer (Job ID producer)
Designated producers have control over most aspects of the
rundown.

Assignment and Lineup Desk (Job ID editor)

Only one Editor may be logged in at a time on the network. It may
be the Assignment Editor or the Lineup Editor. This is to ensure
the Desk has control over the show lineup. The Lineup /
Assignment Desk is the only position that can add and delete
items, assign slugs and set or change the order of the rundown
before it is released to the control room.

Alternate Editor (Job ID altedit)
Logging in as the Alternate Editor lets you create, edit and work on

any lineup except the current one that the Desk (logged in editor)
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is using. This permits several lineups for different shows to be
edited simultaneously on the same network.

Production Assistants (Job ID production)

PA's can update items in a show rundown but cannot change the
order of items or add to or drop items from the show. Additionally,
PAs have exclusive access to the control-room timing module of
the program and can operate the teleprompter in rehearsal mode.

Show Director (Job ID director)

The Director in the control room uses this login. When the Desk
releases the lineup, control of the show automatically transfers to
the Director who can then edit the running order, or add or drop
items in the rundown. Prior to control being transferred, the
Director has privileges similar to those of a production assistant.

Show Production Assistant (Job ID showpa)

This is the login used by the production assistant in the control
room. When the show is handed off by the Desk, the Show
Production Assistant has more rundown editing privileges.

Reporters and Writers (Job ID reporter)

Reporters can write and edit scripts, intros, notes and
spreadsheets, and can update rundown information like titles and
times on keys and supers. There can be as many reporter logins
as there are reporters.

Anchors and presenters (Job ID anchor)

The anchor login gives presenters access to the main teleprompter
functions at their desktops. They can use this function to rehearse
and time the copy they will read on-air. That timing can be entered
directly into the rundown, replacing the estimated read times that
LineupNX can produce automatically.

Technical staff (Job ID technical)
This login is reserved for teleprompter operations.

Logging out

It is not actually necessary to log out. LineupNX takes care of that
when you close the program. It is important, however, to properly
close LineupNX before shutting down your workstation. This
ensures the LineupNX user registry is properly updated. Since
LineupNX is licensed to a fixed, maximum number of users, failure
to close the program properly could leave users logged in, even
though their computers are off. If LineupNX thinks the limit of users
has been reached, no new users will be able to log in.

LineupNX User Guide 2011 v2.0 rev 2 22



If the Editor can't log in...

LineupNX also keeps track of the Editor who is logged in and since
there can be only one legitimate show editor, if that person has to
shut down his/her computer without properly exiting LineupNX it
might be impossible for them or anyone else to log in again as the
show editor. If this happens, the Administrator / Executive
Producer / Instructor can manually log the editor off using his/her
login ID and selecting Window > Administration > Reset Editor
Log (this can only be done once the rundown editor module has
started).

Monitoring the number of users

The Administrator / Executive Producer / Instructor can check the
number of logged-in users at any time. Just select Window >
Administration > User log information.... Again, this function
can't be accessed until the rundown editor has started.
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Getting Started: the first screens

Once you have logged in, LineupNX will start the rundown editor. If
you are the show lineup or assignment editor, you can open a
lineup or a template to work on. If you log in as a production
assistant or reporter, you can open the current rundown by
selecting it directly from the File menu (the most recently used
rundown is listed). If you log in as the teleprompter operator, the
current rundown will load automatically. Of course it is possible for
anyone who is logged in to open any rundown, not just the current
one being prepared for air.

Drag and Drop

LineupNX 2 also supports several ‘drag and drop' operations for
starting the edit screen of the rundown editor. For example you
can drag a rundown or template icon over the LineupNX program
icon to launch the program and load the rundown. You can double
click on a rundown or template icon to start LineupNX and load
that rundown. Finally you can drag and drop a rundown or
template icon onto the blank rundown editor screen to load that
rundown.

Templates or Layouts (for Editors)

As we illustrated in the introductory section of this guide, most TV
news programs have an overall format
day to day, week to week. They have a fixed on air time, off air
time, number of commercial blocks and so on. Weather and Sports
may also have fixed run times and places in the show. LineupNX
lets you define templates or layouts for each of the shows or
editions you produce so you won't have to re-type the constant
information for every newscast. When you want to start a new
lineup, the easiest thing to do is call up the layout or template file
for the edition you are producing and save it as a lineup for the
current day or to a folder set aside for that particular production.
This is similar to starting a new letter or fax using predefined
templates in programs like MS Word or WordPerfect.

The Desk can call up a template by choosing File > Open
layouté Once the layout is open, it should be saved immediately
by selecting File > Save format/layout (or by clicking the Save
icon on the tool bar). You will be given the option to save this
again as a layout, which you would do if you were actually
modifying the layout itself, or as a show rundown or lineup. If you
save as a lineup, you must assign the air day for the specific
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edition of the show you want to create, or assign the rundown as a
bagger or an outlook or to a user-defined folderd either one you
create or in one of the areas we provide called users, samples or
My stories (see pages 38-39).

Getting Started: create a new layout

The Desk or Administrator / Executive Producer can create a new
template or layout file very easily in LineupNX for Windows.

LineupNX Set Show Detai From the File
B, YR — Menu select
Show / Series Name ltermn Time  from end? New or click on
! ——— I the New icon

onmr [ } :f** ; on tr_le tool bar
Runs [ — or File > New
oA [___ This is & Iineup or
8t:5;§ v o‘ layout ([CtrIIN
is the shortcut).

A form called 'Set Show Details' will open and you supply a show
name, an on air time, a running time or an off air time. Do not
include the ":" in a time, LineupNX takes care of that. For example,
if your show will start at 3:00pm exactly, you enter 030000. If your
running time is 25 minutes and 30 seconds, you would enter
002530 in the Runs box.

If you are prerecording a show and do not have a set on air time,
just fill the On Air box with Os to set an on air time of 00:00:00. You
need only specify one of the last two times (Runs or Off Air) and
LineupNX will compute the other. The longest running time a
LineupNX rundown can have is 23:59:59.

You can choose whether what you are about to create is a layout
or an actual show lineup (for example a one-of-a-kind special). If
you select Lineup, you must also specify an air day or select to
make a lineup for evergreen itemsd called baggers or save an
outlook. You also have the option to save a rundown to custom
folders either ones you create or within a category such as users,
samples or My stories.

You can also include up to three fixed events that are tied to the
show rather than to a particular item in the show. The most
common would be a roll cue for a closing theme that is back-timed
to end at exactly the off air time but rolls in the background (not on

air) until it is needed. The LineupNX control room timing module
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uses this information to generate countdowns and roll tape
reminders for control room staff.

| LineupNX Set Show When you have
Basic details Fixed cues (optional) Completed the
Shaw { Series Name ltem Time  from end? deta"sy Choose
[Energy Today [Close thame [oo:01:22 v to save the new
Y } :**f ; lineup as a
Funs [J02730 | g — Layout and
Off Al [20:2730 Series ’_ This is a: then CI'Ck the
umbsr [ | | O v 0‘ OK button. A
new, blank
layout form

appears in the rundown editor and you may start to add new items.

Energy Today | Internet OM Oitems run: | 00:00:00
OnAir: | 20:00:00 Show iz | 00:27:30 LIGHT
Runs: | 00:27:30 Time to air; | Mot today

Psn |Pg# | H Story Slug Int |Runs Repurter."Writer

Let's assume you are creating a new layout. LineupNX uses a very
simple convention. Each program block is identified by a number

or letter (for é&admlmpdle dirAoblbd olc kij 1 ®@)r.

commercial break or the opening item of that block on a non-
commercial outlet is identified
can have up to 99 items or elements. The template / layout will
contain only the set of elements that repeats each time the show is
aired.

fter Information TO add an
Psn H  StorySlg Int Runs  Reporter/Writer Source Graphic e|ement
AR S select Edit >
Keys and Cues Tech Crew H
B | [ oo Add item (or
|\ || || [Ctr]] F1). A
N e — .
™ =111 blank item
— = | = informatipn
—— e - record will
= JJ open for you
—_— Audio file PA
|| \ to enter the
I = details. You
ltem Status Page Number ’7 . I d
[~ Reporter assigned Graphicfile must include
|| - ommmscox. . a block
Edit complete 1]
C e %0 mlvie ?eSIgtr:ator
——— - - - - number or
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letter) and a two-digit position within the block for the item you are
adding. At this time you must also enter a unique description for
the item in the Story Slug area. The other parts of the item record,
including the running times can be completed later. If you are
satisfied with your entry, you can save it, in which case a new
blank record will open for you to enter the next item. When you are
happy with all the items you have entered, select V. The lineup
display will now show all the items you have entered.

The blank record form is shown above. After entering the minimum
amount of data, the record could look something like the figure
below.

LineupNX Add Items to Lin
~Item Information
Psn H  Story Slug Int Runs Reporerfriter Source Graphic
IE_IF IEnergy animation I.UEI |25 on I IVTE
I
—keys and Cu —Tech — Crew
Text or description At lterm type Producer
! — = !
I |__ Audio Source Camera M
| ||l =]
Video file Audio
| == ||l |
| — -
Editor i
I |77 E o !
| —_— Audia file PA fl
| — ! J
~ lkem Status ﬁ o Page Mumber N
[~ Reporer assigned Graphic file
[ Crew/Tape back
[~ Script Check OK !
[~ Edit complete ﬁ o é f °
[~ Intro, Graphics, Keys |

The template rundown might look like this.

Psn Pg#’ﬁ Story ’F Runs Reporter!\Vrlter Source

Energy animation 00 00:25

The show opening is shaded orange. Subsequent commercial
blocks will be black with white text. Other color coding will be
described later.

This brings us to the Rundown Editor module.
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The Rundown Editor

|- LineupNX David-VAIO [Executive Producer] Netwo

File Edit View Tools Window Help
EFUS = s X FTHE@ co0e 00 a|

| Newsday |Internet ON | 22items run: [00:28:22 |a: 08:59 [ 28/11/2010 |3:13 PM
On Air: | 17:00:00 I Show is: | 00:29:35 [LIGHT I Today: | Sunday
Runs: | 00:57:57 ] Time to air: | 01:46 [ ] Air Day: | Sunday
’ﬁ@ﬁ Story Slug ,ERum Reporter/Writer|Source Graphic |Front-Time Back-Timejg

Opening :00 00:30 Mowbray EP103 5:0 None 17:00:30 17:29:35 E
School Fire 214 101:30 |Lumb 17:02:14 17:30:05
Fire Follow 213 |01:20 |Chew 17:03:47 17:31:49
Book Store Security |:19 |01:15 |George 17:05:21 17:33:22
Strike Talks 111 |00:36 |desk copy picket 17:06:08 17:34:56
Student Elections :23 |00:00 |desk copy 17:06:31 17:35:43
Pasta Swim 11 |01:30 |Faustus EP100 10:0|ca44 17:08:12 17:36:06
Look Ahead 12 |00:30 |desk EP100 5:30 17:08:54 17:37:47
Sting 1 to Comml :00 |00:05 VTT7 17:08:59 17:38:29

o|~[o|o & fw|n [

Commis1 01:30 vil 17:10:29 17:38:34
M| Interview Setup 00:55 |Frost 17:11:24 17:40:04
J |Dr. Dunton Intvu :00 |03:00 |hosts live key12 17:14:24 17:40:59

Movie Review - Matri|:17 |01:20 |Reeves 17:16:01 17:43:59

Entertainment Wrap_|:11[02:00 [Mary P16 10:30 [NGEII 171812 |17:45:36
| |Weather :00 |01:45 |Vergin map25 17:19:57 17:47:47

Sting 2 to Comml :00 |00:05 VTT7 17:20:02 17:49:32

This is the heart of LineupNX where rundowns are created and
edited. It is also a management center for the show, taking care of
file names, feeding the teleprompter and control room timers,
making sure package scripts are accessible and that notes and
research for an item are easy to find.

The rundown editor screen is divided into three areas

T R o T T T ——————— %

File Edit View Tools Window Help

BeHS =s i XZEE@ 00000 v~

The top of the screen displays the menus and a tool bar to access
common functions.

Newsday | Internet ON 22 items run: |00:28:22 28/11/2010 | 9:42 PM
On Air: | 17:00:00 Show is: | 00:29:35 LIGHT Today: | Sunday
Runs: | 00:57:57 Time to air: | Not today Air Day: | Sunday

Next is the status block that displays a summary of the status of
the current show. It will also display messages about specific
functions or events in the show such as whether or not the
rundown has been released to the control room. If you are working
on the current day &H alsoepdateche tnte,
to-air clock once a minute.
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[Psn Pg# H Story Slug [Reporter/Writer|Source Graphic |Front-Time |

Lumb 17:30:05
Fire Follow 13 |01:20 |Chew 17:03:47 17:31:49
Book Store Security |:19 |01:15 |George 17:05:21 17:33:22
Strike Talks 111 |00:36 |desk copy picket 17:06:08 17:34:56
Student Elections :23 |00:00 |desk copy 17:06:31 17:35:43
Pasta Swim 111 {01:30 |Faustus EP100 10:0|ca44 17:08:12 17:36:06
Look Ahead 112 |00:30 |desk EP100 5:30 17:08:54 17:37:47
Sting 1 to Comml :00 |00:05 vT7 17:08:59 17:38:29
Commis1 :00 01:30 17:10:29 17:38:34

a5
all
alb
a20
azb
a30
a3db

o |~ ||| b (m

10

The main body of the screen shows the list of items in the current
lineup. The column headings shown above are the default
headings, preset for LineupNX. You do not have to use them if
they do not fit the needs of your production. The newsroom
Administrator / Executive Producer can set custom headings to
replace Story Slug, Reporter/Writer, Source, and Graphic.

Psn is where you set the show running order. It is divided into

blocks by the first letter or number and then position within the

block by the next two numbers. They do not have to be

consecutive. In fact when building a rundown it is usually better to

have gaps of say 5 places to leave room for changing the position

of a single item without having to renumber the entire block

(LineupNX does have a renumber feature that can set spaces
automatically in the block i f you

The next column, Pg#, shows the assigned page number. This
cannot normally be edited. Page numbers are consecutive and will
be printed on the teleprompter copy. There is an exception to this.
If the Desk has locked the page numbers at the time of the show
split, any last minute additions to the rundown require the page
number to be entered by hand. Standard procedure would be to
assign the number based on surrounding items. For example b15
would be the page before page 15. al5 would be the page after
page 15.

The H column can be used to designate who the on-air talent for a
particular item will be. On a show with co-anchors you can divide
the scripts this way. This column can also be designated as a
marker for elements that have been prerecorded when generating
child rundowns (see Page 59).

Story Slug is the name by which the story is identified throughout
the newsroom. It will be part of the file names for all scripts and
notes associated with the story.

Int is the running time in seconds of the intro or prompter copy.
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You can enter times up to 99 seconds to allow for voice-over
material when first setting up the rundown. Later, when the copy is
written in the Intro Editor, if it is properly coded, LineupNX will
separate on-camera from voice-over and put the VO time into the
Video time column (Runs).

Runs is the running time in minutes and seconds of the sound up
video in an item. For a pack it is the running time of the item, for a
VO-clip piece it is the total time of the clips or sound up segments.

Front-Time, Back-Time and Hit-Time are calculated by LineupNX
and cannot be edited

Please note that the actual screens on your version of
the program may not look exactly the same.
LineupNX also has other tool bar buttons that are only
available to the teleprompter operator or production
assistants.

The Desk Editor adds items to a rundown. Pressing [Ctrl]F1
opens an item record display like the earlier one we showed when
a show template was being created. A slug and a position are
required but you need not have all the information available about
an item when the entry is created. Estimates of the times for intros
and tape times are very useful for providing the team with an idea
of how the show is shaping up but are not necessary when an item
is inserted into the rundown. As the time to air draws closer, any
item can be updated with new information and the order of items
can be revised.

One thing, however, that must not be changed is the Story Slug.
LineupNX uses the slug like a filename and all files associated
with that rundown including teleprompter copy, package scripts,
research notes, and spreadsheets depend on the story slug.
Changing it after a script has been written means the copy could
be lost (though we have provided a means to recoverd see the
section below called Linking Stories to Slugs Page 43).

In addition to the rundown pane you can choose to simultaneously
display any teleprompter copy that has been written for an item.
You activate the panel from View > Preview or use the short cut
key [Ctrl]R. This view is not available to reporters or technical staff
but can be used by the Desk and production staff to help monitor
the progress of the production.
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| Fle Ede View Tools Window Help
BFME = XX THE® 00000 ay~

| Newsday  Internet ON 22 items run: | 00:28:22 a: 08:58 268/11/2010 313 PM
On Alr: | 17:00:00 Showis: 00:28:35 LIGHT Today: Sunday
Runs: | 00:57:67 Time to air: | 01:46 Air Day:  Sunday
,ﬁ,ﬁﬁ Story Slug ,Em Reporter/Writer Source Graphic | Fros

a00 1 Opening :00 00:30 Mowbray

nt-Time el
EP103 5:0 None  17:00:30 - The library is no

01:20 |Chew
Book Store Security |:18 |01:15 |George
Strike Talks :11 |00:36 |desk copy picket 17:08:08 | 17:34:56
a25 Student Elections :23 |00:00 |desk copy 17:06:31 17:35:43
Pasta Swim <11 |01:30 |Faustus EP100 10:0
Look Ahead
Sting 1 to Comml
10 Commis1 E
11|M|Interview Setup HAE 17:40:04

12(J | Dr. Dunton Intvu K 03:00 |hosts 17:40:59
b15| 13|l Movie Review - Matri;|:17 |01:20 |Reeves

17:43:58
Entertainment Wrap |:11[02:00 |Mary 17:45:36
15| | |Weather :00 |01:45 |Vergin 17:47:47

16| |Sting 2 to Commi 00:05 :20: 17:49:32

Selecting a rundown

If you are the Desk Editor, it is probably your responsibility to start
the process of constructing a rundown. You can create one from
scratch, load a template, or work on a rundown that has been
started earlier and saved. To load a template or pre-existing
rundown, select the appropriate menu item. Your choices are:

1 New lineup or layout
1 Open lineup
1 Open layout

If you select Open lineup, LineupNX will present a dialog box with
a list of available rundowns for whatever day of the week it is. You
do not have to accept this and can navigate to any other day or to
the baggers, outlooks, users, samples or My stories folders (more
about these below in Types of Rundown).

If you select Open layout, LineupNX will open the special
templates folder and you can select the appropriate one for the
show you are going to produce.

Types of rundown

You might think that the template for a show and the rundown for
the actual show that will go on air are all you need but LineupNX
offers much more because you can copy, cut and paste items
together with their intros, package scripts and research notes from
one rundown to another with just a few keystrokes. LineupNX
supports extra types of rundown. They are:
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1 Baggers

9 Future Files

1 Outlooks

1 User defined
Baggers

LineupNX features a special storage area for baggers. These are
evergreen pieces that can be packaged in advance. The Desk can
create special bagger rundowns and store them in the baggers
folder. When you want to use an item that has been packaged in
advance, you load the correct baggers rundown and select the
story or stories you want. You drop them from the baggers lineup
([Ctrl]1X). They will then be available as dropped items to be
recovered into the rundown of the show on which you are working
(for more about dropping and restoring items see page 49).

For example you might prepare the basic material for obituaries
well in advance of their need on the air. You could keep research,
preliminary scripts and other information in the baggers area,
ready to be used if and when needed. Often feature stories are
pre-packaged for use on the weekend editions of a show when
there are few reporters available or there is little hard news to
report. Again, they are stored in the baggers rundown area when
they are created and retrieved on the broadcast day into the show
rundown.

To save a rundown as a bagger lineup, select bagger instead of an
actual air day from the Edit > Show Details dialogue. You can
have as many different bagger rundowns as you like. For example
you might have one just for anticipated obits, one for the weekend
ahead, one for significant anniversaries, an upcoming municipal
election, a telethon and so on.

By the way, the term bagger comes from the expression "in the
bag". For other TV journalism jargon and slang see:
http://journalism.ukings.ca/journalism_3925.html

Outlooks

LineupNX has a special feature for creating and maintaining
outlooks for shows in the planning stage. In many newsrooms, the
outlook is used as a guide during the day or week to what is likely
to be on the show. It can be used to inform affiliated stations, other
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shows, or a mailing list of people about what is coming. It also
evolves during the time leading up to a show's airtime.

With LineupNX an outlook can be the basis of a lineup. You can
use the pre-built outlook template we have provided as a model or
you may create your own. Just save your outlook in the Outlooks
folder after you have modified the template we have provided to
your own needs (or after you have created your own).

n

E—i LineupNX David-VAIO [Executive Producer] Network

File Edit View Tools Window Help

EeMS = iinX EHE® cooe o | i~
Outlook | Internet ON 7 items run: | 00:00:00
On Air: | 00:00:00 Show is: 00:00:00 ON TIME
Runs: | 00:00:00 Time to air:  Not today

Psn Pg#ﬁ Story Slug E Runs Reporter/Writer|Source

b00 Reporters :00 00:00
c00 This Month :00 00:00 Date

doo Anniversaries :00 00:00 Date
Follows :00 00:00 Date
Staff List :00 00:00 Name Mobile
Email distribution :00 00:00

You can also save your outlooks as plain text files by using the
File > Print > Print lineup > Make text file of outlook and you
have the option of including the first paragraph of the notes file
associated with each item as part of the outlook. This is useful if
you want to include a brief description of the item in the outlook.
LineupNX itself uses this feature to create an RSS feed page for
the show. The Administrator / Executive Producer can also
designate whether to include all column headings from the main
rundown screen or just the most important ones (these options are
accessible to the Administrator / Executive Producer on the
Window > Administration > Preferences and options... on the
General tab under Outlooks content). The outlook file is saved
with a name in the form showname date time.txt where the
showname is what you have called the particular rundown and
date and time are presented in the format ddmmyy hhmm (as in
"outlook 050206 1234.txt"). The Administrator / Executive
Producer can also change where outlooks are stored from the
Preferences and options... screen.

Of course you can also print the outlook from File > Print > Print
lineup > Outlook.
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In either case, you will be prompted for your name and function on
the show before printing begins or the text file is created.

Note: The ability to save a special text file is not
confined to formal outlooks. Any rundown for any
show can be saved this way. Little is done in the way
of formatting but text files are the easiest to send via
email. And of course a full rundown can be saved or
printed in this simplified format as well.

Future Files

In many newsrooms (television, radio and newspapers) around the
world the Assignment Desk and reporters use and maintain what
are called future files to keep track of potential, upcoming stories.

The paper future file, usually 31 numbered file folders representing
the days of the month, is a simple tool the Desk or a beat reporter
can use to keep track of coming events. For example, if the
newsroom receives an announcement of an event it may want to
cover and that event will take place on the 10th of next month, the
Desk simply files the announcement in folder #10. Each day the
Assignment Editor checks the folder for the appropriate day to see
if there are already stories or events that might be covered. The
material that is out of dated last monthd is discarded or filed
(depending on the newsroom), so the future file is always current.

LineupNX extends the future file to the computer. LineupNX has a
predesigned rundown template that you can use as an electronic
future file. This is accessible to the Assignment / Lineup Desks (or
to anyone who can log in as an editord reporters working on their
own personal rundown set can keep their own future files See
Page 89 for details). When that same announcement is received
(these days often as an email), before filing, the Assignment Desk
can enter pertinent information in a LineupNX future file. This entry
can include notes about the event, contact numbers and so on (for
example if the information was received by email the message text
can be stored as a note for the event in the future file). The future
file rundown has 31 blocks for entering story information. When
the story is assigned, the item can be dropped from the future file
and pasted into an outlook or into the actual lineup for the show.

LineupNX can maintain as many different future files as you like.
For example, if your station produces newscasts and has a regular

health and medicine program, you can keep a separate future file
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for each. A future file name could be based on the show name

(e.g. Newsday Future), but they can have any name you like. In
fact each reporter can also maintain a personal future file on the
system, possibly stored in a dedicated folder in the User section.

We have provided a future file template that you can modify to suit

your own needs. To accessit,selectFi | e > Opeandl ayou
look for Future File.tnx. When you have modified it to suit the way

you work, you can save it as a lineup to your outlooks folder or an
appropriate User folder where it can be retrieved for updating.

Future File [Internet ON You should be aware that since
On Air: |00:00:00 LineupNX normally uses a case
Runs: |00:00:00 insensitive, alphabetic notation to

denote program blocks, there are only
26 alphabetic blocks (A-Z). There are

several ways to add the remaining 5
days of the month that you will need.
We have chosen in the template to
use the numbers 1-5 for the first five
days of the month. Day six then starts
with "a" and day 31 is "z." The "00"
position of each block (black) is the
equivalent of the file folder tab in a
paper future file system. To enter
information about an event for the
10th of the month, you simply add an
item ([Ctrl]F1), giving it a position
within the block that represents the
10th (e block in our example).

2
3
1
5
6
T
8
9

Lo ~NO;m R wWwN

g
SN AW N =0

Of course, future files stored in the
Outlooks folder are not private. They can be reviewed by any user
and edited by anyone with Editor privileges or higher.

User-defined folders

In addition to the set of folders created for you when LineupNX is
first installed, LineupNX lets you store rundowns and associated
files in any folder/directory you like. It is easier to create any
additional folder structure under the base folder that LineupNX
creates but it is not essential. Any folders created in the same
directory as the ones originally created by LineupNX will be
detected by the program and loaded into the Set Show Details
form so you can easily select one of them for saving a rundown.
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You can also double click on any LineupNX rundown file, no
matter where it is stored and it will open in LineupNX.

Adding Items to a Lineup

After loading a template or a lineup the Editor can proceed to add
new items. You can select Edit > Add Item or press the shortcut
[Ctrl]F1

When you do, a screen with blanks for information about the item
will open. You do not have to complete all the fields, but a position
and a slug are mandatory.

LineupNX Add Items to Lineup

Item Infarmation

Fsn H  Story Slug Int Runs Reparter/‘Writar Source Graphic
rrT (Y B

Keys and Cues Tech Crew

Text or description At ltem type Froducer

| | =1

| ‘__ Autio source Camera

| — =1

| ‘ Yideo file Audio

| ‘77 ﬁ Editar

| - -
[ —— Audio file PA

| - |

ltern Status ﬁ Fage Mumber

[ Reporer assigned Graphic file

[ Crew/Tape back

[ Script Check OK

[~ Editcomplete = % f o
[ Intro, Graphics, Keys _

The position section (Psn) has two parts. The first entry sets the
program block in which the item will run. The second part is the
location within the block you want the item to occupy. When you
build a rundown, you don't usually know all the items or their final
order ahead of time. You expect to add items as the day
progresses and depending on the relative merits of stories you
almost certainly will want to amend the running order. As you add
stories you could assign positions within the block using
consecutive numbers but that will make changing the running
order at a later time more difficult. We find it is usually best to
number the items in fives, e.g. 05, 10, 15 etc. That way you have
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lots 'slots' into which you can move an item to change the order.

Automatic renumbering

LineupNX can renumber the items in a block if you want to create
blank spaces for new stories. With the cursor on a story in the
block you want to renumber, select Renumber items from the
Tools menu. LineupNX will number in 5s unless there are already
more than 20 items in the block. It will then drop to a spacing of 3
in the block.

Attaching notes to a story record

Every slug in a rundown is linked to an introduction for on air talent
and a package script for the tape segments. It can also access a
note in Windows Notepad where research information can be kept
and a spreadsheet. To add research notes, you put the cursor on
the item in the rundown for which you have information and press
[Sh]F3 or Edit > Edit item notes. This will open any existing note
file to which you can add new information or will ask you to create
a new file if none exists. The note file will always be associated
with the story you had selected, even if you move that story to
another rundown. You can paste information from emails, type
your own comments and add research links such as copies of
URLSs for Internet addresses that have information pertinent to the
story. One interesting feature of the Notepad is its ability to insert
the time and date into the text with a single keystroke. This can be
used to keep track of when information in the note file has been
entered.

Linking media to a rundown

You can attach tags to a rundown to identify digital video files,
graphics and still store files, and audio files as part of an item in
the rundown. Anyone logged in to the rundown can preview each
linked media file from their desktop.

Video

Linking digital video files to a rundown is a powerful feature of
LineupNX. To accommodate different workflows the program
actually offers two ways to link video to an item in the rundown
along with some options about how to do it.
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LineupNX can automatically link digital video to rundown items if
your digital media storage system permits. If the following
conditions are true, LineupNX will find and attach video directly.

1 You must tell LineupNX where to look for video. Set the
main directory of your video server in the LineupNX
Preferences and optionsé

1 If you like digital video may be stored in a folder structure
that mirrors the folders for rundowns themselves. For
example if the rundown for a show is stored in a folder
system: c:\lineupnx\magazines\ then the video location
path should look like \\videoserve\lineupnx\magazines\. If
you do this then Use Rundown folder structure must be
checkedinPr ef erences and optionsé

1 A column must be designated in Preferences and
optionsé to tell LineupNX where to look for the match.
Possible columns include the Story Slug column (4), the
Source column (8), the column that is usually called
Graphics (9), and the Reporter/Writer column (7).

Note: these are the default column headings.
Your newsroom may customize them.

1 The digital video filename must match the text in the
designated column in the rundown.

91 All digital video files must use the same file extension and
that extension must be selected in Preferences and
optionsé

1 Media server functions must be enabled in Preferences
andopti onsé

Once all the settings have been maded and it only needs to be
done onced LineupNX will look for matching video in the
designated server location and will mark the item row in the main
rundown in green. If a media player has been designated in
Preferences and optionsé , the video can be played directly from
the rundown screen just by pressing [Spacebar]

If Media server functions are enabled and Column 30 has been
designated as the video link column in Preferences and

opt i o,hise@pNX will use manual entry mode to link digital
video files to rundown items. The advantage of this mode is that
the location of the video media is completely flexible and video file
names do not have to match the text in any column in the

LineupNX User Guide 2011 v2.0 rev 2 38



rundown. The disadvantage is that each digital video file must be
attached individually to the rundown.

To tag/link manually, open the data Video fils
record for the item to which you want to

link video ([Enter] or F2). On the
record there is a window below the EJ
label Video file. If it is blank, then no

video has been linked to the item.

Below that window are two buttons. The left button opens a file
browser that you can use to locate the video you wish to link to the
item. The right hand play button will be disabled until a video has
been selected.

When a file has been selected the Video file window will then show

the full path to that file. The play button will be enabled (if a video

player has been designatedinPr ef er ences a)nThe opt i
file can be previewed from the data record by clicking the play

button. When the record is saved and closed, the entry for the item

on the main rundown screen will have a green background and the

video can be previewed by pressing [Spacebar].

In order for all workstations to have access to the video it should
be stored in a shared network location or locations.

Graphics / Still Store

To link a graphic or still store file to an item in a rundown, open the
data record for the item ([Enter] or F2). Under the Graphic file
label is a space for a file name and a File folder button that will
open a file browser dialogue. Use it to navigate to the graphics file
you want and the file location will be attached to the record for that
item. When a file is attached, the path to the file will be displayed
in the window above the browse button. A thumbnail of the graphic
will be displayed as well. If a default viewing program has been set
in Preferences and optionsé , the Play button next to the folder
button will be enabled. You will be able to view the graphic file by
clicking this button.

Once a graphic has been tagged, the main rundown window will
indicate this by putting a red background on column 9 (Graphics is
the default heading).

There are a few things to note about this process. First the viewing
program for graphics files can be different for each workstation.
For graphic designers the link can be to a specialized program like
Photoshop but for everyone else it can be a simple graphics
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viewer like the QuickTime or Picasa.

Second, to ensure everyone has access to the files for selection
and viewing, graphics files should be stored on a shared network
drive, not locally on anyone's individual computer.

Audio

You may wish to link an audio file to an item in a rundown. For
example the daily market report might be announcer copy with a
graphic but could have an audio bed of stock market sounds.

The linking process is the same as for graphics described in the
previous section. Use the File folder button to locate the audio
file. When it is linked to the rundown the file can be previewed with
the Play button which will be enabled if a playback program (as
simple as Windows Media Player) has been designated in
Preferences and Optionsé .

If an audio file has been linked to an item in the rundown, that will
be indicated on the main rundown screen by putting a colored
background on the Page number for the item.

The same caveats about location and playback programs apply to
audio files as to the graphic files.

Keeping data in a linked spreadsheet

If a standard spreadsheet program (Excel, QuattroPro, Open
Office Calc) is installed on your system, editors, PAs and reporters
can attach a worksheet to each item of the rundown. The sheet
could be used to keep track of expenses incurred, a contact
database for people in the story, GPS location data, shot lists for
tapes used, shooting schedules for a long documentary, even
vehicle mileage. If LineupNX has detected a spreadsheet program
on your system there will be an item on the Edit menu (Edit > Edit
item sheet or [Sh] F4).

You can attach an existing spreadsheet using the Link Scripts to
Slugs screen on the LineupNX file menu (see below Page 43).

We ship LineupNX with sample spreadsheets in each of Excel (xlIs
and xlIsx), QuattroPro (gpw) and Open Office Calc (ods) formats.
These templates can be used as the basis for ones you use for
your productions. We provide three tabs in each sample, one for
location shot lists, one for contacts and one for location / trip

expenses. You can modify each to suite your particular production
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needs. Below are samples of each of these tabs.

We show them from an Excel sheet but the others are similar.
A A B C D

1 |Contacts List |

- - - -

2
3
4
5

6

7

8

A A B

1 Shot list

2 Date

3 Slug/Story

4 Producer/Reporter

5

M Tape / Fle ID n Time in n Content description

7

8

9

10

A A B C D E F G
1 EXPENSE LEDGER

2 NAME: Trip days
3 DATES:  3-Dec-10 2-Jan-00 -40513.37 Story
4 From:‘

5 To:

6 Amounts in Dollars (except mileage)

7 Expense Category TOTAL $ " 1-Jan-00 2-Jan-00 3-Jan-OC
8 |Transportation

9 Air/Train/Bus $0.00
10 Airport Taxes $0.00
11 Baggage $0.00

12 Taxis/Tolls/Pkg. $0.00

13 Public Transport $0.00

Writing scripts for packages or
documentaries

LineupNX provides several options for handling scripts for
prepackaged reports and features. A reporter can write the text
offline and then attach it to the requisite rundown or can use the
LineupNX rundown editor to access the script word processor and
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create a script.

By default LineupNX uses the built-in Windows program called
WordPad for writing the voice-over material for a pack or a news
story. You access the script editor from the lineup. Place the
cursor over the story for which you want to write a script then
select Edit > Edit Script (alternately press [Ctrl]F2). This will
bring up WordPad with the script file already loaded. If you have
not actually started the script, then a message will tell you so and
give you a chance to create the script file.

Because this copy is not intended for the teleprompter, LineupNX
scripts use Rich Text Format for scripts. That gives you many
options for font and style.

Using Word, WordPerfect or Open
Office

If you have Microsoft Word, Corel WordPerfect or Open Office
Writer installed, you can also designate one of them as your script
editor. The Executive Producer or Administrator can select Word,
WordPerfect or Open Office as the default editor from the
Administrator / Executive Producer control panel. LineupNX
checks on the availability of each of these programs when it starts
and enables its selection in Window > Administration >
Preferences and optionsé . Select the Script tab and the MS
Word, WordPerfect or Open Office option. LineupNX will even
detect which version of MS Word is installed on your system and
enable the appropriate file options (.doc and .docx).

Note: this is not for writing teleprompter copy but for

the scripts written by reporters/producers that are
recorded when producing a pack.
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Linking external intros, scripts, notes
and spreadsheets

innormal, R
da.”y news Documents
. |E|C_ ﬂ Document type B
operatlons — - ® Prampter text Y/ °
the S|Ug is Y Dawid P C ttem script |
Y Documents C \
assigned by ¢ = A
Y - " Spreadsheet I” Delete original files
the Desk and
Boak Stare Security pnx - - Selectthe document
everyone Entertainment Wrap.pnx 5 School Fire 3 am?!lhe story you wish
B Fire Follow.phx = Fire Follow = tolinkand press OK
Look Ahead pnx Book Store Security
uses it to n
anys Tribute.pnx Strike Talks
keep traCk Of Movie Peview - hatrix pnx - Student Elections N
story -
- Link. i pening
material. But

what if a reporter is working on a longer-term project and wants to
write a script and intro before the Desk has assigned a slug to the
story? Can the reporter's work be incorporated into the rundown
and connected with the slug after the fact, no matter what name
the reporter gave the story or where the intro and package script
were saved? With LineupNX the answer is yes. In fact LineupNX
has two ways to do this.

First method
The first method uses an entry on the File menu that can be
accessed by the Desk Editor.

If a script is written offline or is written before the rundown is
created and has been saved with a different flename or in a
different location than LineupNX expects, it can be automatically
renamed and moved into the LineupNX rundown area and
attached to the story slug.

The only requirement is that the intro, script or notes must exist
somewhere on the network that the show lineups are stored on (or
on a removable drive like a memory stick). If LineupNX is used as
the entry point for the script, this will always be true.

On the File menu select Link Scripts... and follow the directions.
First check the box for the document type you want to link. The
default is Prompter text but if, for example, you have a script file
for the story, select Item script. LineupNX will then present lists of
potential files and the current story slugs. From the right column
highlight the slug of the story in the current rundown that you need
an intro and script for. In the left column navigate to the directory
that has the file you or the reporter have written and select it. Then
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press the V button. LineupNX will automatically rename the story
notes, spreadsheet, intro and script files that have been filed with
the item and move or copy them to the directory for the current
rundown. If you select to link a note file, LineupNX will look for the
appropriate spreadsheet, script and intro as well. Similarly if you
select a script, LineupNX will link any notes, spreadsheet and
prompter copy as long as it resides in the same directory on the
disk.

You will then be able to access them directly from the rundown for
the current show.

This feature allows reporters/writers to work offline on computers
that are not on the network (for example at home or on location
with a laptop) and then transfer them via memory stick easily to
the master show rundown and file storage area on the server.

Second method

Reporters, production staff and the Desk can use drag and drop
from anywhere on the network to link files to the items in the
rundown.

First open the folder on the network that contains the files to be
linked. Then put the cursor on the item in the current rundown to
which these files are to be linked and press [Enter] or F2 to open
the item data screen. Now if you drag any of the following:
prompter copy, package script, spreadsheet or notes onto the item
data screen, the file will be attached to the rundown as will all
other files with matching filenames located in the same directory.
So if you have a spreadsheet, package script and notes, all for the
same story all you need to do is drag one of them onto the item
and all will be attached.

The advantage of this method is that you can move items from
anywhere on the network. If a reporter has created all the files on
a laptop in the field and then returns to the newsroom, as soon as
that laptop is connected to the main network, whether it is running
LineupNX or not, the files will be available to the Desk for
attachment to the rundown.

Changing the running o rder

The Desk controls the running order of the show. The rundown is
always sorted according to the block and position number that has
been assigned to each item in the rundown. To move an item to a

different position in the show, all the Desk Editor has to do is
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change the block or position of the items to be moved and the
rundown will be sorted and the back-, hit- and front-times adjusted
for every item in the show.

Change order by dragging

The easiest way to move a single item in the rundown is to drag it
from its current position to the new one. You place the mouse
cursor over the first column i Psni for the item you want to move
and then drag it (left mouse button down in the usual way) to the
new location. LineupNX will insert the item and renumber the other
items in the block to accommodate it.

Change order by editing on the screen

If you want to move several items, it may be quicker to change
each position by editing it in place and then letting LineupNX
reorder and recalculate the entire rundown in a single move.

To do this, place the cursor over the position of the item you want
to move and press the [Backspace] key. You can then enter a
new position directly. Do this for each of the items you wish to
move and then click the recalculate button on the toolbar or press
F12 to move them all into their new places. LineupNX will
automatically space the position numbers by five's at the same
time.

As suggested earlier, it is usually a good idea, when adding items,
to leave gaps in the position numbers. They do not have to be
consecutive. Otherwise to change the running order you might
have to edit many position numbers. Remember that the Desk can
always re-space the items using Tools > Renumber items.

Example
Say during the course of the day the Desk decides to change the
lead story. Currently you have the following stories in the A block:

AO00 Opening

AO05 Food Fight

A10 President Speaks
A15 Cafeteria Contract
A20 Parking Fees Up
A25 Strike Vote

As the day progresses, it becomes clear that the Strike Vote is the
most important story and that the Food Fight was a bust and
should be moved to a position after the Cafeteria Contract story.
So we first edit the position of Strike Vote from A25 to A04. Then
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edit the position of Food Fight from AO5 to A17. The result is a
rundown that now looks like:

AO00 Opening

A04 Strike Vote

A10 President Speaks
A15 Cafeteria Contract
Al17 Food Fight

A20 Parking Fees Up

Leaving gaps in the original positions simplifies changing the
order.

Saving and Retrieving Items

LineupNX for Windows lets you move items from one newscast to
another on the same day. This can be useful if you are doing more
than one edition and will be re-airing some material. The Desk can
easily mark such items in the current lineup, so that when the
rundown is being setup for the next edition, they can be inserted
instantly, with their relevant scripts, notes and spreadsheet, into
the new rundown.

LineupNX Item copy S Here's how you do it
1. Mark items in current rundown for
use in the next edition. You can use
the shortcut [Ctrl]C or select Edit >
Save item for next edition.
’T' Cancel LineupNX will then tell you which
item you have selected to save and
you can confirm.

Copying Fire Follow

2. Setup the rundown for the target show.

3. Retrieve the marked items: To do this, go to Edit > Merge
items marked for retrieval. All the previously marked items
will be dropped into the bottom ("z" block) of the rundown. All
you have to do is assign new positions or each item.

Previewing video from the rundown

With LineupNX you can screen video that will be part of the show if
it has been linked in your rundown setup (see Page 37). Any item
for which video has been saved and linked on the video server will
be highlighted in pale green on the rundown display. Put the
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cursor on the item and press the [Spacebar] to start the video
player. LineupNX ships with three different video player packages
and it is up to the Administrator / Executive producer to decide
which one will be the default preview viewer.

You can use the timecode display in the preview to determine
super and cue times and to get the running time to update the item
information in the rundown.

Removing Items from a Lineup

There are two ways to remove an item from the lineup: Deleting
and Dropping.

If you have made an error and realize that you never intended to
have an item in the rundownd say it is an item you assigned, but
the reporter found out that there was really no storyd then select
the Delete icon on the tool bar. The item at the cursor will be gone
forever.

LineupNX Drop Items If, on the other hand you merely
want to drop the item from the
current rundown because you have
too much material or because it
won't be ready in time, you can
select Edit > Drop Item (or press
[Ctrl]X). This removes the item from
the rundown, but stores it in a
special clipboard so it can be easily inserted into the current or a
subsequent rundown at a later time. This is a common scenario. In
fact in some newsrooms, the Editorial Desk uses dropped items as
a pad that can be added when needed. The other way to use the
drop items feature is to actually go to air with too much material in
the rundown and drop the items as the show progresses to bring
the it to the correct length.

Drop Fire Follow from the show?

Yes Mo ‘

While the most common use of this feature is to drop one item at a
time LineupNX will also let you select several, consecutive items to
drop at the same time. This is an easy way to move a group of
items from an outlook to a rundown. Simply select a contiguous
group of items on the rundown screen and select [Ctrl]X.

Restoring Dropped Items
Any time an item has been dropped (using Edit > Drop Item or
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[Ctrl]X) the information about that item is stored in a special
clipboard for that day's shows, or in the folder where the original
rundown is stored if you are not using the standard LineupNX
folder structure. If you wish to restore an item to any show, simply
select Edit > Recover item(s) or [Ctrl]V and a dialogue box will
open displaying the available clipboards. By default, the clipboard
for the current day or folder is shown first. You may select it or
navigate to a different day of the week or to the baggers, outlooks
or user foldersd or to any other folder that contains rundowns. You
would do this for example if a feature originally scheduled for one
day had to be postponed to a later day.

LineupNX Item Recovery

Selectthe item(s) you want to recover

FPasta Swirmn
kMowie Rewview - Matrix
Marys Tribute

Thursday

When you select a clipboard, a new dialogue box opens listing the
slugs of the stories that are in the clipboard. Select what you want
and it is added to the rundown. Just edit the position number to put
it in place in the rundown. You can select to insert more than a
single item at a time. LineupNX lets you choose any number of
consecutive stories on the list. Just hold the shift key to select
more than one story. Best of all, when you click on any of the
items to view or edit the intro, script, spreadsheet or notes, they
will all be available, automatically linked to the new rundown.

Inserting one lineup into another

Some newsrooms hand editorial control over different parts of a
show to others to lineup. For example the Sports Department may
have full control over the sports on the show, an arts or
entertainment editor may lineup that segment. Those editors are
usually responsible for a specific amount of airtime relieving the
main editorial desk of the burden of dealing with the individual
items in those parts of the show. In effect these segments are
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shows themselves with fixed running times. Each of these
segments can be a block (or part of a block) in the main show.
With LineupNX any department can lineup its own segment and
when it is ready, have it inserted directly into the show lineup with
just a couple of keystrokes.

Here's how it works

Each independent show unit creates a template for their part of the
show, being sure not to duplicate items such as commercial
blocks. That template is then developed into a rundown, using the
block identifier for the main rundown that has already been
determined by the Desk. When it is ready (scripts, notes and other
material are stored in the same folders as those for the rest of the
full show), the Lineup Editor for the main show selects File >
Import lineup... and navigates to the correct unit rundown and
selects it. The material from that rundown is inserted into the
correct part of the main show rundown, timing is adjusted and all
scripts and prompter copy are included. You can also use the
shortcut key [Ctrl]l.

Example

Here is part of a rundown created for a 30 minute show where
Sports always takes the first five minutes of the "b" block after the
first commercial break. The Desk places a header item to
designate the sports but gives it a time of 0:00. This item is not
necessary but helps to visualize how the show will look even
though the actual sports items have not been inserted.

The News | Ivermet ON 21 items na :
Oon A (1830100 Show In the meantime the SpOI’tS crew
Runs: 00:30:00 mew:  WOrKS independently on a 5 minute

Psn Pgii [H Story Slug GET  sports rundown for the day. Itis

sl Sl BB . shown below.
a5 2| |Election scandal 15 |01:30
a0 3| |Mayor reaction 110 |00:25
al5| 4| |School closing 115 ]01:38
a20| 5| |Bank street construct|:15 |01:33
a25| ®| |Merchants reaction |:10 |00:55
a25| 7| |Highway falal 212 [01:22
ars| 8| |Market watch :05 100:20
as8s| 9| |First weather -45 [00:00
a85| 10| |Look ahead :15 [00:00
a%| 11| |Sting to commercial 1/:00 |00:15

< el Sports | Internet ON 4 iterns run: | 00:05:0
b01| 13| |Spons Block E = - =
99| 14| |Sting to commerdal 2+ On Air: | 00:00:00 Show is: | 00:00:0
00 0 Runs: | 00:05:00 Time to air: | Not av:
c05| 16| |Weekend ars previey| |F= - . -
c15| 17| |Animal shelter ] : il - = : :

10 Senators-Sharks 215 |01:15 | Seguin

c20| 18| |Chrstmas shopping 1
c30| 19| |Shopping vox pop b15 2
c95| 20| |Weather wrap b20 3 MNFL preview 45 |00:00 | Sequin
99| 21| |Goodbyes Closer b25 4|  |High School hoops 10 [01:13 19

Indaar saccer feature 212 10110 | Seguin




When it is ready the sports rundown is imported into the main
rundown with the following result:

Thee Mews  Intenmet ON 75 items run: | 00:30:00 The Sports rundown has been
On Aire | 18:30000 Show s | 00:00:00 . .
Runs: 003000 Tmewar nome  INSEted into the news

el : oo program and has been
Sl PR = automatically placed in the

al5| 2| |Election scandal 115 |01:30 nbn bIOCk.
all 3 [Mayor reaction 210 0025
als 4| | School closing 15 |01:35
a20| & |Bank street construct|:15 |01:33
a25 7| |Highwey fatal 112 [07:22
a2%| 6| |Merchants reaction  [:10 [00:55
ars| & |Markst watch 105 |00:20
ad%| 9| |First weather 45 [00:00

ad5| 10| |Look ahead 115 |00:00
Sting to commercial 1):00 [00:15
Co ercial 1
bO1| 13| |Speris Block 00 | 0000
b10| 22| |Senators-Sharks 15 |01:15
b15| 23| |Indoor soccar laalura):12 |01:10 |5
b20| 24| |MFL preses 45 | 0000
b25| 25 |High School hoops  |:10 |01:13
baS| 14| |Sting to commercial 2|00 |00:15

Commercial 2 00 03:30
03| 16| |Weekend arts praviey|:15 |02:00

e15| 17| |Animal shener [:15 [o1:18 |

Keys, events and status indicators

LineupNX for Windows lets you store the text and time of up to
eight separate name keys or other cues for an item in the item
record. When the show is on the air, these keys are flagged during
the item run so the Director or Production Assistant can call for the
key to be displayed. One of the two control room countdown
clocks counts down the time within an item to the next event,
usually a key or super (but could be a cue to roll a tape in a
window or display panel).

Those logged in as Editor, Production or Writer can enter data
about keys and cues in the item record. There are fields for eight
cues including text and the "ON" time of the cue within the item.

~ Keys and Cues To enter or edit a key or
T ext or description &k cue you place the
IEarIetnn Uriversity, Ottavwa 021 cursor over the item in

. T the main Lineup
IDawdsnn Duntan ! Window and press
C.J. MacKenzie 471 [Enter] or F2. You may
also select Edit > Edit

[Morman Paterson 03 current Item.
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LineupNX can export a complete list of all keys and cues in the
rundown for use by other members of the production team such as
the character generator operator. This is done by the Editor
selecting Tools > Make events/keys list. The list is stored as a
text file in same directory as the rundown and has the following
name format: showname_keylist.txt

Item status displays

Every item record in LineupNX has tem Status
a status box in which you can check [ Reparter Assigned
off the milestones in the production [ Crew/Tape hack

of the item. The first four boxes and [ Script Check OK

their meaning can be customized to [~ Editcomplate

suit your new3heool [~

last boxd Copy timedd can only be

ticked by someone logged in as an anchor. The box is checked
when the on-air talent have timed the copy by hand and entered
that time into the item data.

The status section of the rundown editor
©e0o0oGo presents a picture of the status of an item

using red and green filightso with
been completed and red meaning it has not. A complete item,
ready for air, will display five "greens". These are "active" displays
in that a member of the production team must actually check each
status field by hand to indicate the completion or approval of a
stage of production. The milestone represented by the first four
lights can be configured by the Administrator / Executive Producer.
The last light is reserved for on-air talent to check when they have
inserted an actual read time for their copy. As we will see in the
next section, LineupNX 2 can also provide other information about
an item's status automatically.

Color codes in the rundown

als 4| J |Book Store Security [:19 |01:15 |George 17:06:52 17:31:48
Strike Talks 45 |00:00 |desk copy 17:07:37 [17:34:37
El I

@tidnnt Clantinne «an lnn.an ldnel A 17.n0.n7 17.18.99

LineupNX 2 stores 38 tags/items of meta data about each
rundown item but only displays a limited set of these on the main
rundown screen. Nevertheless, the main rundown screen can give
information about some of the hidden data. It does this by
assigning different colors to different cells on the main screen.
LineupNX can indicate the following:
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1 Avideo file has been attached to the rundown. If this has
been done the entire row is displayed in green. You can
also preview the video by pressing the [Spacebar] when
the cursor is anywhere on the item.

1 Teleprompter copy has been written (though not
necessarily approved). The H column will have a colored
background if copy exists.

1 A graphic or still store file has been assigned to the item.
In this case the Graphic cell will have a red background.

1 Anaudio file has been associated with the rundown item.
When this has been done, the Page number cell will have
a colored background.

9 If an anchor has timed copy by hand and entered it into
the Int column, that column will have a colored
background (this requires the anchor to check the status
item for script timing in the item data screen)

In the illustration above, three of the five conditions have been met
for a single item.

Timing copy -ERT

LineupNX can estimate the length of time it will take your on-air
talent to read the copy that has been written and include it in the
rundown timing. From the Tools menu, the Editor can select either
Time this intro (F8), which times the intro for the item at the cursor,
or Time show intros which estimates the time for all copy in the
show. The times are automatically entered into the intro part of the
rundown. For voice-overs, the copy over tape time is estimated
and placed in the tape time section of the rundown. The entire
show timing is recalculated when this is done. If no copy has been
written for the item LineupNX will leave the entry in the Int column
unchanged.

LineupNX uses a single reading rate for all on-air personnel to
estimate read times. It can be adjusted by the Administrator /
Executive Producer in the Preferences and options control
panel.

On-air talent (login anchor) can modify the estimated read time by
hand, using the rehearsal mode of the teleprompter to time their
own copy. They then insert the time manually into the rundown via
the item data screen - [Enter] or F2 and check the last status
indicator (Copy timed). The full process of editing item information
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is described later in this guide under the heading: Updating item
and show information (Page 56).

Locking the show

At some time before the show goes to air the Desk will normally
lock the rundown. That means that for printing the intros, every
item has a fixed page number. In general, in the days of paper
scripts for the teleprompter, using a multi-part carbon stack, it was
important to collate the intros so that everyone who needed a copy
had the pages in the same order. In fact the expression "being on
the same page" may come from this practice. If, during the actual
airing of a live show, it became necessary to change the order of
items going to air, the Director would change the page order, but
not the page numbers.

Many television newsrooms called this process the split because
that was when all copy for the presenters was printed, collated in
the correct page order, and then split into separate copies for
distribution to the presenters, production assistants and others
who needed a complete set of the material the on-air talent was
going to read.

Often during a commercial break or while a tape is rolling the
Director or PA will call a page count over the intercom so everyone
working on the show can be sure they have the script in the
correct order. Because of this, any new material inserted into the
show after the intro scripts have been printed cannot be permitted
to change the already-assigned and printed page numbers.
Instead, new material is numbered manually.

LineupNX Lineuplcckwarnf\gt e ) L|neupNX haS a S|m||ar
' feature. At the split time the

Only lock the show when you are ready to print the script.

This fixes the current page numbers as they appear DESk can IOCk the ShOW NeW
th ted ints y. Ch. th d H H

does notchange he poge rumber. Hiew ers hae 10 be items can still be added, but

numbered by fand. the page numbering is fixed

Proceed? and the program leaves the

page number blank, to be
| Yes No | assigned by the Desk.

LineupNX gives everyone a visual signal that :
the pages are locked. There is a note in the PAGES LOCKED

status bar and the block boundaries (usually commercial breaks)
change to blue from black
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Pasta Swim
a3b 8| Look Ahead 212 100:30
. Sting 1 to Comml
10 Commis1
b05| 11|M|Interview Setup :00 |00:55 b05| 11|M|Interview Setup :00 |00:55
b10| 12|J|Dr. Dunton Intvu :00 |03:00 b10| 12{J|Dr. Dunton Intvu :00 |03:00
b15 ‘ISIMovie Review - Matri|:17 |01:20 b15 WSIMovie Review - Matri2[:17 |01:20
b20| 14 M| Entertainment Wrap |[:17 |02:00 b20| 14|M|Entertainment Wrap }:115§02:00
b25| 15| | |Weather :00 |01:45 b25| 15| | |Weather :00 |071:45
b30| 16| [Sting 2 to Comml :00 |00:05 b30| 16| [Sting 2 to Comml :00 |00:05
c00 17 Commis2 :00 01:40 c00 17 Commis2 :00 01:40

c05| 18|/M|Ravens Footall ends |:00 |02:00 c05| 18|M|Ravens Footall ends |:00 |02:00

Note that if the lineup has been locked in errord despite the fact
that LineupNX does give the warning shown above before locking
the showd the Executive Producer or designated Administrator
can unlock the show from the administration control panel:
Window > Administration > Unlock rundown.

Printed intro copy

As you can see from the figure above, the pages are numbered
consecutively. For example the item called Movie Review - Matrix
is page 13. But note that the copy for this story will take 17
seconds for the presenter to read. That will take more than a
single page of actual teleprompter copy. Since there can be only
one page 13, LineupNX assigns sub-page numbers to the
following printed pages for that story as in 13a, 13b and so on. For
copy fed electronically to the teleprompter the sub-page numbers
are not used.

Releasing to the control room

il Sometime after the split (locking the rundown)
.
LOCKED/RELEAS and before the show goes to air the Desk has

to pass rundown control to the control room where pre-production
is being completed. This is done so the Director, Show Producer
or a designated show production assistant (using the ShowPA
login) can make last minute changes. If the rundown is not
released to the control room, last minute changes have to be
made in the newsroom. This is often not practical. When the show
is actually on the air it is impossible.

LineupNX handles this situation by including a feature that lets the
Director or PA modify the lineup from the control room, but only

after the Desk has completed all the work they need to do and the
rundown has been locked. The Editor selects Tools > Release to
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Control Room. A message in the status display says "Released".
From this point on, the Desk cannot add or drop items from the
current rundown.

If the Desk does not pass control, changes in running order can't
be done from the Control Room. To prevent this, LineupNX can be
set to automatically release the rundown ten minutes before
airtime. This setting is activated by the Administrator / Executive
Producer from Window > Administration > Preferences and
options... checking the Auto release rundown box under the
Control Room heading on the General tab.

Swapping blocks of items

There is a well-known documentary film about how the American
news business handles international news events called The
World is Watching. Among many other things, it shows the US
television network, ABC, lining up its evening news and shows the
newscast going to air. Unfortunately, the lead item for the show
(the item which is actually the focus for the documentary) is not
ready because of late-breaking events that changed the story. At
the last minute the producer decides that to give enough time to
get the item into the show smoothly, he will swap the first two
blocks of the show in their entirety. Instead of starting with the A
block, he starts with B and then at the first commercial break, goes
back to A, by which time the item was ready. At the time the
documentary was made, swapping program blocks was easier
than floating the item in the rundown. Since all the announcer copy
had been printed and collated, all that had to be done was for the
entire block of scripts to be swapped as a bundle. That also
applied to the teleprompter. Common practice was to stick all the
script pages together in order, end to end with masking tape to
feed a camera-based teleprompter system. Copy for each block of
the show was assembled separately and kept in a roll. Again all
the prompter operator had to do was swap rolls on the prompter.
The only problem with swapping blocks in those days was that
until the second block (A) was over, there was no way to know the
light-heavy status of the show. LineupNX solves that problem.

With LineupNX you can swap any pair of blocks with ease. It is
normally a Desk function but if the show has been already
released to the control room, the Director or ShowPA can swap
blocks in the lineup from the Edit menu (this in fact was the
situation with the ABC newscast shown in The World is Watching).
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Select Edit > Swap blocks and
N S chose the pair to swap. The
Swap  with rundown will be reordered. If page
b == | o ‘ numbers are locked, the numbering
a will be retained. In either case both
the main rundown screen and the
control room timers will display up-to-date timing information.

:

After a swap, the teleprompter operator need only reload the
current rundown and all the copy to the prompter is automatically
re-ordered to match the new rundown.

When swapping blocks, LineupNX leaves the block divider
elements (usually commercials) in place.

The World is Watching was produced and directed in 1988
by Canadian filmmaker, Peter Raymont. It can be ordered
on-line from:
http://www.whitepinepictures.com/watching.html

Updating item and show information

The editorial and production desks can update information in the
rundown, entering it as it becomes available. Reporters/writers can
also update material. For example an initial entry might include an
anticipated running time for a taped report. When the taped item is
finally edited, the actual time can be entered to replace the
estimate. On air talent can update intro times and check the final
status box - Copy timed.

To update an item in the rundown, press [Enter] or F2 with the
cursor over the item.
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LineupNX Edit or Update this Item
ltern Information
Psn H  Story Slug Int Runs  Reporer/Writer Source Graphic
|a— 05 |1 [3chool Fire [14 J3000  [Lawry clui lavery
Keys and Cugs Tech Cremw
Text or description A ltemn type Producer
|Carletnn University, Ottawa |UE on |VO ﬂ
|Da\/\dsnn Duntan [15:00 Audio source Camera
[C.d. Mackenzie [47-00 | =]
Wideo fil Audi

|N0rman Patarson [o5:00 icealle | ueio
[ [Do:00 =

itar
[ [bo:00 ﬁ
| [o0:00 Audio file FA
| fo0:00 | |

—

ltern Status Fage Mumber [z
[v Reporer Assigned Graphicfile
v Crew/Tape back
[v Script Check OK
[v Edit complete -4 o
- y v

The Desk can edit any field, including the item position and slug in
the rundown but production assistants can only change the other
entries.

LineupNX also lets the Desk change the overall parameters of the
show, such as the on-air time and the total running time. This is
useful if other programming on the station (for example live
coverage of a sports event) runs into the normal timeslot the show
would occupy.

r

Edit show details -
Basic details Fixed cues (optional)
Show [/ Series Name Item Time frarn end?
PUTY News | . [
l T
OnAir |18:00:00
| e
Runs:  |00:30:00 Svoodk
OffAir | . Series Thisis a: I
) @ Lineup
AirDay ! [wednesd: Mumber v o
Category O Layaut

From the Edit menu the Desk editor can select Edit show
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d e t a iAnyscBanges made here automatically update the timing
and light / heavy status of the show.

Printing from the rundown editor

LineupNX for Windows offers several printing options for both
show rundowns and anchor / presenter scripts (intros, copy
stories, voice over copy).

Show rundowns

You print the show rundown by selecting File > Print > Print
Lineup > Show Rundown or by selecting the Print button on the
rundown editor tool bar.

You can also create an email-friendly version of the show rundown
or make an outlook by selecting File > Print > Print Lineup >
Make text file for outlook. When you do this the rundown is
saved as a standard text file in the LineupNX directory. The file is
named with the show name and the extension .txt. It can be sent
as an email attachment or printed as a preliminary rundown or
outlook. The Administrator / Executive Producer can set options
for how many headings are used and whether or not the first
paragraph of any story notes is included. LineupNX also has an
automatic email feature for outlooks or rundowns. When you save
a rundown as a text file you are also offered the option to
automatically email the text file to a predefined address list (see
Emailing outlooks Page 34).

Anchor / presenter copy

Copy that will be read by the anchorsd the same copy that will be
sent to the teleprompterd can be printed in the correct running
order with proper page numbers and sub-page numbers that
match the numbers in the rundown.

Select File > Print > Print Show Scripts and you will see a sub-

menu with four choices:

1 Print All Pages: Use this to print the entire show from Page 1 to
the end, in the correct order. Note that if a script is more than a
page long, LineupNX automatically assigns sub-page numbers
during printing.

1 Print Show Block: Print the copy for a particular block of the
show, for example if a segment is being prerecorded you could
print that block alone.

1 Print Show Pages: Print a range of pages within a show e.g.
pages 7 to 20. To do this you type in the start and end page
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numbers, separated by a comma in the dialogue box that
appears.

1 Print Current Intro: This will print only the intro for the story that
is currently highlighted by the cursor in the lineup. You can also
do this by using the shortcut key Ctrl P.

Draft Copy

The Desk can print a quick draft of the intro copy by selecting File
> Print... > Print draft scripts and then choosing one of the three
options (Current intro, Current block, Full show). Other newsroom
staff can print individual draft scripts by opening the script in the
intro editor and then selecting File > Print draft from the Intro
Editor menu.

Pre-recording

LineupNX has some special features designed to help in the
production of pre-packaged shows such as magazines that are
recorded for syndication and may not be recorded in the live-to-
tape mode. The most important feature is the ability for LineupNX
to generate nested or child rundowns, rundowns that can be
derived from the original master rundown as different parts of a
show are packaged separately.

Adding Series and Episode number for show identification
While a live, daily show can always be identified by its air date, a
series that is pre-recorded cannot. When a series is taped, each
episode is usually numbered. LineupNX provides for this in the
Show Details information. You create a template for the series,
but for each episode you edit the show information to add a series
and episode number. LineupNX adds this information to the name
of the rundown so each edition of a show can be individually
identified.

Episode The procedure is to create a template for each

%eries i program series to be recorded. Then load the
template and save as a rundown just as you

Number [ | would for any other show. You will select a

storage |l ocationé a day o
Baggers, Outlooks, User or a special series

folder for the show rundown and also have the opportunity to add

the series and episode numbers.

LineupNX User Guide 2011 v2.0 rev 2 59



Using child rundowns for pre -packs

One way to complete a pre-recorded program is to record different
segments within a rundown (all or part of a block) and then
assemble them later into a final product. This may be done by
rolling the pre-recorded, taped portions of the show while
recording the remaining parts to tape (or hard disk). Alternately the
segments may be assembled later using a non-linear editing
program.

LineupNX has a feature that lets you generate a set of child
rundowns that you can use as you package in segments. A child
rundown takes all the elements of the original rundown that have
been packaged into a single element and creates a single entry for
it in a new rundown. All you have to do is specify a column in the
rundown where you will enter a designator for a specific segment
(Window > Administration > Preferencesandopt i ons é
settings). You can use any column on the main rundown screen
except the Int and Runs columns and the Story Slug column. The
Administrator / Executive Producer has to set the column. If no
column has been assigned, then LineupNX

Pre-rec column

will not create any child rundowns.

All the consecutive elements in the rundown
that were recorded in the get the same
designation. It could be as simple as a

for

¢ Col2[H)
(" Col?
(" Col8
(" Col9

number é 1

on.
als 2| 1 [Show Open :00 |00:15
all 3| 1 [INTRO - Mike Reno - 1 15 |00:00
als 4| 2 [INTVU-Mike Reno - 1 (s|:00 [04:00
a20 5| 2 [EXTRO :07 |00:00
a25 6| 2 [BMPR GFX OUT 00 |00:05
b05 8| 3 [BMPR BK GFX 00 |00:05
B10 9| 3 [INTRO - Mike Renc -2 |:15 |00:00
b15 10| 3 [INTVU-Mike Reno -2 (s|:00 |03:38
b20 11| 3 [Coming Up (Paul Martin|:07 |00:00
b99 12| 3 [BMPR GFX OUT 00 |00:05
c00 13 COMMERCIAL 2 00 00:00
c05 14| 4 [BMPR BK GFX 00 |00:05
cl0 15| 5 [INTRO -Paul Martin 15 |00:00
cl5 16| 6 [INS - Paul Martin 00 |05:00
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Here is an example: Look at the a block items. a00, a05 and al0
alhave a fHcolumn mdicatimgall those items have now

been recorded onto the same tape or hard drive file. ltems from

al5toa2 5 have aoof. Jhe erdine secosd block of the

show has been given the number A 3«
have been recorded together. From the ¢ block on, each item has

a different number indicating it has not yet been packaged with

other items.

al0| 1] |Seg1 200 |01:00 | Selecting Tools >
Pre-recording >

azb 2| |Seg?2 00 [04:12 | Make child
b00 COMMERCIAL 1 ]IV rundown produces

@-Im the child rundown to

c00 ey theleft. The pre-
recorded segments

c05| 6| |BMPR BK GFX 000005 now have name
cl10 7| |INTRO -Paul Martin |:15 |00:00 | Seg 1, 2 etc. with

c15| 8| |INS-PaulMartin  |:00 [05:00 | the total time of the

pack entered in the

Runs column. You can rename the elements to actual tape names

and locations if you wish since there will be no scripts already

associated with them.

If you later package another set of items, you can use this sub-
rundown to generate another one. In the example below, we have
now re-named the original segments in the previous child rundown
to indicate more source info. The ¢ block has now been pre-
recorded as well in two new segments.

The result is the

all 1 |Seg1 EP123 1232(:00 (01:00 >

— — new child rundown
a25 2| [Seg 2 VT2 Head 100 [04:12 | pelow.
b00 COMMERCIAL 1 :00 00:00

@ﬂlm As you continue to

R s e ] record segments of
the show, you can
cl15 6| |Seg 100 105:20 | reate more

c99 7| |Seqg?2 :00 |00:12 | advanced child
doo COMMERCIAL 3  :00 00:00 JRCUCEER{{e R

d0s| 9 [BMPRIN .00 |00:05 | ©One you created.
Items in the original

d10| 10| |INTRO - Buffy St Mar|:15 |00:00 | 1 ,ndown and child
d15| 11| |INS - Buffy Sainte-Mz|:00 {05:31 | rundown that are not
d20| 12| |Randal's Rant -15 |00:00 | part of a pre-

d25| 13| |WS Presentation Cre|:00 |00:15| ‘ecorded setof
items are left intact
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in and all previous child rundowns are retained.

You can navigate backwards from one rundown to the next using
Tools > Pre-recording > Up one level.

You can restore the original rundown by selecting Tools > Pre-
recording > Back to full rundown.

Archiving show material

Many productions keep an archive record of each show that
includes the rundown, the scripts, and other paper associated with
the show. LineupNX lets you do the same thing electronically...
that is the rundown, all teleprompter copy, voice-over scripts,
spreadsheets, and notes can be archived. Show files may be
moved into an archive folder, compressed (zip) into a single
archive file or both.

Setting Archive Options

The Administrator / Executive Producer can set the way LineupNX
handles the archiving function from the administration control
panel.

1 Archive location: Set the directory in which you want your
show archives to be stored

1 Delete rundown after archive: If you have no further use for
the rundown itself, it may be deleted (it will, of course, exist in
the archive folder or zip file). You will need a decompression
program such as Winzip or PKUnzip or be using WindowsXP or
later with built in zip decompression to extract the files in the
future.

1 Permit producer or PA: If this box is not checked, only the
Administrator / Executive Producer will be able to use the
archive function. By permitting the show's Production Assistant
or the show's Director to perform the archive function, you have
more flexibility. If Producers or Production Assistants are
permitted to archive material they can access archive function
via Tools > Archive show ...

1 Archive file options: Normally LineupNX will move all show
files into a folder named for the air date and the show name and
will also create a zip compressed file of the material. If you want
to make any changes to this, select the appropriate option.

Using the Archive Function
You can only archive the rundown that is currently loaded in
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LineupNX. The Administrator / Executive Producer accesses the
archive function from Window > Administration > Archive... and
if the show PA or Director is permitted to archive they can access
it from Tools > Archive show...

Naming convention for archives

The archive folder will be named as follows: show name_date in
ddmmyy format. For example for a show called CUTV News
archived on October 13, 2006 the folder would be named CUTV
News_131006. The compressed file would be the same with a .zip
extension (e.g. CUTV News_131006.zip). In addition, if you have
used the series and episode numbering that is available for pre-
recorded series, that information will also be coded into the file
name.

Using the LineupNX email feature

One special feature of an outlook in LineupNX is that it can hold an
email address list for sending rundowns (or outlooks) to a
distribution list. If you add a block to your outlook called Email
distribution and save it in the Outlooks folder, you can attach a
note (press [Sh] F3) that contains the email addresses for a
distribution list. You must be careful to name the block precisely as
shown above. Email addresses are entered on a single text line,
separated by ";" (as with Microsoft Outlook). You can have up to
100 recipients in your distribution list.

When you want to send an outlook or rundown by email select File
> Printé > Print [ileofeulpok.> Make

LineupNX E-Cutlook

. Function
Editor's name i
® Assignment

|Maﬂe " Lineup
: (" Other % o

Compl ete the Editorés Name, sel

make sure you check the Send to

to it.
In order to use this feature the Administrator / Executive Producer

must complete the email details in the Preferences and options
control panel for LineupNX.
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The Email tab has fields for SMTP Server etc, similar to those you
need to complete when setting up any email client.

LineupNX Preferences and Options l

ltern settings 1 Medla] Intros/Editars 1 Archl\/e} Frint/prompter  Erail I General ]

Options

SMTF Server |
[~ Sawe all settings

POP3 Server | [~ Login recuired

Sender Name | [¥ POP 3 Login required
User M
Sender Email | ser Name l
’Wﬂ% Password ||

Some new settings will only take effectthe next
time the pragram is stated.

Setting up email for rundowns

Using this feature requires some setup on the part of the
Administrator / Executive Producer in order to work successfully
because email implementations vary depending on whether or not
the messages are only for an internal Intranet or for the external
Intranet. Various anti-spam security measures may also have to
be accounted for.

Main settings

From Window > Administration > Preferences and options...
select the email tab. This is where you set the main items that will
let you send emails. Note that the POP3 box may not be visible
when you first access the screen, as it is not necessary in many
email settings. Some information is necessary for all email
implementations; some are only needed for specific settings.

SMTP Server is the name or Internet address of your mail server.
It can be in the form of a name like smpt.google.com or an Internet
IP address like 192.64.254.2. This field is required.

Sender name: This is what recipients will see instead of the actual
email address you are sending from. It could be wise to put the
name of your show / station in this field.

Sender email is your email address on the server you are using.
This is required.

Under Options, LineupNX is set to Save all settings by default but
on some networks, this may cause a problem in sending emails. If
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you do not require a POP3 login with a Username and Password,
it is safe to uncheck this box (see below).

Login required: Check this if your SMTP server requires a login
before you can send a message. Most servers do not require this.

POP 3 Login required: This is more common on commercial
email services. It means you must login as a mail recipient before
you are permitted to send email. This is a security measure
designed to prevent unauthorized access to email systems. If your
server requires authentication, then check this box.

POP3 Server: This is visible if you have checked the POP 3 Login
required box. Here you enter your POP 3 server name or address.
Again it could be in the form mail.yahoo.com or an Internet
address such as 162.192.254.233.

If either Login required or POP 3 Login required are checked, two
more fields will appear:

User Name is where you enter your username for the mail service
Password is your access password for the mail service you are
using.

If Save all settings is checked, the username and password will
be stored safely in the computer's registry and you will not have to
retype them. But if you do not have permission to write to the
registry from the computer sending the email, you will have to
uncheck the Save all settings check box and may be required to
enter your password each time you send to your distribution list.

If you don't know how to complete some of the fields above check
with your IT department. They should always know.

The distribution list

LineupNX looks for a file called Email Distribution.txt in the
Outlooks folder. If it finds such a file, it reads the first line of text
which should be your distribution list in the following format:
aaa@xxx.ccc;bbb@yyy.fff;ddd@xyz.co.... That is a semi-colon
separates each email address and all addresses are on a single
line. You can have up to 100 addresses. The easiest way to create
this list and access it is by creating a block called Email
Distribution in an outlook rundown and saving that outlook in the
Outlooks folder. Then with the outlook loaded in LineupNX, you
press [Sh]F3 to open the email list for editing.
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Trouble shooting the email

Send test messages to a known email address (load a rundown
and then select File > Print > Print Lineup > Make text file of
outlook). If your settings are correct, a success message will be
displayed. If there is a problem, an error will display that should
help you. Adjust the options one at a time until you have a
combination that works.

Other LineupNX tools

LineupNX has several tools that you may find useful.

Export to Excel

You can save the rundown you are working on to a Microsoft Excel
spreadsheet if you have a version of that program installed on your
computer. Select Tools > Export to Excel. The exported rundown
will have all the information about every item that is part of the item
record, including keys and supers, and their times. The
spreadsheet will not do any computation. It will record the front-
back- and hit-times as numbers but will not have the formulae that
created them. All 38 tags are exported for each item in the
rundown.

This feature is useful if you want to send a formatted version of the
rundown to people who do not have access to LineupNX itself.
You can also use the spreadsheets as a separate, universally
accessible, archive of rundown item data.

Generate RSS feed

You can easily publish the rundown to the web using this feature.
Because it is formatted as an RSS feed, feed subscribers on the
web or those using dedicated RSS feed aggregators will receive
automatic updates whenever the feed is changed. If your web
expert wants to attach a style sheet to the feed, that can also be
accommodated.

The LineupNX automatic RSS feed system uses the show name,
the slug of each story and the first paragraph of the note file
attached to the rundown to create the feed. At the present time it
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does not add links to web pages that have the story in full and it
does not automatically include the tags for style sheets.

Only the logged-in Editor can create the feed file. The name for the
file is in the form showname.xml and the file is stored in the
directory you are using for rundowns. That means if the show is
called News at 10, the RSS file would be named News at 10.xml. If
the rundown is on the network, the xml file will be in the main
rundown directory. LineupNX will warn you about overwriting
existing versions of the file. Normally the feed file would be
uploaded to the RSS section of the website you are using each
time you update the RSS feed file.

Note: LineupNX can also subscribe you to other news feeds
via the built in RSS reader. For details on using the RSS
reader, please see page 71.

Create video server playlist

If all your video is digital, you can take advantage of the playlist
feature of LineupNX to load your video server. When the show is
ready to air you can generate a standard playlist to feed your video
playback system. Select Tools > Make video server playlist.
LineupNX saves the playlist in standard m3u format.

Make events/key list

You can create a list of all events and keys that have been entered
for individual items in the rundown. This can be used to load a
character generator without the CG operator having to re-type the
information. The list is stored as a text file in the same folder as
the rundown and is named: showname_keylist.txt where
showname represents the actual name of the program. For
example if LineupNX has a rundown for a show called Newsday it
would create Newsday_keylist.txt as the file with the keys.

That funny barcode

=== Production and editorial staff will
m notice that when the main rundown
displays the copy preview panel there is a colored band that looks
a bit like a barcode above the copy. This is actually a graphical
representation of the content of the show as it is added. The right
hand of the chart is red in color. If the show is heavy, the content
will overwrite this red zone. The block dividers are orange for the
opening and black for commercial breaks. Intro copy is shown as

pink lines and recorded material is green. Producers / editors can
use this graph to give a quick overview of the pacing of the show.
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The Intro editor

LineupMNX Mo existing file " | Use the LineupNX Intro Editor
— to prepare teleprompter copy or

copy for the on-air anchors to

No previous version exists. read.

Do you wish to create it now?

You can call up the Intro Editor
for your story by placing the

Ves No cursor on your slug in the
rundown and pressing [Sh]F2
or by simply double clicking with
your mouse cursor over the item. If there is already a version of
the intro in the system, it will open in the two-column editor. If there
is no existing intro you will be asked if you want to create one.

[ Lneupixini e Schoo el =lesd) Note that if you select an
File Edt Tools Help intro that someone else is
Me| s @ . .

— currently editing, you will

The library is no | | h

more. fire swept through on y be ab eto re_ad the
the historic macodrum most recent version that
building in the wee hours has been saved

of this morning.
Today just ashes and

embers mark the spot

! Why two columns?
where once the priceless .
collection of guttenburg Since the only copy that

anncr on cam

il

bibles had taken will be sent to the
e onthe teleprompter is the text on

tragic events, hereisour || the right hand column, you
cub reporter, lionel lumb: may wonder Why we bother

In: If there were In: If there were with the left hand column.
Runs: 1:22 Runs: 1:22 The reason is both historic
Out: cutv news Out: cutv news

and practical. Before
E—— newsroom computers, all
= copy for a production was
printed and distributed to all key production staff, as well as to the
talent who would read it. The left hand column was reserved for
instructions and information, for example the identity of the specific
reader for the copy, camera shots to be used, where video should
role for a voice over. Having both columns on the printed copy lets
Directors and PAs make specific notes to themselves that are not
needed by anyone else. With computer controlled Teleprompters,
you may think that printed copy is not necessary. But that is not
true. Most broadcasters still print copy and distribute it. The on-air
talent should always have printed copy as backup in case of
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technical failure. With printed copy the show goes on, as it must.

You can switch from one column the other using [Tab] or the
mouse. To make sure items in each column line up with each
other, the line number of the current cursor position is shown at
the bottom of each column. The icon in the left corner of the title
bar indicates with an L or R which column is currently active for
editing.

In addition to standard copy, cut and paste, the LineupNX Intro
Editor has some special features that can be very useful:

Estimated Read Timed ERT

At the bottom of the right hand column LineupNX provides an
estimate of the reading time for the script. This is a rough guide
and does not take into account any special instructions in the copy
that are not actually to be read on air. The Intro Editor has a
separate tool (see Time Script below) you can use when the copy
is complete to make a better estimate of the reading time.

Special text codes
You can insert some special characters into the right hand column
text to help both your talent and LineupNX during the show.

":" Marks a line that is not included in copy timing. The LineupNX
teleprompter will display any such line of text in a different color to
indicate visually that it is not to be read.

"A" Indicates the start of live voice-over where the announcer will
no longer be on camera. The LineupNX software uses this code in
timing voice over sections, separating them from copy where the
announcer is on camera. This makes it easier for the production
team to edit sufficient visuals to cover the copy. On the Editor's
preview display and on control room timing screens all copy for
Voice Over is displayed in a different color (though not on the
teleprompter screen itself).

:{} brackets are used to surround instructions to talent such as
{SMILE}

Tools > Spell Check: If you have any version of Microsoft Word
installed on your system, LineupNX can use its built-in spell-
checker, grammar checking and dictionaries to help you proof read
and clean up teleprompter copy. The shortcut key for starting the
spell check is F7
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This menu selection will only be available if LineupNX has
detected the presence or MS Word (you do not have to use MS
Word as your script or package editor; the program just has to be
installed on your computer so LineupNX can access its spell
checker).

Tools > Time Script: This will estimate the reading time of your
copy and automatically enter it into the Intro time field (Int) of the
rundown, taking into account the special characters in the copy to
ensure only copy that is to be read on-air is timed. You can also
access this feature by using the shortcut F8

For example if you include at the end of the intro some video or
package information such as "Take SOVTR for 1:17" or "Out:
CUTV News" as in the sample screen shown above, this will not
be included when the time is estimated. Similarly, special text
instructions to hosts within the body of the text are not counted in
timing if they are prefaced with a ":" as shown in the illustration
below.

When the teleprompter is running, text that represents instructions
rather than copy is displayed in a different color. That color can be
set in Preferences and options... on the main LineupNX screen
by the Administrator / Executive Producer.

Marking Voice-Over copy

You can also use this tool to estimate the amount of tape required
in a voice over. Put the "*" character on a line by itself, where the
video should roll. LineupNX will then time all the material in the
copy from that point and place the time in the Runs part of the
rundown, while copy before the "*" will be timed and the time
placed in the Int time position. You should also put a comment or
direction in the left column as a reminder to the director / PA.

[go0d Taith. Here is what it looks like with
:{pause} both a voice over marker and a
comment. The colon tells the
L . timing routines to ignore the
The main issue in line that says smile and the

the dispute is the double parentheses are there

to remind the newsreader not
leng1th gﬁtlhe Weﬂ_( to read the line. The next line
BT Pl o ﬂﬂ+ I+

has the A”0 to
material that follows will be read as voice over, not directly to
camera.
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Edit > Upper Case will convert the entire script to upper case text.
Some newsrooms use upper case as a standard. [Ctrl]U is a
shortcut for this action.

Edit > Lower Case converts from upper to lower case. [Ctrl]L is
the shortcut. You will, of course, have to capitalize the first letters
of the first words of sentences and proper names by hand.

Like most text editors in Windows [CtrI]A will select all text in a
column and [CtrI]C will copy it to the clipboard. You can also use
[Ctrl]V to paste text. [Ctrl]Z will undo your last action.

You can print copy that is ready for the hosts or print draft quality
copy (does not keep formatting and several intros can be printed
on a single page). These are both selected from the File menu.

The Intro Editor automatically saves the text you have written
when you close the editor window.
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The RSS news feed system

LineupNX can connect you to the world's news services,
entertainment and sports feeds via RSS6 Really Simple
Syndication. Many major outlets like CNN, the BBC, and Reuters
provide such services (you must, of course, abide by any copyright
restrictions on the use of their material). With LineupNX RSS you
can have the equivalent of multiple wire service connections. The
only requirement for RSS to work on a computer running
LineupNX is that it be connected to the Internet. With the built-in
RSS browser / viewer you can copy and paste text from an RSS
feed story into scripts, notes or intros.

Enabling RSS

Only the Administrator / Executive Producer can enable or disable
RSS. If you are logged in as the Administrator / Executive
Producer then select Window > Administration > Preferences
and optionsé and click the General tab. You will see as one of
the entries RSS with a check box Enable RSS Feeds. If you do
not have an active Internet connection, this check box will be
disabled.

Finding a feed
Modern web browsers like Firefox,

. Chrome, Safari, Opera and Internet
Subscribe Explorer 7 or later will display an icon
to Reuters indicating a particular web page has
news feeds an associated RSS feed. Older
LEE] US Top Mews browser versions do not have this but
¥ e R s most sites that offer feeds put an icon

on their web pages indicating feeds
are available. For example load the
Reuters news service home page
www.reuters.com into your web
browser and scroll down the home page. On the left-hand column
you should see something like the
HEWS ARTICLE FEEDS graphic above. If you click on the
US Top News link you will go to a
page that has many feeds
small Business Mews — ayailable. To the left are some
LS Mews that Reuters offers.

International

[ FT

ol Technology

el Top Mews

f Ed Ed Es

The BBC, CNN, many technology
web sites, even many bloggers

LineupNX User Guide 2011 v2.0 rev 2 72



http://www.reuters.com/

offer RSS service. If you right-click on the link (sometimes the xml
link), you can copy it to the Windows clipboard for use in the
LineupNX RSS system.

Adding a feed
il = IfRSSis enabled in LineupNX and the Internet is
connected, there will be a feed button on the toolbar that
— 1 looks like the
RSS button
shown
above. To
add a feed,
just click the
button (not
the black
drop-down
arrow on the

right) to display the Manage RSS feeds dialogue.

I. LineupNX Manage RSS feet .I Click on the
r— 1l Addfeed
button (the
"+" icon).

_ Give the
Location |http:,-",-"sports.eSpn.go.com,-"espn,-"rss,-"news feed a name

‘/ and then

: paste the
_———ssssssss=s===ocation
(URL) copied from the website to the location box. You can get
this information from sites that offer RSS service. LineupNX
automatically installs some common RSS feeds but you may add

or remove as many feeds as you want or need.

R5S

MNarme [ESPN

Editing a feed

r Sometimes
LineupNX Manage the URL for
RSS LineupM Mews - a feed is
Current BEC B changed by
ChNM =
ESPN the feed

1

Sports llustrated provider and
you will have
to amend
the feed
information
stored by LineupNX. If you select the Edit Feed button (the pencil
icon) you will then be able to select a feed from the current list and
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modify both the name and the URL.

Deleting a feed

- Click the
LineupMX Manage RS! delete feed
RSS LineupMx Mews i~ button (the
C BBC = LA L
urrent M =] X |con).
5PN Then select
Spors llustrated the feed
from the list
that you
wish to

remove and click V.
You may cancel any action by clicking the red cancel button.

Selecting a feed
When you have a set of feeds loaded

_ il into the LineupNX RSS system, you
PR can select one by clicking the drop
BBC down arrow on the orange feed button
;. on on the toolbar. This will give you a list
ESPN of your available feeds. Click the one
Sports llustrated you want to look at. In the example
Ve shown, the Reuters US Top News feed

Reuters US Top Mews
AP Latest
AP US Headlines

is being selected.

Once you select a feed, LineupNX will
AP World retrieve the list of feed stories from the

AP Politics Internet and load it. If it is not already
AP Business visible, a new RSS button will appear
AP Health on the tool bar (the green one).
CBC

m -

Selecting a story

Site cut off from Amazon servers

Will the U.S. prosecute Julian Assange?
Toobin: First Amendment may not help
In tax row, GOP vows to block all bills
Obama bans eastern Gulf drilling 7 years
Smart storms out of court during trial
Fierce storms threaten Eastern U.5.
Rollins: Sarah Palin, you're no Reagan

Yahoo's most-searched term in '10 is ...

To select a story
just click the arrow
on the right of the
green RSS button
and a list of stories
will appear. When
you pick a story it
will be loaded into
a web-browser
screen that will
replace the current
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rundown as the LineupNX main screen.

You can now select text from this story and copy it to the clipboard
for pasting into a script using the LineupNX Intro Editor.

. L LineupNX David-VAIO [Main Show Desk] Ne

File Edit View Tools Window Help
EsME = s LnXIFEHE® c0000 |a-aiv

EDITION: INTERNATIONAL ‘ MEXICO
"
€N Politics

eera
Home Video NewsPulse U.S. World REENILEE Justice Entertainment Tech Health Living Travel Opinion iReport

9/11 health bill vote may come Qe e a1
Wednesday eRecamend | B S3recommendatons. &
By the CNN Wire Staff

December 22, 2010 8:41 a.m. EST

Washington (CNN) — A health care bil

meant to provide free medical treatment to (& C&p( yemi
those suffering from the health effects of TR “h ]
working in and near ground zero following
the 2001 attacks may come up for a Senate
vote on Wednesday.

Sen. Charles Schumer, D-New York, said it Penple matter, result
appeared the bill will come up for a Senate
Sen. Charles Schumer says a health care bill for 9/11 vote once lawmakers vote on START, a
responders may come up for a vote afier the START pact. nuclear arms control pact with Russia and a
top foreign policy priority of President Barack

STORY HIGHLIGHTS Obama's.

« The bill would provide free
V“‘kme”t:“ "‘“2 suffering frem "t will be decision day in the Senate, and we will see once and for all
veerking st ground zere who will keep their promise to never forget the heroes of 9/11."

+ Group of 811 frstresponders  Sehymer said Tuesday.
Join lawmakers to urge passage )

of a heatth benefits bill

0

The James Zadroga 9/11 Health Bill is named after a deceased New

* “We're asking for the right to
P ork Police Depariment detective who worked in the foxic plume a

Return to the rundown editor

&Y Click on the green RSS button (not the down arrow) on the
tool bar to clear the screen and return to the current

rundown. From there you can open the Intro Editor for the intro

you want to write. Any text you copied from the Internet story can

be pasted into the Intro Editor column, a note pad file, or a script

document.

Note that may news services place limits on the use of their stories
and deny reprint or rebroadcast without the payment of a fee.
Copyright restrictions may apply to items on RSS feeds. It is your
organization's responsibility to ensure copyright is not infringed.
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Control Room timers

The Control Room module of LineupNX provides sophisticated
timing features that help the control room crew ensure the smooth
and on-time running of the show. The Control Room module timers
can be operated by Production Assistants (Production or ShowPA)
in the control room.

To access the timers, after opening the show rundown the
Production Assistant selects Window > Control room or uses the
keyboard short cut [Ctrl]G. When this is done, LineupNX will
retime all copy that has not been timed by show talent and update
the rundown so that the timing will be as accurate as possible.

LineupNX Control Room Show and Item Timers - m
0 0 . 3 6 Strike Talks Copy V/0
Time laft [l RN [LIGHT -
Tape uns Show Rundown (Page # and Stary slug) lecturers, say they
TRER n palll are fed up with the
’_'_ 1 Opening ) administration's
Min Sec 2 School Fire Bl refusal to negotiate
L 3 Fire Follow in good faith.
00 oo = -
{pause
o 4 Book Store Securily {pause}
| oo oo - The main issue in
oo oo~ 6 Student Elections the dispute is the
o oo 8 Look Ahead Al (ength of the work
[0 foo- week. TA's want it
o0 oo ° o o @ L.J o increased from 10

The main control panel, shown above, is the heart of the system.
The display has three main elements. On the extreme right is the
host copy for the current story. In the illustration above the copy is
divided into two, an on-camera intro followed by live voice over of
a tape (or ingested video file). While not obvious in the printed
version of this guide, the demarcation is noted by changing the
color of the displayed copy from white to yellow. Immediately
above is a timer that estimates the time left in the on-camera
segment that is currently being read. At five seconds to the tape
roll the display changes color from green-on-black to red-on-yellow
(the actual number of seconds before the end at which the display
changes can be set in the Administration control panel).

In the center of the display the current rundown is displayed
highlighting the item that is currently running. In fact if there is a
sudden change in the show order (say an item has to be skipped
over because of a technical glitch) the next item can be clicked in
that window to load it into the timing system. Above the rundown is
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a display indicating the light / heavy status of the show based on
the running times of the remaining items in the rundown. It is
updated each time a tape is rolled.

The left part of the display shows the status of the tape / video file
that is running or is about to run. The time display at the top
indicates how much time is left to run. It counts down when the
tape is rolling and also changes color to warn that the end of tape
is approaching. Immediately below is a set of time windows. The
first merely displays the total tape time but below are the times
within an item of up to eight keys or cues.

In the display above, you can see four keys and the times they
should occur within the item. The next key or cue to be called is
highlighted when the tape is rolling.

A larger set of time clocks can also be displayed at the same time

(an option in the Administratoros
is the same as the left countdown clock on the control panel. The

right hand clock counts down the time to the next key or cue in the

item when a tape is playing. If on-camera copy is being read, it

displays the copy countdown time.

On Air at: u A Off Air at:
11

Time to end of ilem Timetanexievent  Frosh Week
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